
, • . ' 
, • • 

A NATIONWIDE SURVEY OF 
LAW ENFORCEMENT CRIMINAL JUSTICE 

PERSONNEL NEEDS AND RE~OURCES 

VOLUME VIII - PART 1 of 3 

FIELD ANALYSIS OF OCCUPATIONAL REQUIREMENTS 
AND PERSONNEL MANAGEMENT 

IN CRIMINAL JUSTICE AGENCIES 

FINAL REPORT' 

Prepared for 
Department of Justice 

Law E~forcement Assisdmce Administration 

by 
~Nationa1 Planning Association, 

American Institutes for Research, 
and 

Bureau of Social Science Research 
Washington, D~C. 

Under Contract No. J-LEAA-035-74 

September 30, 1976 

If you have issues viewing or accessing this file contact us at NCJRS.gov.



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

·>·1;···· 
'. ' 

A NATIONWIDE SURVEY OF 
LAW ENFORCE}~1T CRIMINAL JUSTICE 

PERSONNEL NEEDS AND RESOURCES 

VOLUME VIII - PART 1 

FIELD ANALYSIS OF OCCUPATIONAL REQUIREMENTS 
AND PERSONNEL MANAGEMENT 

IN CR.IMINAL JUSTICE AGENCIES 

FINAL REPORT 

Prepared for 
Department of Justice 

Law Enforcement Assistance Administration 

by 
National Planning Association 
1666 Connecticut Avenue, N.W. 

American Institutes for Research 
1055 Thomas Jefferson St., N.W. 

Bureau of Social Science Research 
1990 M Street, ~.W. 

Washington, D.C. 

Under Contract No. J-LEAA-035-74 

September 30, ~976 

This project was supported by Contract Number J-LEAA-035-74 
awarded by the Law Enforcement Assistance Administration, 
U.S. Department of Justice, under the Omnibus Crime Control 
and Safe Streets Act of 1968, as amended. Points of view 
or opinions stated in this document are those of the authors 
and do not necessarily represent the official position or 
policies of the U.S. Department of Justice. 

NCJRS 

SEP 211977 

ACQUISITIONS 
~----------~--~----------~----~ 



, 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
'I 

NATIONAL MAN.'"tOWER SURVEY ADVISORY BOARD 

Donald H. Riddle Chairman 
Chancellor 
University of Illinois, Chicago Circle 

Formerly President, 
John Jay College of Criminal Justice 

Sherman Day 
Director, National Institute of Corrections 
U.S. Bureau of Prisons 

Edward B. McConnell 
Executive Director 
National Center for State Courts 

Norval Morris 
Dean, Law School 
University of Chicago 

Patrick Murphy 
President 
Police Foundation 

Vincent O'Leary 
Dean, School of Criminal Justice 
State U. of New York at Albany 

Albert Reiss 
Professor, Department of Sociology 
Yale University 

Gerald Somers 
Professor, Department of Economics 
University of Wisconsin 

Anthony Travisono 
Executive Director 
American Correctional Association 

Richard Wertz 
Executive Director 
Governor's Commission on Law Enforcement 

and Administration of Justice 

i 
" J 
.1 

i 
i 

~~~~~--------~--~~. j 



I 
t 
I 
I 
t 
I 
I , 
" 

I 
I 
I 
I 
I 
I 
I 
I 
I 
:1 

NATIONAL MANPOWER SURVEY EXECUTIVE STAFF 

National Planning Association 

Harold Wool 
Project Director 

Frank M. McKernan 
Deputy Project Director 

American Institutes for Research Bureau of Social Science Research 

Albert S. Glickman 
Principal Investigator 

Robert W. Stephenson 
AIR Project Manager 

(through March 1976) 

Daniel Felker 
AIR Project Manager 

(from March 1976) 

11 

James M. Kretz 
BSSR Project Manager 

(from July 1975) 

Shirley A. Star 
BSSR Project Manager 

(through June 1975) 



,I 

f 
I , 
t 
I 
I , 
t 
I 
I, 
I 
I 
I 
I 
I 
" 

I 
I' 

TABLE OF CONTENTS - VOLUME VIII 

Preface • • • • 

Acknowledgments 

•• xvii 

..•. xix 

PART 1 

Chapter 1. Field Analysis of Occupational Requirements and Personnel 
Management in Criminal Justice Agencies • 1 

ft. Objectives of the Field Analysis Program •••• . • •. 3 
1. Determine Qualitative Requirements in Key Occupations--

Tasks, Skills, and Knowledge . . . • • • . • • . • • . • .• 3 
2. Assess Implications of Qualitative Requirements for Scope 

and Content of Training and Education . • • • . . . • •. 6 
3. Describe and Assess Personnel and T and E Implications of 

Existing Organizational Structures and Personnel Management: 
Practices • • • • • • • • • . • • • . • • • • • . . . • 7 

4. Describe Key Trends in Criminal Justice Programs and 
Organizations and Assess Implications for Personnel and 
for T and E Needs •••.•••••••• . • • • . • • •. 8 

5. Identify Desirable Improvements in Management Practices 
Affecting Personnel and T and E Needs • • • • • • • . • 9 

6. Provide Related Data Needed for Other Major NMS Components 
Based on Agency Field Visits . • • . • . . • • . • • 9 

7. Provide Methods and Procedures for Use in Continuing 
Occupational and Organizational Analysis • • • • • • • 10 

B. Scope of Field Visit Program • • • 10 
11 
12 

1. Selection of Field Sample 
2. Data Collection Instruments 

Chapter II. . Overview of Maj or Findings • • •• 
A. Law Enforcement Agencies • • • 

1. Occupational Findings 
2. Organizational Findings 
3. Personnel System Findings 
4. Innovative Policing Strategies and Technology 

B. Corrections (Adult) ••••• 
1. Occupational Findings •••• 
2. Organizational Findings 
3. Personnel System Findings 
4. Innovative Trends Findings 

Corrections (Juvenile) • • • • • 
1. Occupational Findings 
2. Organizational Findings • • • • 
3. Personnel System Findings · . . . . . . . . . . . . 
4. Innovative Trends Findings 

Corrections (Probation/Parole) · . . . . . . . . . 
1. Occupational Findings • • • • • • et • • 

2. Organizational Findings · . . . . . . 
3. Personnel System Findings . . . 

ii1 

14 
14 
14 
15 
15 
17 

18 
18 
19 
19 
21 

22 
22 
22 
23 
24 

24 
24 
25 
25 i 

l 

I 
~~~,~,,, _ .. ___ ,.....J 



I , 
I 
I 
I 
I 
I 
I, , , 
I 
I 
I 
I 
I , 
I 
I 

I' )"'1 i:: ' 

c. Judicial Process (Courts) 
1. Occupational Findings 
2. Organizational Findings • • • • 
3. Personnel System Findings • . • • 
4. Innovation and Trend Findings 

Judicial Process (Defenders) . . • • . 
1. Occupational Findings 
2. Organizational Findings 
3. Personnel System Findings 
4. Innovation and Trend Findings 

Judicial Process (Prosecutors) . 
1. Occupational Findings 
2. Organizational Findings 
3. Personnel System Findings 
4. Innovation and Trend Findings 

Chapter III. Law Enforcement Agencies 
A. Description of Agencies Visited • . . . 

1. Size and Type Distribution 
2. Functional Variations 
3. Linkages with Other Criminal Justice Agencies 
4. Personnel Distribution by Occupation and Function 

B. Major Factors Affecting Hanpower Staffing 
1. Budget. • • • • • • • • • ••••. 
2. Politics. . • • • • • • . • 
3. Service Delivery Orientation 
4. Workload. . • • • . • • . . • • • 
5. Law Enforcement Personnel 
6. Legal Restrictions . • 

C. Analysis of Police Personnel Systems Characteristics · 
1. Recruitment and Selection · · · · · · 2. Utilization of Personnel · · · · · · · · · · 3. Career'Development and Promotion Policies 
4. Training and Education Policies and Programs · 
5. Representation of Women and Hinorities · 
6. Labor Management Relations · · · 7. Summary Findings and Conclusions · · · · · 

D. Occupational Analysis of Key Law Enforcement Occupations 
1. Introduction . · · · · · · · · 2. Methodology · · · · · · · 3. Occupational Analysis of Patrol Officer · · · · · 4. Occupational Analysis of Patrol Supervisor · 5. Occupational Analysis of Detective · · · · · 6. Occupational Analysis of Detective Supervisor 
7. Occupational Analysis of Evidence Technician/Crime 

Scene Analys t. . . . . · · · · · · · · · 8. Occupational Analysis of Police Planner · · · · · 

iv 

· · · 
· · · 

· · · · 

· . · · · . · · · 
· · 

· 
· 
· · · 

· 
· · · 
· · 
· · 

26 
26 
27 
27 
28 

29 
29 
29 
29 
30 

30 
30 
30 
31 
31 

32 
32 
32 
32 
36 
41 

48 
48 
50 
51 
52 
53 
55 

55 
56 
61 
84 
86 

107 
109 
111 

117 
117 
121 
124 
155 
174 
191 

207 
219 



I 
I 
I 
I 
t 
I 
I 
I , 
I 
I 
I: 
I 
I 
I 
I 
I' 
·1 
I 

E. 

PART 2 

9. Occupational Analysis of Police Legal Advisor 
10. Occupational Analysis of Y.;;d-Level Manager 
11. Occupational Analysis of Cli2ef Executive 
12. Summary Findings and Conclusions • • • • • . 

Analysis of the Personnel and Training Implications of 
Selected Police Trends or Innovations • • • • • • • • • 

1. Innovative Policing Strategies--Team Policing . 
2. Other Innovative Policing Strategies •••• 
3. Technology • • • . • • • • • • • • • . • • 
4. Summary Findings and Conclusions Concerning the Two Trends 

of Team Policing and Technology 
References and Notes (Chapter III) • • . • • • 

Chapter IV. Adult Correcl:ions • • • • . • . • 
A. Description of Agencies Visited . • • • 

B. 

C. 

D. 

1. Distribution and Type of Agencies • 
2. Linkages with Other CJ Agencies • . 

Major 
1-
2. 
3. 

Factors Affecting Manpower Staffing . 
Shortages in Key Positions • • . • • 
Impact of Comnrunity-Based Programs on Manpower 
Impact of Resource Constraints Upon Manpower 

Analysis of Personnel Systems Characteristics 
1. Recruitment and Selection • • • • • • • 
2. Growth and Turnover • • . • • . • • • • 
3. Career Development and Promotion Policies 
4. Affirmative Action Programs • • 
5. Labor t-ianagement Relations . . . 
6. Training and Education Policies and Programs 
7. Conclusions and Findings 

Occupational Analysis of Key Occupations 
1. Adult Institution Correctional Officer 
2. Adult Institution Caseworker/Counselor • • • • 
3. Adult Community-Based Counselor/Caseworker 
4. Adult Community-Based Correctional Administrator 

E.' Analysis of Significant Trends or Innovations Affecting Future 
Depa~tmental and Agency Needs • • • • • • • • • • • 

1. Community-Based Facilities--Current Status 
2. Community Release Programs--Current Status 
3. Expected Future Status • • • • • 
4. Implications for Staffing and for Training/Education 

Needs • • • • . • • • • 
5. Conclusions and Findings 
References and Notes (Chapter IV) • 

v 

. . '. . . . . . 

233 
248 
260 
270 

275 
275 
300 
308 

313 
316 

319 
320 
320 
322 

323 
325 
327 
330 

333 
333 
339 
343 
346 
348 
350 
361 

363 
365 
380 
391 
402 

413 
414 
421 
425 

426 
429 
431 

t 

J 



~I, ., 
Chapter V. Juvenile Corrections · · · · · · · 432 

A. Description of Agencies Visited · · · · 434 

I 1. General Characteristics · · .. · 434 
2. Linkages with Criminal Justice Agencies and Other 

Organizations 438 

I 3. Conclusions · · · · · · · · · 442 

B. Major Factors Affecting Manpower Staffing · · · · 444 

t 
1. Manpower Needs · · · · · · · · · 444 
2. Resource Constraints · · · · · · · · 448 
3. Legal Issues 453 
4. Conclusions · · · · · · · · · 454 

I C. Analysis of Personnel Systems Characteristics 456 
II 1. Staffing of Key Occupations 456 

j 2. Selection and Turnover · · · · · 460 
3. EEO/Affirmative Action · · · · · 470 
4. Career Development and Promotion Policies 471 

I 
5. Training and Educational Policies and Programs · 473 
6. Labor Management Relations/Civil Service · · 483 
7. Most Needed Personnel Systems Improvements 484 
8. Conclusions, · · · · · · · · · · 487 

I D. Occupational Analysis of Key Occupations · · · · · - . 490 
1. Juvenile CommU1}.ity-Based Counselor/Caseworker 492 

I 
2. Juv'enile Institution Counselor/Caseworker 503 
3. Juvenile Institution Youth Service Worker 

(Houseparent) · · · · · · · · · · · · · ~18 

I 
4. Juvenile Community-Based Correctional Administrator 529 
5. Juvenile Institution Correctional Administrator 540 

E. Analysis of Significant Trends or Innovations Affecting 

I Future Agency ~~power Needs · · · · · · · · · · · · · · · · · · 542 
1. Current Status · · · · · · · · · · · · · · 542 
2. Implications for Staffing and Training/Education 555 , 3. Conclusions · · · · · .' · · · · · · · · · · 558 
References and Notes (Chapter V) 560 

Chapter VI. Probation and Parole Agencies · · · · 563 

I A. Agency Descriptions · · · · · · · · · · · 563 
1. Size, Type and Functions · · · · · · · · · 563 
2. Organization of Parole and Probation Services 564 

I' 3. Personnel Distribution • · · · · 568 
4. Conclusions and Findings · · · · · · · · · 572 

'"" 

I 
B. Major Factors Affecting Manpower Staffing 572 

1. Input of Exogenous Forces Upon Functions and 
Workloads · · · · · · · · · · · · · · · · · 573 

2. Effects of Recent Trends in Parole and Probation 

t Practices on the-Manpower Pictu~e. · · · · 578 
3. Impact of Resource Constraints Upon Manpower 584 
4. Conclusions and Findings · · · · · · 585 

t C. Analysis of Personnel System Characteristics · 587 
1- Recruitment, Selection and Assignment of Personnel · 587 

I vi 

~-.. 



I , 
·1 
I , 
I 
t 
I 
I 
I· 
. 1' 

·a· 
I 
I 
I 
I 
I' 
I 
I 

D. 

E. 

PART 3 

2. 
3. 
4. 
5. 

6. 

Career Development and Promotion Policies • . • • 
Training and Education Policies and Programs • . • • • 
Labor-Management Relations • • . • • • • • • 
Most Significant Needs for Personnel System 

Improvements • . • • • • ..•• 
Conclusions and Findings . • • • 

Occupational Analysis of' Key Occupations 
1. Adult Probation/Parole Officer 
2. Juvenile Probation/Parole Officer 

Analysis of Trends Affecting Manpower in Probation/Parole 
Agencies . . . . . . . . . . . . . . . . . . . . . . . . . 

1. Assumptions Regarding Future Activities of Parole/ 
Aftercare Probation Officers . • . • • . • • . 

2. Implications for Staffing and Training/Education 
Needs • • • • • • • • • 

References and Notes (Chapter VI) . . . . . . . . . . . 

Chapter VII. Courts • • • • • • • • • • • • • • • • 
A. Description of Agencies Visited • • 

1. Size and Type Distribution 
2. Organization, Functions, and Roles. • ••. 
3. Linkages with Other Criminal Justice Agencies • . 
4. Findings and Conclusions • . • • 

B • Major Factors Affecting Manpower Staffing • 
1. Functions and Workloads • • • • • • • • • 
2. Resource Constraints and Other Key Factors 
3. Findings and Conclusions • • • • • • 

C. Analysis of Personnel System Characteristics 
1. Recruitment and Selection • • • • • • • 
2. Utilization of Personnel • • • • • • • 
3. Career Development and Promotion Policies • 
4. Training and Education Policies and Programs 
5. Findings and Conclusions 

D. Occupational Analysis • • • • • • 
1. Judges • • • • • • • • • • 
2. Findings and Conclusions 
3. Court Administrator • • . 
4. Findings and Conclusions 

E. Analysis of Significant Trends or Innovations Affecting 
Future Agency Manpower Needs • ",'. • • • • • • • • • • • • 

1. Findings and Conclusions • • • • • • 
References and Notes (Chapter VII) 

vii 

590 
592 
594 

595 
597 

598 
600 
614 

628 

628 

630 
632 

633 
633 
633 
636 
642 
648 

649 
649 
653 
654 

654 
654 
660 
665 
668 
677 

679 
679 
703 
704 
724 

725 
732 
734 



I , 
·1 
I , 
I 
t 
I 
I 
I, 
I 
I' 
I 
I 
I, 
I: 
I' 
I· 
I' 

Chapter VIII. Defenders. . • . . . • . .• •• • • 
A. Description of Agencies Visited . . • . 

1. Size and Type Distribution 
2. Variations in Organization, Function and Role 
3. Linkages with Other Criminal Justice Agencies 
4. Findings and Conclusions • . •. 

B. Major Factors Affecting \vork1oads 
1. Functions and Workloads . . 
2. Resource Constraints 
3. Findings and Conclusions 

C. Analysis of Personnel Systems Characteristics 
1. Recruitment and Selection • . . • . . 
2. Utilization of Personnel ...... . 
3. Career Development and Promotion Practices 
4. Training and Education Policies and Programs 
5. Findings and Conclusions 

D. Occupational Analysis • • • • • . • 
1. Findings and Conclusions 

E. Analysis of Significant Trends or Innovations Affecting 
Future Agency Hanpower Needs 

1. Findings and Conclusions 
References and Notes (Chapter VIII) . 

Chapter IX. Prosecutors • • . • • • . • • . • . . 
A. Description of Agencies Visited • . . • 

1. Size and Type Distribution 
2. Variations in Organization, Function and Role . 

B. 

C. 

D. 

3. Linkages with Other Criminal Justice Agencies 
. 4. Findings and Conclusions 

Major Factors Affecting Ivork1oads • 
1. Findings and Conclusions 

Analysis of Personnel Systems Characteristics . • • 
1. Recruitment and Selection • . • • • . 
2. Utilization. • • • • • . • • • • • • 
3. Career Ladders and Promotion Policies • • 
4. Training and Education Policies and Programs 
5. Findings and Conclusions 

Occupational Analysis • . • • • • • • 
1. Findings and Conclusions 

. . . . 

E. Analysis of Significant Trends or Innovations Affecting 
Future Agency Nanpower Needs • • • • • • • • • 

1. Findings and Conclusions 

Chapter X. Overall Findings and Recommendations 
A. Occupational Findings • . • • 

1. Tasks and Knowledges 
2. New Positions • • . . . 

viii 

. . . . 

735 
738 
738 
739 
754 
760 

762 
762 
765 
766 

766 
766 
771 
775 
779 
794 

795 
822 

823 
833 
834 

835 
835 
835 
836 
839 
842 

842 
843 

844 
844 
845 
846 
849 
868 

870 
896 

897 
904 

905 
905 
905 
906 



I 
I 
I 
I 
I 
I , 
I 
I 
I 
I 
I 
I 
I 
I, 
I 
I 
I 
I' 

B. 

C. 

D. 

Appendix 
A. 

B. 

C. 

Personnel Systems Findings . 
1. Hanpower . . 
2. Recruitment 
3. Turnover . . . . . . 
4. Hinorities and \-Jomen . 
5. Collective Bargaining 

Training and Education • • 
1. Training 
2. Higher Education . 

Methodological Contributions • • 

Organization of the Project 
1. A. I. R. Hanagemen t 
2. Task Forces 
3. Consultants . • . . . 

Selection of Key Occupations • 

Data Requirements Determination . . • . . 
1. Survey of the Literature 

. . . . . 

. 

2. Coordination with NPA and BSSR for Data Needs 

D. Data Collection Instruments 
1. Type. • • . . • • . . . • • . 
2. Purpose of the Instruments 
3. General Content 
4. Applicability 

E. Sampling Program . • • • 

F. Data Collection Program 

G. 

1. Pre-visit Preparation 
2. Agency Visits • • • • 
3. Follow-up Procedures • • 
4. Special Procedures • • • 
5. Problem Areas Encountered 

System 
1. 
2. 
3. 

for Data Analysis . • • • 
Quantitative Analysis 
Qualitative Analysis . 
Data File • • . • • • • • 

Attachment A. Law Enforcement Data Collection Instruments 

Attachment B. Judicial Process Data Collection Instruments 

Attachment C. Corrections Data Collection Instruments 

ix 

. . . . . 
907 
907 
908 
908 
908 
909 

909 
909 
912 

913 

917 
917 
917 
918 

924 

925 
925 
926 

926 
926 
927 
927 
932 

933 

942 
942 
942 
942 
943 
952 

953 
953 
961 
961 



I 
I' 
I 
I 
I 
I 
I 
I: 

I 
I 
I 
I 

II 
I 
a 
I' 
I' 

CHAPTER III. 

VIII-III-I 

VIII-III-2 

VIII-III-3 

VIII-III-4 

VIII-III-S 

VIII-III-6 

VIII-III-7 

VIII-III-B 

VIII-III-9 

VIII-III-IO 

VIII-Ill-II 

VIII-III-12 

VlII-Ill-13 

VIII-III-14 

VIII-Ill-IS 

VIII-III-16 

VIII-III-I 7 

VIII-III-IB 

VIII-III-19 

List of Tables 

LAW ENFORCEHENT AGENCIES 

Number of Law Enforcement Agencies at \vhich ID1S 
Field Site Visits were Conducted by Size and Type. 

Functions Performed by NHS Agencies by Size and 
Type (Number of agencies performing each) ••• 

Personnel Distribution by Occupation - Percent 
of Total Agency Staff. • • • • • • • • • • • • 

• 0 • • 

Total Agency Personnel Distribution by Function -
Percent of Total Agency's Staff. ••••••••• 

Sworn Personnel Distribution 1;>7 Function - Percent 
of Total Sworn Staff • • • • • • • • • • • • • 

Nonsworn Distribution by Function - Percent of 
Total Nonsworn Staff • • • • • • • • • • • • • 

Personnel System Analysis Interview Forms and 

• • 0 0 

VIII-33 

VIII-34 

VIII-42 

VIII-44 

VIII-4S 

VI Il-46 

Cognizant Interviewees • • • • • • • • • •••• VIII-57 

Kinds of Training Provided by Agencies • • • • • • • • VIII-88 

When Recruits for Sworn Officer Positions Receive 
En try Level Training • • • • • • • • • • • • • • • 

Kinds of In-Service Training Given • 0 • • • 

\fuen Supervisory Training is Given in Those 
Agencies Providing Supervisor Training • 

. . . . . 

.. . . . . 
Hanagement Satisfaction with 
Police Training • • • • • • 

Training Problem Areas/Needs 
'Managemen t • • • • • • • • • 

the Quality of . . . . . . . . . . . 
Identified by Agency . . . . . . . . . 

Percentage of Sworn Personnel Continuing Their 

. . 

Education • • • • • • • • • • • • • • • .. • • · . . . 
Percentage of Sworn Personnel Having at Least 
an Associates Degree • • • • • • • • • • • . . · . .. . 
Number of Agencies Having Certain Policies Con
cerning Continuing Education • • • • • • • • • • . . . 
Utilization, Performance, and Retention of College 

VIII-90 

VIII-93 

VIII-93 

VIII-94 

VIII-96 

VlII-lOI 

VlII-102 

VIII-102 

Educated Police Officers • • • • • • • • • • • • • • • VllI-104 

Completed and Returned Law Enforcement Occupational 
Task (T) and Knowledge (K) Checklists by Type of 
Police Agency ••••••••••••••••• · . . 
Task Profile of Patrol Line Officer Occupation • 

• VllI-l23 

VIII-12S . . . 

x 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I' 
I 
I 

VIII-III-20 

VIII-III-21 

VIII-III-22 

VIII-III-23 

VIII-III-24 

VIII-III-25 

VIII-III-26 

VIII-III-27 

VIII-III-28 

VIII-III-29 

VIII-III-30 

VIII-III-31 

VIII-III-32 

VIII-III-33 

VIII-III-34 

VIII-III-35 

VIII-III-36 

VIII-III-37 

VIII-III-38 

VIII-III-39 

VIII-lII-40 

VIII-lII-41 

Knowledge/Skill Profile of Patrol Officer Occupa-
tion . . . . . . . . . • . . . . . . . • • • • • • It • VIII-l28 

The Most Prominent Knowledge and Skill Deficiencies 
Remaining After Patrol Officer Recruit Training •••• VIII-136 

Training and Education Data on Patrol Officer Tasks 
with Emphasized Knowledge/Skill Requirements • • • VIII-l40 

Task Profile of Patrol Line Supervisor Occupation. • • VIII-156 

Knowledge/Skill Profile of Patrol Supervisor • • • • • VIII-l60 

The Most Prominent Knowledge and Skill Deficiencies 
Typically Characteristic of Patrol Supervisors • • •• VlII-l67 

Training and Education Data on Patrol Supervisor 
Tasks with Emphasized Knowledge/Skill Requirements 

Task Profile of Detective/Criminal Investigator 

VIII-169 

Occupation • • • • • • • • . . . . . . . . . . . . •• VIII-l75 

Knowledge/Skill Profile of Detective Occupation. • VIII-178 

The Most Prominent Knowledge and Skill Deficiencies 
Typically Characteristic of Detectives • • • '. • • •• VIII-185 

Training and Edu~~tion Data on Detective Tasks 
with Emphasized Knowledge/Skill Requirements • · . . 
Task Profile of Detective Supervisor Occupation. 

Knowledge/Skill Profile of Detective Supervisor 
Occupation • • • • • • • • • • • • • . . . . . . 

· . 
· . 

The Most Prominent Knowledge and skill Deficiencies 

• VIII-186 

• VIII-192 

• VIII-l95 

Typically Characteristic of Detective Supervisors. • • VIII-201 

Training and Education Data on Detective Supervisor 
Tasks with Emphasized Knowledge/Skill Requirements • • VIII-203 

Task Profile of Evidence Technician/Crime Scene 
Analys t. . • . . . . . . . . . . . . . . . . . 

Summary Data on Original Evidence Technician/ 
Crime Scene Analyst Knowledge Checkl;st •••• 

· . . . VIII-208 

· . . . VIII-210 

Reviewed and Revised Knowledge Requirements for 
Evidence Technician/Crime Scene Analyst. • • • • • • • VIII-213 

The Most Prominent Knowledge and Skill Deficiencies 
Typically Characteristic of Newly Appointed Evidence 
Technicians. 0 • • • • • • • • . ' 0 • • • • • • • • • 0 VIII-216 

Task Profile of Police Planner Occupation. • ~ • • • 0 VIII-220 

Knowledge/Skill Fi;ofile of Police Planner Occupation, 0 VIII-223 

The Most Prominent Knowledge and Skill Deficiencies 
Typically Characteristic of Newly Appointed Police 
Plann~rs • 0 • • • • • • • • • • • • 0 • • • • • • • • VIII-229 

xi 



I 
I 
I 
I 
I 
I 
I 
I , 
I 
I 
I' 
'I 
I 
I: 
I' 
I' 
'I 
I 

VIII-III-42 

VIII-III-43 

VIII-III-44 

VI11-III-45 

'1111-111-46 

VI1I-III-47 

VI1I-III-48 

VIII-II1-49 

VIII-Ill-50 

VIII-Ill-51 

VIII-Ill-52 

VIII-Ill-53 

VIII-Ill-54 

VIII-Ill-55 

VIII-Ill-56 

VIII-Ill-57 

VIII-Ill-58 

VIII-Ill-59 

VIII-III-60 

Task Profile of Legal Advisor Occupation. • • • • • • 

Knowledge/Skill Profile of Legal Advisor Occupation • 

Reviewed and Revised Knowledge Requirements for 
Police Legal Advisor. • • • • • • • • • • • • • • • • 

The Most Prominent Knowledge and Skill Deficiencies 
Typically Characteristic of Newly Appointed Police 
Legal Advisors ••••••••••••••••• 

. . Task Profile of Mid-Level Manager Occupation. 

Knowledge/Skill Profile of Mid-Level Manager. . . . . 
Training and Education Data on Mid-Level Manager 
Tasks '-lith Emphasized Knowledge/Skill Requirements •• 

Task Profile of Chief Executive Occupation. 0 • • • • 

Knowledge/Skill Profile of Chief Executive Occupation 

Comparison of Summary Occupational Analysis Data on 
the Nine Key Law Enforcement Occupations ••••••• 

Tasks which Differentiate Patrol Officers in a Team 
Policing and Conventional Agency •••• . . . . 
Tasks which Differentiate Detectives in a Team 
Policing and Conventional Agency ••••• . . . 
Workload, Staffing, and Selected Other Character
istics of Three Team Policing Agencies and Three 
Conventionally Organized Agencies • • • • • • • • 

Investi~atiye Skill and Knowledge Requirements for 
a Patrol Officer in a Large Team Policing Agency 
and for a Detective i.n a Large Conventional Polic-
ing Agency ••••• . . . . . . . . . . . . . . . . . 
Skill and Knowledge Requirements in Two Selected 
Subject Areas for Patrol Offi.cer Positions in Team 
Policing and Conventional Policing Agencies of 
Three Different Sizes • • • • • • • • • ••••••• 

Skill and Knowledge Requirements in Four Selected 
Subject Areas for Patrol Sergeants in Team Policing 
and Conventional Policing Agencies of Three Different 
Sizes • • 0 • • • • • • • • • • • • • • • • • • • . . 
Number of Classroom Hours for Selected Topic 
Categories of Recruit Curricula for a Large Team 
Policing Agency, Large Conventional Policing Agency 
and for a State Nandated Course • • • • • • • • • • • 

Innovative Policing Strategies other than Team 
Policing Planned or Underway in the 31 Agencies 
Visited ....•.••.. 0 ••••••••• • • • 
Status of Innovative Policing Strategies other than 
Team Policing in the 31 Agencies Visited • • • • • • 

xii 

VIII-234 

VIII-237 

VIII-241 

VIII-245 

VIII-249 

VIII-251 

VIII-256 

VIII-261 

VIII-263 

VIII-271 

VIII-280 

VIII-283 

VI1I-286 

VIII-291 

VI1I-293 

VIII-295 

VIII-298 

VIII-30l 

VIII-302 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
'I 
I 
I 
I 
I' 
·1 
I 

CHAPTER IV. ADULT CORRECTIONS 

VIII-IV-I 

VIII-IV-2 

VIII-IV-3 

VIII-IV-4 

VIII-IV-5 

VIII-IV-6 

VIII-IV-7 

VIII-IV-8 

VIII-IV-9 

VIII-IV-IO 

VIII-lV-II 

CHAPTER V. 

VIII-V-I 

VIII-V-2 

VIII-V-3 

VIII-V-4 

VIII-V-5 

CHAPTER VI. 

VIII-VI-I 

V:r.II-VI-2 

VIII-VI-3 

VIII-VI-4 

VIII-VI-5 

Adult Corrections Headquarters and Agencies Providing 
Data for NMS . • • . • • • • • • • • • • • . • • • . • 

Organization of Parole, Probation and Institutional 
Services in Ten Sample States . • • • • • • • • . • • 

Recruiting Sources for Key Adult Corrections 
Occupations • • • • • • • • • • . 

Curriculum Emphasis in Recruiting 

Number of Sample States Using Career Ladders 

Eligibility for Promotion in Six Sample States . 

Key Occupations Impacted by Unions or Civil Service. • 

Occupational Summary Data for Adult Institution 
Correctional Officer • • • . . • • • • . . • • • 

Occupational Summary Data for Adult Institution 
Caseworker . . . . . . . . . . . . . . . . . . . 

Occupational Summary Data for Adult Community
Based Counselor/Caseworker . . • • • . . • • • 

Occupational Summary Data for Adult Community
Based Correctional Administrators . • . . • . 

JUVENILE CORRECTIONS 

Youth Corrections Headquarters and Agencies Visited 
by Correction ~eam • • • • . . • • . • • . • • • . 

Occupational Summary Data for Juvenile Community
Based Counselor/Caseworker . . . . . .'. • • • . • 

Occupational Summary Data for Juvenile Institution 
Counselor/Caseworker • . • • • • • • • • • • • • • • . 

Occupational Summary Data for Juvenile Institution 
Youth Service Worker (Houseparent) • . • • • • • • 

Occupational Summary Data for Juvenile Community-
Based Correctional Administrator • • • • • • 

PROBATION AND PAROLE AGENCIES 

Administrative Organization of Parole, Probation 
and Institutional Services • • • • • • 

Personnel Distribution of Juvenile and Adult 
Probation and Parole, Field Agencies • • • • 

Use of Innovative Probation/Aftercare Practices 
in Juvenile Field Agencies • • • • • • • • • 

Use of Innovative Probation/Parole Practices in 
Adult Field Agencies • • • • • • • • • • • • • • 

Occupational Summary Data for Adult Probationl 
Parole Officers • • • • • • • • • • • • • 

xiii 

VIII-321 

VIII-324 

VIII-338 

VIII-339 

VIII-343 

VIII-345 

VIII-348 

VIII-369 

VIII-383 

VIII-395 

VIII-406 

VIII-435 

VIII-496 

VIII-507 

VIII-522 

VIII-533 

VIII-566 

VIII-569 

VIII-5S0 

VIII-S83 

VIII-604 



I 
I 
I 
I 
I 
I 
I 
I 
I, 
I 
I 
I 
I 
'I 
I 
I 
~I 

I 
,I 

VIII-VI-6 Occupational Summary Data for Juvenile Probation/ 
Parole Officers • • . . • •• • • . • • • • • • 

CHAPTER VII. COURTS 

VIII-VlI-l Description of Geographic Area with Number of Courts 
Visited ............ l1li • • • • • • • 

VIII-VII-2 Summary of the Jurisdiction of Courts Visited . 

VIII-VII-3 Jurisdiction of Courts Visited by Geographic Area 
and Numbers of Judicial Personnel • . • • • • • 

VIII-VII-4 Functions Performed by Courts and Judges (Large 
Metropolitan Area) ••• . . • . • • . . . . • 

VIII-VII-5 Functions Performed by Consolidated Urban Trial 
Courts . . . . . . . . . . . . . . . . . . . . 

VIII-VII-6 Summary of Responses to Task Checklist--Judge . 

VIII-VII-7 Summary of Responses to Knowledge Checklist--
Judge . . . . . . . . . . . . . . . . . . . . 

VIII-VII-8 Summary of Responses to Task Checklist--Court 
Administrator • • . • . • • • • • • • • • • • 

VIII-VII-9 Summary of Responses to Knowledge Checklist--Court 
Administrator . . . . . . . . . . . . . . . . . . . 

CHAPTER VIII. DEFENDERS 

VIII"';VIII-l Description of Defender Functions Utilizing 
Little or No Assigned Counsel • . • • • • • 

VIII-VIII-2 Description of Defender Functions Utilizing 
Assigned Counsel. • • . • • • • • • • • . • 

VIII-VIII 3 Summary of Responses to Task Checklist--Public 
Defender. • • • • • . • . . . . . . . . . . . . 

VIII-VIII-4 Summary of Responses to Knowledge Checklist--
Public Defender • • • • • • • • • • • • 

CHAPTER IX. PROSECUTORS 

VIII-IX-l Respondents Characterization of Law School Course 
Deficiencies . . . . . • . • . . . . ~ . . . • . . 

VIII-IX-2 Summary of Responses to Task Checklist--
Prosecutor ....•....•.... 

VlII-IX-3 Summary of Responses of Knowledge Checklist--
Prosecutor. •••••••••••••••• 

xiv 

VIII-6l8 

VIII-634 

VIII-634 

VIII-635 

VIII-662 

VIII-663 

VIII-693 

VIII-697 

VIII-706 

VIII-720 

VIII-74l 

VIII-742 

VIII-796 

VIII-816 

VIII-85l 

VIII-871 

VIII-888 



I 
I 
I , 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

List of Figures 

CHAPTER III. LAW ENFORCEMENT AGENCIES 

1. Four-quadrant matrix showing agreement (67%) and disagree
ment (33%) between two independently conducted job analyses 
procedures on the knowledge and skill requirements of the 
patrol officer occupation •••••••••••••••••• 

2. Four-quadrant matrix showing agreement (67%) and disagree
ment (33%) between two independently conducted job analyses 
procedures on the knowledge and skill requirements of the 
patrol supervisor occupation • • • • • • • • • • • • • • • • 

3. Four-quadrant matrix showing agreement (64%) and disagree
ment (36%) between two independently conducted job analyses 
procedures on the knowledge and skill requirements of the 
detective occupation •••••••••••••••••••• 

4. Four-quadrant matrix showing agreement (76%) and disagree
ment (24%) between two independently conducted job analyses 
procedures on the knowledge and skill requirements o~ the 
detective supervisor occupation. • • • • • • • • • • • • • • 

5. Four-quadrant matrix showing agreement (84%) and disagree
ment (16%) between two independently conducted job analyses 
procedures on the knowledge/skill requirements of the 
police planner occupation. • • • • • • • • • • • • • • • • • 

CHAPTER VII. COURT S 

1. S~a1e utilized to indicate status of activities in judicial 
~~~cess agencies • • • • • • • • • • • • • 

2. Scale used to indicate probable changes in judicial process 
activities over the next five years • • • • • • • • • 

CHAPTER VIII. DEFENDERS 

1. A centrally coordinated and administered statewide 
defender system • • • • • • • • • • • • • • • • • 

2. Organization of defender services based on a divisional 
model • • • • • . . . . . . . . . . . . . . . . . . 

3. Scale utilized to indicate status of activities in 

4. 

defender agency. . . . . . . . . . . . . . . . . . . . . . . 
Scale used to indicate probable changes in defender 
activities over the next five years .0 .•••••. 

xv 

VIII-132 

VIII-l64 

VIII-182 

VIII-199 

VIII-227 

VIII-726 

VIII-726 

VIII-773 

VIII-776 

VIII-824 

VIII-824 



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

CHAPTER IX. PROSECUTORS 

1. Scale utilized to indicate status of activities in 
prosecution agencies • • • • • • • • • • • . . . . VIII-89B 

2. Scale used to indicate probable changes in prosecution 
activities over the next five years • • • • • • VIII-89B 

xvi 



PREFACE 

The law enforcement/criminal justice system is comprised of three dis-

tinct, very large and very compl~x components--law enforcement, judicial pro-

cess, and corrections. Each component represents a widely accepted and respected 

segment of society whose influence touches every American citizen. More directly, 

each component of the LE/CJ system encompasses many diverse career fields and 

occupational specialties employing many thousands of people. It is the abilities 

and dedication of these workers and the quality of the administrative and opera-

tional organization under which they perform which ultimatel! define how 

effectively the LE/CJ system fulfills the responsibilities assigned it by 

society. 

The general aim of this volume is to present the results of a study under;:-

I, 
I 
I 
I 
I 
I 
I 
I 
I 
I 

taken to identify and define some of the major factors which influence how and 

II what these workers perform. More specifically, the study addressed salient per-

I 
I 
I 
I 
I 
I 
I 
I 

sonnel management and organization issues and the basic occupational requirements 

associated with selected LE/CJ positions. The study discussed herein wasoa 

subsidiary effort of the National Manpower Survey, a collaborative and much 

broader undertaking of three research organizations to address the nationwide 

personnel, training and education needs of the LE/CJ system. 

This volume specifically describes the field analysis of occupational 

requirements and personnel management in criminal justice agencies conducted 

by the American Institutes for Research. The nucleus of the field analysis con-

sisted of collecting data at a sample of criminal justice headquarters, depart

ments, and agencies and from hundreds of incumbents in key occupations. The 
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size and complexity of the field analysis program necessitated the individual 

and combined efforts of 30 full-time research staff, part-time data collectors, 

and consultants. Nine AIR research staff members have contributed to this 

volume. 

This volume can be of use to federal, local, and regional planners re-

sponsible for assessing manpower and training needs and for those responsible 

for determining and implementing personnel management and training policy. 

It can also be of interest and use to operating agencies which must deal on a 

working level with the issues and occupations studied here. Because so many 

personnel and training policies and issues emanate from the way work is organi

zed and staffed, the occupational analysis methodology and findings should be 

of particular interest to these agencies. Never before has there been such a 

nationwide and in-depth task analysis of so many key LE/CJ occupations. Task 

by task information, including skill/knowledge requirements, is of very prac-

tical value at all levels in examining and changing the way its work is struc-

tured into positions and the standards and content es~ablished for hiring and 

training. 

The volume basically has been organized by LE/CJ sector to facilitate use. 

Part I will be of particular interest to law enforcement, Part 2 to corrections, 

and Part 3 to judicial process. Chapters I, II, and X, and the Appendix are 

of general interest to all sectors. 
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CHAPTER I. FIELD ANALYSIS OF OCCUPATIONAL REQUIREMENTS 

AND PERSONNEL MANAGEMENT IN CRIMINAL JUSTICE AGENCIES-

In conducting part of the National Manpower Survey, the American Institutes 

for Research concentrated upon the qualitative aspects of manpower, training 

and education. The information has been generated principally by two comple

mentary methods: occupational analysis and personnel systems study. The 

major sources of information have been reports from field visits to approxi-

mately 240 criminal justice agencies, offices and facilities in ten states. 

The occupational analysis effort was concerned with qualitative personnel 

requirements in the law' enforcement and criminal justice field. The analysis 

.focused on 20 key LE/CJ occupations for purposes of identifying the essential 

task-knowledge requirements of each occupation and for assessing the training 

and education implications of the job requirements. 

The personnel systems analy,sis effort w·as oriented toward determining 

relationships among various personnel policies, procedures, tr~nds and 

the consequent influence they have on manpower, job design, and training and 

education needs. 

The field analysis program represents the first national effort to study 

systematically the specific skills and knowledges associated with the specific 

tasks performed by 20 LE/CJ key occupations. Other occupational analyses have 

been conducted, but no single effort has cut across all LE/CJ sectors, included 

as many occupations, or been directed at the task level. 

1\ 
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To place the field analysis program in perspective with the many other 

NMS activities, it is necessary to note the distinction between the nature 

and purposes of the data obtained from the American Institutes for Research 

(AIR) field visits and the analyses obtained from the quantitative approach 

represented by the systematic survey of the Bureau of Social Science Research 

(BSSR), reported elsewhere in this series of reports. 

The BSSR survey instruments were administered by mail and were structured 

to elicit answers to pre-established questions. Their distribution followed 

well-established probability sampling procedures that allow generalization 

to the nation as a whole because they are based upon coverage of the full 

"universe" of given categories of respondents. 

The AIR field data and analyses, on the other hand, were considerably fewer, 

more intensive in nature, and more open-ended in design. They allowed for more 

exploration of specific circumstances. The choice of sites and persons to be 

visited was more purposive in that both were selected because of special inter

est in existing programs, philosophies and types of operations. This style of 

survey attempts to enhance understanding of new developments, to better depict 

the dynamics of interactions in complex organizational settings, and to permit 

more exhaustive description of personnel requirements and systems functioning. 

The num1;ler of agencies involved in AIR's personnel system and occupational 

analyses was small. Any findings, therefore, need to be regarded as tentative 

and suggestive rather than definitive. The data and experiences that are cited 

in this volume highlight information that, if taken in conjunction with the 

more comprehensive and representative material reported in other volumes, may 

pr.ove useful at local and national levels for encouraging constructive policy 

and program innovation and for planning and evaluating administrative experi-

mentation, research and development. 
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A. OBJECTIVES OF THE FIELD ANALYSIS PROGRAM 

The agency field visits that are reported upon in this volume were in-

tended (1) to provide in-depth occupational analyses of the selected key LE/CJ 

occupations; (2) to assess the qualitative manpower implications of significant 

LE/CJ trends; and (3) to provide a supplemental source of agency-level data 

to be used \-1here gaps exist in the more comprehensive and representative statis-

tical data sources collected by the other members of the National Manpower 

3urvey (m1S) consortium. 

These aims translate to the following specific objectives, each of which 

will be discussed briefly in the remainder of this section:. 

-Determine qualitative requirements in key occupations--tasks, 
skills and knowledge. 

-Assess implications of qualitative requirements for scope 
and content of training and education (T and E). 

-Describe and assess personnel and T and E implications of exist
ing organization structures and personnel management practices. 

-Describe key trends in criminal justice programs and organizations 
and assess implications for personnel and for T and E needs. 

-Identify desirable improvements in personnel management practices 
affecting personnel and T ~nd E needs. 

-Provide related data needed for other major NMS study components 
based on agency field visits. 

-Provide methods and procedures for use in continuing occupational 
and organizational analyses. 

1. Determine Qualitative Requirements in Key Occupations--Tasks, Skills, 

and Knowledge 

"Key" positions or occupations were selected for analYSis in this study 

in order to establish manpower and training and educational requirements that 

could be considered as reasonably descriptive of the criminal justice occupation 
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Selection of occupations was made only after a conceptual framework was de-

veloped, relevant published materials were reviewed, and advice was solicited 

from LE/CJ personnel, others with special expertise in the field, and cogni-

zant LEAA staff. The following occupations were selected as key occupations 

for the NMS. 

Law Enforcement 

- Police Chief Executive 
- Police Xid-Level Manager 
- Patrol Officer 

Detective/Criminal Investigcttor 
Criminal Investigator SU~Grvisor 

- Patrol Line Supervisor 
- Police Planner 
- Evidence Technicial/Crime Scene Analyst 

Judicial Process 

- Judge--Court of General Jurisdiction 
- Judge--Court of Limited Jurisdiction 
- Court Administrator 

Prosecutor 
- Defender 

Corrections 

- Community Correctional Administrator 
Correctional Institution Administrator 

- Correctional Officer 
Probation Officer 

- Parole Officer 
- Counselor/Caseworker 

Some of the main criteria considered in evaluating the ultimate choices 

are described below. 

a. Specialized Training. Does the position/occupation require 

specialized training for its performance? Occupations whose duties did not 

clearly require specialized T and E (or equivalent experience) for effective 

performance in an LE/CJ agency were generally ruled out in the selection. 
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Other occupations whose incumbents may have actually received little or no 

specialized LE/CJ training, such as correctional officers, were considered 

eligible for selection because of the considerable literature emphasizing the 

need for such training. However, certain professions such as physicians and 

psychiatrists were not thought to meet this criterion since their general 

professional qualifications are normally sufficient to enable them to practice 

in LE/CJ agencies without any additional training. 

b. Length of Training. Is there an appreciable amount/duration of 

training required in order to effectively perform in the occupation? 

c. Training Capability Deficit. Is there a significant shortage of 

training capability (institutional or in-service) for the occupation? 

d. High Frequency. How many people are employed in the occupation? 

Positions such as patrolmen and correctional officers clearly ranked high under 

this criterion because of numbers employed. 

e. CriEicality. How important is the position for overall agency 

or syst~a performance? For example, if a reduction in staff were to be re

quired because of budgetary constraints, would this category be likely to re

ceive a relatively large reduction? Executives, other managerial and super

visory personnel, and other "line positions" tended to rank high under this 

criterion, as well as certain key operational support positions. 

f. Personnel Shortages. Are there indications of a current or 

prospective shortage of qualified personnel for the occupation? 

g. Prospective Growth. Is the occupation likely to experience a 

relatively rapid growth? High ratings were given in this category for certain 

emerging LE/CJ occupations which were assumed to have potential for rapid 

growth from a presently very low numerical base. 
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h. Need for Supervisory Skills. There was a broad concensus that 

management skills of LE/CJ staffs needed to be strengthened. This led to a 

separate identification of a high proportion of managerial and supervisory 

positions. 

In order to fulfill the first objective (i.e., determine qualitative task, 

knowledge, and skill requirements in key occupations), occupational analysis 

procedures were designed to study the key occupations. One major need was to 

develop a "cornmon language" of knowledge and skill requirements that could be 

used to compare position requirements with qualifications of the LE/CJ labor 

force--to compare job profiles with personnel profiles--as well as to compare 

training and educational standards with job standards. 

To respond to this need, task analysis procedures were utilized to create 

a set of standardized work activity statements and qualification requirements 

applicable to each task at a specified level of skill and knowledge. A 

Functional Job Analysis model was the means utilized to develop the standardized 

lists of requirements. 

2. Assess Implications of Qualitative Requirements for Scope and 

Content of Training and Education 

In addition to determi~ing the skill and knowledge requirements derived 

from a set of tasks that make up a key occupation, the scope of work included 

an assessment of manpower allocation and requirements. How constituent man

power is allocated among work activity categories and how much manpower is re

quired under various sets of circumstances needed to be established. Given 

the projected discrepancies between numbers of people both available and 

needed, and the skills and knowledges they should possess to perform key occu

pation tasks, an estimation of the organization, scope and content of training 
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sources and requirements into ba1ance--a basic objective in the potential 

II application of the findings of this study. 
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Training and education were organized into three main categ~ries for the 

study. 

(1) On-the-job training--re1ative1y informal instruction 
and experience rather closely integrated with perfor
mance of the job itself; 

(2) Formal training--more structured and scheduled instruction 
of limited duration and scope, quite specifically designed 
or selected from available sources, conducted inside or 
outside the employing agency, to meet current or shortly 
anticipated needs of the individual and the organization; 

(3) Education--more general and extended curricula of a pro
fessional, semi-professional, or technical nature, designed 
by schools and colleges, covering a field of study, leading 
to the award of a certificate or diploma by the-institution. 

3. Describe and Assess Personnel and T and E Implications of Existing 

'Organizationa1 Structures and Personnel Management Practices 

The studies of personnel systems had as their primary objective the attain-

ment of in-depth understanding of the way in which various existing programs, 

policies, and management .practices can influence the need for manpower and 

training and education. This facet of the study was intended ·to pro'\i5.de infor-

mation to those charged with assessing, evaluating or planning manpower and 

personnel and training. 

To satisfy. this objective, field visits were conducted to identify con-

ditions that tend to favor or obstruct change and to establish how various 

changes might influence one another within and between agencies. Based upon 
;:-

'the experiences reported, inferences might be made which anticipate ffiutcomes 
- \\ 

of alternative courses of action defined in various plans for change and inno-

vation in manpower training and education po1icies.-
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4. Describe Key Trends in Criminal Justice Programs and Organizations 

and Assess Implications for Personnel and for T and E Needs 

Similar to the preceding objective, the purpose here was to identify the 

trends in criminal justice likely to have the most substantial effect upon fore-

seeable manpower and training needs. 

As part of the personnel systems analyses of field agency visits, trends 

and innovations were examined and questions asked about implications regarding 

personnel policies, training programs, career paths, systems interfaces, work-

loads, and job structure and redesign. Certain of these trends and innovations 

were built into a common core of questions to be asked at each law enforcement, 

judicial process, or correctional agency selected for a ~ersonnel systems 

analysis field visit. These trends and innovations were: 

Law Enforcement 

- Innovative Policing Strategies 
- Technology 
- Utilization of Personnel 

Representation of Women and Minorities 
- Formation of Employee Associations 

Role of Higher Education 

Judicial Systems 

- Court Reorganization 
- Utilization of Paraprofessionals 
- Diversion 
- Institutionalized Offender Services 

Corrections 

- Community-Based Corrections 
- Work Release Programs 

Other trends and innovations in the three fields were not necessarily excluded, 

but coverage of them tended to be secondary to the assessment and impact an-

alysis of those listed above. 
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5. Identify Desirable Improvements in Management Practices Affecting 

Personnel and T and E Needs 

For this objective, the aim was to provide descriptions of specific cases 

of management practices encountered in the field that might be duplica~ed to 

some degree elsewhere. It was hoped that in some instances these might be 

supplemented by other observations or data that could lead to suggestions for 

improving personnel and T and E planning. 

6. Provide Related Data Needed for Other Major NMS Components Based 

on Agency Field Visits 

In addition to the kinds of outputs that relate directly to occupational 

analysis and personnel systems studies, some of the data generated in agency 

field visits proved useful for manpower statistical model design purposes and 

for the design of mail surveys. 

a. Inputs for Model Designers. Specific data needs of the model 

design group in the NMS are documented in detail elsewhere in this series of 

reports. Generally speaking, the following kinds of supplementary information 

were sought during the personnel systems analysis visits: 

(1) Statistical data similar to that planned for the agency mail 

surveys, so that the model designers could decide how the agency (or cluster of 

agencies) compares with the universe. Data useful in this regard include type 

of location, turnover, number of personnel, the occupational mix of personnel, 

the number of recruited each year, etc. 

(2) Information regarding the characte~istics of personnel perform-

ing the key occupation jobs, including those in new or emerging occupations not 

sampled through mail questionnaires. 
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(3) Before and after data regarding changes, innovations, etc., 

with respect to staffing, budget and workload. 

(4) Information about the impact of changes and innovations in one 

system upon another system. 

b. Inputs to T and E Program Analysis Group. The T and E program 

ana1ystswereprimari1y interested in the occupational analysis findings, i.e., 

skill and knowledge requirements and their T and E implications for key occupa-

tions. Information of interest included the scope and quality of pre and in

tervice training, the adequacy of training and education received, differences 
\, 

between actual and optimal training settings, and deficiencies in lalow1edges 

and skills obtained through training. 

c. Products With Implications for Survey Design. During the per-

sonne1 systems analysis visits, a number of questions and procedures were to be 

presented for possible use in other agency or occupational surveys. 

7. Provide Methodsand Procedures for Use in Continuing Occupational 

and Organizational Analysis 

At the outset it was obvious that many methodological inventions or 

adaptations had to be developed or tailored to the demands of ' the ~1S. 

These in turn were adapted for use in continuing studies of occupations, or-

ganizations and systems. 

B. SCOPE OF FIELD VISIT PROGRA}1 

Occupational analysis and personnel systems analysis data were collected 

during field visits conducted from October 1975 to February 1976. Field data 

were collected by 14 AIR staff members who were assisted by 13 part-time 
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individuals used on an as-needed basis. The field data collection was con-

ducted by three teams organized into LE/CJ sectors--1aw enforcement, judicial 

process and corrections. A description of the field sample selection, data 

instruments, and procedures is presented below; more detailed discussion of the 

field analysis methodology can be found in the Appendix. 

1. Selection of Field Sample 

Field data were collected from 198 different LE/CJ organjz\ations compris-

ing 38 headquarter locations and 160 operating agencies. Because many head-

quarters visits entailed collecting information from different departments, 

offices, and training academies, and because 15 additional LE/CJ organizations 

participated in developing and field testing the data collection procedures 

and instruments, the total number of data sources utilized in the field visit 

program was about 230. 

One requirement in the selection process for the field sample of LE/CJ 

organization was that one state from each LEAA region be included. After 

receiving advice and recommendations from a variety of consultants, LEAA staff, 

and state SPAs, the following states were selected: 

Maryland 
Illinois 
New York 
Massachusetts 
Iowa 

Florida 
Colorado 
Texas 
Oregon 
California 

Within each state, one SMSA was selected which would provide maJcimum 

overall diversity in type and size of law enforcement and court agencies and in 

which different innovative approaches and programs could be found. This con-

sideration was less relevant for corrections because the locations of correc-

tions headquarters and agencies were already determined by the selection of 
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the 10 states. The SMSAs where the law enforcement and judicial process teams 

collected the majority of the field data were: 

Baltimore City and County, Maryland 

Cook County, Illinois 

Rochester and Monroe County, New York 

Boston and Suffolk County, Massachusetts 

Des Moines and Polk County, Iowa 

Miami and Dade County, Florida 

Denver City and County, Colorado 

Dallas City and County, Texas 

Portland and Mu1tnomah County, Oregon 

Los Angeles City and County, California 

2. Data Collection Instruments 

The two basic kinds of information collected during field visits were 

data on the key LE/CJ occupations and data on personnel systems needs, policies, 

and trends. To support the occupational and personnel systems analyses re

quired by the National Manpower Survey, complex and diverse kinds of data were 

\ collected from many different departments. Toward.this end, a total of 75 

different data collection instruments were used in the field visits--26 by the 

juuicial process team, 24 by the law enforcement team, and 25 by the corrections 

team. 

The data instruments'varied in format depending upon their purpose. Some 

were open-ended interview schedules for use with executives and supervisors, 

some were checklists for use with key occupation incumbents, and others were 

left at agencies to be completed and returned to AIR. 

3. Field Visit Procedures 

Contacts were made with LEAA Regional Offices and State SPAs to obtain 

their approval for data collection from LE/CJ agencies in their respectiv,e 
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areas and to receive suggestions and other assistance. After this step, teams 

were responsible for making contacts with headquarters and agencies within their 

respective sectors, explaining the nature of NMS and the purposes of visits, 

II scheduling visits, keeping appointments at designated times, and making any 

follow-up contacts necessary. 
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Depending upon the specific headquarter or agency, each visit generally 

required one to two days. Th~ exceptions to this were corrections headquarters 

where three to four day visits often were necessary. 
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CHAPrER II. OVERVIEW OF MAJOR FINDINGS 

The field analyses of occupational requirements and personnel management 

systems conducted by the American Institutes for Research for the National 

Manpower Survey have generated a number of conclusions, findings, and obser-

vations. The major findings are presented here as an overview; they are dis-

cussed in context and in greater detail in the following chapters of this 

volume. 

The findings are based on observations from a selective, small, non-

representative sample. The findings should be regarded as suggestive and 

can be interpreted meaningfully only in conjmlction with larger, more 

representative data presented in other volumes of this series. 

The findings are organized by LE/CJ sectors--1aw enforcement, corrections, 

and judicial process. Within each sector, the findings are further grouped 

into occupational, personnel systems, organizational and major trends findings. 

A. LAW ENFORCEMENT AGENCIES 

1. Occupational Findings 

• Knowledge and skill deficiencies exist within all law enforcement 
occupations for the performance of required tasks, although the 
number, level, and content of these deficiencies vary by 
occupation. 

• With the possible exception of the patrol officer occupation, few 
changes in task profiles are expected to occur during the next 
five years. To varying degrees, increases in the emphasis of 
selected knowledge/skill requirements are expected to occur in 
all nine key occupations. 
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• Certain system developmellts, if they become established trends . ' will substant1ally influence the occupational profile of future 
patrol officers. These developments include team policing, the 
police agent position, civilianization, specialization, and 
continued education. 

• The indications suggest that the recently developed occupations 
of evidence technician, police planner, and police legal advisor 
will continue to grow. 

• Sufficient occupational analysis findings, including those from 
the present study, now exist to cast doubt on the direct relevance 
of post-secondary education as a minimum entry-level standard for U 

the patrol officer occupation. 

Organizational Findings 

• Five major organizational factors generally agreed to as affect
ing manpower ~tilization and staffing are budget, politics, 
service delivery or~a.tation, workload, and legal restrictions. 

• Police linkages with the rest ef the criminal justice system 
still can be characterized as fragmentary but gradually improving. 

Personnel System Findings 

a. Personnel Issues and Policies 

• There are few recruiting difficulties among law enforcement 
agencies with the exception of attracting minority and women 
candidates; hiring qualified personne1 is not generally a 
problem. 

• The lower-than-normal turnover currently experienced by law enforce
ment agencies is generally attributed to the current economy and 
employment market. 

• Availability of federal funding appears to be a greater stimulus 
.to increased specialization than the need for it, but there also 
seems to be a growing tendency for agency administrators to 
consider eliminating specialized units. 

• Civilianization is expected to continue to expand to more and 
different positions and functions. Training and turnover of 
civilians filling previously sworn positions continues to be a 
problem. 

• Use of paraprofessionals is infrequent in law enforcement agencies, 
but interest in it is growing. 
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• Opportunity for advancement, or lack of it, was not viewed as a 
personnel problem by the agencies visited. 

• The most prominent impact of police collective bargaining is 
upon work scheduling; to a much lesser degree, in-service training 
and continuing education policies are affected. 

• The majority of agencies are actively recruiting minority and 
women police applicants. Where recruitment is a problem, it is 
usua11y'limited to these groups. 

• Increased representation of women and minorities in the sworn 
personnel force has had relatively little impact upon training 
and education policies and programs. 

b. Training and Education Policies/Programs 

• The majority of agencies are generally satisfied with the length, 
content, and quality of basic training currently provided to 
recruits. One of the most frequently mentioned deficiencies is 
an insufficient amount of practical application provided in the 
formal training setting. 

• A major effect of manpower shortages for many agencies is releas
ing personnel for basic training. Some smaller agencies have 
found it necessary to resort almost exclusively to closely super
vised, in-agency field experience rather than formalized recruit 
training. 

• Many agencies which operate basic training academies frequently 
experience staffing problems in using field officers as academy 
instructors. 

• Training staffs frequently are viewed as "expendable"for 
redeploym~nt to more critical functions, particularly when manpower 
shortages occur. 

• The utilization of field training officers, their selection, and 
their preparation are issues of widespread interest. It seems 
likely that more formal use of field training officers during pre 
and post recruit training and, in some instances, during the entire 
recruit probationary period will he seen. 

• The level of management satisfaction with current in-service train
ing programs is generally quite low. 

• Many agencies have found it difficult to plan, develop, and admin
ister effective in-service training programs. A key variable in 
an agency's ability to implement a viable in-service training 
program is top-level management commitment. 

• The most frequently mentioned difficulty associated with in-service 
training programs is the scheduling and release of personnel from 
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regular duty to attend such training. Budget limitations is 
another significant factor. 

8 In-service and specialized courses emanating from state or regional 
law enforcement training academies would alleviate some of the 
in-service training problems experienced by law enforcement agencies. 

• The concept of roll call training appeals to most executives and 
managers. Roll call training is generally poorly structured, 
however, and a more formal approach is widely seen as desirable. 

• Another significant difficulty associated with in-service training 
is the agency's changing needs and priorities. It is doubtful 
that in-service training will ever stabilize. The need for train
ing to be responsive to agency needs as they develop must be 
recognized. 

Innovative Policing Strategies and Technology 

a. Team Policing 

• Team policing seems not to require more personnel, at least more 
sworn personnel" and it appears to facilitate civilianization. 

• Team policing appears to have a greater impact upon the duties and 
responsibilities of patrol officers than upon detectives. Team 
patrol officers definitely assume detective responsibilities in 
addition to patrol responsibilities, but detectives also share 
patrol responsibilities to some extent. 

• The greatest in-service training need created by team policing 
is in instructing patrol officers how to conduct investigations. 

• Most agencies believe that team policing creates a special need 
for community relations training. 

• There appears to be no critical supervisory and management train
ing needs unique to team policing which are not also important 
in conventional policing agencies. 

• Institutionalizing team policing should ultimately affect the 
agency's recruit training program by requiring more emphasis 
upon learning investigative skills. 

• There is no unequivocal evidence that either a college level educa
tional entrance requirement or an above average educated police force 
is a prerequisite for institutionalizing team policing. 

/1 
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b. Other Innovative Policing Strategies 

• General policing strategies, such as random preventive patrol 
and directed patrol, typically produce a broader impact on 
personnel and training requirements which will probably be longer 
lasting than crime specific strategies, since the effects of the 
former are wider spread in the agency and community. 

• Externally funded innovative projects typically are opportunities 
for agencies to acquire more personnel and/or more trained person
nel. These benefits often spillover into the overall resources 
of the agency during the project and extend beyond its termina
tion. Larger agencies more often than smaller agencies capitalize 
on this opportunity to augment their resources. 

c. Technology 

• Technological advances such as communications and management 
information/record keeping, generally have service improvement 
effects, but there is little evidence to suggest that the appli
cation of technological innovation will supplant significant 
numbers of law enforcement personnel or cause major adjustments 
in law enforcement manpower utilization and tr~ining in the 
foreseeable future. 

B. CORRECTIONS 

Adult Corrections 

1. Occupational Findings 

• In general, there is insufficient distinction made in the tasks, 
know1edges, and skills appropriate for correctional officers 
and counselors working in institutional vs. community-based 
correctional environments. 

• The essential task-knowledge requirements for correctional officers 
and counselors will not change radically in the near future; there 
is widespread need for greater proficiency in interpersonal skills 
for correctional officers and for counseling approaches specific 
to corrections for counselors • 

• There is a critical need for more effective and sophisticated 
management skills and techniques for institutional and community 
correctional administrators. 

• The need for better skills and abilities in developing and 
integrating community' resources, human service agencies, and 
volunteers for purposes of creating more effective rehabilitation 
programs will increase in the new future. 
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• On-the-job training has been the primary means for correctional 
officers and counselors to learn their tasks even though formal 
training and, to a much lesser extent, academic preparation are 
more effective and efficient. The development of centralized 
and more formal pre and in-service training in recent years is 
an initial step in improving acquisition of requisite skills and 
knowledges. 

2. Organizational Findings 

• Correctional systems remain highly fragmented. Progress toward 
unifying correctional functions is slow, but probably will 
increase in the future; the unification of field services with 
the administration of institutional services will develop faster 
and more widely than the integration of adult and juvenile 
corrections. 

• There is little evidence of large-scale, systematic planning of 
corrections with either the law enforcement or ,judicial process 
components of the LE/CJ system. 

• Most state departments of corrections are committed to the concept 
of community-based corrections, but there is a general lack of 
definition of the types and qualifications of personnel needed 
to staff community-based facilities. 

3. Personnel Systems Findings 

a. Personnel Issues and Policies 

• Increases in inmate populations will continue to result in 
pressures for more correctional officers and correctional counselors. 

• The most.rapid growth during the next five years will occur in 
correctional officer and, at a lesser rate, correctional counselor 
positions. Both correctional administrator and community cor
rectional administrator will be growth positions in many juris
dictions, but large numbers of personnel are not involved. 

• Turnover rates for correctional officers remains relatively high 
and constitutes a significant problem in most states. Turnover 
among counselors is also high but not to the same degree. There 
is little turnover in correctional administrators. 

• Few significant changes in entry level and promotion standards 
are indicated for key correctional occupations in the near future, 
largely because they are incorporated into rigid and standardized 
civil service systems. 

• Typical career ladders for correctional officers and counselors, 
while providing for advancement within the posi~~ons, are 
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generally restrictive in that they do not provide options for 
moving into other occupational positions. 

• There is little opportunity for correctional staff to transfer 
among state correctional systems without loss of benefits. 

• There is now and will continue to be a large pool of. qualified 
applicants for jobs in corrections. 

• Affirmative action programs are widely implemented in state 
departments of corrections and correctional agencies and have 
resulted in increased employment of minorities. Less impact has 
been made in facilitating advancement of minorities to managerial 
positions. 

• Unions and other collective bargaining units will expand tfl more 
states and will have increasing influence upon personnel policies 
at both the department and institutional levels. 

• The use of ex-offenders and volunteers is not widespread or 
systematically planned and organized in most states. 

b. Training and Education Policies/Programs 

• Correctional training has grown significantly since 1970, largely 
through the impetus of LEAA support. A training infrastructure 
has been developed in many departments of corrections in the form 
of centralized training facilities, full-time staffs, and train
ing development resources. 

• Centralized training academies will continue to be the primary 
focus of correctional training for state correctional systems. 

• The trend toward making preservice and, to a lesser extent, in
service training mandatory for correctional officers and counselors 
is apparent and will probably increase. 

• Preservice training generally is more developed in corrections 
than in-service training, and training for correctional officers 
is more formalized than for counselors. 

• The most frequently and widespread problem in correctional train
ing is releasing staff for' training. 

• The quality of correctional training is largely unknovffi as 
rigorous evaluation of training against systematically derived 
performance standards has not been ~ccomplished. 

• Jails generally do not provide much training and that which they 
offer is less developed than training administered by state 
correctional systems. 

• There is need for more and better management training for correc
tional administrators. 
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• Training curricula are increasingly containing more treatment and 
interpersonal topics for correctional workers. 

Innovative Trends Findings 

• Most states are committed, in varying degrees, to the concept of 
community-based corrections and stabilization or moderate growth 
is likely in the immediate future. 

• Community-based facilities are currently being used, and will 
continue to be used, as short-term residence facilities for 
prerelease programs rather than long-term community facilities 
for all offenders. 

• Community-based facilities will continue to serve a relatively 
small proportion of the total number of residents of a correctional 
system who typically are carefully screened and selected to mini
mize risk to the community. 

• Few states have created new staff positions or have significantly 
changed tasks of existing positions as a result of the use of 
release programs. Staffing typically remains on traditional lines. 

• The most common manpower shortage in community-based facilities 
results from treatment and administrative staff being required to 
assume roles of others for which they are not trained. The 
typical response to staffing shortages is to request existing 
staff to assume extra operational responsibilities. 

• There is no need for large-scale recruitment programs designed 
to make available large numbers of specially qualified s'taff for 
key positions in community-based programs. Special qualifications 
for community-based assignments typically are neither defined nor 
sought. 

• lbere are no consistent or widespread efforts to'provide special
ized training for newly assigned personnel in community-based 
correctional programs. 

• Although community-based facility objectives are clearly different 
from thQse of larger institutions, little effort has been made to 
mqdify education or training standards for new and incumbent staff 
in community positions. 

• When placed upon a list of priorities, training for cOlmnunity-based 
facilities is of a lower priority than manpower expenditure needs. 
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Juvenile Corrections 

1. Occupational Findings 

• The trend toward removing selected residents and diverting 
status offenders and delinquents from training schools is 
resulting in fundamentally different populations being served 
which is not reflected in assigning or the training of counselors 
and houseparents. 

• In general, counselors need more and better skills in counseling 
approaches for correctional environments, for working with clients' 
families, and working with community resources; houseparents need 
better interpersonal and communications skills; and administrators 
need better management skills and training. 

• Houseparents and counselors typically have learned their tasks 
by on-the-job training, even though many tasks can best be 
learned by formal training. Initial steps toward providing 
formalized pre and in-service training have be~n taken by many 
st~tes, but much~re has to be done. 

• Developing community resources, integrating them into treatment 
plans and programs, and monitoring services provided by other 
agencies by contract are skills that will be needed increasingly 
as less direct and more purchase of services are emphasized by 
juvenile correctional systems. 

2. Organizational Findings 

• The administration of correctional services to juveniles is 
fragmented largely because of the variety in types of juvenile 
facilities and the large number of humap services agencies which 
impact on the juvenile corrections SYSL m. 

• Only few and sporadic attempts have been ~ade to integrate juvenile 
and adult corrections under one administrative organization. There 
is little evidence of systematic interaction between juvenile 
and adult correctional officials. 

• Other components of the LE/CJ system appear to get more involved 
in juvenile than for adult corrections, although this involvement 
is restricted to specific locales and tends to be ad hoc attempts; 
some courts have developed diversion programs as alternatives to 
committment and some police agencies and juvenile correctional 
systems have established formal channels of liaison. 

• Few attempts have been made to organize human service agencies 
under a common umbrella so that services to juveniles can be 
efficiently provided. Both poor coordination of efforts by dif
ferent agencies and the absence of effective program monitoring 
typically limit effectiveness of programs. 
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• There is a general lack of differentiation between community-based 
and institutional programs for purposes of determining and assign
ing staff with relevant qualifications. 

• There will be an increase in the trend to provide fewer residential 
and more day programs by juvenile departments of corrections which 
will result in less direct se1~ice and more contracting for services. 

Personnel Systems Findings 

a. Personnel Issues and Policies 

• The most frequent change over the last five years in job standards 
has been to increase educational, requirements for counselors, 
correctional administrators, and community correctional administrators. 

• Generally, entry level houseparents and counselors are better 
qualified today than five years ago, attributed most often to the 
current economic recession causing a large applicant pool with 
college-level degrees. 

• The most persistent manpower shortages occur in training schools 
rather than detention centers and community-based facilities, and 
these shortages typically involve houseparent positions. 

• The highest turnover rates typically are for houseparents and, to 
a lesser degree, for counselors. Turnover rates are lower than 
"normal" because of the widespread poor economic situation. 

• No critical manpower shortages are expected for the near future 
as projections for staff in key occupations in most states 
indicate no or minimal growth. 

• Career ladders for key occupations in most states provide for 
progression within specific occupations rather than ~o other 
career fields. 

• Most, if not all, state departments of juvenile corrections and 
'correctional'agencies have affirmative action programs which have 
resulted in increased minority representation on staffs during 
the last five years. 

• Unions have had little impact on the numbers and the entry level 
or promotion standards of key juvenile correctional occupations, 
but their influence is expected to grow. 

• There have been few emerging occupations which have received 
widespread acceptance among states. 

b. Training and Education Policies/Programs 

• There is a trend for state departments of juvenile correction to 
develop and implement pre and in-service training from centralized 
training centers with full-time staffs. 
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1. 

• The move toward centralized, more systematic training has 
developed during the last five years in most states with LEAA 
funds providing the major impetus. 

• Almost no training originates at local correctional agencies. 
Whatever training is provided is typically orientation, and this 
is usually given at the larger, more traditional facilities-
training school~and detention centers. 

~ Preservice training generally is better developed than in-service 
training; and training for houseparents is typically further 
developed than for the other key occupations. 

• Although most states claim they evaluate training, there is little 
evidence to suggest this evaluation is rigorously accomplished 
or is of very high quality. 

Innovative Trends Findings 

• Most states are committed to community-based programs and this 
trend is likely to continue. 

• Delinquency prevention is widely expected to receive increased 
attention as an extension of efforts made in diverting youth 
from the formal correctional system. 

Probation/Parole 

Occupational Findings 

• Community resource management in which probation/parole officers 
actively serve as brokers of existing community services and 
resources for use in developing individual programs for clients 
will continue to grow in importance. 

• There appears to be considerable effort in many states to create 
more professional time for probation/parole officers to devote 
to treatment and casework activities and to engage in individual-
ized treatment planning. .~ 

• Probation/parole officers increasingly will need more and better 
skills in dealing with and working in the community. This most 
likely will entail public relations, and coordinating and develop
ing the use of volunteers, community resources, and contracting 
for treatment services. 

• There is a general need for more and better training in treatment 
planning, community resource management, and le~al issues 
impacting on probation and parole services. 
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3. 

Organizational Findings 

• There is a trend toward integrating field services with the 
administration of institutional services. Parole functions are 
more integrated within corrections than are probation functions. 

• There is little evidence of efforts being made for p~obation/parole 
officers to carry both adult and juvenile caseloads or to integrate 
juvenile and adult probation/parole services. 

Personnel Systems Findings 

a. Personnel Issues and Policies 

• There is in general a long-standing manpower shortage in both adult 
and juvenile probation/parole. The most acute shortage is in 
probation/parole officer positions, although the need for addi
tional supervisor and specialist positions is widespread. 

• Probation/parole workloads will continue to increase as a result 
of recent court decisions and the growing numbers of clients 
assigned to supervised, non-residential custody. 

• There has been growth in manpower for both adult and juvenile 
probation/parole, but this growth has not kept pace with caseload 
growth; probation/parole caseloads typically are higher for adults 
than for juveniles. 

• There will be increasing use of specialists for administrative 
and liaison functions in attempts to provide probation/parole 
officers more time to supervise caseloads. 

• The use of ex-offenders and community volunteers, while wide
spread in juvenile probation/parole, has had no significant 
impact on manpower or workloads. 

• Both juvenile and adult probation/parole agencies have developed 
formal affirmative action plans that have increased minority and 
female representation on staffs. 

• Minorities and females in juvenile and adult probation/parole 
appear not to be restricted in job assignments and there has been 
no apparent adverse effects on probation/parole staff as the 
result of affirmative action programs. 

• Unions have not yet made a significant impact on either adult or 
juvenile probation/parole personnel.management or policies. 

b. Training and Education Policies/Programs 

• For both adult and juvenile probation/parole there has been a 
dramatic expansion of pre and in-service training as compared 
to five years ago. LEAA support has been the .major impetus of 
this expansion. 
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• The trend is toward making pre and in-service training for both 
adult and juvenile probation/parole officers more formal, manda
tory, and extensive. Training currently administered varies in 
quality and scope among states and almost never is evaluated • 

• Legal issues and rights of youth are increasingly becoming areas 
of concern for the training of aftercare workers. 

C. JUDICIAL PROCESS 

Courts 

1. Occupational Findings 

• The reorganization of many state court systems has resulted in 
the creation of a number of general jurisdiction judgeships, 
while court consolidation has eliminated many minor judicial 
officer positions such as the justice of the peace. 

• There is a continuing requirement for criminal cour't judges to 
possess a higher degree of criminal law and pro~edure skills and 
knowledges than ever before. 

• The occupations of parajudge or administrative officers likely 
will continue to emerge and assume responsibility in specialized 
areas formerly performed by judges, particularly with regard to 
some preliminary proceedings and special classes of offenses such 
as traffic and alcohol abuse. 

• Some changes in task profiles of limited and general court judges 
can be expected to occur as administrative adjudication replaces 
formal judicial proceedings. However, whether this will cause 
any decrease in manpower requirements cannot be ascertained at 
this time. 

• There continues to be a need for more administrative and presiding 
judges to acquire basic management skills to assist courts in 
development and operations of their judicial systems. 

• Judges may be becoming more of a generalist. than ever before but 
may be required to perform judicial duties in more specialized 
b~anches of limited and general jurisdiction courts. 

• 'Iheoccupation of professional court administrator will continue 
to emerge and develop with increased specialization in such areas 
as calendar management, planning and computer sciences. 
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2. 

3. 

Organizational Findings 

• It appears that court reorganization and reform efforts will 
continue at a constant or somewhat accelerated rate for many state 
judicial systems throughout the country. 

• Earlier attempts by many states to develop single level unified 
trial courts appears to have had only limited success. 

• There will be more consolidation of limited and general jurisdiction 
trial courts tempered somewhat by political and administrative 
requirements of individual jurisdictions. 

• The trend toward eliminating courts not of record will continue. 

• Reorganization of state court systems will eventually lead to 
centralized administration to be managed by the chief justice 
and/or his state court administrator. 

• Financing of court systems at the state level appears to be one 
of the major obstacles to reorganization. 

• State and local court systems appear to possess little capability 
to adequately plan for future needs. 

• Much of the administrative and management capability required to 
operate state court systems appears to still be needed for 
centralized or unified systems. 

• Computerization appears to be emerging as a field which may have 
major impact on the future administration of courts. Specialists 
of various types are already in demand by some court systems. 

Personnel System Findings 

a. Personnel Issues and Policies 

• The development of unified and/or consolidated systems will provide 
the impetus for the creation of state-wide judicial personnel 
systems in many jurisidctions. 

• There appears to be a trend toward greater utilization of judicial 
nominating commissions and appointment of judges to replace elected 
judge procedures. 

• Low judicial salaries and compensation plans still appear to pose 
problems for some jurisdictions in attracting and retaining highly 
qualified individuals to the judiciary. 

• Women and ethnic minorities still comprise only a very small per
centage of judges in the United States, although this appea~s to 
be.changing somewhat in the larger urban and metropolitan areas. 

VIII - 27 

~------------------. -_. 

.... -.---~~ 

t. 



I 
I 
I 
I 
I 
J 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
,I 
~ 
~ 
l . 

4. 

• Courts throughout the country continue- to indicate the lack of 
adequate support and clerical personnel to keep pace with expand
ing caseloads. 

b. Training and Education Policies/Programs 

• There has been substantial expansion and improvement in a large 
number of state organized in-service judicial education programs 
during the last three years. 

• Greater emphasis on the art and quality of judging appears to be 
needed as part of many judicial education curricula. 

• There is a widespread need for the continued development and up
dating of deskbooks and benchbooks for judges. 

• National training programs for judges and administrators are 
widely recognized as important preservice and in-service components, 
and deserving of continued support. 

• There is widespread need for more state and regional training for 
court administrators to complement national programs. 

Innovation and Trend Findings 

• Courts are continuing to search for and utilize alternatives to 
traditional methods of adjudicative practices, such as adminis
trative procedures for almost all traffic offenses in some states. 

• Courts are continuing to experiment with computerization in various 
aspects of operations ranging from jury notification and prelimi
nary screening to docketing and calendaring of all the court's 
business. Computerization most likely will increase in the future. 

• Decriminalization of some offenses and reclassification of others 
have caused some reorganization of certain courts and the 
restructuring of others. 

• Courts are generally becoming more responsive to the needs of 
jurors, witnesses and victims, and are providing facilities and 
services to meet these individual requirements. 

• Juvenile courts as a separate entity are slowly becoming merged 
with general jurisdiction courts in many states. This trend will 
continue but will not affect all systems. 

• Pretrial services and diversion programs are increasingly being 
utilized by courts and will tend to increase. 
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2. 

3. 

Defenders 

Occupational Findings 

• Most law school graduates who comprise the majority of the new 
hire labor pool for defender agencies are not adequately prepared 
to perform the full range of duties required of the job. 

• Paralegals and law interns appear to be performing more and more 
tasks formerly done by attorneys, thereby allowing more time for 
preparation and trials. 

Organizational Findings 

• A majority of states now have components of public defender sys
tems representing a substantial increase over ten years ago. 

• The trend toward developing statewide defender systems with some 
local autonomy seems to be increasing throught .the country. 

• Assigned counsel continues to play an important role in the 
provision of defense services, but its utilization as a primary 
method of delivery appears t~ have diminished. 

• Certain functions such as training and appellate practice appear 
to be delivered more effectively at state headquarter levels than 
by individual defender offices. 

• A greater emphasis on vertical representation for defender agency 
clients seems to be replacing stage representation in many 
jurisdictions~ 

Personnel Systems Findings 

a. Personnel Issues and Findings 

• Shortages continue to exist in many defender agencies for the 
attorney and investigator positions. For the attorney position 
shortages appear to be due to financial limitations rather than 
lack of qualified applicants. 

• Salaries for new hire defenders appear to be approaching parity 
for similar positions in public agencies and private law firms. 

• Turnover among defenders in public agencies and private contract 
services has appeared to slow down primarily due to the economy 
and lack of jobs in other sectors. The employment pool for new 
hires has more qualified applicants than positions available. 

• The trend toward more full-time public defenders seems to be 
increasing. 
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b. Training and Education Practices and Policies 

• Orientation training for new hires has expanded greatly in many 
defender agencies and systems due in part to the commitment by 
many agency executives and the investment of LEAA support. 

• In-service programs for experienced attorneys appear to remain a 
weak component of many defender agency programs. 

• Training for private practitioners accepting public appointments 
appears to be increasingly available in many jurisdictions. 

• National training programs appear likely to continue to provide 
specialized skill instruction for defenders. 

• The utilization of law intern programs by defender agencies 
to prepare and train potential defenders appears to be highly 
successful and is likely to continue. 

Innovation and Trend Findings 

• The development of social service delivery programs within defender 
agencies appears to be a growing trend. 

• Computerization and automated legal research techniques have not 
appeared to have had a substantial impact upon defender agencies 
yet. However, it is expected to begin to do so in the near future. 

• Pretrial services and diversion programs continue to be used by 
defender services with mixed results and rates of success. 

Prosecutors 

Occupational Findings 

• Two distinct classes of prosecutors appear to be emerging. The 
first of these may be considered the technician who devotes major 
energies to case development while the second class of prosecutor 
focuses on trial or court appearances. 

Organizational Findings 

• The utilization of trial teams and special units or divisions for 
investigating and prosecuting law violators, such as the organized 
crime units, seem to be very popular and are likely to grow. 

• Paralegals are, it appears, providing support and performing a 
variety of tasks formally carried out by prosecutors o This addi
tional aid has generally eased the burden of increased caselQads 
and permitted more time for trial preparation and trial advocacy. 
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3. 

4. 

Personnel Systems Findings 

a. Personnel Issues and Findings 

• Shortages appear to exist in many prosecutors' offices for 
attorneys and investigators, largely because of limited financial 
resources. 

• Turnover among prosecutors has been reduced over the past few 
years, primarily due to the economy. 

• The practice of permitting part-time assistant prosecutors to 
maintain outside law practices continues. 

• The new hire employment pool consisting primarily of recent law 
school graduates far exceeds the number of positions available. 

• Prosecutor offices appear to be hiring more women and minorities. 
HoW'ever, they are often unable to compete with more attractive 
opportunities in the private sector. 

b. Training and Education Practices and Policies 

• Orientation and in-service agency training is still in need of 
substantial improvement in many prosecutor offices. 

• More practical skills are needed for neW' prosecutors. Whether 
law schools are appropriate mediums for gaining these skills and 
abilities is a matter of current debate. 

• National training programs appear to con~inue to provide special
ized skill instruction for prosecutors to supplement regular 
in-service programs. 

Innovation and Trend Findings 

• Attempts to institute no plea bargaining programs have been met 
with only mixed s~ccess. 

• Prosecutors have begun to take advantage of computer programs to 
assist in managing their work and caseloads, a trend which will 
likely increase. 

• Victim/witness assistance programs are becoming more common in 
prosecutor offices and may be expected to continue. 

• It appears that the management of diversion programs may have 
only a limited future as part of prosecution office programs. 
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CHAPTER III. LAW ENFORCEMENT AGENCIES 

A. DESCRIPTION OF AGENCIES VISITED 

1. Size and Type Distribution 

Within the 10 SMSAs, field site visits were conducted at thirty-one law 

enforcement agencies. Table VIII-III-1 lists the categories of agencies in

cluded and the numbers of each. The law enforcement agencies participating in 

the study are identified in the Appendix. 

2. Functional Variations 

The law enforcement agencies visited perform a variety of functions 

associated with the delivery of police services. Agencies were surveyed with 

respect to twenty-one generally known police functions and were requested to 

add additional functions to the list if appropriate. The data reported by 

twenty-six of the 31 agencies visited are summarized in Table VIII-III-2. 

Virtually all agencies perform the basic functions of patrol, criminal 

investigations, traffic law enforcement and control, and emergency communica

tions. The one large municipal agency which reported that it did not perform 

an amergency communications function has that service provided by a city-wide 

communications de.partment. A high-ranking officer of the police department 

supervises the communications activity. however, and has considerable influence 

over the operations. 

We also found that nearly all of the agencies perform the basic support 

services of personnel administration (22 of 26), records and identification 
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Table VIII-III-1 

Numbers of Law Enforcement Agencies at Which NMS Field Site 

Visits were Conducted by Size and Type 

Size and Type Category Number of Agencies 

Small (100/less total sworn and nonsworn fu11time 
police personnel) 

- Municipal agencies 

County Sheriff's departments 

Medium Size (101/more, SOO/less total sworn and nonsworn 
full time police personnel) 

- Municipal agencies 

County police agencies 

County Sheriff's departments 

Large (SOl/more total sworn and nonsworn full time po1ic6 
personnel) 

TOTAL 

Municipal agencies 

County police agencies 

- County Sheriff's departments 

State agencies 

Total Municipal Agencies 

To,tal County Police Agencies 

Total County Sheriff's Departments 

Total State Agencies 
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Table VIII-III-2 

Functions Performed by NMS Agencies by Size and Type 
(Number of agencies performing each) 

Municipal Police County Police County Sheriff's 
Agencies Agencies Departments 
<II <II III 
N N N 
~ ~ ~ 
U) U) U) 
I b b f.l 

.;l III :l <II '"' :l cu 
00 ~ 00 '"' ~ 00 

'" '"' '"' '" '"' '"' ~ '" '"' <1l '" '"' ~ '" :;j cu '" ~ ~ -< ..:I III ::<: ~ '"' :;j 
N-4 N=7 N=6 N=17 No.2 N=l N"'3 N-l N"'2 No.1 Nc 4 

< 
H 
H 
H 

I 

W 
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a. Patrol 4 7 6 17 2 1 3 

b. Criminal investigations 4 7 6 17 2 1 j. 

c. Traffic law enforcement and 
4 7 6 17 2 1 3 control 

d. Emergency communications 4 7 5 16 2 1 3 

e. Crime laboratory analysis of 1 1. 3 5 2 1 3 evidence 

f. Operation of short-term 
detention facility, e.g., 3 5 1 9 1 1 2 
lockup 

g. Operation of longer-term 0 1 0 1 1 0 1 detention facility, e.g .• jail 

h. Provision of formal entry- 2 2 5 9 2 1 3 level training 

i. Provision of formal in-service 3 5 6 14 2 1 3 training 

j. Personnel 3 7 6 16 2 1 3 

k. Records and ID 4 7 6 17 . 2 1 3 

1. Planning & Research 3 7 6 16 2 1 3 

m. Equipment maintenance 2 5 4 11 1 1 2 

n. Data processing 1 2 5 8 1· 1 2 

o. Legal counsel 0 3 5 8 1 1 2 

p. Public/community relations 4 7 6 17 2 l' 3 

q. Motor vehicle licensing 0 1 0 1 0 0 0 
inspection 

r. Juvenile services 4 7 4 15 1 0 1 

s. Emergency ambulance ser:vice 1 1 1 3 0 0 0 

t. Vehicle towing 0 3 3 6 0 0 0 

u. Civil process serving 0 0 0 0 0 1 1 

Source: Law Enforcement Agency Report Form completed by 26 of 31 agencies viaited. 
N • reporting agencies. 

1 2 1 4 

1 2 1 4 

1 2 1 4 

1 2 1 4 

0 0 1 1 

0 1 1 2 

1 1 1 3 
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1 2 0 3 

0 1 1 2 

0 1 1 2 
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State Police Breakout by Size of Agency 
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(25 of 26), planning and research (24 of 26), and public/community relations 

(26 of 26). A word of explanation concerning the performance of a personnel 

administration function is in order. This response should not be interpreted 

as agencies performing the entire range of functions associated with personnel 

administration. Many agencies visited work with a state, county, or municipal 

personnel agency insofar as some personnel-related activities are concerned. 

These activities might include recruitment, testing, certification, ranking 

Q~ candidates, etc. Agencies then frequently perform personnel-related 

functions such as the conduct of background investigations, oral board inter

viewing of candidates, training, performance evaluation, and discipline. Few 

agencies maintain total control over the employment of recruits and the pro

motion of officers to ranking positions. Testing is frequently administered 

by an outside agency of the governmental unit. 

The frequency of planning an~ research (24 of 26) is significant. The 

.on17 agencies not reporting that they perform this function were two of the 

small agencies. While the sophistication of this function varies considerably, 

recognition of the need for such services is widespread. This is discussed 

in greater detail in Section C where the connection between functions per

formed and the utilization of personnel is analyzed. 

Twenty of the agencies reporting perform juvenile-related services. As 

might be expected, the two State Police agencies do not perform these acti

vities. Surprisingly, however, three of the other eight large agencies also 

reported that they do not perform these activities while all of the small 

(5 of 5) and nearly all of the medium-sized (10 of 11) agencies do. 

Nearly all of the large agencies (9 of 10) are afforded access to legal 

counsel as are 5 of the 11 medium-sized agencies. The need for legal counsel 
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in managing law enforcement agencies has been widely recognized and is re

flected in the number of agencies having these services at their disposal. 

Another growing area, data processing, was reported by a significant 

number of agencies. Nine of ten large agencies perform data processing. Four 

of the eleven medium-sized and ( ~f the five small agencies do as well. It is 

likely that the advent of the "mJ.ni-computer" and readily available soft-ware 

packages will stimulate even greater interest in this area. Its desirability 

has been established; its feasibility is being increased. 

3. Linkages with Other Criminal Justice Agencies 

In 1971, the Advisory Commission on Intergovernmental Relations published 

a report from which the following excerpts are taken: 

The American system of criminal justice is a complicated one. Its 
..:to 

complexity demands strengthened patterns of relationships among all 

levels of government so that a unified attack on the crime problem 

can be undertaken. l 

This study finds that generally, the collective operations of 

police, public prosecutors, public defense counsels, co~rts and 

corrections establishments do not constitute a well articulated system. 

••• While this report necessarily focuses on the intergovernmental re-

lations problems infringing on the criminal justice system, no analyses 

of its institutional parts cau, or should, avoid the basic judgment 

that much of it, in fact, is a non-system police, prosecution, courts 

and corrections function too frequently in isolation, or in ways that 

are counterproductive to each other. 2 
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Other words often used to describe the relationships which exist among com

ponents of the criminal justice system (or non-system?) include: fragmented, 

disjointed, inefficient, disconnected and dysfunctional. 

The scope of our inquiry in connection with the National }mnpower Survey 

did not allow us to take an :in-depth look at the current state of relationships 

between law enforcement agencies and other elements of the criminal justice 

system. However, our close contact with agency executives and managers pro

vided us with information regarding things happening today relevant to the 

subject. The following observations give, we think. a fairly accurate 

picture of contemporary events which bear on these important relationships. 

We found that leW enforcement executives are becoming more vocal in 

expressing dissatisfaction with the operation of other criminal 

justice system elements. A number of law enforcement agencies have initiated 

efforts to track the outcome of major cases so that information regarding the 

ultimate disposition of the cases and offenders can be compiled. In some 

instances, these data may 'be released directly to the public through the news 

media; in others, they may be made the topic of discussion at meetings of criminal 

justice system agency heads; and they might also be brought d"irectly to the attention 

of the criminal justice system agency head involved with a request for an ex

planation. Through these means, some law enforcement agencies are demanding a 

higher degree of accountability from other elements of the system than ever 

before. We found that these agencies are less likely to sit back 

and take full responsibility for the rate of crime and are more willing to share 

this responsibility with the other elements involved. 

In some cases, the linkages among law enforcement agencies and other 

system components have. been somewhat formalized by the establishment of 
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mechanisms whereby the heads of all system components in a given jurisdic

tion meet periodically. These meetings are generally used as a forum for the 

development of coordination between the agencies involved and the sharing of 

information regarding respective areas of responsibility. Whi1~ the existence 

of these "coordinating councils" does not necessarily indicate that we are 

moving toward a "well articulated" system of criminal justice, we do think they 

are contributing to a breakdown in the isolation and hopefully in the counter-

productiveness which have heretofore characterized the operation of system 

components. 

Another similar deye10pment has been the formation of ,local or regional 

criminal justice planning councils in a number of areas. These planning 

components are often supported by professional staffs. Council members are 

usually drawn from criminal justice agency management across the system, as 

well as the governmental units involved and the community. In this context, 

law e~forcement agency managers are involved in working with other agency 

officials and governmental and community representatives, usually for the pur

poses of planning and allocating funds to support agency or community based 

projects or programs. 

In addition to these relatively recent developments, law enforcement 

agencies continue to maintain those linkages which have traditionally existed. 

The most direct of these is the close relationship between law enforcement 

agencies and the prosecutoria1 officials in each respective jurisdiction. While 

it .is recognized that police and prosecutors should work closely together, we 

get the distinct impression that the relationship is frequently not that which 

Kight be characterized as a partnership. One explanation offered for the 

tension sometimes found between these two central components of the system 
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(supposedly with similar goals related to detection, apprehension, and con

viction of criminal offenders) centers around the political orientation of 

most prosecutors and the implications of this insofar as relations with law 

enforcement agencies are concerned. Some law enforcement officials view prose

cutors in their jurisdiction as politicians whose primary objective is to 

create an impressive public record of convictions. Consequently, those cases 

which might be seen as marginal may be "no-papered" rather than prosecuted, 

and offenders who, in the eyes of the arresting police officer, are seen as probably 

guilty are released. Another phenomenon which is mentioned as adding to the 

tension surrounds plea bargaining, and the prosecutor's willingness to accept 

a guilty plea in exchange for not prosecutiong other offenses with which a 

suspect may be charged. It does not take much imagination to understand the 

frustration experienced by an investigator whose efforts lead to the arrest of 

a suspect on multiple charges only to find that the prosecutor later bargains 

some of these charges away in exchange for a guilty plea. 

There are other aspects of the relationship between law enforcement agencies 

and prosecutors which produce tensions, but these are the most significant we 

heard of. Mechanisms for ameliorating these tensions are being experimented 

with. These are illustrated by: conferences between law enforcement officers 

and prosecuting attorneys regarding "no-papered" cases; more direct inter-

agency involvement during the investigation and prosecution of serious crimes; 

review of IIno-papered" cases by law enforcement :agency legal counsel with feed

back as appropriate to investigating officers or, if warranted, re-presentation 

of such cases to prosecutors; and the aforementioned "coordinating councilll 

interactions between criminal justice system agency heads. 

A more indirect linkage exists between law enforcement agencies and the 

judicial systems in each respective jurisdiction. We found that law enforcement 
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officers are spending more time in court proceedings than heretofore. While 

we visited no agencies that had carefully analyzed this commitment olE resources, 

it was a fairly general opinion expressed by administrators that more work-

related time is being consumed. Some law enforcement officials expect the 

number of arrests and citations per officer to increase as more emphasis is 

placed on productivity. At the same time, intensifying concern for due .process 

may place additional burdens on the system which slow the process of adjudica

tion. These, along with other factors, lead us to regard court time as a 

significant human resource variable which should be watched c1.osely and managed 

efficiently. 

. There are other less distinct linkages between the law enforcement agencies 

and the courts. Some of these are very court-specific in n~ture, frequently 

revolving around the reputation of a judge insofar as leniency or harshness is 

concerned 0 Dismissal of cases and the admission of evidence are other factors 

which influence the relationships between the law enforcement and judicial com-

ponents of the criminal justice system. 

Few linkages of a formal nature between the correctional component of 

the criminal justice system and law enforcement agencies were. found with the 

obvious exception of sheriff's departments which operate longer term detention 

facilities. Some law enforcement agencies, having rearrested a number of re-

peat offenders, have moved in the direction of holding correctional systems 

. more accountable by making recidivism statistics public and openly questioning the 

value of rehabilitative approaches to corrections, work release, educational 

release, and other methods used in corrections. We heard some law enforce

ment administrators advocate the provision of additional financial resources 

to the upgrading of correctional systems. One area where there is serious 
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concern on the part of law enforcement officials is the lack of adequate super

vision in probation and parole programs. 

We think the "coordinating council" approach to bringing criminal justice 

agency officials together for constructive dialogue holds promise for the future, 

at least as a point of departure for the development of more refined linkages 

which might be deemed appropriate. Likewise, "planning councils" also have 

potential for bringing components of the fragmented criminal justice system 

closer together. To a large extent, the effectiveness of either of these 

approaches will depend on the commitment made by each participating agency 

official. 

4. Personnel Distribution by Occupation and Function 

In ex,amining the personnel systems operative in the law enforcement agencies 

visited, data regarding the occupational and functional distribution of human 

resources were collected. These data reflect manpower distribution as it 

currently exists in these agencies, and as such, provide us with a view of 

how these agencies have invested the human resources at their disposal. Because 

of the highly structured, bureaucratic nature of these personnel systems, one 

might also project that little significant adjustment in these personnel sys

tems will occur in the near future. To do so would require a major overhaul 

in the systems, and the likelihood of this occurring on a widespread basis 

seems remote. 

We first take a look at the distribution of personnel by occupation. Table 

VIII-III-3 presents data reflecting the percent.of total agency staff allocated 

to each of the nine key occupations selected for intensive study in connection 

with the National Manpower Survey as well as total sworn officers, traffic 

officers, and traffic supervisors. Data are presented by type as well as size 

of agency. 
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.. - - .. - .. .. - .. .. .. - .. - .. .. .. .. -Table VIII-III-3 
Personnel Distribution by Occupation - Percent of Total Agency Staff 

Municipal Police County Police County Sheriff's State Police Breakout by Size of Agency 
Agencies Agencies Departments Agencies 

til til QI til 

Occupation. N N N N .... .... .... .... 
In III f/l f/l 

~ ~ b ~ ... ~ til :I til 0-4 :I til til 0-4 ~ til ... flO .... flO 0-4 .... flO flO ... flO 

m ~ ". ... ~ ". ... a ~ ". 0-4 ". ." ~ k ... 
Q/ ." ;j ~ 1\1 :-J III :J 0-4 1\1 EI Q/ ." :i! en ,~ ..:I ..:I en ~ < ..:I en ~ ..:I 

N-4 N-6 N-6 N-17 N-2 N-l N-3 . N-l N-2 N-l N-4 N-2 N-S N-I0 N-I0 N-2S 

Total Sworn Officers 70.1 70.6 66.8 67.2 62.8 81.8 76.5- 72.5 82.0 77.9 78.1 72.5 71.1 70.4 72.2 72.0 (including supervisors) 

'Police Executives. 3.2 1.2 .4 .6 1.1 .3 .5 1.4 .9 .2 .2 .3 2.5 1.1 .3 .4 

Police Mid-level 2.7 4.6 3.2 3.3 4.7 3.5 3.9 2.9 4.7 4.6 4.6 2.6 2.8 4.7 3.4 3.5 
Managers 

Patrol Line Supervisors 10.7 8.6 6.0 6.3 3.9 11.0 9.0 2.2 6.6 13.0 12.4 6.0 7.1 6.7 8.1 7.9 

Patrol Officers 47.6 40.6 38.1 38.5 37.3 50.7 47.0 13.0 56.2 60.1 59.0 49.1 32.9 42.8 47.4 46.9 

Traffic Officers (if . 
separate from patrol 1.6 2.0 3.5 3.4 0 0 0 0 0 0 0 0 .9 .9 1.4 1.4 
division) 

Traffic First Level 
Supervisors (if separate .5 .3 .7 .6 0 0 0 0 0 0 0 .0.9 .3 .2 .3 .3 
from patrol division) 

Investigative Services 1.6 2.1 1.5 1.6 1.4 1.5 1.5 Line Supervisors 
2.2 .• 8 1.5 1.5 1.7 1.8 1.6 1.6 1.6 

Detective/Criminal 5.9 9.7 8.4 8.5 9.2 5.3 6.4 9.4 6.6 5.7 5.8 8.7 7.4 8.9 7.6 7.7 
Investigators 

Police Legal Advisors 0 .2 .09 .1 .1 • 1 .1 0 •. 2 . 0 .01 .03 0 .02 .05 .06 

Police Planners .5 1.2 :4 .5 .4 .1 .2 0 .8 .4 .4 .2 .3 .9 .3 .4 

Evidence Technician/Crime .5 3.5 .6 .9 1.5 1.7 1.7 Scene Analysts 
.7 2.4 0 .2 1.0 .6 2.6 .7 .8 

Source: Law enforcement Agency Report Forms data section completed by 25 of 31 agencies visited. 



t"· ...... -

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

" 

" I 
I 
I 
,I 

~ I 
f 
l 
t, " 

II , I, 
f 

The percent of total sworn officers by agency size is rather consistent 

(Small: 71.1%; Hedium: 70.4%; Large: 72.2%)., When looked at by agency 

type, however, we find that county sheriff's agencies have a consistently higher 

percentage of their personne~ sworn than do the other types of agencies. This 

is easily understood when we amplify this data by pointing out the tendency 

of sheriff's departments to staff their civil service processing and detention 

function with sworn deputies. One small sheriff's department appointed its 

entire staff as deputies, including clerical and administrative support person-

nel. Another point of interest is the percentage of sworn officers in large 

municipal police agencies (66.8%). This comparatively low percentage results 

from the more extensive use of civilian personnel and the need for greater 

numbers of clerical and other support personnel. 

The percent of patrol officers within small agencies (32.9%) is dlstorted 

by the aforementioned small sheriff's department which included civil service 

processing and detention personnel in the total agency staff figure. With 

this agency removed, the percentage for the other four small agencies (47.6%) 

becomes much more consistent with the data found for medium-size (42.8%) and 

large (47.4%) agenci~s. 

Tables VIII-III-4, 5, and 6 present data concerning personnel distribu-

tion by function. The percent of total agency staff is displayed by function 

for total agency personnel (VIII-III-4), sworn personnel (VIII-III-5), and 

nonsworn personnel (VIII-III-6). 

The percent of total agency staff (sworn and nonsworn) invested in admin-

istrative functions, patrol, and auxiliary functions is rather consistent by 

agency size (Table VIII-III-4). As might be expected, we find that the large 

agencies invest more of their total human resources in traffic-related functions. 
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Functions 

Administrative Functions 
(i.e., planning research, 
personnel, training, 
inspection, community 
relations, etc.) 

Patrol (i.e •• walk, motor, 
tactical) 

Traffic (i.e., enforcement, 
safety education, etc.) 

Criminal Investigation 
(i.e., homicide, robbery, 
prostitution, narcotics, 
etc. ) 

Juvenile 

Auxiliary Functions (i.e., 
communications, records, 
identification, laboratory, 
etc. ) 

.. - - - - .. .. - - - .. 
Table VIII-III-4 

Tot~l Agency Personnel Distribution by Function - Percent of Total Agency's Staff 

Municipal Police County Police County Sheriff's State Police 
Agencies Agencies Departments Agencies 

OJ G.I G.I 
N N N 

..-4 ..-4 ..-4 
en en en 
I 

~ 
I 

~ e 
.-4 G.I G.I .-4 ::I OJ G.I 
.-4 ..-4 co ..-4 co .-4 ..-4 co co ., ." .... .-4 ." .... .-4 ., ." .... .-4 .... 
e ~ 

., 
::i! OJ ., 

::i! e OJ ., 
;! 

., 
I/) ,..3 :I: ,..3 til :I: ,..3 ,..3 

N-4 N-7 N-4 N-IS N-2 N-l N-3 N-l N-2 N-l N-4 N-2 

. 
7.2 11.1 15.7 14.6· 5.0 8.1 7.0 13.5 17.4 10.8 11.2 2.8 

48.5 46.9 42.2 43.3 43.0 63.9 56.7 34.8 38.8 44.2 43.8 32.5 

2.1 5.9 12.5 11.0 15.4 0 5.3 0 1.3 .04 .1 36.6 

6.7 14.4 11.5 11.9 11:4 10.6 10.8 19.1 11.4 10.1 10.3 13.9 

10.8 3.4 3.0 3.3 .6 0 .2 4.5 .7 0 .08 0 

24.7 18.3 15.1 15.9 24.6 17.4 19.9 28.1 30.4 34.9 34.6 14.2 

Source: Law Enforcement Agency Report Forms data section completed by 24 of 31 agencies visited. 

- -
Breakout by Size of Agency 

G.I 
N 

..-4 
til 
I e 

.-4 ~ :0 .-4 a ." .... .-4 
CII til ;! en :I: ,..3 

N-S N-ll N-8 N-24 . 

9.2 9.8 9.7 9.7 

44.2 44.7 41.8 42.2 . 

1.4 8.5 14.5 13.6 

10.6 13.0 11.7 11.8 

8.8 2.2 .9 1.1 
; 

25.8 21.8 21.5 21.6 



.. - - ... .. - III .. - .. - .. - - - - -Table VIII-III-5 
Sworn Personnel Distribution by Function - Percent of Total Sworn Staff 

Municipal Police County Police County Sheriff's . State Police Breakout by Size of Agency 
Agencies Agencies Departments Agencies 
Qj Qj QI QI 
N N N N 

..-4 ..-4 ..-4 opf 
1/1 (/) (/) III 
I I ~ ~ Functions s a 

.-I ::l QJ ::I QI .-I ::I QI QJ .-I ::I GI 

.-I ..-4 00 ..-4 00 .-I ..-4 00 00 .-I ..-4 00 

~ ." ~ .-I ." ~ .-I til ." ~ .-I ~ ~ ." ~ .-I 
<II til ;! : QI til ;! a· Qj til .-I til <II til ;! en ;:;:: ~ :c ~ en ;:;:: ~ ..: ~ en ;:;:: ~ 

N-4 N'"6 N-4 N-l N-2 N-1 N-3 N-l N-2 N-1 N-4 N-2 N-5 N-IO N-8 N-23 

Administrative Functions 
(i.e., pla~ning research, 

4.1 personnel, trainins, 5.4 8.1 11.4 10.7 5.1 3.7 10.0 13.7 13.1 13.1 1.0 6.7 8.0 8.0 8.0 
inspection, community 
relations, etc.) 

Patrol (i.e., walk, motor, 63.5 60.0 55.2 56.1 66.5 76.5 73.7 41.7 49.8 51.3 51.1 38.4 57.2 60.7 50.5 51.5 tactical) 

Traffic (i.e., enforcement, 1.4 4.7 9.1 8.2 1.1 0 .3 0 1.3 .06 .1 43.1 1.0 3.0 16.2 14.8 safety education, etc.) 

Criminal Investigation 
(i.e., homicide, robberty, 8.8 18.6 13.2 13.9 17.0 12.7 13.9 23.3 13.3 11.6 11.8 16.4 13.0 17.3 13.7 14.0 
prostitution, narcotics, etc.) 

I 

Juvenile 8.S 2.9 3.1 3.2 .8 0 .2 5.0 .9 0 .09 0 7.7 1.9 .9 1.1 

-
Auxiliary Functions (i.e., 
communications, records, 12.2 5.7 ; 8.1 7.8 9.5 7.2 7.8 20.0 21.0 23.9 23.7 1.1 14.4 9.2 10.8 10.7 
identification, laboratory, 
etc.) 

Source: Law Enforcement Agency Report Forma data section completed by 23 of 31 agencies visited. 
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Criminal Investigation (i.e •• 
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Table VIII-III-6 

Nonsworn Distribution by Function - Percent of Total Nonsworn Staff _ ._- ..... _--- .. ._40. ____ ------
Municipal Police County Police County Sheriff's State Police 

- Agencies Alencies Departments Agencies 
GI I GI GI 
N N N .... .... .... 
til til til 

g I I ... GI 9 GI ... 9 II GI ... ... 110 ... 110 i ... 110 110 a ~ ... ... ~ ... ... 'i ... ... ... 
QI .'l ~ ::l III ~ .'l ~ .'l en :E ..:I fIl :E 

N-4 N-6 N-4 N-14 N-2 N-1 N-3 N-1 N-2 N-1 N-4 N-2 
. 

12.5 12.2 28.7 25.2 4.8 30.5 16.5 20.7 30.3 3.5 4.9 12.6 

0 3.5 3.3 3.3 3.5 0 1.9 20.7 0 21.0 20.2 0 

4.2 12.0 22.8 20.3 39.4 0 21.5 0 1.5 0 .06 0 

0 5.2 6.2 5.9 1.9 0 1.0 10.3 4.5 5.2 5.3 0 

16.7 5.8 2.8 3.7 .3 0 .2 3.4 0 0 .06 0 

66.7 61.~ 36.1 41.6 50.2 69.5 58.9 44.8 63.6 70.3 69.fi 87.4 . 

Source: Law Enforcement Agency Report Foras data section completed by 23 of 31 agencies visited. 
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This is a result of specialization which has occurred in large and some medium

size agencies as well as the fact that two state agencies were included in the 

sample. A more detailed discussion of this specialization is contained in 

Section C where the implications of specialization are analyzed. Medium-size 

municipal police agencies also report a higher investment of their human 

resources in criminal investigations than do other types and sizes of agencies. 

No obvious explanation for this was discernible. Since medium-size agencies 

are the ones in which functional specialization begins to occur in criminal 

investigations (e.g., burglary investigators, robbery investigators), one 

possible explanation might be that as this occurs the percentage of total 

agency staff committed becomes higher since the total staff figure is lower 

than the larger, more diversified agencies. 

There is less consistency in the distribution of sworn personnel by 

function found in the agencies visited (Table vrrr-rrr-5). As might be 

expected, small agencies invest less of their sworn human resources in the 

performance of administrative functions (Small: 6.7%; Medium-Size: 8.0%; 

Large: 8.0%) but more in the performance of auxiliary functions (Small: 14.4%; 

Medium-Size: 9.2%; Large: 10.2%) than the other agencies. There are obviously 

fewer administrative positions in small agencies and the use of sworn personnel 

in auxiliary functions such as communications and records is greater in small 

agencies where civilianization has occurred less extensively than in the larger 

agencies. Whereas the investment of sworn resources by agency size in patrol, 

traffic, and criminal investigation varies considerably within function, when 

lumped together, the investment of sworn resources to provide these basic 

services is rather consistent by agency size. This obviously reflects deci

sions made by each specific agency insofar as the investment of their sworn 

resources is concerned. The relatively high percentage of sworn personnel 
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committed to traffic by large agencies derives from greater specialization in 

this area as well as the inclusion of two State agencies in the sample of large 

agencies. We again see the higher investment made by medium-size municipal 

police agencies in criminal investigations, but the explanation becomes no more 

clear than that suggested before. 

The utilization of nonsworn personnel in the performance of administra

tive (Small: 15.6%; Med:rum-S'ized:lO.6%~ Large: 16.1%), auxiliary (Small: 

58.4%; Medium-Sized: 56.6%; Large: 61.8%), and criminal investigative 

(Small: 3.9%; Medium: 3.7%; Large: 4.1%) is rather consistent (Table 

VIII-III-6). Within agency type and size, however, there is considerable 

variation in ho~ nonsworn personnel are utilized. One major inconsistency is 

found in the percentage of nonsworn personnel resources invested in traffic

related functions by county police agencies. Both of the agencies in this 

category were extensively involved in the provision of school crossing guard 

services and reported those nonsworn personnel in this function. 

B. MAJOR FACTORS AFFECTING MANPOWER STAFFING 

In discussing manpower-related issues and concerns with executives and 

managers of the thirty-one law enforcement agencies visited, several major 

factors affecting staffing surfaced. These major factors will be discussed 

in this section, with more specific reference to certain of them as appropriate 

in other sections of this volume. 
\) 

1. Budget 

This factor ranks at the top of major factors affecting staffing in law 

enforcement agencies today. The delivery of law enforcement services is almost 

wholly dependent upon the hum.an resources an administrator has at his disposal. 
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Eighty-ninety percent. and in ~ome instances even more of some agency budgets 

are allocated to costs associated with personnel. "In "this highly labor-intensive 

service industry, the amount of money available to fund operations is, indeed, 

a most critical factor affecting manpow'er staffing. While the ranking of 

budget would be high even under normal economic circumstances, we think it 

important to recognize the criticality of budget to manpower staffing under 

the shrinking or static public sector funds being allocated to public agencies 

today~ 

An illustration of the affects being experienced can be "seen in one agency 

where seven newly authorized crime analyst positions have been frozen for a 

year and never filled because of an across the board budget cut imposed by the 

governmental unit administration early in the fiscal year. The agency hopes 

to have funds to fill two of these positions during the next fiscal year, but 

their ability to do so will depend upon the budget allocated to cover the cost 

of services. The relationship of budget to staffing is clear in this il1us-

tration. Some agencies are facing the loss of positions. In preparing the 

proposed budget for the coming fiscal year, one rather large municipal agency 

administrator was required to present alternative staffing patterns for con

sideration by the Mayor's office should the agency's funds be cut beneath the 

current 1ev.el. One way of living within the possible restricted budget in 

this agency was to propose that the traffic unit be abolished and sworn 

officers assigned to that unit be deployed where needed to maintain the current 

level of more necessary services. Obviously, the anticipated budget was a 

critical factor in this agency's proposed staffing pattern for the new fiscal 

year. 

We learned of many such examples during our field site visits. Agencies 

of all sizes and types are affected. Almost all expect "no-growth" budgets 

for the near future. 
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2. Politics 

Politics is another high ranking major factor which affects manpower staff-

ing in law enforcement agencies today. In some instances, an agency's ability 

to operate effectively in the political milieu, indirectly affec~s staffing by 

being a key factor in the level of funding made available. Law enforcement 

agencies compete with other public service agencies for their share of public 

funds available, and doing so is often affected by political considerations. 

Politics can also directly affect staffing in a number of ways. Few law 

enforcement agency administrators have the final approval authority with 

respect to staffing. Most proposals for reorganization or the implementation 

of programs affecting human resources are considered by governmental unit 

executives and/or elected officials. Obviously, political considerations play 

a role in the strategies employed by law enforcement agencies to gain approval 

of many personnel-related proposals. 

This is illustrated by one large law enforcement agency which decided to 

confront the political process head-on by releasing ,to the news media a letter 

to the governmental unit elected governing body in which nearly 1,000 new 
\1 

positions are requested. This move was necessitated by critical manpower 

shortages which resulted from the agency's working with the elected officials 

in "holding the line" on budget for the past two years. From the agency's 

perspective, the most effective strategy for overcoming these shortages and 

maintaining min~J levels of the various services provided was to take the 

issue to the public. The political orientation of this strategy is clear. 

On a smaller scale, but no less significant to the affected agencies, is the 

approval required of a governing body prior to reorganization or implementing 

new programs. This can be illustrated by what occurred in one agency which 

sought to form and staff a crime prevention unit which would include the 
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existing community relations unit. Political resistance was encountered, and 

the agency now has two separate organizational components doing closely related 

work with obvious duplication of management, supervision, and some staff. 

Rational? Perhaps not, but political expediency is not always so. 

3. Service Delivery Orientation 

What we will call the service delivery orientation of a law enforcement 

agency can be viewed as another major factor which affects manpower staffing. 

It has been suggested that law enforcement agencies operate somewhere on a 

continuum which is represented as follows: 

Community Service Law Enforcement 
Delivery Orienta- ~----------------)+ Service Delivery 
tion Orientation 

As with most continuums, few, if any agencies are found at either end. Some 

lean more heavily toward one end than the other and may at any time move 

either direction on the continuum. In doing so, manpower staffing is almost 

always affected in one way or ~nother. Hence, the· service delivery orienta-

tion of an agency becomes a major factor affecting manpower utilization and 

staffing. 

The effects of this factor are illustrated by the proliferation of 

"community relations" and "crime prevention" units which have emerged during 

recent years. New staffing arrangements have resulted from these new services. 

Another is the expansion of the role played by law enforcement officers in 

mediating family and neighborhood disputes and defusing crisis situations. 

The provision of this expanded service has implications for staffing (if, for 

example, officers handling.such situations are "out of service" for longer 

periods of time than before, a need for additional personnel could develop; 
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or, in some agencies, crisis intervention specialty units have been formed and 

staffed), as well as for training and other manpower-related issues. Still 

another illustration is the way in which agencies evaluate the delivery of 

their services and the resultant manpower effects. Some agencies are beginning 

to regard the crime rate as a futile measure of agency success or failure. In 

moving away from this orientation, some agencies have centered on other measures 

more directly under their control and more reflective of the total services they 

provide. In one large municipal agency, for example, the primary objective is 

to provide prompt response to all calls for service coming from the public. 

Field response units are deployed accordingly in this agency. Personnel utili

zation and staffing considerations have as their top priority the availability 

of a response unit at all times for all calls for service requiring the presence 

of a sworn officer. This community service delivery orientation has obvious 

effects on staffing. Agel1lcies with heavy law enforcement service delivery 

orientation, on the other hand, will invest their resources heavily in activi

ties more directly related to crime fighting. 

4. Workload. 

Another, perhap~ more obvious major factor affecting law enforcement man~ 

power staffing today is workload. The measurement and analysis of workload is 

becoming much more sophisticated, even in the smaller agencies where more 

attention is being paid to workload as a key factor in budget justification • 

Agencies which have access to computer systems are using them extensively in 

conducting wo~kload analyses. Attendant to this greater sophistication of 

workload measurement and analysis is the increasing influence of the resultant 

data insofar as manpower utilization and staffing is concerned. With such 

information available, agency executives and managers are able to make better 

decisions regarding manpower-related issues. such as beat configuration; deploy

ment of tactical units; work equalization; and staffing patterns. 
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With respect to the future, it seems likely that greater emphasis will 

be placed on workload measurement and analYsis as a tool for e~fective man

power utilization. One key factor contributing to this projection is the need 

for agencies to more carefully and effectively utilize their human resources 

during the current and perhaps lingering period of economic constraint. In-

creasing productivity requires that workload be accurately measured and 

thoroughly analyzed. Incident to efforts directed at increasing productivity 

will be a more critical look at the variety of functions performed by law 

enforcement agencies. This will be done with a view toward realigning 

priorities as required to provide the most needed services within the. limited 

resources available. Workload measurement and analysis will provide admin

istrators with objective data from which assessments and judgments can be made 

regarding the investment of human resources in the performance of certain 

functions. Section C contains a more detailed discussion of the relationship 

between the utilization of personnel and functions performed by agencies. 

5. Law Enforcement Personnel 

The perceptions of law enforcement personnel are another major factor 

affecting staffing. We found that law enforcement administrators are be-

coming very much aware of the need to give consideration to the impact of 

their major decisions on the personnel thereby affected. The autocratic style 

of "leadership" may have at one time been an accurate description of the way 

in which most 'law enforcement agencies were managed; This does not seem to 

be so today, however. In many instances, administrators are now faced with 

justifying their decisions--not only to the gov~rnmental unit executive and/or 

elected governing body, but to the affected personnel as well. One result has 

been what might be seen as a forced evolution to a more democratic style of 

leadership and management. Another factor may be the rise of more enlightened 
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executives and managers to top level positions who bring with them a greater 

degree of responsiveness and awareness of the needs of personnel. 

Regardless of why, law enforcement personnel are extremely influential 

in matters pertaining to personnel utilization and staffing. This is 'true. 

regardless of whether or not employees are formally represented for collecti~e 

bargaining purposes by a union or other form of organization. Those repre

sented by unions may present a more unified and, in some instances, a more 

forceful case in support of or against a given issue, but the power of non

organized personnel should not be underestimated. Occurrences such as wives 

picketing in a protest over what is seen as an arbitrary decision to alter 

working hours or a number of officers calling in sick to protest the assignment 

of a woman officer to a preferred assignment are examples of how pressure can. 

be exerted by employees. 

Many agency ~executives and managers We interviewed described law enforce

ment personnel of today as more vocal than ever and much more in touch with 

their needs and willing to assert themselves when confronted with something dis

agreeable to them. This manifests itself individually as well as collectively. 

Some executives reflected on the past when young officers were anxious to fully 

commit themselves to the enterprise of law enforcement, working long hours 

without pay and exhibiting a great deal of enthusiasm and energy. These re

cruits of the past were also more willing to accept management decisions 

(or dictates) and abide by them without challenge. We found that this does 

not generally happen today 'when issues affecting personnel ina significant 

way are decided. 

Several agencies have taken steps to get the people affected by decisions 

more directly involved in the process. Strategies s~~h as participation on 
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task forces, employee attitude surveys, and employee suggestion programs are 

examples. We also found some breakdown in the traditional "chain of command" 

occurring with easier access to top level management allowed than in the past 

by a number of agencies. 

The effects on manpower utilization and staffing are numerous. A good 

exampl~ is the successful resistance exerted by employees against a plan by 

the Chief of Police to implement team policing. This resistance came in many 

forms, including release of information to the press and the invo111ement of 

elected public officials whose support for the resistance was enlisted. The 

pressure ultimately led to abandonment of the plan for the time being. 

6. Legal Restrictions 

Legal restrictions must be included when discussing major factors 

affecting manpower staffing. In some instances,. certain ma.np0:v-er-related 

issues are either mandated or proscribed by law or court decision. Obvious 

examples are court decisions regarding the representation of ethnic minori-

ties and women and the Fair Labor Standards Act which imposes a number of 

requirements related to personnel. 

c. ANALYSIS OF POLICE PERSONNEL SYSTEMS CHARACTERISTICS 

The police personnel function and the management of police personnel are 

vital subjects in their own right. But the purpose here is neither to describe 

police personnel practices nor to study their effectiveness. Descriptive 

surveys and polic; personnel administration analyses can be found in the 

literature. 3 The purpose here, rather, is to a~alyze selected characteris

tics of the police personnel system which presumably can have some impact 

upon two key variables; police manpower needs - both in nu~ber and kind, and 

the training and education of polic~ personne1. Six personnel system 
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characteristics were selected for study; recruitment and selection, personnel 

utilization, career development and promotion policies, training and education 

policies and programs, labor management relations, and representation of women 

and minorities. 

The personnel system analysis was conducted during NMS field visits to 

the 31 police agencies. Our analytical approach is based primarily on narrative 

data from semistructured interviews with cognizant police officials. Several 

different interview forms were constructed and used. A given interview was 

generally conducted for two hours with one or more cognizant officials. The 

identity of the forms and the types of officials generally .interviewed are 

presented in Table VIII-III-7. Copies of the forms are presented in the Appendix. 

1. Recruitment and Selection 

Our interview items directed at ·recruitment and selection focused on 

several basic questions. To what extent, if any, and why are police agen

cies experiencing recruiting problems? Are recruitment difficulties a major 

contributing factor to any manpower shortages? If so, in what occupational 

categories? Are qualified personnel being hired? Is turnover a problem, 

and if so, can it be attributed in part to .:ecruitment and selection poli-

cies? 

Seven of the 31 agencies personnel officials reported problems in re-

cruiting patrol officers. No agency reported difficulties in recruiting 

for two other key law enforcement occupational categories which can be con

sidered entirely or partially entry-level; police legal advisor and police 

planner, respectively. None of the seven agen~ies was a small agency. The 

seven agencies are almost evenly divided in number between medi~sized and 
'.\ 

large agencies, but considering that twice as many medium-sized agendps 
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Personnel System Analysis Interview Forms and Cognizant Interviewees 

Agency Officials Interviewed2 
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Activities Checklist a b 

Chief Executive Interview a b 

< Personnel Dept. Interview a 
H 
H 
;.-t Training Dept. 'Interview a 

\J1 Utilization of Personnel Interview b a c ...... 

Role of Higher Education Interview b c a 

Formation of Employee Associations b a 
Interview 

Representation of Women and Minorides t b a 
Interview [ 

1. 

1 
Two forms, Technology and Innovative Policing Strategies, were not directly a 
part of the personnel system analysis. 

2 
a, band c denote primary, secondary and tertiary interview sources, respectively •. 
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were visited, there is an apparent tendency for any difficulties in recruit

ing patrol officers to be associated more with the larger agencies. 

For all but one of the seven agencies, the reason cited for the recruiting 
, 

problem was difficulty in recruiting minorities. For the seventh agency, 

non-competitive pay in the labor market and inability to recruit college 

educated applicants were cited as the reasons. We shall examine in more 

detail in a later section the minority recruitment problem. 

Neither minority recruitment specifically nor recruitment generally, 

however, appear to be a significant contributing factor in personnel short-

ages, if any. According to chief executive assessments of 'the adequacy of 

their staffing levels, three of the seven agencies purportedly have critical 

shortages, and in only one of these three agencies is recruitment, minority 

recruitment specifically, cited as a primary causal factor. 

The police chief executives interviewed are generally satisfied that 

qualified personnel are being hired. Over one-half of the interviewees 

expressed the opinion that personnel hired at the entry level are better 

qualified today than those entering five years ago; only two chief executives 

thought that qualifications had deteriorated, and in the remainder of the 

agencies the interviewees had perceived no differences over the last five 

years. Explanations for why recruits might be better qualified now were 

varied, but one reason frequently offered by the interviewees was the higher 

level of education of today's recruits. This higher level is presumably 

a .function of the general trend '<in the population toward higher education 
.... , ... 

rather than a function of upgraded entrance standards since over three-fourths 

of the agencies still do not require any college credits (we do not have 

historical data on hand to check whether these agencies required and the 
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general population typically had less than a high school education or equival

ency five years ago). A related factor is an agency's minimal age require

ment. Over three-fourths of the agencies require an applicant to be 21 years 

of age before appointment. This requirement thus assumes that there is 

sufficient time for a college education to be acquired. There is also, of 

course, sufficient time for other developments and thus increased maturity 

and broader work experiences and background were other reasons often cited 

for perceptions of improved qualifications. Whether maturity is due more to 

a higher level of education or ~re to increases in the age requirement is 

unclear since we do not know which specific agencies may have changed their 

age standards. A few of the agencies have made repeated changes in their 

minimal age standards over the last five years or so and there seems to be 

no unanimous opinion among the other agencies as to what the best or most 

valid, job-related standard should be. 

The present economy was also frequently cited as a possible explanation 

for the perceived improvement in qualifications. The recession has generally 

produced more favorable selection ratios so that agencies can skim the 

"cream off the top." While a higher selection ratio does not require as 

valid a screening or selection procedure, improvements in these procedures 

were occasionally offered as explanations. 

Slightly over one-fourth of the chief executives had either perceived 

no changes over the last five years or were equivocal as to whether changes 

perceived could be sununed up as better or poorer qualifications. Given the 

general deficiency of police performance standards and appraisal systems, 

and the paucity of evidence on ~he job relevance of qualification requir.e

ments and validity of assessment procedures, it is rather surprising that 

more uncertainty over the question was not ~xpressed. In two of the agencies 

..... ~ 
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visited, interviewees held the opinion that recruits today are less qualified 

than five years ago because of lowered or relaxed standards and/or the chang

ing composition of the community from which recruits are drawn. 

Another perspective on the matter of qualified recruits is the experi

ence of agencies with probationary officers. An abnormally high or low 

drop-out rate of officers during the probationary period might be symptom

atic of increasing numbers of poorly or highly qualified recruits. An exam

ination of drop-out rates revealed a range of experiences among the agencies 

wi.th their probationary officers. Rates ranged from no drop-outs during the 

most recent l2-month period to a maximum of 38% termination during that time 

period. There were no drop-outs in slightly over one-third of the agencies. 

The average rate was slightly under 10 percent. 

Of the two agencies cited above in which intervie,.,ees thqught today' s 

recruits are less qualified, one had a zero drop-out rate, while the other 

had one of the six highest rates (approximately 20%). Opinion ran somewhat 

in favor of ~ perceived i~provement in recruit qualifications among the other 

five agencies ''lith the highest drop-out rates. Among the. agencies with zero 

drop-out rates, with the one exception mentioned above, opinion was unanimous 

that recruits today were better qualified. Among the agencies with drop-out 

rates near the average, the majority opinion was that today's recruits are 

better qualified. Recruit qualifications, therefore, do not appear to be an 

influential factor in an agency's drop-out rates of probationary officers 

(admittedly, if trend data were available on drop-out rates a more reliable 

assessment of their relationship to changes in recruit qualifications could 

be made). Drop-out rates among the agencies visited also do not appear to 

be related to differences in length of recruit training, length of the pro

bationary period, entrance standards or size of agency. There may be 
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qualitative differences in such factors as training content and method which 

account for different drop-out rates or their causes are intrinsic or peculiar 

to the individual agencies. 

~olice personnel turnover was cited as a problem by only four of the 

agencies visited. The current economy and employment market were often cited 

by interviewees as possible explanations for lower than normal turnover. 

No single reason dominated explanations offered by interviewees in the four 

agencie~ with reported turnover problems, although recruitment and selection 

policies, salary and promotion opportunities were among the several factors 

offered as explanations in two of the four agencies. 

2. Utilization of Personnel 

With rare exception, police personnel systems in the agencies visited 

reflect a growing awareness of the importance of human resources in the pro-

vision of police service. The significance of this growing awareness comes 

into focus when we con.sider the critical dilemma created by the combination of 

factors such as increases in the level of crime, increasing demands for more 

and better public services, more vocal, and in some instances, militant public 

workers, and the limited financial resources available in the public sector. 

The tensions generated by these forces have, indeed been exacerbated by the 

nation's current general economic conditions. 

Law enforcement administrqtors of many agencies have moved in the direction 

of maximizing ,the effectiveness and efficiency with which police services are 

,delivered through various programs and approaches that have ~ffected the ways 

in which agency personnel are utilized. Another, and no less significant 

stimulus, which we observed in a number of law enforc;~ment agencies, comes 

from the availability of external funding (State, Federal, or, toa lesser 
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degree, private) to support such programs. It should be recognized, of course, 

that these two stimuli are not necessarily exclusive of each other. In many 

instances they serve to complement one another and, combined with other positive 

stimuli, result in experimentation, innovation, or change in tIle. utilization 

of law enforcement personnel. 

Other strong forces are at work which help make this happen. It is es

timated in the contemporary literature that most law enforcement agencies expend 

from 80 to 90 percent of their budgets for personnel. This was substantiated 

by the data from the agencies at which NMS field site visits were conducted. 

With 30 of the 31 agencies reporting, the median percentage of agency budget 

appropriations absorbed by sa1ari~s and the cost of fringe benefits was 84.4 

percent (the range was from 71.7 percent to 94.8 percent). Since most of the 

agencies included in the study indicated that they are currently confronting a 

myriad of problems associated with shrunken public sector financial resources, 

it becomes obvious that the attention directed on the effective utilization of 

manpower also derives from a clear need to do so: ,Even though the agencies 

visited are operating below what they regard as optimum manpower strength 

levels, the most frequent opinion expressed was that little, if any, growth 

the next on~ or two years can realistically be expected. Whether strong forces 

(such as citizen concern over the rate of serious crime or negative citizen 

reaction to service cutback) appear and exert sufficient pressure to override 

the current prevailing economi~ restraints on increasing the number of law 

enforcement personnel in these agencies cannot be predicted. This is, of 

course, a possibility. In the meantime, howeve~, some agencies find themselves 

being forced to cut their budgets for the current year; others are anticipating 

"no growth" or decreased budgets for the coming budget year; and even those 

not immediately encountering these limitations reflected a strong sense of 
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responsibility to maximizing the public's return on its tax dollar. Because 

law enforcement is so labor intensive, the most productive means of addressing 

these budgetary problems are those related to more effectively utilizing the 

most costly resource--personnel. 

For purposes of the NMS, the extent of our examination of the current state 

of law enforcement personnel utilization was limited to strategies implemented 

within the last three years which could be categorized as follows: 

- any new forms of specialization; 

significant increases or decreases in the UI,lmber of nonsworn 

personnel utilized by the agency; and 

- any new functions which agency personnel are required to perform. 

The discussion which follows centers on these three areas of primary concern, 

but also includes less systematically gathered data concerning manpower 

utilization strategies not falling within these categories. One such strategy, 

for example, is the utilizat:t,on of what is generally referred to as "reserve" 

or "auxiliary" police personnel. 

a. Specialization. There is a great deal of diversity with respect 

to the degree of specialization found within the 31 law enfo~cement agencies 

studied. As might have been expected, we found that the smaller agencies are 

less inclined to develop specialized organizational components, even though 

the range of functions performed by smaller agencies generally was very nearly 

the same as that performed by the larger agencies. The medium-sized and large 

agencies studied utilize specialized personnel much more extensively. The 

degree of specialization within these larger agencies varies considerably, 
" 

however, as does the ways in which specialized personnel are utilized. 

VIII - 63 



I 
I 
I; 
I 
I 
I 
I: 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I: 
,\\ 

\ 

"1"."." '\;, 
\~ 

'~\ 

Decisions made with respect to specialization were found significantly to 

affect the way in which agencies were organized as well as staffing patterns. 

The creation or elimination of specialized units is something that has been 

considered by virtually every law enforcement agency administrator we contacted, 

with the exception of those managing the smallest agencies, who indicated 

that the demand for services did not justify such consideration. 

One of the most sigr.ificant discoveries for us was that there seems to be 

a growing trend to question the value of specialization and seriously to con

sider the elimination of specialized unit.:;. This trend is fueled by shrinking 

budgets as well as a greater awareness that earlier decisions made with 

respect to specialization may not have taken all of the implications of such 

a move into consideration. One of the most frequently mentioned areas of 

specialization being considered for elimination by some of the larger agencies 

was traffic. One of the most important factors cited for critically examining 

the yalue of maintaining a specialized traffic unit was the need for additional 

human resources to respond to citizen calls for service and to man patrol 

assignments. One gets a clear impression that today's law enforcemeut admin

istrator can no longer realistically expect to receive authorization for addi

tional numbers of personnel as easily as before. Consequently, many agencies 

find themselves faced with taking steps to meet demands within current levels 

of human resources, or, in some cases, decreased levels. Specialized units 

h,elcome a prime source of additional manpower to meet basic needs in such 

situations. 

On the other hand, we found certain new forms of specialization that have 

emerged during recent years. Within the agencies studied, we found new forms 

of specialization occurring in the following areas: 
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- Crime specific teams or units; 

- Special operations; 

- Community services not directly related to the enforcement 

of laws; 

- Support services; and 

- Traffic (small and medium-sized apen~ies)· 

Before proceeding with the discussion of these areas of specialization, 

we think it important to point out that their formation has been stimulated by 

the availability of federal funding to offset the majority of costs associated 

with doing so. Some of what we learned even suggests that the availability 

of outside funding is a more important stimulus than need. Since most of these 

new forms of specialization require additional human resources, some agencies 

have found it strategically advantageous to use these funds to form such 

specialized opeI~tions, with the attendant increase in positions required to 

staff them. Once having acquired approval from the city council, county 

board of supervisors, state legislature, or other appropriate body to accept 

these funds and form the specialized oper&'tion, it becomes the expectation that 

the cost of these "additional" positions will be absorbed by the governmental 

unit when the outside funding expires. In some instances, we found that a 

commitment to this effect had been part of the decision to seek or accept the 

outside funding. Hence, doing so becomes a strategy for increasing the number 

of authorized positions in the future as well as addressing the immediate "need" 

for the specia.lized operation. Furthermore, the additional human resources 

funded by outside funds are often used to relieve existing organizational units 

of a considerable amount of activitiy, e.g., a residential burglary task force 

obviously relieves burglary investigators of some activity. 
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- Crime specific teams or units. This area of specialization refers to 

those organizational components assembled for the purpose of combatting 

specific crime(s). Burglary and robbery were the most frequent targets of 

such teams or units in the agencies studied. One often heard that a problem 

associated with such specializations was loss of flexibility in the utilization 

of personnel assigned to these teams or units. This apparently stems from a 

common expectation that such personnel be dedicated to accomplishment of the 

goals and objectives of the project. It was not unusual to hear an adminis

trator express a desire to exercise greater flexibility with respect to these 

personnel as conditions change during the grant period. One agency attempted 

to overcome this shortcoming by proposing an Anti-High Impact Crime Task Force 

which could be more flexible since it would not be restricted to one specific 

crime such as burglary, robbery, or rape. 

- Special operations. This subsumes the formation of specialized units 

such as Special Weapons and Tactics (SWAT) teams; bomb squads; civil distur-

bance units; canine units; and a variety of other approaches to dealing with 

specific needs by law enforcement agencies. The formation of such units has 

been very popular during recent years. Many of these types of specialization 

have existed in larger law enforcement agencies for some time. We found that 

medium-sized agencies are those in which the formation of such units is now 

taking place. Within these agencies, it is not unusual to find that the 

generalist/specialist concept is applied. Since the demand for some of these 

specializations is not sufficient to warrant a group of personnel wholly 

dedicated to the effort, we found that agencies will select personnel from 

various elements of the agency to perform the specialized functions when 
.. 

required. In other words, the specialized team or unit will be mobilized 

when needed and will draw upon personnel who have been trained as specialists 

but who perform generalist police officer functions at other tim~s. 
t 

VIII - 66 

t 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Community services. Services to community that are not directly related 

to law enforcement is an area of specialization in which there is currently a 

lot of activity and interest. Within the agencies studied, we found this 

activity concentrated in youth services, crime prevention, and community rela

tions. We also found this activity in agencies of all sizes, with even the 

smaller agencies undertaking s.uch programs. The degree of specialization is 

of course less in the smaller agencies, but, as in the larger agencies, specific 

pE!rsonnel are designated to perform functions associated with these activities. 

- Support services. This includes specializations in areas usually referred 

to as supportive of law enforcement line operations. We fQund that medium-

sized agencies are currently the most actively involved in specializing certain 

support services. Specifically, we found this occurring in planning and re

search, collection and preservation of physical evidence, coordination of train

ing, and legal advice. As was true in special operations, the specialization 

of support services has existed in larger agencies for some time. This 

phenomenon now seems to be concentrated in medium-sized agencies wher.e the need 

for such activities has been more clearly defined and firmly established. 

Smaller agencies are not currently involved, and, because of limited resources 

may not be in the near future as individual agencies. Consequently, smaller 

agencies have no such services, less refined or sophisticated services, or 

special arrangements whereby the required services can be acquired as needed, 

e.g., regional evidence technician units or agreements with other area agencies 

that have the needed expertise. In medium-sized agencies, however, we found 

considerable activity and interest relative to such specializations. Agency 

administrators rather consistently expressed the need for in-house planning 

and research capability as well as access to police legal advice. A number of 

medium-sized agencies had also recently establish,ed a position dedicated in 
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large part to the development and coordination of. entry level and in-service 

training. Neither was it unusual to find recently established specialized 

units which had been formed for the purpose of collecting and preserving 

physical evidence. The avai~ability of outside funding was found to be a 

significant factor in the formation of these specializations, with exception 

of the training coordinator function, which was generally funded from agency 

resources. 

Traffic specializations. These were most frequently found to be occur-

ring in small and medium-sized agencies. This is, in and of itself, an inter-

esting phenomenon, especially when we consider the view eXp'ressed by adminis-

trators of larger agencies confronted with financial resource limitations that 

the traffic specialty becomes one of the first expendable s?urces of additional 

personnel to meet other, more pressing service needs. One explanation might 

be the availability of outside funding to small and medium-sized agencies 

for the support of traffic-related specialized units. A number of agencies 

had been able to capitalize on the availability of funds (usually from the 

u.s. Department of Transportation) to acquire equipment and support the 

cost of personnel for traffic-related specialties. These were found to be 

traffic control, accident investigation, traffic law enforcement, and, 

in a number.of instances, specialized programs directed at the detection 

and apprehension of persons operating motor vehicles while under the in

fluence of alcohol. Access to Department of Transportation funds is a major 

stimulus for pursuing specialized activities related to traffic. We do not 

know whether these specializations will continue when the outside funding 

ceases, but one might project that small and medium-sized agencies, like their 

larger counterparts, will too find the traffic specialities expendable when 

resources shrink and needs escalate further. It is likely, however, that a 
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considerable amount of residual benefit will result because the Highway 

Safety Act provides for traffic-related standards which must be met by juris

dictions who accept federal funds. 

With respect to the future, we find it impossible to make a credible 

generalized projection of whether the degree of specialization within police 

agencies will change significantly. Responses to this question varied 

considerably. One observation that we feel comfortable making is that the 

degree of specialization is, to a large extent, influenced by the resources 

available to support the specialization. To a lesser extent, need is also 

a factor, but an agency's ability to meet the need through,the formation 

of a specialized organizational component requires resources. Obviously 

the need for the concentrated investigation of certain crimes, community 

services of a nonlaw enforcement nature, certain kinds of support services, 

and other kinds of activities will continue to exist. If not met through 

specialization, they will be met in other ways. 

b. Civilianization. Civilianization is hardly a new concept as a 

police manpower alternative. After World War II, the lack of manpower to handle 

the problems created by increasing population made the use of, civilians in 

police work essential. As one department would report satisfaction with what 

was at that time an "innovation," others would follow. Cost pressures to 

civilianize police personnel systems have also been traced to the urban popula

tion boom after World War II when growth in the numbers of police personnel to 

meet the need for more services was often deterred by tight city budgets and 

job competition from the private sector. Consequently, many law enforcement 

agencies began to replace sworn officers in specialized jobs with nonsworn 

personnel--and the trend has continued at a s~~ady pace ever since. 4 By 1972, 
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the proportion of civilians had nearly doub1ed--to 13.2% over that found in 

1950 (as reported in the Uniform Crime Reports, published by the Federal 

Bureau of Investigation). A 1972 survey of all state, county, and municipal 

police agencies in the United States having fifty or more sworn police person

nel which was conducted jointly by the International Association of Chiefs of 

Police and the Police Foundation (of 668 jurisdictions surveyd, 493 or 74% 

responded) revealed that a total of 39,137 nonsworn personnel were employed in 

these agencies for an average per agency of 80 each (38 male; 42 fema1e).5 

According to an Urban Institute study, the trend toward greater use of 

civilians in police work results from four primary factors, 

the need to control costs yet improve service to citizens; 

- expert opinion supporting the need to use civilians for low 

skilled "routine" tasks and for specialized jobs; 

- federal and state encouragement of civi1ianization; and 

- specific programs aimed at increasing the use of civi1ians. 6 

Twenty-six of the 31 law enforcement agencies we visited are currently 

utilizing civilian personnel to fill positions traditionally occupied by sworn 

personnel. The most frequently cited examples of positions civi1ianized in 

these agencies were: 

- Communications personnel (complaint receivers and radio dispatchers); 

- Records and identification personnel; 

- Parking and traffic control personnel; and 

- Retention facility custodial personnel. 

Twenty-three of the 26 agencies involved in civi1ianization expect that the 

number of civilians utilized in their personnel systems will increase in the 

future. The size of the agency did not seem to be a significant variable in 
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determining whether civilianization might be an appropriate thing to do. Admin-

istrators of the smaller agencies as well as their counterparts in medium-sized 

and larger agencies tended to recognize the value of utilizing civilians and, 

for the most part, were receptive to the idea of doing so. 

There is a growing recognition that sworn status is nothing more than 

the granting of certain law enforcement related powers which are required 

in connection with the performance of certain law enforcement functions. 

One might foresee the day when sworn status is attached to positions rather 

than people in an agency_ It does not appear likely that this will 

generally happen in the near future, however, since doing so would require 

major adjustments in the highly bureaucratic personnel systems which currently 

exist. It may, however, be the ultimate outcome of the struggles being 

experienced with civilianization today_ 

A number of significant manpower-related issues surfaced in our explora-

tion of civilianization: 

- One strategy for increasing the total number of authorized positions 

(sworn and nonsworn combined) has been for agencies to propose the 

civilianization of certain positions with no decrease in the number 

of sworn positions. One large agency reported that this approach 

had backfired on them, resulting in a decrease in sworn strength 

which was sorely needed to meet demands for service. The net effect 

was that no additional personnel were acquired and the cadre of sworn 

officers assigned to functions not requiring sworn status was reduced 

considerably. Hence, the pool of sworn personnel available for deploy-

ment to meet special circumstances was decreased • . 
- The initial cost savings which may accrue to agencies which civilianize 

certain positions is seen by some as a short-term savlngs which can be 
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expected to dissipate. Nonsworn personnel, occupying positions formerly 

occupied by sworn personnel whose pay and fringe benefits were con

siderably higher, can be expected to exert pressure to close the gap. 

This is particularly true in agencies where nonsworn personnel are per

forming work very similar to that performed by sworn officers (e.g., 

planning and research functions) for lower payor fringe benefits. 

- Training of nonsworn personnel to perform functions formerly performed 

by sworn officers has presented some administrators with problems. 

Usually, some form of orientation-type training is considered desi-r-able, 

but is difficult to develop and present. One example of the negative 

aspects of insufficient training for nonsworn personnel can be seen in 

communication where civilianization has been quite popular. Some 

agencies have elected to train the new communications personnel by the 

same method generally used to train sworn personnel for such positions-

on-the-job coaching, with close supervision until proficient. For the 

sworn officer, with a greater awareness of the agency and in many cases 

field.experience, this may have been an adequate training method. For a 

person completely unfamiliar with the agency and police operations, 

however, many insufficiencies in this approach have been recognized. 

The expectations of sworn officers in field units, unfortunately, 

remain at the same level as before and it is not unusual to hear 

field officers express dissatisfaction with the communication services 

provided by the ~ivilian personnel-- tl 
••• they just aren't as capable 

or don't understand our needs as well as street-wise, sworn dis

patchers." Consequently, we found some agencies reconsidering 

their decision to civilianize the communications staff. One approach 

to help ameliorate the negative effects has been to staff the 
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communications center with sworn supervisory officers who closely 

monitor the nonsworn personnel. A heavier investment in the training 

and preparation of nonsworn personnel might also have been an effective 

alternative. 

_ Turnover of nonsworn personnel can be expected to be greater than 

that of sworn officers. There is a growing awareness of this poten-

tia1 problem, and some agencies are beginning to analyze turnover 

of nonsworn as well a~ sworn personnel more closely. The cost of 

turnover is a factor which n~eds to be considered in police personnel 

management. We expect law enforcement agencies of all sizes to become 

more sensitive to this, especially if public sector 'budgets continue 

to shrink. 

- We learned that career progression for nonsworn personnel is an 

important factor which is often overlooked as agencies embark on 

civilianization. When asked about civilian career progression, it 

was not unusual to hear agency administrators respond as if they 

expect nonsworn personnel in certain positions to be career people 

in those jobs. Is it realistic to expect a young man or woman 

to remain satisfied as a radio operator for an extended period of 

time? What about the well educated person employed in a planning 

and research unit? We think it advisable that agencies develop 

career ladders which take the needs of nonsworn as well as sworn 

personnel into consideration. The costly evils of job dissatisfac-

tion and turnover would seem to warrant this. 

Despite such issues, based on our own field analysis and the growing 

literature on the subject, we believe there will be continued growth in the 
M 

utilization of civilians in police work. 7 
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c. Functions Performed. Our field analysis of functions performed 

concentrated on those recently added to or deleted from an agency's responsi

bilities. We found that the medium-sized agencies were the most active in 

functional changes, having on the average undertaken or been assigned an 

additional two functions within recent years. The small agencies tended to 

shun additional functions. The large agencies already had absorbed most of 

the range of standard functions possible, although there, too, some functional 

growth was evident (with an average of 1.6 functions added compared to 2.3 

additional functions for the medium-sized agencies). Only a few of the agencies 

visited reported that they had recently discontinued any functions, although 

there was a tendency for the larger agencies to be questioning whether some 

of their functions should be retained and discontinuing some of them. 

We found the types of functions involved, whether new or discontinued, to 

be extremely diverse, with little commonality across agencies. This diversity 

can be illustrated by the following examples of functions which had been added. 

internal affairs investigations 

- animal control 

enforcement of nuisance ordinances, e.g., junk auto or weed 

control ordinances 

- planning and research 

- polygraph examination 

crime prevention 

physical security of municipal/county buildings 

- youtb services, including counseling and diversion 

- school liaison 

- emergency medical care 
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The few functions discontinued were equally diverse: 

- delivery of mail for the city administrative offices, e.g., to the 

residences of city councilmen 

- motorcycle patrol 

- traffic specialty unit 

- security checks of residences 

- vehicle towing and impoundment 

- receipt of night service calls for other governmental unit departments 

- custody of arrested persons after completion of the booking process 

Within this diversity, we did find a few functions which had recently 

been added by more than one agency,. and this finding, coupled with the inter

view data gathered concerning the intentions expressed by administrators in 

the other agencies toward these particular functions lead us to make the 

following observations: 

- We can expect to see continued formalization of planning and 

research within law enforcement agencies. Organizational components 

will be formed and staffed with a mixture of persons with operational 

backgrounds and planning/research expertise. These components 

will become particularly important to agency executives who will 

increasingly rely on them for information required to make decisions. 

This trend will not be restricted to larger agencies. Medium-sized 

as well as small agencies will recognize the need for planning and 

research capability. 

Law enforcement agencies of all sizes will be adopting crime prevention 

as a high priority goal. In many agencies, what has been popularly 

referred to as police-community relations will be subsumed under a 
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n~wly formed crime prevention unit. These units will be staffed 

primarily by experienced sworn officers who will receive specialized 

training in aspects of crime prevention and physical security. Para-

professionals such as cadets or public service aides will. also play a 

key role in crime prevention activities. 

We think it likely that an emerging position usually called administra-

tive or executive assistant to the chief of police will grow in popu-

larity. Large agencies have had such positions for some time. Small 

and medium-sized administrators are LOW recognizing the value of having 

a key staff person available to perform a variety of functions. In , 

some smaller agencies, for example, persons filling such positions may 

be involved in planning/research activities, grantsmanship, coordinating 

and conducting internal affairs investigation~, writing correspondence, 

representing the chief executive, maintaining budgetary controls, deal-

ing with the news media, and various other administrative/support 

activities desired by the chief executive. We found this to be a key 

position in agencies where it exists today. It's staffing is difficult 

to predict, but it seems likely that a person with administrative skills 

will be desired. Some agencies have found it best to recruit from out-

side the agency for persons to fill these positions. This is seen as 

one way of acquiring expertise which might not be available within the 

agency·o 

- The interest in the polygraph as an administrative tool continues 

to grm~. We think it probable that the demand for trained, polygraph 

examiners will increase in the future. Small as well as medium-sized 

agencies will contribute to this demand. The use of the polygraph 

in personnel administration functions such as selection and internal 

VIII - 76 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
'I 
I 
I 
I 
I 

investigations is becoming more widespread. We found that most agencies 

expressed a preference for having an in-house polygraph examiner rather 

than using outside specialists on an as needed basis. One approach has 

been to provide polygraph training to personnel who perform other func

tions as well. In one agency of approximately 200 sworn officers, for 

example, the polygraph examiner also recruits applicants and is a trainer 

in the basic training program. 

- Some ancillary functions (those not critical to the central function of 

law enforcement) may be deleted and personnel reallocated to meet more 

pressing needs. Some agency administrators view their current budget 

limitations as advant~geous for it compels a redefinition of priorities 

as agencies find it more difficult to meet the demands for basic police 

services. This may, we believe, result in a more realistic and practi

cal view of the police role as agencies divest themselves of ancillary 

functions and carefully examine the manpower costs of any proposed new 

functions. On very generic terms, we see the following functions 

remaining as high law enforcement agency priorities in the foreseeable 

future: 

- response to citizen calls for service; 

- law enforcement (detection and apprehension of law violators); and 

- crime prevention 

If, in 'fact, a "no growth" climate prevails for the next one or two 

years insofar as law enforcement budgets and concomitantly the number 

of personnel are concerned, it seems likely that we will see more adjust

ments of priorities taking place as administrators are forced to juggle 

manpower to meet the demands for high priority services. Attendant to 

this readjustment of priorities will be more widespread recognition 
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that law enforcement agencies cannot be held accountable for the crime 

rate, regardless of whether you are talking about the reported crime 

rate or crime rates determined by victimization surveys. Some feel that 

once the awesome responsibility for the rate of crime is removed from 

law enforcement agencies, administrators will be able to more clearly 

define goals and develop productivity measures. An example is seen in 

a large, metropolitan agency where the highest priority is providing 

timely response to citizen calls for service. While the total number 

of sworn officers in this agency has decreased during the past three 

years, this focus on meeting the public's demand for police services 

has resulted in a +40% increase in the number of patrol response units 

available for calls. To accomplish this, certain functions were elimi

nated. The biggest of these in this agency was motorcycle patrol. A 

few other agencies, looking for more personnel to meet basic needs, 

have eliminated traffic specialty units, ceased activities such as 

vehicle towing and impoundment, cut back the number of sworn officers 

in staff and support activities, and transferred some functions such 

as parking law enforcement to other governmental unit agencies. 

d. Reserve or Auxiliary Police Units. The utilization of reserve 

or auxiliary police units is a controversial one to say the least. There 

doesn't seem to be much of a "middle of the road" position on this issue. Ad

ministrators o'f agencies having such units are highly supportive of them and 

feel they contribute significantly to the ability of these agencies to meet 

the demand for services. A high degree of resi~tance, however, is found among 

administrators of agencies which have not formed such units. One of the key 

elements of this resistance centers on the lack of professionalism generally 

felt to characterize reserve or auxiliary police programs. Whether this 
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resistance will be lessened in the future is unpredictable. What we did learn 

about the utilization of reserve or auxiliary police units and the emphasis some 

place on them as "professional" might provide those resistant to this concept 

with a different perspective. 

Those agencies with reserve or auxiliary police units have become reliant 

on them as a pool of human resources at their disposal. We found that munici

pal police as well as county sheriff's agencies have initiatec such programs. 

In most cases, reserve or auxiliary personnel are sworn, and receive no compen

sation. In some instances, such officers receive a small hourly wage or a 

token stipend of, for example, $1 per year. This allows them to be covered by 

workmen's compensation benefits. Such officers are used to perform a variety 

of functions. One large, county law enforcement agency has. patrol reserve 

companies headquartered at each of its 16 field stations (with a fulltime 

reserve coordinator at each station); an administrative reserve company; 

a technical reserve company (photography, collection of evidence, etc.); 

and a medical services reserve company. The reserve complement of over 

1,000 personnel is an important resource to this agency. During recent 

years, selection standards and training requirements for reserve or auxiliary 

officers have been upgraded considerably. Many agencies have adopted 

selection standards which are the same as those applied to full time sworn 

personnel. Identical screening procedures and background investigations 

are likewise used with increasing frequency. Training programs have been 

devised which provide the same entry level training to reserve or auxiliary 

officers as that received by fulltime recruits, but on a less intensive 

level. These training programs are generally conducted during evenings 

and on weekends so that reserve or auxiliary trainees can attend without 

disruption of their work schedules. In the aforementioned agency, reserve 
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officers receive over 350 hours of academic presentation which is designed to 

impart the basic knowledge required of law enforcement officers. Similar 

focus on the upgrading of selection and training of reserve or auxiliary offi-

cers was found in several agencies visited which have such programs. 

We found that the role of reserve or auxiliary officers is generally 

very similar across agencies using such personnel. Usually, the role is 

limited to that of providing assistance to regular officers. Such assistance 

might range from patrolling with regular officers as the "second man" in a 

two-man response unit to providing traffic and crowd control at special events 

such as parades, athletic events, etc. Only in a very few,instances did we 

find agencies in which reserve or auxiliary officers perform as if they 

were regular officers, e.g., by being assigned responsibility for patrol 

of a beat or sector. It is generally felt that such assignments are beyond 

what should be expected of officers who do not perform law enforcement 

functions on a fulltime basis. ). 
~ ,,.. .' 

In no instances did we talk ,,11th administrators of agencies having.;. .. 

reserve or auxiliary programs who said that the existence of such officers 

decreased the number. of fulltime personnel required to meet the demand 

for services. However, many of these same administrators cited the signi

ficant number of manhours provided by reserve or auxiliary personnel with 

little, if any, cost. Some said that without the reserves, certain ancillary 

functions such as security at sporting events and traffic control at parades 

would have to.be dispensed with or decreased. If we were to thoroughly 

analyze the impact of reserve or auxiliary officers on personnel utilization, 

we think it likely that it would be significant. We found no agencies that 

were looking at their utilizati.on 9f such personnel with this level of sophis-

tication. 
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We think it probable that the upgrading of reserve or auxiliary PQlice 

officer selection standards and training requirements will continue and may 

result in the more widespread use of them as a pool of human resources. One 

administrator who is contemplating a reserve officer program indicated that if 

he establishes it, the standards will be the same as that applied to ful1time 

officers. We think this sets the tone for the kind of reserve or auxiliary 

programs we can expect to see in the future. 

e. Paraprofessionals. In 1967, the President's Commission on Law 

Enforcement and Administration of Justice recommended that law enforcement 

agencies create the position of Community Service Officer.~ As envisioned by 

the Commission, CSO's would be young persons, typically between the ages of 

17 and 21, who possess the aptitude, integrity, and stability to perform police 

work. In effect, CSO's would be apprentice police officers--an entirely new 

type of police cadet working on the street under close supervision and in close 

cooperation with regular officers. 

This conceptual model of the utilization of paraprofessionals by law 

enforcement agencies has been slow to gain acceptance. Perhaps the Commis

sion's recommendation was a few years ahead of its time. While we found few 

of the agencies visited in which full blown programs of this nature had been 

implemented, we are left with the general impression that there is significant 

interest in creating paraprofessional positions and integrating them into 

existing personnel systems. People occupying these positions could be called 

cadets, public service aides, community service officers, or some other appro

priate title. This interest has been stimulated" by a number of factors, the 

two most important of which seem to be (1) the availability of outside funding 

to support such programs and (2) recognition that police officers are over

burdened with many activities not directly related to law enforcement. :As we 
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see greater emphasis in productivity, and as we more precisely delimit police 

officer jobs~ more agencies may begin looking at paraprofessionals as a part 

of their staffing component. Another factor, which needs to be analyzed 

more carefully in our estimation,. is the opportunity for agencies to use 

paraprofessionals "apprentices" from whom regular police officers could be 

selected. While we have heard many positive comments regarding the desirability 

of promoting qualified lower level personnel with agency experience to police 

officer positions, few agencies have invested enough in paraprofessional 

positions for this to happen to any great extent. 

An example of how paraprofessionals can be utilized on a relatively large 

scale can be seen in a program implemented recently by one agency visited. 

This program, funded by LEAA and revenue sharing funds, offers'police appren

ticeships to young people from 18 to 20 years of age. The stated objective 

is to recruit the paraprofessionals into the regular police force when they 

reach the minimum age of 21. These paraprofessionals perform a variety of 

duties such as: 

- traffic control and direction; 

- walking of downtown beat assignments as a source of public 

information and assistance; 

- accident investigation; 

- report.taking, e.g., bad check reports, vandalism reports, pre-

liminary burglary investigation reports, and larceny reports 

where no suspect is known; 

- crowd control at special events such as parades and sporting events; 

- providing aid to the sick and injured; and 

referring citizens with problems to appropriate agencies. 
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With paraprofessionals handling the bulk of such duties, regularpqlice 

officers can devote more time to preventive and investigative activities. 

Fifty-five paraprofessionals are currently employed by this agency 

of just over 1,000 total personnel. Special emphasis is placed on recruiting 

minority group members and women for these positions. The selection process 

includes medical, intelligence, and physical agility tests. Those who are 

accepted then attend an intensive, ten-week training course at a regional 

criminal justice training center where topics such as basic law, patrol 

operations, and human relations are present~u to them. Nine semester hours 

of college credit are earned for this training. Before ~eing given field 

assignments, new paraprofessionals participate in a seven-week in-service 

training program within the agency during which they rotate through the various 

departmental units and learn the basic operating procedures of each division. 

Time is also allocated for them to ride with senior police officers as 

observers during this in-service training period. 

Parap~ofessionals in this program work 30 hours a week at $3 an hour 

while pursuinr-an associate degree in law enforcement on a part-time basis 

at a local college. Some tuition assistance is provided by. the agency. 

They are not armed and do not have arre~t authority. Specially marked 

patrol vehicles are used and radio communication is maintained with the 

dispatcher. 

These paraprofessionals handle approximately 200 calls a week. During 

1975, they responded to 80 percent of the nonenforcement type of call for 

service. They are,assigned to areas which ccmputer print-outs 

identify as having the greatest number of calls for service. When not out 

of service on a call, these paraprofessionals contact business people and 
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residents in their assigned areas to talk with them regarding crime prevention 

and elicit suggestions on how police services can be improved. Of the first 40 

paraprofessionals to enter the program, seven have become police officers upon 

reaching their 21st birthday. 

Departmental management views this program as highly successful. It is 

estimated that 35 sworn officers would be required to maintain the same level 

of service if the program did not exist. Resistance from regular police 

officers was felt when the program was first implemented, but this was over

come in a short period of time. It is not unusual for regular officers to 

request the assistance of the paraprofessionals for certain kinds of activities. 

The availability of this type of assistance has led to acceptance of the para

professionals throughout the department. While most are assigned to duties 

that assist patrol officers, the commander of criminal investigations is 

proposing that a small number be assigned to assist investigators. 

As we stated before, interest in this approach seems to be increasing. 

The initial skepticism over the community service officer concept as proposed 

by the President's Commission may be overcome as agencies such as the one 

illustrated here experience success with similar programs. Undoubtedly, one 

of the key factors will be the continuing availability of funding to seed 

these programs. 

3. Career Development and Promotion Policies 

Until recently, police agencies have experienced considerable growth 

and this brought with it increased opportunities for progression and advance

ment. Today, however, a much different picture of the police personnel 

system emerges. The dynamics of growth and retirement-related attrition 

have slowed considerably, if not ceased. The recruit who entered the career 
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field five years age is now faced with limited potential for advancement. 

He or she can nn longer look forward with any certainty to being promoted 

through the one track career path system which typifies police agencies. 

Whether limited advancement opportunities constitute or become a person

nel system problem depends upon a number of other factors. Perhaps the para

mount factor is the psychology of the police officer. If most police appli

cants seek a police career for security, as some research suggests - and the 

present economy would appear to foster such a need, then limited advancement 

opportunities could be a rather superficial problem. 9 On the other 

hand, one might speculate that as the level of education increases among 

police recruits, aspirations, expectations and potential are going to be 

frustrated by limited opportunities for advancement. If frustration boils 

over into job discontent and disturbingly low employee morale, other 

alternatives may need to be considered. A preventive measure, perhaps, 

would be to ensure that applicants are given a realistic assessment of their 

career opportunities in police work. Beyond that,job restructuring and pay 

differentials for specialized assignments are two possible courses of action 

within the personnel system. 

Our concern here with career development and promotion policies was 

whether the ·agencies visited were experiencing personnel shortages at least 

partly because of limited advancement opportunities, and whether there were 

personnel policies which affect this problem. 

We found that limited opportunities was cited as a problem in eight 

agencies. A review of their personnel system characteristics and policies 

leads us to the following preliminary observations: 

- The effect of limited advancement opportunities on turnover is minor. 
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If limited advancement opportunities is cited as a personnel 

problem, there is a tendency for there to be additional per

sonnel problems and more overall than in the other agencies. 

- Whether an agency has specialized assignments with pay dif

ferentials within a rank is of no consequence in the reported 

or perceived chance of advancement. 

- Agencies with reported advancement problems generally use 

seniority as an advancement factor as do the other agencies 

and the average seniority factor ,(years required before eligi

bility to next rank) is roughly identical for the former and 

latter advancement is seen by personnel officials to be a 

problem. 

- There is a very slight tendency for limited advancement opportu

nities to be reported as problems disproportionately more often 

among larger agencies. 

From this brief review, we have not isolated any conspicuous personnel 

system correlates of reported problems with limited advancement opportunities. 

We have been dealing, of course, with interviewee perceptions' about this 

problem rather than additionally attempting to study more objective data such 

as actual personnel transaction rates. It is possible that all 31 agencies 

have the same advancement rates more or less, but these are perceived and/or 

tolerated differentially. 

4. Training and Education Policies and Programs 

Naturally prominent groups and study commissions have continually recom

mended that improvements be made in the quantity and quality of law enforce

ment training and that higher educational standards for law enforcement 
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personnel be adopted by police agencies. lO This focus on training and education 

can be traced to the influence of those who firmly believe that training ~hd 

education are prime means for improving the caliber and capabilities of law 

enforcement personnel. The attention directed at personnel der~ves from 

recognition reflected throughout the body of contemporary literature that the 

most valuable police resource is people and that the delivery of police services 

in our modern, industrialized, urban society is a highly complex undertaking, 

the success of which is almost totally dependent on the people involved. ll The 

Congressional mandate that the current and future personnel, training and 

education needs in law enforcement and criminal justice occupations be deter

mined and that the adequacy of training and educational programs in relation to 

t~ese needs also reflects an awareness of the importance of human resources 

in the administration of justice. 

In supporting the accomplishment of these major objectives of the NatioQal 

Manpower Survey, we designed our field site visit procedures and instruments 

so that information regarding training and education was gathered from a 

variety of Lources within those law enforcement agencies visited (see Table 7). 

What has resulted is a broad overview of training and education practices, 

policies, and programs which exist in the thirty-one law enforcement agencies 

visited. While our information gathering concentrated on in-service training 

(other components of the National Manpower Survey had primary responsibility 

for other training and education), we also collected data pertaining to entry 

level and on-the-job (OJT) training as well as education. 

a. Kinds of Training Provided bY Agencies. We found that training 

provided by agencies can be broken down into three major categories. These 

are: (1) entry level recruit training (often referred to as basic training); 

VIII - 87 

1 

J. 



I 
I (2) in-service training (typically meaning that training which is provided 

p 

I subsequent to entry level training); and (3) formal on-the-job training 

(differing from the other two in the sense that it typically occurs in the 

I job setting). Table VIII-III-8 presents data concerning the number of " 

I 
agencies visited which provide these kinds of training. As might be expected, 

few small agencies provide entry level recruit training themselves. Most 

I receive this training from other sources. The one small agency visited which 

did provide this kind of training was a Sheriff's department which operated a 

I regional training center which was used by other law enforcement agencies in 

I 
the area. The center was not operated year round. 

I 

Classes were assembled 

when sufficient numbers of trainees were available. Medium-size and large 

I 
agencies visited, on the other hand, most often provided their own entry level 

recruit training. 

I Table VIII-III- 8 

I Kinds of Training Provided by Agencies 

I 
Small Medium-Size Large 
Agencies Agencies Agencies Total 

Kinds of Training N=7 N=14 N=IO N=3l 

I 1- Entry level recruit training 1 9 9 19 

I 
2. In-Service training 7 14 10 31 

3. Formal on-the-job training 2 2 1 5 

I 
I Without exception, some form of in-service training is provided by all 

I 
clgencies visited. This might range from totally non-structured, informal 

"training" discussions by individual supervisors at roll-call to highly sophis-

'I ticated ~n-service training which is linked to programmatic career progression 

, I' VIII - 88 

,:f' 
;."'. ' '~ 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

system. Regardless of the way in which it is delivered, in-service training 

was found to be extremely popular and something of high interest to law enforcem

ment administrators. 

Formal on-the-job training was found much less frequently. There is a 

tendency to prefer training offered in a classroom-type setting. Our definition 

of formal OJT excluded those which were purely experiential without close super

vision and a planned training sequence. Only five of the agencies visited 

presented training which anywhere near resembled formal OJT. Admittedly, 

experiential training occurs in virtually every agency, usually in a post

formal training period when the trainee, be it a recruit or a new traffic 

accident investigation specialist, is afforded a chance to apply what has been 

learned in the training setting in the real world. In many cases, this type 

of experiential training also occurs prior to formal training. The most fre

quently found example being a newly hired recruit who rides with other officers 

for a period of time while he awaits an opportunity to attend entry level 

recruit training. In still other instances, experiential training without much 

structure or planning, but usually with fairly close supervision, is the sole 

method of training •. In small agencies, this is sometimes the case for recruits, 

although the instances of this have been reduced substantially by the adoption 

of minimum police training standards in many states. It is not unusual, how

ever, to find agencies in which criminal investigators learn the job almost 

completely by supervised, experiential training of a more or less informal 

nature, usually working closely with an experienced investigator. 

b. When Recruits for Sworn Officer Positions Receive Entry Level 

Training. The timing of entry level training was found to be a major training 

issue. It was generally agreed that the ideal is to have new recruits trained 
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before receiving any type of assignment within the agency, and most certainly 

before giving the recruit sworn officer responsibilities. Some agencies, how-

ever, advocate the employment of recruits for a short period prior to training 

during which the new officer receives some basic orientation to agency opera-

tions. Table VIII-III-9 indicates when recruits for sworn officer positions 

in the agencies visited receive entry level training. 

Table VIII-III- 9 

\vhen recruits for Sworn Officer Positions Receive 

Entry Level Training 

Small 
Agencies 

Medium-Size 
Agencies 

Large 
Agencies Total 

N=7 N=14 N=lO N=31 

1. Immediately upon appointment 
and before receiving any 
assignment I 8 8 17 

2. As soon as it can be scheduled, 
but always before giving the 
recruit sworn responsibilities 

3. As soon as it can be scheduled 
and sometimes after the recruit 
is given sworn responsibilities 

2 

4 

3 1 

3 1 

All thirty-one agencies visited indicated that recruits for sworn officer 

positions rece~ve entry level training. Eight, however, indicated that this 

training is sometimes not received until after the recruit is given sworn 

officer responsibilities. Four of the seven small agencies, three of the 

fourteen medium-sized agencies, and one of the ten large agencies find them 

selves in the position of having untrained recruits performing sworn officer 

functions for a period of time. That this occurs in small agencies is not 
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particularly surprising. Neither is it startling that not all mediuni'-E;ized 

agencies are able inunediately to train new recruits and, in some instances, 

must utilize these untrained officers. We felt it was, however, unusual to 

find a large agency which utilized untrained personnel to perform sworn officer 

duties. In the one case reported, the necessity of doing this is simply a 

matter of limited personnel and training capability. The agency is faced with 

critical manpower shortages and because of a restricted training budget, can 

only provide" entry level training two or three times a year. Another factor is 

that this agency hires only to fill critical vacancies, thereby making the 

number of new recruits very low. Consequently, training is deferred until a 

sufficient number of recruits to warrant start up of a training class are hired. 

In the meantime, however, untrained recruits are pressed into service, sometimes 

even without receiving basic firearms training. Management of this, and other 

agencies which sometimes utilize untrained recruits for sworn officer duties, 

agree that this situation is appalling, but seem to be helpless in doing any

thing about it. There was widespread recognition that this is a risky practice 

and, that by"doing so, the agency and governmental unit are exposed to the 

possibility of costly civil law suits from inappropriate action by untrained 

officers. Most agencies attempt to minimize this risk by closely supervising 

the activities of these officers, but the risk remains high nevertheless. 

c. Kinds of In-Service Training Given. For purposes of our field 

site visits, in-service training was broken down into three categories. Table 

VIII-III-IO presents data regarding the number of agencies which provide these 

categories of in-service training. In view of the fact that all thirty-one 

agencies visited provide some form of in-service training we don't find· it 

surprising that nearly all of them provide review courses and specialized 

training. The need for these types of in-service training has been obvious 
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for some time. We find it interesting, and somewhat unexpected, that all but 

one of the a,gencies visited, provide supervisory training. We began our field 

work with the general impression that supervisory training had not yet gained 

the popularity of other forms of in-service training. Obviously~ this is not 

the case in the thirty-one agencies visited. We thought it of interest to 

learn when supervisors are trained. Table VIII-Ill-II indicates whe~ supervisory 

training is given in the thirty agencies providing in-service training of this 

nature. Most agencies give supervisory training after promotion, but we found 

that there is a distinct trend, particularly in the large agencies, toward 

giving this training prior to promotion. We think it is likely that this 

trend will spread to medium-size agencies and that future in-service training 

requirements will include supervisory training for those eligible, but not 

yet promoted. 

d. Management Satisfaction with the Quality of Police Training. 

Specific inquiry was made of executives regarding their satisfaction with the 

quality of police training as it currently stands in their respective agency. 

To determine this, executives were asked whether any improvements in the entry 

level and in-service training provided their personnel was, in their judgment, 

needed and, if so, whether these needs were critical. Table VIII-III-12 

summarizes the responses received from executives of the thirty-one agencies 

visited. 

Executives of the great majority of agencies visited are generally satis

fied with the length, content, and quality of entry level training currently 

provided to recruits. One of the most frequently mentioned deficiencies, as 

seen by agency executives, is an insufficient amount of practical application 

provided in the formal training setting. A number of agency executives 

VIII - 92 



I 
I 
I 
I 
I 
I 
I 

"1 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

1. 

2. 

3. 

1. 

2. 

3. 

4. 

* 

Table VIII-III-IO 

Kinds of In-Service Training Given 

Small 'Hedium-Size Large 
.. Agencies Agencies Agencies :' 

N=7 N=14 N=IO 

Review courses for upgrading '\ skills and knowledges 7 ~\ 
It. 9 j 

" 
Specialized training 6 13 10 

Supervisory training 6 14 10 

Table VIII-Ill-II 

When Supervisory Training is Given in those Agencies 

Providing Supervisor Training 

Before promotion, and affects 
final promotional decision 

Before promotion, but does not 
affect final promotional 
decision' 

After promotion, and routinely 
given every new promo tee 

After promotion, but given only 
on an as needed basis 

Small Medium-Size 
Agencies Agencies 

N=6* N=14 

1 

3 12 

3 1 

Large 
Agencies 

N=lO 

1 

5 

4 

Total 

N=3l 

30 

29 

30 

Total 

N=30 

1 

6 

19 

4 

As indicated in Table VIII-III-C-3, one small agency does not provide super-
visory training. 
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Table VIII-III-12 

Management Satisfaction with the Quality of 

Police Training 

RESPONSE CODES: 
A. - Have critical needs 
B. Not critical, but Small Medium-Size Large 

improvement needed Agencies Agencies Agencies Total 
C. Not e:ritical, no 

imErovements needed N=7 N=14 N=lO N=3l 

A. B. C. A. B. C. A. B. C. A. B. C. 

l. Entry level recruit 
training 4 1 2 2 1 11 2 2 6 8 4 19 

2. In-service training 5 2 0 4 8 2 5 3 2 14 13 4 . 

indicated that an excessive amount of on-the-job experience is required by trained 

recruits before they reach the level of proficiency required to perform alone or 

without close supervision. 

The level of management satisfaction with current in-service training 

programs is generally quite low. Of the thirty-one agencies visited, 

fourteen indicated that they have critical in-service training needs and thirteen 

others indicated that improvement is needed. Only four agencies feel satis-

fied with the in-service training delivered to their personnel today. Many 

agencies have found it difficult to plan, develop, and ,~dminister effective 

in-service training programs. We found that one of the key variables in an 

agency's ability to implement a viable in-service training program is top-level 

management's commitment to this effort. In some agencies, responsibility for 

in-service training is diffused to different organizational components with-

out overall coordination or direction. Patrol and investigative service 

commanders do their own thing. The needs of personnel are not assessed and 
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in-service training becomes just another bother, not only to those who must 

arrange it, but also to those who receive it. The implications of this 

scattered approach are obvious. In an attempt to correct this deficiency, 

some agencies have established training coordinator positions. These coordina

tors, usually at a staff level, but with little direct authority or control, 

face a myriad of problems in seeing that in-service training is delivered 

effectively. Left with extremely limited budgets and little authority, it is 

no wonder that many attempts to conduct in-service training fail. The needs 

are obviously there. How law enforcement agencies can go about satisfying 

these needs, in many ins tances, need to be de"ter'mined and, in our es tima-

tion, should be the subject of further exploration. What we did feel was an 

~ntensifying commitment by law enforcement management to in-service training. 

This commitment is an important first step in overcoming the difficulties 

associated with in-service training. 

e. Training Problem Areas/Needs Identified by Agency Management. 

Agency executives were also asked to identify problem areas or needs that 

were presenting them with particular difficulty. The most significant of 

these are listed in Table VIII-III-13. A discussion of those not amplified 

elsewhere in this subsection follows. 

Current manpower shortages are making it difficult for some agencies to 

schedule and ~e1ease personnel for entry level training. Some of the smaller 

agencies have found it necessary to resort almost exclusively to closely 

supervised, in-agency field experience as a stopgap measure for new recruits. 

In some instances, state or regional law enforcement training academies 

are required to allocate training slots to agencies. When this occurs, some 

agencies have found it necessary to go ahead and employ new recruits and give 
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Table VIII-.III-13 

Training Problem Areas/Needs Identified by Agency Management 

1. Entry Level Training 

a. Need more practical experience 

b. Not enough time for adequate on-the-job experience to reinforce 
training 

c. Difficult to release personnel to attend training 

d. Difficult to schedule personnel for training due to allocation 
of slots at the academy 

e. Manpower shortage resulting from tight budget has forced the loss 
of fulltime training positions 

f. Providing manpower from operational units to teach at academy 
is difficult to continue 

g. Regionalized academy not sensitive to the needs of small agencies. 

h. Recruit training is unrealistic and in some areas irrelevant to 
work which will be performed 

i. Need additional training in: 

- Pursuit/defensive driving 

- Self defense/officer survival 

Collection of evidence 

- Traffic accident investigation 

- Human relations 

- Laws of arrest 

- Community relations 

- Community service 

j. Need less training in: 

Firearms 

- Fingerprinting 

k. Centralized academy domiciles recruits at the academy, away from 
home, resulting in dissatisfaction 

1. Need ad~itional personnel for training staff 

m. Lack of uniform quality among field training officers 
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Table VIII-III-13 

(Contd.) 

2. In-Service Training 

a. 

b. 

c. 

Difficult to release personnel from duty to attend 

Budget limitations which make agency unable to pay overtime to 
those officers attending training while off-duty 

Need additional training in; 

- Human relations - Supervisory training 

- Management development 

- Family crisis intervention 

- Pursuit/defensive driving 

- General refresher material 

Firearms proficiency 

- Organized crime 

- Crime data analysis 

- Traffic accident investigation 

- Criminal investigations 

- Law revisions and court 
interpretations 

- MBO training for supervisors 
and managers 

d. Need more in-service training and specialized courses provided by 
State or Regional academies 

e. More rollcall training is needed 

f 0 Budget not sufficient to support in-service train.:tng needs 

g. Need fulltime agency training coordinator 

h. Constant changing of in-service training needs and adjustment of 
priorities 

i. Difficulty in planning, developing, and administering an effective 
in-service training program 
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them experiential training until they can be scheduled to attend formal basic 

training at the academyo 

Some agencies which operate basic training academies are experiencing 

problems in using officers assigned to field units as academy instructors. 

This is particularly true of those agencies having shortages of field personnel. 

The temporary assignment of officers to conduct training courses becomes a 

drain on the human resources available to cover basic law enforcement assign-

ments. 

When manpower shortages occur, some agencies critically review their 

staff positions to see where "expendable" sworn officers might be found for 

redeployment to more critical functions. Training staffs frequently become 

likely sources of such "excess" personnel and are often affected by such 

occurrences 0 This may occur more readily in agencies where, because of 

factors such as "no-growth" or low turnover, recruitment and the need for basic 

training has been drastically decreased. The short-run negative implications 

for bastc tr.aining may be slight; the negative impacts on an agency's ability 
i 

to expand and upgrade its in-service training program on the other hand may 

be considerable. 

The utilization of field training officers, their selection, and their 

prepara;ion are issues of considerable interest to a number of law enforce

ment agencies today. It seems likely that more formal use of field training 

officers during pre and post recruit training and, in some instances, during 

the entire recruit probationary period will be seen. Some agencies recognize 

the increased responsibility placed upon field officers who perform this 

function and. are considering incentives to reward them. We think field train

ing officers can play an important role in the early socialization of new 
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recruits, as well as the reinforcement of training and performance evaluation. 

In our estimation, more agencies should give consideration to formalizing 

field training officer programs, thereby taking maximum advantage of this 

opportunity to more adequately prepare recruits to perform the job of police 

officer. 

The most frequently mentioned difficulty associated with in-service 

training programs is the scheduling and releasing of personnel from regular 

duty. We learned of some very we~l designed and intentioned in-service train

ing endeavors that failed because field commanders could not (or perhaps would 

not) release field officers to attend the training. Even ,with full commitment 

by the head of an agency to in-service training, scheduling is often a problem. 

Few administrators and commanders can justify less than adequate coverage of 

beat assignments for this type of training. The drain on human resources can 

be significant in all areas of field operations, including criminal investi~ 

gations. Some agencies have tried to schedule in-service training while 

officers are off-duty and pay them overtime. In view of the limited financial 

resources being allocated today, however, this may be difficult to continue. 

It is a significant problem which, in our estimation? must be effectively dealt 

with if in-service training is ever to attain satisfactory level of success. 

Another frequent, and no less significant factor contributing to the 

dissatisfaction with in-service training programs, is the limited amount of 

financial resources allocated to this effort. Those responsible for in-service 

training often receive little financial support. A great deal of what is 

invested in an agency's in-service training program is, in many instances, 

absorbed by fees, travel, and subsistence expenses associated with training 
., 

programs available outside the agency. Some agencies justify the expense of 

this type of training by using those personnel who attend as trainers in the 

VIII - 99 
1 

______ ~-__ ~_~.I 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
:1 
I 
I 

subject as part of the agency's in-service training program. We found few 

agencies in which the in-service training p~ogram was funded adequately. 

As one answer to some of the problems associated with in-service training, 

several agency executives expressed a need for more in-service and specialized 

courses emanating from state or regional law enforcement training academies. 

This is an obvious quest for outside assistance in meeting training needs. 

This applies not only to those agencies located in close proximity to such 

training resources, but also to others more distant from them who could bene

fit from extension-type courses presented by academy staffs. 

The concept of roll call training appeals to most law enforcement agency 

executives and managers talked with during our field site visits. We found 

that it is generally rather poorly structured, however, and that a more formal 

approach is desired. ,Most people we talked with recognized the value of making 

roll call training part of a more comprehensive, programmatic approach to in

service training, but few have been able to reach this level of sophistication. 

Some experimentation has been done and some new developments using audio/visual 

technology are occurring. These offer promise for the future, but stimuli in 

the form of information, dissemination, financial support and technical assis

tance will be required if such methodology is to attain widespread acceptance 

and use. 

Another significant difficulty assoicated with in-service training is 

related to it as a living organism with constantly changing needs and adjust

ment of priorities. It is doubtful that in-service training will ever stabilize. 

TIle need to be responsive to training needs as they develop must be recognized 

and made an integral part of any approach to in-service training. 
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f. Continuing Education. Continuing education has, indeed, been 

a popular thing among law enforcement personnel during recent years. Spurred 

on by financial support from the Law Enforcement Education Program (LEEP) and 

benefits from the Veteran's Administration, many agency personnel have entered 

college level educational programs. Another factor contributing to the popu-

larity of continuing education is the existence of agency incentives, in the 

form of financial inducements and/or certain supportive policies such as the 

adjustment of work schedules to facilitate attendance at classes. Tables 

VIII-III-14, 15, and 16 summarize data regarding the percentage of sworn 

personnel continuing their education, percentage of sworn personnel having at 

least an Associates Degree, and the number of agencies having certain policies 

concerning continuing education. 

Table VIII-III-14 

Percentage of Sworn Personnel Continuing Their Education 

N= Number of Agencies From Which Small Medium-Size Large 

These Data Here Available Agencies Agencies Agencies Total 
N=7 N=ll N=S N=23 

L 0-25% 2 2 1 5 

2. 26-50% 4 6 1 11 

3. 51-75% 0 2 3 5 

4. 76-100% 1 1 0 2 

It is obvious that higher education is popular among personnel of the great 

majority of agencies visited. Over 25% of the sworn personnel in eighteen of 

twenty-three agencies reporting are continuing their education. Over 25% of 

the sworn personnel in twenty-two of twenty-six agencies reporting have. at 

least an Associates Degree (Table VIII-Ill-IS). While some may conclude. that 
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Table VIII-Ill-IS 

Percentage of Sworn Personnel Having at Least an Associates Degree 

Small Medium-Size Large 
N=Number of Agencies From Which Agencies Agencies Agencies 
These Data Were Available N=7 N=ll N';"8 

1. 

2. 

3. 

4. 

5. 

1. 0-25% 0 2 2 

2. 26-50% 6 7 4 

3. 51-75% 1 2 2 

4. 76-100% 0 0 0 

Table VIII-III-16 

Number of Agencies Having Certain Policies Concerning 

Continuing Education 

Schedules are adjusted to 
facilitate class attendance 

Time off is allowed to attend 
class 

Pay is increased according 
to the number of accumulated 
college c+edits or degrees 

Continuing education is a 
formal promotion factor 

Agency gives subsidies for 
books and tuition 

Small Medium-Size Large 
Agencies Agencies Agencies 

N=7 N=14 N=lO 

6 9 8 

1 5 1 

3 5 7 

o 3 4 

1 8 6 
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financial aid programs such as LEEP and VA benefits are primary incentives 

which have contributed to this popularity, we found that a number of policies 

which likewise offer monetary incentives or in some other way act as induce

ments to continuing education had been adopted by agencies visited (Table 

VIII-III-16). Nearly half (fifteen of thirty-one) of the agencies visited 

offer financial inc~ntives for the accumulation of college credits or the 

attainment of college degrees. The same number provide subsidies for books 

or tuition expenses. Twenty-three of the agencies visited adjust work 

schedules to facilitate attendance at classes and seven allow time off to 

attend class and include education as a formal promotion factor. 

g. Utilization, Performance, and Reteption of College Educated 

Police Officers. We also collected data concerning whethe~ officers with more 

college education are utilized differently from officers with little or no 

college education, whether there are any noticeable differences in the per-

forrnance of officers who have some level of college education, and whether it 

is more difficult to retain college educated officers. Table VIII-III-17 

summarizes the responses received to these questions in the agencies visited. 

Only one of the thirty-one agencies reported differences in the way 

college educated people are utilized. Thirty agencies reported that there are 

no differences and that the existing career ladders are not altered or bypassed 

by those with higher education. For the most part, civil service rules and 

regulations or labor agreements pertaining to the advancement of personnel 

constrain administrators insofar as the movement of personnel is concerned. 

For example, it may be a requirement that five years of service as a patrol 

officer is required prior to an individual being eligible to enter the competi-
• I,') 

tion for promotion. The administrator who might want to se1eC:l~. out persons 
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Table VllI-IlI-l7 

Utilization, Performance, and Retention of College 

Educated Police Officers 

Small Medium-Size Large 
Agencies Agencies Agencies Total 

Yes No Yes No Yes No Yes No 

1. Are officers with more college 
education utilized differ-
ently from officers with 
little or no college 
education? 

2. Are there any noticeable 
differences in the perfor-
mance of officers who have 
some level of college 
education? 

3. Is it more difficult to 
retain college educated 
officers? 

N=7 

0 7 

N=7 

5 2 

N=7 

o 7 

N=l4 N=lO N=3l 

0 14 1 9 1 

N=13 N=7 N=27 

10 3 4 3 19 

N=13 N=8 N=28 

2 11 1 7 3 

possessing 'certain qualifications desired for a specific position may be unable 

to do so under these circumstances. Hence, an agency's ability to utilize 

college educated persons differently from non-college educated persons may be 

prevented by existing, bureaucratic barriers. We did not hear much sentiment 

expressed favoring the differential utilization of college educated personnel, 

particularly at entry level and generally within field operations (patrol and 

criminal investigations). The feeling that basic level police work does not 

necessarily require a college degree per se seemed to prevail within the 

agencies visited. 
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The executives of nineteen of twenty-seven reporting agencies indicated 

that there are noticeable differences in the performance of officers who have 

some level of college education. Responses to this question were usually 

prefaced with something to the effect that the individual perso~, with his 

combination of intelligence, common sense, life experience, and education, is 

the key variable in performance, not the attainment of college education. 

Respondents who indicated that there are noticeable differences generally said 

that college educated officers were better able to relate with people; that 

they were more sensitive to the needs of the community; that they were more 

adaptable and less threatened by change; that they analyzed situations more 

thoroughly and wrote better reports; and that their level of self-esteem was 

higher. On the other hand, many respondents indicated that officers with 

higher levels of education were less willing to automatically accept organiza

tional directives and often raised questions concerning organization, policy, 

and procedures. Most executives indicated that the key variable in perform

ing iaw enforcement work is common sense, but none knew much about ·how you 

select personnel with this attribute. 

Twenty-five of twenty-eight reporting agencies indicated that it is not 

more difficult to retain college educated officers. Among the more prominent 

factors cited were the competitive pay and fringe benefit packages currently 

available in many areas and the tight labor market prevailing at this time. 

Whether retention of college educated officers will become more. of a problem 

as the labor market begins to open up could not be predicted. Few adminis

trators expressed concern over this occurring, however. 

Not much is known empirically about the effects of higher education on 

job performance in the law enforcement career field. Not unexpectedly, 
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therefore, we heard a myriad of opinions from agency executives and managers. 

Some opinions reflected skepticism, others reflected belief in the value of 

lligher education, and still others found little value in higher education. 

Understandably, there is a high level of law enforcement interest in this 

issue, whatever may be individual opinions, and the need for a comprphensive 

and objective look at all of the implications of higqer education was made 

clear to us. The fact that educational standards have become the ~uDject of 

equal employment opportunity challenges cause a great deal of concern among 

law enforcement officials. One agency we visited was preparing to defend in 

court its high school education or equivalency requirement for entry-level 

law enforcement officers. The outcome of this litigation may have resounding 

effects on the level of education required by law enforcement agencies. Just 

as vulnerable are pay incentive programs linked to educational levels and 

promotional processes which include an educational component in the competition. 
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5. Representation of Women and Minorities 

The National Advisory Commission on Criminal Justice Standards and Goals 

proposed a five-point minority recruiting program designed to insure equal 

opportunity for all qualified individuals seeking enlployment as police officers. 12 

Recognition of the need for minority representation in police agencies is not 

a new development as evidenced 1n the President's Commission on Law Enforcement 

and Administration of Justice of 1967. 13 

The concern with respect to minority representation in police departments 

extends beyond racial discrimination ahd includes representation of women. 

Recognizing that the limited role of women in the police s~rvice h~s been 

based largely upon traditional and often outmoded ideas, the National Advisory 

Commission also proposed a four-point standard for equal employment opportunity 

for women. 14 

Even though the problem of under-representation of ethnic minorities and 

women in policing has been recognized for a number of years, not much correc

tive action was generated until 1972 when Department of Justice started suing 

police departme~ts discriminating against minorities or women. A number of 

police departments have been sued so far, with some already agreeing to reform 

their hiring pr~ctices. Private suits also have been filed. 

Our concern with representatives of women and minorities was whether 

the agencies visited were experiencing difficulties in recruiting women and 

minorities, and because of these difficulties were experiencing shortages, 

and what if any training and education implications emerge from increased 

representation of these groups. 

Not all of the agencies visited were actively involved in recruiting 

and hiring wom~n and minorities. Chief executives in four of the ~gencies 
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had not begun an active program, but were formally planning one or were 

interested in doing so. Six chief executives either felt that such a program 

would not be suitable for their agencies or were uncertain of the program's 

value. 

It will be recalled that six of the agencies visited reported difficul

ties in recruiting women and/or minorities. Further, these difficulties were 

not found to be a significant contributing factor in personnel shortages 

where these existed with the exception of one agency. All six agencies were 

experiencing recruiting difficulties, it should be noted, even though each had 

instituted a special emphasis recruitment program. 

With regard to training and education implications, only four of the 

agencies visited reported that there had been any changes in recruit or in

service training as a result of increased representation of women and/or 

minorities in sworn police positions. In one of these agencies, a minority 

group of officers requested and was granted a new agency policy and procedure 

for training all officers in how to study for and take promotional examina

tions. In the other three agencies, remedial training for recruits was 

established in certain areas, especially verbal comprehension, for officers 

with English as a second language. There was a tendency among these four 

agencies for minority recruits to have less formal education, but this was 

not generally so for all the other agencies visited. Moreover, increased 

representation of minorities and women did not appear to have resulted from 

changes in entrance standards, nor was increased representation a conspicu

ous factor among reasons cited by those chief executives who did not antici

pate changing their entrance standards. 
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6. Labor Management Relations 

For the field analysis, our inquiry concentrated on agencies having 

collective bargaining agreements, especially with sworn personnel. We were 

interested in determining whether police unionism was an influential factor 

in manpower policies and levels and in training and education policies and 

programs • 

Police unions are a late development in the history of policing. The 

greatest' spurt in their growth occurred during the 1960's, perhaps as a result 

of the relatively greater social unrest and demands upon police work. There 

is no consensus of opinion to be found in the literature or among the agen

cies we visited as to the impact of police unionism upon personnel require

ments and training and education policies and programs. IS Some authorities 

believe that unions will eventually "price police out of business," figura

tively speaking. Thus, increasing civilianization is viewed by some police 

officials as a solution that is unavoidable, but one which must be gradually 

and unobtrusively implemented. Some authorities view unionism as a "bles

sing in disguise" which is awakening police executives and managers to the 

need for greater attention to efficiency and effectiveness in delivery of 

police services. Other authorities regard unionism as a completely normal 

and healthy phenomenon which Ultimately benefits both rank and file and man

agement. Some authorities believe unionism is anathema to police profession

alization since unions are perceived as promoting credentialism and other 

trade guild perogatives instead of increased education and formal training. 

On the other hand, others take a futuristic view that unions will eventually 

support and then demand increased professionalism. 

Sworn personnel were represented by collective bargaining units in 

sligh tly over one-half of the agencies visited. A review of our interview 
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data with personnel officers and other officials in this subset of agencies 

leads us to some preliminary observations: 

- Collective bargaining units have had a significant impact 

upon personnel management and administration in most of the 

agencies where these units exist. 

- The roost frequent area of impact was work scheduling (e.g., 

demands as to starting times for tours 0 f duty, vaca tion 

schedules, etc.). 

- Other prominent, but less frequently cited impact areas 

were salary and fringe benefits, staffing capabilities or 

flexibilities, grievance procedures~ in-service training 

and continuing education, and promotion standards •. 

-Hiring standards apparently has not been an impact area, 

but this may be beyond the influence or power of unions in 

the present era of legislated requirements o 

- In some agencies unions have obtained continuing education 

pay differentials and overtime pay for off-duty training as 

contractual agreements. 
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7. Summary Findings and Conclusions 

A field analysis of selected personnel system characteristics of the 31 

police agencies visited was conducted. The selected characteristics were 

recruitment and selection, personnel utilization, career development and 

promotion policies, training and educational policies and programs, labor 

management relations, and representation of women and minorities. The basic 

purpose of the analysis was to determine the impact of these characteristics 

upon police personnel needs and upon the training and education of these 

personnel. Summary findings and conclusions are presented below for each of 

the six characteristics. 

a. Recruitment and Selection. 

• Recruiting difficulties were experienced by a relatively small 
portion of the agencies visited and were not a major contributing 
factor in agencies with personnel shortages. A variety of reasons 
account for agencies' abilities to attract applicants. 

• Hiring qualified police personnel was generally not a problem 
among the agencies visited. 

• Recruit qualifications do not appear to be associated with dif
ferences in agency drop-out rates Qf probationary officers. 

• Police personnel turnover beyond the probationary period was a 
relatively insignificant problem among the agencies visited. 
The lOHer than normal turnover was generally attributed to the 
current economy and employment market. 

b. Personnel Utilization 

- Specialization-

• Primarily because of budgetary constraints, there seems to be a 
growing tendency for agency administrators to question the value 
of specialization and to seriously consider the elimination of 
specialized units. 

• On the other hand, a scattering of newly formed areas of speciali
zation were found, including crime specific units, special opera
tions (e.g., SWAT, canine units, etc.), community services, 
support services, etc. 
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• It was our impression that the availability "o-f Federal funding 
was a greater stimulus to such specialization than the need for 
it. The external funding of new positions for a project creates 
an opportunity to retain them in the agency budget as a local 
government expenditure after the project ends • 

• Within medium-sized agencies visited where specialization had 
recently increased, staffing tended to follow the generalist/ 
specialist approach. Personnel performing general functions most 
of the time ~'lOuld be trained as specialists to be mobilized when 
needed. 

• Specialization is a prominent factor in the level of in-service 
training given police personnel. The level varies by area of 
specialization, and the initial costs are often absorbed by 
external funds. Training is typically provided by sending per
sonnel to specialized training schools. 

-Civilianization-

• The most frequently cited areas of civilianization in the agencies 
visited were communications, records and identification, traffic 
and parking control, and retention facility custody. 

• Agency size does not seem to be a significant variable in determin
ing whether to civilianize. 

• There is growing recognition that sworn status is nothing more 
than the granting of certain powers required to perform certain 
law enforcement functions. One might forsee the day when sworn 
status is attached to positions rather than people in an agency. 

• One strategy for increasing the total number of authorized positions 
(sworn and nonsworn combined) has been for agencies to propose the 
civilianization of certain positions with no decrease in the number 
of sworn positions. 

• The initial cost savings of civilianization may be short-lived. 

• Training of nonsworn personnel to perform functions formerly 
performed by sworn officers has been problematical. 

• Turnover of nonsworn personnel can be expected to be greater than 
that of sworn officers. 

• Career progression for nonsworn personnel is an important factor 
which is often overlooked as agencies embark on civilianization. 

• Continued growth in the utilization of civilians in police work 
and the variety of functions they perform seems likely. 
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- Reserve or Auxiliary Police Units -

• We found that the fole of reserve or auxiliary officers is generally 
limited to that of providing assistance to regular officers. 

• While no administrators said that the existence of reserve or 
auxiliary officers decreased the number of full time personnel 
required to meet the demand for services, we think it likely that 
a thorough analysis of the impact of such officers on personnel 
utilization would reveal some significant effects. 

• We think it probable that the upgrading of reserve or auxiliary 
police officer selection and training will continue and may result 
in the more widespread use of them. 

- Paraprofessionals -

• Only a few instances of the use of paraprofessionals were found, 
but interest in their use appears to be growing. 

• The increased interest is due to the availability of outside 
funding and recognition that police officers are overburdened with 
many activities not directly related to law enforcement. 

- Functional Changes -

• Agencies were scrutinizing their operations and carefully analyz
ing the investments ""hich have been made in certain functions. 
Some auxiliary functions (those not critical to the central function 
of law enforcement) will probably be deleted and personnel reallo
cated to meet more pressing needs. 

• Agencies of all sizes expect to adopt crime prevention as a high 
priority goal along with law enforcement and response to citizen 
calls. 

• We can expect to see continued formalization of planning and 
research within la~ enforcement agencies. 

• We think it likely that an emerging position usually called ad
ministrative assistant to the chief of police will grow in 
popularity. 

• The interest in the polygraph a~ an administrative tool continues 
to grow, and the demand for trained polygraph exandners will 
increase in the future. 

c. Career Development and Promotion Policies 

• Limited career development opportunities was 
nificant problem among the agencies visited. 
is reported to exist, there is a tendency for 
average number of 9ther personnel problems to 
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• Agencies reporting limited career advancement opportunities do 
not differ from the other agencies in policies toward entrance 
standards, specialized assignment pay differentials and degree 
to which seniority is used as a promotion factor. 

• Reported turnover and perceived limitations in career advancement 
were not related. 

'. There is a very slight tendency for limited advancement opportuni
ties to be reported disproportionately more often among smaller 
agencies • 

d. Training and Educational Policies/Programs 

Recruit Training -

• The great majority of agencies visited in connection with the 
National }mnpower Survey are generally satisfied with the length, 
content; and qual7:ty of basic training currently provided to re
cruits. One of the most frequently mentioned deficiencies, as 
seen by agency executives, is an insufficient amount of practical 
application provided in the formal training setting. A number of 
agency executives indicated that an excessive amount of on-the
job experience is required by trained recruits before they reach 
the level of proficiency required to perform alone or without 
close supervision. 

• Current manpower shortages are making it difficult for some agencies 
to schedule and release personnel for basic training. Some of the 
smaller agencies have found it necessary to resort almost exclu
sively to closely supervised, in-agency field experience as a 
stop-gap measure for new recruits. 

• In some instances, state or regional law enforcement training 
academies must allocate training slots to agencies. When this 
occurs, some agencies have found it necessary to 'go ahead and 
employ new recruits and give them experiential training until they 
can be scheduled to attend formal basic training at the academy. 

• Some agencies which operate basic training academies are experiencing 
problems in using officers assigned to field units as academy in
structors. This is particularly true of those agencies having 
shortages of field personnel. The temporary assignment of officers 
to conduct training courses becomes a drain on the human resources 
available to cover basic law enforcement assignments. 

• When manpower shortages occur, some agencies critically review 
their staff positions to see where "expendable" sworn officers 
might be found for redeployment to more critical functions. Train
ing staffs frequently become likely sources of such "excess" 
personnel and are often affected by such occurrences. 
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• The utilization of field t.raining officers, their selection, and 
their preparation are issu,es of considerable interest to a number 
of law enforcement agencies today. It seems likely that more 
formal use of field training officers during pre and post recruit 
training and, in some instances, during the entire recruit pro
bationary period will be seen. 

• The level of matlagement satisfaction with current in-service train
ing programs is generally quite low. 

• Many agencies have found it difficult to plan, develop, and admin·· 
ister effective in-service training programs. We found that one 
of the key variables in an agency's ability to implement a viable 
in-service training program is top-level management's commitment 
to this effort and we feel that this commitment is intensifying . 

- In-Service Training -

• The most frequently mentioned difficulty associated with in-service 
training programs is the scheduling and release of personnel from 
regular duty to attend such training. 

• Another frequent, and no less significant factor contributing to 
the dissatisfaction with in-service training programs, is the 
limited amount of financial resources allocated to this effort. 

• As one answer to some of the problems associated with in-service 
training, several agency executives expressed a need for more 
in-service and specialized courses emanating from state or regional 
law enforcement training academies. 

• The concept of roll call training appeals to most law enforcement 
agency executives and "managers talked with during our field site 
visits. We found that it is generally rather poorly structured, 
however, ~nd that a more formal approach is desired. Most people 
we talked with recognized the value of making roll call training 
part of a more comprehensive, programmatic approach to in-service 
training, but few have been able to reach this level of sophistication. 

• Another significant difficulty associated with in-service training 
is the agency's changing needs and readjustment of priorities. It 
is doubtful that in-service training will ever stabilize. The 
n.eed to be responsive to training needs as they develop must be 
recognized and made an integral part of any approach to in-service 
training. 

• Not much is known empirically about the effects of higher education 
on job performance in the law enforcement career field. A myriad of 
opinions spanning the continuum from pro- to anti-higher education 
were heard from agency executives and managers. There is a high 
level of interest in this issue, and the need for a comprehensive 
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and more objective look at all of the ramifications of higher 
education is clearly implied. 

e. Labor Management Relations 

• Police collective bargaining existed in about one-half of the 
agencies visited. The most prominent impact of collective 
bargaining is upon work scheduling. To a much lesser degree, 
in-service training and continuing education policies are 
affected with one effect being to raise the cost of such activities. 

f. Representation of Women and Minorities 

• The majority of agencies visited are actively recruiting minority 
and women police applicants. If recruitment is a problem, it is 
usually limited to these groups, but does not account for any 
personnel shortages which may exist. 

• Increased representation of women and minorities in the sworn 
personnel force has had relatively little impact upon training 
and education policies and programs. 
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D. OCCUPATIONAL ANALYSIS OF KEY LAW ENFORCEMENT OCCUPATIONS 

1. Introduction 

Nine key law enforcement occupations were analyzed in order to determine 

their current task and knowledge/skill profiles. These profiles can be com-I 
pared against training and education programs to assess any gap between 

I occupational needs and program delivery. Projections about the task and 
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knowledge/skill profiles five years from now were also made in order to 

identify possible changes that will be needed in law enforcement training. 

As mentioned in Chapter I, several criteria were considered in selecting 

the key law enforcement occupations to be studied, and nine law enforcement 

occupations were eventually chosen: 

Police Chief executive 
Mid-level manager 
Patrol supervisor 
Investigative services or detective supervisor 
Patrol officer 
Detective 
Evidence technician/crime scene analyst 
Police legal advisor 
Police planner 

Each of these occupations is defined below. 

(1) Police Chief Executive--The police chief executive is the 

highest level official with direct operating responsibility for a law enforce-

ment agency. This occupational category also includes primary assistants 

to the top chief executive who have independent responsibility over a major 

segment of the agency. Duty positions may be identified by the title of 

cllief of police, sheriff, superintendent, colonel, director, commissioner, 
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assistant chief, or deputy commissioner. As genera.l manager of a police 

agency or major segment thereof, the chief executive has administrative 

responsibility for the policies and performance of the agency or segment 

for which he is responsible. 

(2) Police Mid-Level Manager--Police mid-level managers are those 

who occupy management positions in the agency which fall between the first line 

supervisor and the chief executive(s). The position title may be lieutenant, 

captain, inspector, division chief, bureau commander, director, or other titles 

which denote positions with nonexecutive management responsibilities. While 

it is likely that most of the incumbents occupying positions·in this category 

will be sworn personnel, some may be nonsworn, e.g., a civilian director of 

training or police-community relations. However, a job to be· included in this 

category should be central to the police function; excluded would be managerial 

jops in the technical and administrative support area, managerial jobs in the 

crafts and trades area, and managerial level professional jobs. 

(3) ·Patrol Line Supervisor--Personnel who are responsible for first 

line supervision of personnel occupying basic operational line positions in 

patrol operations. The position title may be sergeant, corporal, officer-in

charge, team leader, or other titles which denote first line supervisory 

responsibilities. Line supervision of the patrol function should be distin

guished from line supervision of the criminal investigative and other police 

functions. 

(4) Investigative Services Line Supervisor--Personnel who are 

responsible for the direct supervision of personnel occupying basic operational 
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should be central to supervision of the investigative function. 

(5) Patrol Officer--Patrol officers are those sworn personnel 

deployed on the basis of patrol assignments (motorized, foot, or mounted) 

who are responsible for the protection of life and property, the prevention 

and deterrence of criminal activity, apprehension of law violators, super

vision and control of traffic, and the provision of day-to-day police 

services to the citizenry served. The work performed consists primarily 

of routine patrol tasks and is generally supervised by a first line supervisor. 

(6) Detective/Criminal Investigator--Detectives/criminal investigators 

are those sworn personnel concerned with the investigation of criminal offenses 

and responsible for the clearance of reported crimes by arrest and the prepara

tion of sound cases for the successful prosecution of offenders. For less 

serious or complex crimes, the detective/criminal investigator usually follows 

up preliminary investigations conducted by patrol officers. Individual 

assignments are often specialized to correspond with categories of criminal 

offenses, e.g., homicide, burglary, robbery, etc. 

(7) Evidence Technician/Crime Scene Analyst--Evidence technicians/ 

crime scene analysts are those specialized agency personnel who are primarily 

responsible for the location, collection, classification, and preservation of 

physical evidence at crime scenes and, when appropriate, the transportation 
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of such evidence to a crime laboratory for analysis. Personnel in this 

category may be sworn or nonsworn and mayor may not be assigned to perform 

this function on a full-time basis. For example, a law enforcement agency 

may designate certain patrol officers on each shift as having this responsibility 

and provide these officers with intensive training. When the need arises, 

these officers perform the specialized functions outlined above. These 

personnel would be included in this category. Excluded would be those agency 

personnel who have not been specially trained and who would not normally 

be referred to as specialists in this functional area. 

(8) Police Legal Advisor--Police legal advisors are those attorneys 

employed on a full-time basis by law enforcement agencies who provide legal 

assistance to the agency. Attorneys not classified as agency employees 

but who provide full time legal assistance to agencies are included, e.g., 

those whose salaries may be paid by grant funds. Also included are attorneys 

whose full time occupation is providing legal assistance to more than one 

police agency, e.g., regional or metropolitan area police legal services. 

(9) Police Planner--Police planners are those agency personnel 

who are formally involved in the planning process. The position title may 

be planner, project officer, administrative/management analyst; systems 

analyst technicinn, program research technician, or other titles which denote 

personnel who p~ovide planning and/or research assistance to operational 

and staff elements of the agency. Personnel in this category may be sworn 

or nonsworn. 
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~. Methodology 

A team of field intervie\'lers was trained in the functional job analysis 

(FJA) approach and sent to a few selected police agencies early in the project 

to interview a small number of job incumbents in each occupational category. 16 

The result of these early interviews was a preliminary, but as precise as 

possible, set of 'statements describing work tasks and the specific know1edges 

and skills required to perform each task. Later, during field visits to the 
~ 

31 agencies, project staff would conduct FJA review conferences with very small 

numbers of subject matter experts in each agency, usually knowledgeable job 

incumbents or superiors. In addition to reviewing the FJA task specifications 

for their correctness, the experts were asked to answer three questions about 

a given task; what was thought to be the one best way to learn to do it, 

how difficult it was to learn how to do it, and whether college courses 

were thought to be e~sentia1 or highly necessary for performing the task. 

The main objective of the FJA procedure was to provide an independent 

set of data which could later serve as a verification of occupational data 

collected using task and knowledge checklists. 

The tasks and knowledge checklists which were designed and used are 

presented in the Appendix (space limitations prohibit including the longer 

FJA task specifications in the Appendix). The task checklists contained 

succinct task descriptions (much more brief than the FJA task descriptions, 

i.e., for each FJA task, there was usually more than one equivalent checklist 

task) and scales for rating amount of time spent on those tasks performed, 

where each task was actually learned and the most valuable of these learning 
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sources, and the amount of training received for each task. The knowledge 

'check1ists contained knowledge/skill items (more general and brief than those 

contained in the FJA task specification sheets) and scales for rating the 

level of knowledge/skill required for capable performance and the level typically 

characteristic of newly assigned personnel. 

The primary purpose of the task and knowledge checklists was to generate 

task and ~now1edge profiles from data collected during the agency field visits. 

As opposed to the FJA approach, these checklists constituted a more standardized 

and practical means of collecting substantial occupational information from 

much larger samples of law enforcement personnel. 

The basic procedure in using the checklists during our visits involved 

giving agency coordinators packages of task and knowledge checklists to be 

distributed to specific samples of personnel. The checklists were to be 

completed and returned to us later through the coordinator. The guidelines 

left with the coordinator for doing this procedure are presented ih the Appendix. 

The distribution.of completed and returned checklists is shown in Table 18. 

Following the fie~d visits and analysis of the occupational data collected, 

a final, occupational analysis conference was conducted for each key occupa

tion. The conferees included an NMS staff member, an outside occupational 

research consultant, and an occupational subject matter expert (namely, an 

authority in the law enforcement field). The objectives of the conference 

were to obtain a final review of the task and knowledge profiles for the 

current status of each occupation, a determination of the tasks which prominently 

require individual skills and know1edges, and a projection of the profiles 

for each occupation five years from now. 
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Table VIII-Ill-IS 

Completed and Returned Law Enforcement Occupational Task (T) and Knowledge (K) Checklists by Type Police Agency 

/ Law Enforcement Occupation 
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Large Xunieipa1/County 

Xedium ~lunicipa1/County 

Small }!unieipa1/County 
Total Dec. Saop1e 
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Occupations 

1. 
3 

(7.9) 
8 

(21.1) 
11 

(28.9) 
13 

(34.2) 
3 

(U) 

I 
38 

1(5.0) 

K T 
1 "8 

(hl) (12.5) 
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(22.5) (12.5) --
14 I 23 
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(25.0) (26.5) (42.2) (18.2) (16.7) (17.6) (39.6) (36.2) (37.5) (40.6) 
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3. Occupational Analysis of Patrol Officer 

a. Patrol Officer Task Profile. As can be seen from Table 18, 

task checklists were completed and returned by 150 patrol officers. These 

officers represent primarily medium and large sized municipal/county police 

agencies. The median age of these officers was 28-1/2 years, and they had a 

median of 4-1/4 years of employment in their agencies (agency coordinators 

deviated somewhat from our guidelines on sample selection). The median level 

of formal education attained by these officers at the time of the study was 

between two and three years of college. 

The patrol officer's task profile appears in Table 19. The profile in

cludes 33 of the 46 tasks in the original checklist plus four tasks added by 

the consultants. Thirteen tasks fell belmv our criterion (e~plained in 

the Appendix) for retaining a task in the final, composite profile (task 22 

had been rejected, but t.;ras restored by the consultants). Most of the rejected 

tasks dealt with supervisory responsibilities which a few patrol officers in 

smaller polic~ agencies ndght be expected to have in at least an assisting or 

acting capacity. 

It is safe to say that the retained and added tasks listed in Table 19 

make up the most predominant part of the patrol officer's task profile. A re

view of additional tasks written in on the task checklist by respondents indi

cated that the tvrite-ins were already represented, albeit more generally in the 

checklist. 

Patrol officers typically spend a moderate amount of their time or more 

on ten of the tasks (tasks 1-4, 7, 11, 12, 28, 30 and 33) listed in Table 19. 

These tasks are the core of the patrol officer's responsibilities as they 
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Task" 
No. 

1. 

2. 

3. 

4. 

5. 

6. 
7. 

8. 
9. 

10. 
11. 
12. 

13. 
14. 
15. 

16 •. 
17. 
18. 

19. 

Table VIII-III-19 

Task Profile of Patrol Line Officer Occupation 

% Who Task Description do Task 

Familiarizes self with assigned patrol area and its citizens, businesses and 
crime problems, and identifies potential trouble spots. 96.6 
Drives vehicle or walks in assigned patrol area and watches for unusual or 
suspicious events and irregularities. 97.3 
Responds to calls for service or help and takes action to alleviate or control 
situation. 98.0 
Interviews suspects, complainants, witnesses and victims of crime to gain 
information on current or unresolved cases. 93.2 
Enters and conducts proper search of premise with or without warrant. 86.6 

Establishes and carries out surveillance of persons and things. 70.1 
Directs traffic at intersections, accidents or points of congestion and issues 
traffic citations or warning notices to motorists and pedestrians. 94.6 
Administers emergency first aid to injured br ailing persons. 85.2 
Observes speech, odor and movements of stopped motorist or pedestrian to 
determine degree of drug or alcohol intoxification. 96.6 
Searches for, identifies and recovers lost or stolen property. 87.2 
Assists people with problems or refers them to public service agencies. 96.6 

Enforces law situational1y exercising judgement and discretion as to the most 
effective means for controlling or resolving problems. 98.0 
Pursues fleeing suspects or fugitives by vehicle or on foot. 94.6 
Arr>:!sts, searches, and secures suspects and fugitives. 97.3 
Uses physical force and protective equipment such as revolver, baton, hand-
cuffs, shot gun and tear gas when necessary to subdue resistance, prevent 
escape or protect self or public. 97.3 
Informs an arrested person of charges and his legal rights. 97.3 
Participates in booking an arrested person. 85.2 

Discusses charge and circumstances of arrest 'with arresting officer to 
ensure they are in accord with law and department policy. 62.4 

Evaluates circumstances and releases arrested person on a citation rather 
than taking into custodv when warranted 88.5 -,-----

- - --
Median amount 
of time spent on 

Taskb 

2.6 

2.9 

2.6 

2.1 
1.1 

1.1 

2.1 
1.1 

1.8 
1.3 
Z.O 

2.4 
1.2 
1.9 

1.2 
1.9 
1.8 

1.3 

1.4 
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Table VIII-III-19(continued) 
Task Profile of Patrol Line Offic~r Occupation 

Taska % Who Median amount 

No. 
Task Description 

do Task of time spent on 
Task b 

21. Responds to scene of major occurrences. 65.1 1.4 

22. Photographs locations, individuals, and crime and accident scenes. 38.0 1.1 

23. Diagrams or sketches locations, individuals, and crime and accident scenes. 86.0 1.5 
25. Searches for, collects, labels and packages physical evidence found at crime 

and accident scenes. 79.2 1.3 
'26. Recruits informants on criminal activity and solicits information from them. 80.0 1.2 

27. Acguires and updates information on crime and other police matters by reading 
station logs, reports, and computer printouts; exchanging information with 
fellow officers and other knowledgeable persons, chatting with citizens, and 
soliciting guidance from superiors. 92.0 1.9 

28. Reports periodic and daily activities verbally and in writing to supervisor. 92.7 2.0 

30. Operates voice radio equipment or information system terminal to receive and 
give information. 97.3 2.6 

32. Attends conferences, seminars, briefings and professional meetings to gather 
and exchange information. 50.0 1.1 

33. Records field actions and observations in notebook and transposes information 
into formal report of crimes, accidents or other activities and action taken. 92.7 2.3 

42. Receives and imparts training in law enforcement. 53.7 1.3 

44. Testifies at judicial proceedings. 98.7 1.7 

45. Talks with individuals such as juveniles and families of juveniles to build 
respect for law and order, advise on acceptable behavior and r,educe crime 
and activity. 76.5 1.4 

46. Transports or guards persons in custody. 82.4 1.3 

(47.) Protects the crime scene. 

(48. ) Supervises or conducts line-up and other suspect identification techniques 
when warranted. 

(49. ) Checks files and documentary sources of information. 
(50. ) Exchanges information on cases with prosecuting attorney, probation officer, 

or parole o£ficer. 
aTask numbers ,$n parentheses denote tasks added by consultants during final occupational analysis conference. 

bl = A very ~~11 amount of time, 2 = a moderate amount of time, and 3 = a considerable amount of time. 
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directly involve patrol activities with the possible exception of the traffic 

control task (number 7). We would point out here that there is an on-going 

debate v:ithla and without law enforcement as to whether the traffic control 

function is and should be an integral part of the patrol officer's job or 

even of the police agency. 

b. Patrol Officer Knowledge and Skill Requirements. The patrol 

officer knowledge checklist was completed by 54 respondents, mostly job incum

bents. The distribution of these respondents by type of agency is shown in 

Table 18. The checklist contained 66 knowledge and skill requirements organi

zed into five subject areas. Summary data on these requirements are presented 

in Table 20, which also includes three items added by the consultants. 

If the median responses to the job requirement scale were to be taken at 

their face value, then all 66 know1edges and skills (plus the three added 

ones) are required to varying degrees for capable job performance. However, 

there is undoubt~d1y a tendency for these requirements to be overrated on 

such a checklist procedure. Therefore, we attempted to cross-verify the rela

tive levels of those requirements against the know1edges and skills indepen

dently identified through the FJA procedure. The four-quadra,nt matrix in 

Figure 1 is the result of this verification effort. In quad ~, both job 

analytical procedures agree that the requirements should be emphasized. In 

quad~, the FJA procedure indicates a deemphasis or rejection, but we are 

inclined to give the checklist values the benefit of the doubt. The require

ments represented in quads ~ and_c and the added ones coded e are identified 

to the left of the item numbers in Table 20. 

It can he noted in Figure 1 that there was an overall agreement between 

the two job analytical procedures on 67% of the requirements. This magnitude 
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Table VIII-III-20 

Knowledge/Skill Profile of Patrol Officer Occupation 

Field Sample Con-
Rult nts 

"0 +J 
...-i Q)...-i ~ 
Q) +J Q) Q) 

...-i :> !Jl :> S 
I Q) ...-i Q) ::l Q) Q) 

Q) :> C\1~ ~~ ~ 
~ Q) OM OM 
~ +J ~ <+J ::l 

.0 OM tJ Q) +J ~ cO' 
o +J ~ t:: tJ ~ Q) Q) ., ~ H Q) t:: C\1 S ~ 

Q) OM Q) +J Q) 
~ S ~ tJ ~ ...-i ~ Q)N 
C\1 Q) C\1 OM Q) ::l OM ~...-i 

OM ~ OM 4-1 4-1 !Jl ;:l ::l Q) 

Skills1 
"0 OM "0 0 4-1 § ~ +J :> 

Know1edges and Q) ::l Q) ~ OM ::l Q) Task Markers ::<:C' ::<:P-t ~ U~ ~~ 

A. Police Responsibilities and Environmen-
tal, Relationships 

1.po1ice history, role and mission 2.2 1.8 .4 2.2 2.5 job pervasive 
d2.crimina1 justice system/agencies/ 

relationships 2.7 1.6 1.1 2.7 added task 50 
d3.crimina1/civi1 laws 3.0 1.8 1.2 3 task 14 
d4.crimina1/civi1 legal procedures 2.9 1.5 1.4 3 task 14 
d5.1aws of evidence 3.1 1.6 1.5 3 task 14 
. 6. legal issues and trends in criminal 

law enforcement 2.3 1.3 1.0 2 2.5 task 12 
d7.1oca1 jurisdiction, laws and ordnances 300 1.4 1.6 3 tasks 12. 14. 19 
d8.po1ice authority, responsibilities, 

rights and civil liability 3.2 1.8 1.4 3 tasks 3,12,15,16 
9.preparation and execution/issuance/ 

processing of a warrant or subpoena 2.3 1.2 1.1 2 2.5 task 5 

d10.citizen rights and processing of 
complaints against officers 2.9 1.7 1.2 2 tasks 14,16 

d11.courtroom procedures, demeanor and 
presentation of testimony 3.0 1.4 1.6 3 task 44 

c12.suspect identification 2.8 1.6 1.2 2 task 4,added 
task 48 

13.externa1 pressure groups, radical 
groups, dissidents 2.2 1.1 1.1 2 task 1 

14.contemporary social problems (urban, 
ethnic, etc. ) 2.2 1.5 .7 2 task 1 

15.community needs and resources 2.4 1.2 1.2 2 task 11 

B. Organization and Management 
16.1eadership and supervision 2.4 1.2 1.2 1 1.5 task 21 
17.po1ice organization, administration, 

and oEerations 2.3 1.2 1.1 2 jobpe:~vasive 

r18.po1ice labor relations 1.9. .9 1.0 
19.p1anning and decision-making 2.3 1.1 1.2 2.3 job pervasive 

c20.motivation, morale, and police 
productivity 2.6 1.5 .9 1 2 none 

1c and d = quad c and d knowledge/skill requirements respectively; e = require
ments added by consultants; r = requirements rejected by consultants. See 
attachments to Appendix for definitions of job requirement and proficiency levels. 

2B1ank cells signify no future changes expected. 
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Table VIII-III-20 (continued) 

KnO\vledae/Skill Profi] e of Patrol Officer Occupation Q ., 

Field Sample \ Con- I 
sultants, 
ro ~ 

M (j)M ~ 
(j) ~ (j) (j) 

M :> (IJ :> f:1 
I (j) M aJ .;; aJ (j) 
aJ :> CIlH ro H ~~ 
~ III 'r-I .~ 

H ~ ~ <~ ::l 
,0 .~ CJ (j) ~ ~ 0' o ~ ~ ~ CJ ~ (j) (j) .. ~ H (j) ~ CIl S ~ 

(!) .~ (j) ~ (j) 
~ a ~ CJ H M H aJN 
CIl (j) c;I .~ (j) ;::1 .~ HM 
.~ H .~ lH lH (IJ ;::1 ;::1 (j) 

Skillsl 
ro .~ ro 0 lH ~ 0' .w :> 

Knowledges and (!) ;::1 (!) H .~ o (!) ;::1 (!) 
::;:: 0- ::;::p... Q u~ f.Ll...:l 

d2l.departmental goals and objectives 2.6 1.2 1.4 2 

d22 written and oral communications 2.9 1.6 1.3 3 

r23.personnel administration 2.1 .9 1.2 
24.human relations/group processes 2.2 1.3 .9 2 

C. Police Operations 
Patrol Operations: 

e24a.patrol techniques: e.g. preventive, 
random, directed, tactical 
surveillance 'i. 2.5 

e24b,patro1 methods: e.g. 1 vs. 2 man, 
marked vs. unmarked cars, team vs. 
individual 2 2.5 

e24c.provision of non-criminal and 
misc. public services 2 2.5 

Conduct of investigations: 
d~25.pre1iminary investigations 3.0 i.4 1.6 

d26.techniques for identification of 
lost/stolen items 2.6 1.5 1.1 2.5 

d27.interviewing and eliciting 
information 3.0 1.2 1.8 3 

d28.collecting, recording, analyzing 
information 3.0 1.4 1.6 3 

d29.information sources and informants 2.7 1.0 1.7 3 
30.visua1 and audio surveillance 2.2 1.0 1.2 2 

3l.fie1d testing for intoxication or 
use of drugs 2.4 1.2 1.2 2.5 

32.operation of breathalyzer 2.4 1.7 1.7 2.5 

d33.investigation of specific crimes: 
e.g., arson, burg1ar~ rape, homicide 3.0 1.2 1.8 2 2.5 

d34.preparation of clear, concise 
reports 3.1 1.6 1.5 3 

Traffic supervision and safety: 

d35.traffic control 2.7 1.8 .9 2.5 
d36. traffic laws and ordinances 2.9 1.8 1.1 3 
d37.traffic accident investigation 2.9 1.6 1.3 2.9 
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job pervasive 

job pervasive 

job pervasive 

tasks 1,2,6 

tasks 1,2 

tasks 1,3 

task 10 

task 4 

tasks 4,23,27, 
28 33 

tasks 4,27 
task 6 

task 9 

task 9 

job pervasive 

task 33 

task 7 
task 7 
job pervasive 
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Table VIII-III-20. (continued) 

KnO\"ledge/Skill Profile of Patrol Officer Occupation 

Field Sample Con-
sultants 
'0 .jJ 

r! Illr! r:: 
(l) .jJ (l) (l) 

r! ~ (JJ ~ S 
I (l) r! III .~ (l) (l) 
(l) ~ CIlH ~H $-I' 

P:: III or-! or-! 
,oH ~ ~ 

~.jJ ~ 
(l) .jJ r:: 0-o .jJ r:: r:: tJ r:: III III 

t-:J r:: H (l) r:: CIl s P:: 
III or-! III .jJ III 

§ ~ r:: tJ $-I r! $-I (l)N 
CIl or-! III ~ or-! $-Ir! 

'r-! $-I or-! lH lH (JJ ~ ~ (l) 

Skillsl 
'0 or-! '0 0 lH r:: 0- .jJ ~ 

Knowledges and (l) ~ (l) $-I or-! o (l) :::l (l) 
::E!u< ::E!P-l A UP:: J::!-tH 

Police tactical operations: 
38.crowd/riot control 2.4 1.2 1.2 205 
39.hostage and sniping situations 2.5 .9 1.6 3 
40.crime strike/task forces 2.1 .8 1.3 2 

Emergency care and rescue: , 

41.fire alarm response 2.11 1.4 • 7 2 
d42.first aid/rescue at accidents 2.6 1.9 .7 2 
d43.crisis intervention, dispute 

settlement 2.9 1.3 1.6 2 2.5 
Special problems of juveniles: 

d44.juvenile justice system, laws, and 
procedure 2.7 1.2 1.5 2 

45.prevention and control of juvenile 
delinquency 2.2 1.1 1.1 2 

Departmental policies/procedures: 

d46.arrest techniques 3.2 1.8 1.4 2 
d47.hot pursuit/defensive driving 3.2 1.7 1.5 2 

d48.use of physical force, lethal and 
non-lethal weapons 3.4 1.9 1.5 3 

c49.care and use of firearms 3.2 2.2 1.0 3 

d50.defensive tactics/physical training 3.0 1.9 1.1 3 

d51.disarming, handcuffing, other 
restraint 3.0 2.0 1.0 3 

c52.technique, for searching a person 3.2 2.0 1.2 3 

D. Staff Services 
53.use of agency computer terminal 2.0 .4 1.6 2 2.5 
54.data analysis, synthesis, 

interpretation 1.8. .4 1.4 1 2 

55.use of agency files 2.2 .9 1.3 2 

56. police-community relations 2.4 1.4 1.0 2 
57 police-media relations 2.0 1.2 .8 1 2 

58. release of information 2.2 1.0 1.2 1 2 

59. issues requiring legal interpretation 2.2 1.0 1.2 2 
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task 8 

task 11 

task 45 

task 45 

task 14 

task 13 

task 15 
task 15 

task 15 

task 15 

task 14 

added task 49 

task 27 

added task 49 

task 45 
rejected task 31 

rejected task 31 

task 14 
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Table VIII-III-20 (continued) 

KnoH'ledge/Skill Profile of Patrol Officer Occupation 

Field Sample Con- i 
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til aJ til 'r! Q) :::l .r! ),,<.-1 
'r! )..< 'r! 'H 'H (J) :::l :::l Q) 

Skillsl 
"d 'r! "0 a 'H r:: C1' oW :>: 

Knowledges and aJ :::l Cll )..< 'r! a Cll ::I Clll 
~C1' ;:<:lp.. A UP::: R .....:I; 

E. Auxiliary and Technical Services I 

I I I 60. ~,epartmental communications I 2.4 1.2 1.212 

6l.criminalistics/forensic science 2.0 1.0 1.0\2 1 

d62.protection/analysis of crime scene 2.9 1.5 1.4 2 2.5 

63.police photography 1.7 .8 .9 2 

69.finger prints - collection, prepara-
tion, classification, use 2.0 .9 1.1 2, 

65. capabilities of crime laboratory 2.3 1.1 1.2 2 

d66. availability , use, maintenance of 
police supplies and equipment 2.7 1.3 1.4 2 

lc and i = quad c and d knowledge/skill requirements respectively; e 
added by consultants. 

2Blank cells signify no future changes expected. 
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Deemphasize 53, 
or 

Reject 
Knowledge 

Item 

a 

1, 

Emphasize 
Knowledge 

24, 

64 
Item 

b 

Decision Based on the Knowledge Checklist Data 

Deemphasize or Reject 
Knowledge Item 

18, 31, 32, 38, 39, 40, 41, 

57, 58, 59, 63, 65 

f = 14 agreements 

6, 9, 14, 15, 16, 17, 19, 23, 

30, 45, 54, 55, 56, 60, 61, 

f = 18 disagreements 

32 

c 

d 

Emphasize Knowledge Item 

12, 20, 49, 52 

f = 4 disagreements 

2, 3, 4, 5, 7, 8, 10, 11, 21, 22, 

25, 26, 27, 28, 29, 33, 34, 35, 36, 

37, 42, 43, 44, 46, 47, 48, 50, 51, 

62., 66 
f = 30 agreements 

34 

18 

48 

66 

Figure 1. Four-quadrant matrix showing agreement (67%) and disagreement (33%) between two 
independently conducted job analyses procedures on the knowledge and skill 
requirements of the patrol officer occupation. 
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of agreement may be acceptable for our purposes, but it is far less than per

fect. Therefore, the consultants were allowed during the final occupational 

analysis conference to adjust the current job requirement levels if these 

levels were judged to be too high or too low. The adjusted requirement levels 

also appear in Table 20. The consultants were also allowed to indicate which 

if any knowledge and skill items were not in their opinion necessary require

ments and could thus be rejected. The items the consultants suggested rejected 

are identified in Table 20. Only three of the items were rejected a~ patrol 

officer requirements by the consultants, but 35 of the 66 items were adjusted 

downward two-tenths or more, 25 were kept the same or within one-tenth of 

the sample level, and only three were adjusted upwards. It is our view that 

too utrue" requirement levels are somewhere between the unadjusted and adjusted 

values. It will be noted that one of the items, item number 25 - preliminary 

investigations, is in quad ~, but the consultants nevertheless felt the item 

should be rejected because it is already represented by item number 27 and 

because it would be inconsistent to keep number 25 without also adding a new 

item on follow-up investigations. 

Table 20 also identifies the task markers for the knowledge and skill re

quirements. As is explained in the Appendix, one or more tasks become markers 

for a knowledge or skill if no other tasks require as high a level of the 

particular knowledge or skill. If no specific tasks can ~e identified as 

markers, then the knowledge or skill is judged to be job pervasive. Table I 

thus represents a tabular summary of an abbreviated task-knowledge/skill ma

trix. It is an abbreviated matrix because it id~ntifies only those tasks 

which are saliently associated with particular knowledges and skills. 
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c. Training and Education Implications. The training and educa-

tion implications of the analysis of the patrol officer occupation can be 

treated as two questions. First, what is the task, knowledge and skill con

tent that should be emphasized in training and education programs? Second, 

what forms of training are most appropriate for which content areas of empha

sis; academic education, job training, job experience? 

With regard to broad areas of content emphasis, the relative emphases of 

the five broad subject areas are perhaps suggested either by the percentage 

of their knowledge and skill items which should be regarded as emphasized re

quirements for capable patrol officer job performance or b~ their average job 

requirement levels. The subject areas are rank ordered here according to 

their percentage values with these and the requirement levels in parentheses. 

C. Police Operations (74%; 2.8) 

A. Police Responsibilities and Environmental Relationships (60%; 2.7) 

B. Organization and Management (33%; 2.4) 

E. Auxilliary and Technical Services (28%; 2.3) 

D. Staff Services (0%; 2.1) 

There is a logical sense to the ordering of the first two subject areas 

relative to the other three since we are dealing here with a basic line opera

tion job. However, the relative ordering of all five subject areas should be 

regarded as only a very tentative guide for curriculum design since the level 

of description and the subjective classification of the specific knowledges 

and skills into the five areas could legitimately be questioned. 

It would be both more advisable and informative to refer to the specific 

knowledge and skill requirements themselves. Both the emphasized and unempha

sized knowlcdges and skills have already been identified in Table 20. In 
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designing or assessing formal training, a relative ordering of the knowledge/ 

skills by their job requirement levels would presumably provide a useful guide

line. 

To identify possible training needs which still exist aftev recruit 

training, we turn next to the difference ~easures shown in Table 20. These 

measures are defined here as the discrepancies between the levels of knowledge 

or skill proficiency required on the job and the levels typically reached fol

lowing recruit training. Hhile the validity of this ~easure is unknown and 

may be questionable, it at least warrants consideration as a tentative indica

tor of knowledge and skill deficiencies which remain after the typical recruit 

training of today. This measure mayor may not be related to what would be 

found from an independent and direct assessment of training needs through a 

performance analysis study or by comparing actual training curriculum content 

with knmvledge/skill requirements. The most prominent deficiencies have thus 

been singled out and are listed in Table 21. It will be observed that all of 

the 12 knowledges and skills listed are also ones \vhich 1'1ere independently 

emphasized by two different job analysis procedures. Therefore, it would seem 

advisable for police administrators to pay particular attention to these 

specific knowledge and skill needs. 

All 12 of the listed knowledge and skill deficiencies listed represent 

either subject areas C. Patrol Operations or A. Police Responsibilities and 

Environmental Relationships. Interestingly, the percentage of C deficiencies 

represented in Table 4 is the same (75%) as the percentage cited earlier of 

knowledge and skill items within C which should .be regarded as emphasized re

quirements. 
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Table VIII-III-21 

The Most Prominent Knowledge and Skill Deficiencies Remaining 
After Patrol Officer Recruit Training 

Item 
Knowledge or Skill Deficiency 

Numberl Value2 

d2.7 • interviewing and eliciting information 1.8 

d33. investigation of specific crimes: e. g. , arson, 
burglary, rape, homicide 1.8 

d29. information sources and informants 1.7 

d 7. local jurisdiction, laws and ordinances 1.6 

dl1. courtroom procedures, demeanor and presentation of 
testimony 1.6 

d28. collecting, recording, analyzing information 1.6 

d43. crisis intervention, dispute settlement 1.6 

d 5. laws of evidence 1.5 

d34. preparation of clear, concise reports 1.5 

d44. juvenile justice system, laws, and procedures 1.5 

d47. hot pursuit/defensive driving 1.5 

d48. use of physical force, lethal and non-lethal weapons 1.5 

IThe code d represents quad d items. 

2The deficiency value is the difference measure drawn from Table 20. 
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It will be noted in Table 21 that the three highest deficiencies involve 

investigative knowledges and skills. If left unattended by police adminis-

trators, those deficiencies could become even Ulore serious should there be a 

trend toward increasing the investigative responsibilities of patrol officers. 

Two other deficiencies listed deserve passing comment. One is hot pursuit! 

defensive driving. Vehicular accidents involving patrol officer drivers 

seemed to be almost a common place problem among many of the agencies visited. 

While one attempted solution is to require in-service driving skill training, 

and some agencies visited were requiring it, an additional or alternative 

solu.tion would be a policy limiting or prohibiting high-speed driving. 

We add this comment to illustrate what is not always an obvious point; namely 

that training need not be or even should not be the primary response to every 

performance problem. Administrative solutions can sometimes be actions which 

deemphasize or eliminate certain knowledge and skill requirements. The other 

deficiency we wish to comment briefly upon is the use of physical force, lethal 

and non-lethal weapons. During our field visits, a few of the police officials 

interviewed stated that the exercising of discretion in the use of physical 

and lethal force was unmistakably their most critical training need. This 

need may become even more critical if crime continues to become more aggres

sive and violent, as a number of police officials who were interviewed predicted. 

It will be recalled that police chief executives and middle level managers 
~ 

... <; • 

(patrol, investigative and traffic bureau commanders) were askod in interviews 

during our on-site visits to the 31 agencies if there were any critical recruit 

or in-service training needs or areas which needed improvement. In one-half of 

these agencies, interviewees were satisfied with their recruit training efforts 

and could think of no critical needs or areas needing improvement. In the other 

agencies, a number of comments represented dissatisfaction with various adminis-
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trative problems associated with recruit training. But there were several 

comments reflecting dissatisfaction with deficiencies in specific subject areas. 

In only three of the agencies was there a sense of satisfaction with in-service 

training, and numerous comments reflected dissatisfaction with deficiencies in 

specific subject areas. 

An analysis was made of the comments relating to specific deficiencies 

related primarily (presumably) to patrol officer recruit and in-service train

ing. The comment categories and the number of times the comments were made are 

shown below: 

- human relations/behavior (8) 

- traffic law enforcement/investigation (7) 

- basic investigative skills (6) 

- firearms proficiency (5) 

- pursuit/defensive driving (4) 

- community relations (3) 

- laws of arrest (3) 

- self defense (2) 

- courtroom procedures (1) 

crisis intervention (1) 

The above categories are more or less an independent verification of the 

relatively prominent deficiency areas represented in Table 21 with perhaps a 

few exceptions. The fxequency with which firearms proficiency was commented upon 

as a critical or unsatisfactorily met need does not seem to correspond to the 

reiatively lower difference measure (1.0) for knowledge item 49--care and use 

of firearms (although knowledge item 48 involves the use of ~ethal weapons 

and does represent a relatively more prominent deficiency area). The use of 

fir~arms may be a skill which requires frequent and repeated practice to 
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~aintain proficiency. Some of the agencies were discontent over having to 

curtail or eliminate rather extensive firearms in-service qualifications be

cause of budgetary restrictions. 

So far we have approached the training and education problem from the 

point of view of knowledge and skill requirements and deficiencies o We turn 

now to a task oriented approach, which hopefully complements the first 

approach, and in addition deals to some extent with the second of the two 

questions posed above, the appropriate forms of training. The tasks focused 

upon are those with one or more emphasized (~, ~ or e) knowledge/skill re

quirements or four or more unemphasized requirements. We are thus focusing 

on those tasks with relatively more depth and/or breadth of complexity. 

There are 25 such tasks listed in Table 22. 

The data depicted in Table 22 were generated from the two different job 

analytical procedures. The particular tasks and their knowledge and skill 

requirements and deficiencies were, of course, generated from the tasks and 

knowledge ch~cklists. The judged sufficiency of training received for a task 

and the actual source of task learning deemed most valuable are data generated 

from the task checklist& Judged difficulty level, best way to learn a task 

and the task-based essentiality of college course(s) are data generated from 

the FJA reviews by subject matter experts in the field. 

The following highlights can be noted about the data in Table 22. 

All but two (tasks 21 and 25) of the 25 tasks contain one or more 

emphasized knowledge/skill requirements. The average number of 

such requirements per task is 2.4. 
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Table VIII-III- 22 

t 

Training and Education Data on Patro} Officer Tasks with Emphasized Knowledge/Skil~ Requirements 

<: 
H 
H 
H 

Task 
No. 

1 

2 

3 

4 

6 

7 
--

8 

10 

11 

12 

13 

14 

IS 

16 

19 

21 

Knowledge/Skill Requirement Numbersa 

(Difficiency Values)b 

13 14 24a 24b 24c 
(1.1) (.7) 

24a 24b 
I 

8 24c 41 
(1.4) 

12 27 28 29 
(1."2) (1.8) (1:6) (1-:7) 

24a 30 
(1.2) 

1
35 36 

(:9) (1."1) -_.-
l.2 

(.7) 

26 
(1":-1) 

15 43 
(1. 2) (1."6) 

6 7 8 
(1. 0) (i:"6)' (i:-4) 

47 
(1.5) 

3 4 5 7 10 46 52 S9 
(1.2) (1-:-4) (I-:-S) (i:"6) (1-:2) (1-:4) (1-:2)· 

8 48 49 SO Sl 
(1.4) (1.5) (1.0) (1.1) (1.0) 

8 10 
(1.4) (1.2) 

7 
(1.6) 

I 16 38 39 40 
,(1. 4) (1. 2) (1. 6) (1.3) 

>-
.!II"d U 

C 1II11l"d 
III ..-1.,,111 
'MU ,oEo<C 
U..-I ." '" 'M III ::l II) <0 .... > ..-I '" QJ QJ QJ <OQJ...1 
~...1 > § >-
.!II ~ ..-I 
III IIlQJ..-I 
." o U <0 

Eo< ~ '" ::l ::l ~ o u 
Vl"; 

2 job 
exper. 

2 job 
exper. 

3 
job 

exper. 

3 
job' 

exper. 

,2 job 
exper, 

3 job 
exper. 

3 formal 
trng. 

2 job 
exper. 

2 job 
exper. 

3 job 
exper. 

3 job 
exper. 

4 
job 

exper. 

3 
formal 
trng. 

3 formal 
trng. 

2 job 
exper. 

3 job 
exper. 

Training 
Sufficiencye Frequency Each Way Judged Best Way to Learn Task 

% Too 
Little On-the-job College 
(N-1S0) Training Course(s) 

Academic Special EXperienced by None Essential? 
(N) f Education Training Coworker Supervisor Other Needed II Yes 

17 3 3 10 2 3 0 2 (14) 

14 1 4 6 2 3 0 3 (11) 

18 1 7 5 1 0 1 3 (12) 

37 2 2 5 0 0 0 4 ( 9) 

46 0 4 1 1 0 0 0 ( 4) 

6 0 5 3 2 0 0 0 (10) 

'. 
34 0 3 0 0 0 0 1 ( 3) 

22 0 1 1 1 0 0 0 ( 2) 

28 1 5 2 1 2 0 1 ( 7) 

'27 2 6 3 1 0 0 3 (12) 

30 0 3 1 0 0 0 0 ( 3) _. 
19 3· 8 2 0 1 0 1 ( 8) 

4S 2 6 0 0 0 0 0 ( 7) 

7 1 2 0 0 0 0 0 ( 3) 

14 0 1 1 1 0 0 0 ( 2) 

42 0 3 2 2 4 0 2 ( 8) 

-



- ....... ... -... .. ... .. - .. 

<: 
H 
H 
H 

Tas1< 
.No. 

25 

27 

28 
-

33 

44 

45 

47 

Table VIII-III- 22 (continued) 
1 

Training and Education Data on Patrol Officer Tasks with Emphasized Knowledge/Skill Requirements 

. » 
0 ..-I'" 
~ ClJIIl'" 

Knowledge/Skill Requirement Numbersa CIJ r-!IlICIJ 
..-l0 ..0 Eo< = Training 

(Difficiency ~alues)b 
Or-! III ... 
..-l CIJ :l CIJ ..., Sufficiencye Frequency Each ~ay Judged Best Way to Learn Task .... > r-! ... Q) 
Q) Q) 1lI1ll~ 7. Too Q~ :> S » On-the-job I 

..-I ... r-! Little 
,n IIlQJr-! . (N"150) Training ..., o U III 

Eo< :<: ... :l Academic Special Experienced by ::l ... o 0 Education Training Coworker Supervisor Other 
til < 

61 62 64 65 4 job 38 1 4 2 0 0 (1.0) (1.4) (1.1) (1. 2) exper. 
& 

formal 
trng. 

28 29 54 
3 

job 26 2 9 6 0 0 (1.'"6) (1."7) (1. 4) exper. 

28 3 job 9 0 7 2 2 1 (1."6) exper. 

28 34 3 job 15 0 5 2 1 1 (1."6) (1."5) exper. 

.11 3 job 26 1 2 1 1 0 
1(1.6) exper. 

44 45 56 3 
job 36 1 1 1 0 . 0 (1.5) (1.1) (1. 0) exper. 

61 62 
(l.0) (1."4) 

.. .... 

College 
Course(s) 

None Essential? 
(N)f Needed Q Yes 

0 1 ( 8) 

4 5 (16) 

0 2 (12) 

0 2 ( 9) 

0 1 ( 4) 

0 1 ( J) 
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The content of the tasks (tasks 1, 3, 4, 129 14, 15, 21 and 27) with 

the most knowledge/skill requirements deals primarily with interactions 

between the patrol officer and suspects, but also with other core 

aspects of patrol work. 

The tasks range in judged level of difficulty from slight difficulty to 

very difficult. Over one-half of the tasks were judged to be of moderate 

difficulty, and only two (tasks 14 and 25) were judged very difficult. 

The average difficulty level was 2.8 on a 5-point scale. 

Although recruits in our sample went through formal police training 

before assuming patrol assignments, the actual sour~e of learning judged 

most valuable for most tasks is informal bn the job experience. 

The percentage of respondents who felt they received too little training 

ranges .from six percent to 59 percent. For all but two ~asks (tasks 22 

and 26) the majority of the respondents felt the amount of training 

received ~.;ras about right (the two tasks do not appear in Table 22 

because they do not require either any emphasized know1edges/ski11s 

9X four or more unemphasized ones)~ 

The relative insufficiency of training by task tends to be moderately 

associated with the level and number of deficiencies in know1ed~:es 

and skills required by task. 

There is no patrol officer task judged by any more than an insignifi-

cant number of respondents to be one in which an academic education 
, .. 

is the best way to learn the tasks (no attempt was made to differen-

tiate kinds and levels of academic education such as community col

lege vs. liberal arts university). The overwhelming majority judged 
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eith~r special training or informal training/learning on the job 

(from coo-workers and supervisors) to be the best way. 

There are no patrol officer tasks in which one or more college 

courses was judged to be essential or highly desirable by the 

majority of respondents. 

Some of the above highlights require interpretation and corr~ent here, 

especially because they touch directly or indirectly upon some very important 

and controversial issues such as job experience versus formal training and 

educational standards, both minimal and progressive. And because we are deal

ing here with an entry-level occupation employing by far tne largest number 

of personnel lnthin law enforcement, we shall dwell longer on these issues in 

this section, although it will be recognized that some of our comments could 

also apply to similar data highlighted for the other occupations to follow. 

The first comment to stress is a caveat about drawing hard and fast con

clusions from a single data source, especially when ,the data represent sub

jective opinions from a small number of persons. Thus, for example, that 

none of four subject matter experts in the field think that a college educa

tion or some college courses are the best and essential way to learn a given 

task is obviously not a fact that can stand alone. No educational standard 

should be established for a given task without substantially more evidence. 

But a single fact linked to others may add to our understanding of the role 

of higher education in the preparation and performance of the patrol officer. 

With regard to educational requirements for the patrol officer occupa

tion, we noted above a tendency for a small number of law enforcement person

nel to judge either special training or informal on-the-job experience rather 

VIII - 143 



I 
I 
I 
I 
'I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
'I 
I 

';1 
I 
I 

than education as the bes t ''lay to learn the patrol officer's job task by 

task. This tentative finding was based on reviews of the FJA task specifica

tions. Using the other approach, the task checklist, and with larger numbers 

of respondents (patrol officers) we noted the tendency for informal on-the

job experience rather than formal training or college courses to have been 

the actual source of learning judged most valuable. 

There is additional evidence from our FJA data which would seem to suggest 

also that a college education or college courses are not essential in order 

to perform patrol officer tasks capably. Two of our trained functional job 

analysts independently had rated each law enforcement task ,on its general 

education development attributes using three GED rating scales. 17 These 

scales are for judging the knowledges and abilities to reason (i.e., to deal 

with practical vs. theoretical problems, etc.), to deal with mathematical 

problems, and to deal with language (i.e., written or oral materials). 

An analysis of the independent GED ratings (not presented here because 

of time and space restrictions) for all the tasks listed in Table 5 revealed 

that there were no tasks in which both raters gave a scale value of five - the 

scale step which implies that a college education might be a 'contributing 

source of development to reach that level (secondary education and life ex

periences may be sufficient means of developing these abilities up to and per

haps even beyond that level). The average ratings for the three developmental 

areas, reason, mathematical, and language, were 2.9, 1.1 and 2.6, respectively. 

A rationale sometimes offered for the desirability, if not the essen

tiality, of higher education for patrol officers is that their exercise of 

discretion requires more educated judgments in usually unsupervised situations. 
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The concept of discretionary use of authority raises a number of issues. Al

though the subject of frequent discourse, it appears to us to be an imprecise

ly defined concept that fails to distinguish between choosing among relatively 

pre-established options and applying improvisational or unique solutions to 

problem (conflict) situations. Questions about the level of discretion ap-

propriate or required for different patrol officer tasks and alternatives to 

or modifiers of increased use of discretion have not been empirically answer

ed to our knowledge. 

Presumably, handling juvenile misdemeanors and responding to civil dis-

putes would usually require more discretion than would resp,onding to criminal 

offenses. In general, as situations become more serious the potential for 

discretion should tend to decrease. One could argue that relatively program-

med responses by the patrol officer would be the most. appropriate in situa-

tions such as crimes in progress where behavioral cues and actions are unam

biguous and danger exists or is inmdnent. 

Yet another issue which is troubling is the dilemma of increasing dis-

• 
cretion at the possible risk of increasing incidents of unacceptable use of 

authority. How to control discretion and still give it the range or flex

ibility thought necessary or desirable probably would require the wisdom of 

a Solomon, or at least considerably more knowledge and research than is 

available today. Faced 'vi th this dilemma, one migh t expect police management 

to be more rather than less cautious in exercising control over the patrol 

officer's exercise of discretioo o Responses to situations with greater po-

tenti~l for discretion, such as civil disputes and juvenile handling, can 

be programmed so that the patrol officer is required to gather more informa-e 

tion or consult with his supervisor if uncertain about the seriousness of 
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the situation or the appropriate response to it. Guidelines can be struc

tured which delineate these situations and specify the information needed. 

Such control as this represents over the patrol officer's behavior may not 

be atypical, for it has been observed by others that "the prevaiJ,.ing mode of 

professionalized control in police departments today is deliberately central

ized and nondiscretionary. ,,18 

The concept of discretion, therefore, would seem to us to be a tenuous 

rationale today for higher education. But we have nevertheless attempted 

to examine our data for any evidence of the potential for discretion in the 

various tasks which make up the patrol officer occupation •. Our two function

al job analysts had independently rated each task on an eight point scale 

of worker instructionso19 This scale purportedly assesses the degree to 

which a worker relies upon his or her own judgment and decisions rather than 

upon specifications or instructions which have been established by others 

for the Hork. The average scale ratings of the two analysts was 2.9, which 

is near the low end of the scale or toward "non-discretionary" work. No 

tasks were rated more than halfway on the scale by both analysts, and only 

four of the tasks were given as much as a rating of four by both analysts. 

These particular findings by no means rest the case for or against exercise 

of discretion as a rationale for higher education, but we believe they add 

to the skepticism over this ratioaale. 

Other rationales can of course be made and are found in the literature 

for higher education of the patrol officer. In addition to proposing exer

cise of discretion as an argument, Hoover has offered two others, the need 

to improve the effectiveness of crime control "through better'motivation 

and greater ability to apply systems and technology," and the need to apply 
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judicious balance between the conflicting demands. of "order maintenance" for 

law enforcement on the one hand and "social counseling" on the other. 20 

Undoubtedly, numerous other rationales could be proposed. Until more empiri

cal evidence accumulates, rationales will continue to fill the vacuum. 

There are two lines of evidence to be considered. It seems to us that 

sufficient occupational analysis findings now exist to cast doubt upon the 

content validity of post-secondary education as a minimum entry-level stan

dard for the patrol officer occupation. It is difficult to make a case for 

this standard as a job-relevant one based on an analysis of job content. 

The findings from the GED and worker instruction ratings tend to cast doubt 

on this standard in our view, as does the opinion obtained from the few law 

enforcement personnel in the field. Moreover, a review of the most prominent 

knowledge/skill deficiencies listed in Table 20 suggests to us that these 

are ones which can be avoided or minimized through improved recruit training 

and specialized in-service training and job experiences. 

~he question of whether continuing education of the patrol officer 

will upgrade performance in this occupation probably cannot be satis

factorily answered within the limitations of occupational analysis 

methodology. Another line of evidence is needed, criterion-related 

validity, No research study that we know of has been able to show 

any meaningfully significant and positive relationship between police perfor

mance and education. Hoover came to the same conclusion in reviewing the 

research literature, hence the reason for the three rationales he proposes.
2l 

In a recent longitudinal study of police recruits, Sterling observed that 

increased education in some instances may even have an unintended negative 

effect. 22 Sterling' s concluding advice seems s·ound to us, namely that both 
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the advantages and disadvantages of a college background need to be more care

fully delineated. 23 We would further add that in the absence of much, if any, 

evidence in support of continuing education, costly personnel policies and 

programs which deliberately facilitate or require continued education should 

~e carefully re-examined. Furthers given the increasing level of education 

in the general population and among police recruits, the police force will 

become more educated without these policies and programs. 

The patrol occupation is one in which the entry-level specialized know

ledges and skills required on the job need not be and mostly are not learned 

prior to appointment. But they must be learned, obviously" and our findings 

suggest that a blend of formal training and on-the-job experience is the 

most appropriate approach to take. This is the common practice today, the 

view of the practitioners lve consulted in the field, and is supported by the 

knowledge/skill requirements we have identified and the deficiencies we have 

uncovered. 

The issue of formal training versus on-the-job experience is clearly not 

a categorical either-or question, but the far more difficult one of determin

ing the relative emphasis of each approach and the particular knowledge/skill 

requirements and tasks to be learned by each. There is a host of technical 

considerations to be taken into account in decisions over this matter, includ

ing questions ,of the relative effectiveness of alternative training methods. 

Influencing these decisions, too, will be very practical concerns such as 

training budget and staff, the staffing level of patrol officers and super

visors, availability and quality of field trainers and length of probationary 

period. '. 
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There are probably a few key technical criteria which should govern how 

much emphasis is given to each approach. In general, formal training should 

be given greater emphasis than informal learning experiences for those 

tasks which: are more difficult or complex (require a greater number and 

level of know1edges/ski11s), require more knowledge than skill acquisition, 

are more consequential or critical, and are likely to occur "for real" immed

iately before coaching (field training or supervision) can be applied or 

practice can develop (this last criterion is both a technical and practical 

one). Applying these criteria in a very general way to our task and knmoJ

ledge profiles leads us to believe that formal recruit training should receive 

the most emphasis, followed by on-the-job experience and in-service training. 

That the majority of patrol officers completing the task checklists believed 

on-the-job experience was the most valuable of their actual sources of task 

learning does not, in our opinion, argue for less formal training of the re

cruit. Their responses suggest, instead, that better and perhaps more formal 

training is needed to learn the job. Referring again to Table 22 , we see 

that for the job as a whole special training outranks all other approaches in 

being judged the best way to learn patrol officer tasks. 

With regard to the complex issue of which methods of training are the 

most efficacious, the answer depends first on the objective and/or subject 

areas. A review a few years ago of expert opinion and research on the matter 

revealed that training directors (from 117 large firms) judged the following 

method - objective pairings to be the most efficacious (the method judged 

second best appears after the first ranked): 

knowledge acquisition - programmed instruction, case study 

knowledge retention - programmed instruction, case study 
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problem solving skills - case study, simulated games 

interpersonal skills - sensitivity training, role playing 

att;i.tude change - sensitivity training, role playing 

participant acceptance - conference (discussion) method, case study24 

The investigators of the above study were compelled to rely heavily on 

expert opinion after finding considerable gaps and weaknesses in the research 

literature on the different methods (a total of nine methods were reviewed 

altogether). Today, some four years later, thl~ status of training researc:h 

remains roughly the same. 

It is perhaps risky to transfer the findings from a sample of business 

firms to law enforcement, but it would seem nevertheless feasible and worth

while to attempt to classify the patrol officer knowledge/skill require-

ments into the above training objective categories. Police training directors 

could then be asked to rate the relative efficacy of the various training 

methods, and the results could be compared to those of the above study. 

Formal training of patrol officers is not sufficient by itself; t.here 

is no substitute for practical experience. Practitioners in the field 

realize this, too. To the extent that police training is now unrealistic 

and irrelevant to job requirements, even more valuable and necessary becomes 

on-the-job experience. An often read and heard complaint is that the class

room and field training of the academy fail to prepare the recruit adequately 

for on-the-street experiences and the "real" police modus operandi in han-. 

dling them. But too much should not be expected of the academy. '".\ 

The need for the effective and early channeling of on-the-job learning 

experiences raises numerous policy implications and operational issues. 

VIII - 150 



I 
I 
I 
.1 
I 
I 
I 
I 
I 

.1 
I 
I 
I 
I 
I 
I 
I 
I 
I 

To consider one, for example, if there is any validity to the opinion that 

experienced coworkers are the best or among the best sources for learning, 

then two-person patrol beats (foot and/or motorized) would be warranted at 

least for a certain length of time. Yet two-person patrols constitute a 

greater staffing burden. Another implication is that supervision and per-

formance evaluation must be up to the task of monitoting, minimizing, and 

diagnosing learning errors. The overriding implication, as we see it, is for 

police to develop a systems approach to the preparation and development of 

inexperienced, young officers. The approach needs to be an integration of 

the academy classroom instruction and field training or working with proba-

tion and post-probation assignments and experiences. Some agencies are 

working tmV'ard this, for example, by interweaving field training with class-

room instruction. The entire probationary period, too, needs to become a 

more bona fide and valid testing ground. Further, post probationary assign-

ments with experienced co-workers under supervised observation and direction 

would be desirable. Not to be overlooked is the familiarization of trainers 

with on-the-street experiences. There is something to be said for upgrading 

the quality of instructors, but this should not mean locking them into a 

certification process which may tend to further isolate them·from (renewing) 

on-the-str~et experiences themselves. Any certification process should thus 

include these experiences as a factor. 

d. Future Outlook for Patrol Officer Occupation. What changes, 

if any, can realistically be expected to occur during the next five years in 

the task and/or knowledge profiles of the patrol officer occupation? This 

question was addressed during the final occupational consultant conference. 

It is predicted that the emerging police agent position will become 

more prevalent five years from now. It is expected that this position will 
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I be a composite profile of a senior patrol officer, field investigator, evi-
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I a generalist's perspective. It is likely, therefore~ that there will be the 
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need five years from now for a ne\.,r, natiom.,ride task profile just for police 

agent. 

As a result of the predicted prominence of this position, it is also 

expected that certain knowledge and skill requirements will be increased in 

emphasis. These requirements are the follo\>1ing: 

1. police history, role and mission 

6. legal issues/trends in criminal la\.,r enforcement 

9. preparation and execution/issuance/processing of a warrant or subpoena 

16. leadership and supervision 

20. motivation, morale and police productivity 

33. investigation of specific crimes 

43. crisis intervention, dispute settlement 

53. use of agency computer terminal 

There are additional and independent perspectives from the NMS project 

which could be applied to predictions about the future police officer if time 

only permitted. Passing mention can only be made here of some of these per-

spectives, and no effort can be tak~n here to attempt to relate these changes 

to specific tasks and/or knowledge/skill elements of the respective profiles. 

It will be recalled that chief executives and middle level managers were 

asked during our on-site visits '\·,rhether they thought the work of their agencies 

. would change in any basic ways during the next five years. A few interviewees 

foresaw no fundamental changes, and a few who commented affirmatively revealed 
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no basic changes, but rather changes in style or minor variations in present 

operations. We have listed below those responses which might be expected to 

have some bearing or influence whatever the degree, if any, on the future 

direction of patrol officer work and/or knowledge/skill requirements: 

- crime is expected to continue to become more violent, sophisticated 
and organized 

- decentralization of police operations 

- computerization and other technological developments anticipated 

- more team vs individual policing 

- greater public accountability of the police officer's actions expected 

- more orientation toward delivery of social services 

- more community relations and human relations orientation 

- more civilianization 

- more juvenile and adult diversion programs 

- more special client programs such as senior citizen security 

- more personalized approach to law enforcement 

- less regulatory work 

- more crime prevention activities 

Time also has no~ permitted us to analyze the tasks and knowledge/skill 

profile implications of chief executives' expressed plans during the next five 

years with respect to all of the 32 activities in the law enforcement activities 

checklist interviews. But there are certain salient activities which, if they 

should become more established as trends in the Nation, might be expected to 

have some degree of impact upon the patrol officer occupation. We are refer-

ring to such activities as team policing, civilianization and specialization. 

The effects of team policing, for example, are probably similar to the ones 

represented in the future occupational portrait of the police agent. The 

effects of civi1ianization, as a further example, would be to de-emphasize 
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or eliminate the more conspicuous nonsworn elements from the task and/or 

knowledge/skill requirement. Trends can also, of course, interact or mutually 

reinforce the effects of one another. There appears, for instance, to be no 

logical reason why sworn officers need staff booths in shopping centers and 

visit in homes to promote crine prevention and to educate the public in gener

al. It is not even heresy to think such ,york might be effectively done by 

volunteer citizens (and is done so in a fe,~ instances that we knmy of). 
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4. Occupational Analysis of Patrol SupervisoT 

a. Patrol Supervisor Task Profile o As can be seen from Table 

VIII-III-18, task checklists were completed and returned by 165 first line 

patrol supervisors. They represent medium and large municipal/county police 

agencies and sheriffs' departments. The median age of these supervisors was 

36 years, and they had a median of 11 years of employment in their agencies. 

The mediam level of formal education attained at the time of the study was 

a two-year college degree. 

The task profile of the patrol supervisor occupation appears in Table 

VIII-III-23. The profile includes all but three (tasks 22-24) of the 46 tasks 

in the original checklist, plus four tasks added by the consultants during 

the final trial occupational analysis conference. The three rejected tasks 

failed to meet the criterion for being retained in a final composite profile. 

All three rejected tasks deal with specialized investigative activities. The 

four additional tasks were added primarily to account for certain task write-

ins. 

The patrol supervisor's task profile includes 10 more tasks than in the 

profile of the patrol officer occupation. These tasks involve supervisory 

responsibilities. There is, too, considerable overlap between the two profiles 

since first line supervisors often spend time performing basic operational 

duties" Four of the basic tasks (tasks 1, 2, 12, and 30) which typically re

quire a moderate amount of time or more of patrol officers also require roughly 

the same amount of time of the typical patrol supervisor in our sample. 

A first line supervisor occupation can be thought of as a bridge or transi

tion between basic operational duties and middle management. Supervisors often 
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Task 
'No. a 

1. 

2. 

3. 

4. 

5. 
6. 
7. 

8. 
9. 

10. 
11. 
12. 

13. 
14. 
15. 

16. 
17. 
18. 

19. 

20. 

Table VIII-III-23 

Task Profile of Patrol Line Supervisor Occupation 
. 

Task Description 

.Familiarizes self with assigned patrol area and its citizens, businesses 
aEd sIj..!Ile_pt:'.~bJg~~n.d id~n tiJ ie.LPo t~eJ!.!=_igl_t_I9ub,l~ SP9_ t,s • 
Drives vehicle or walks in assigned patrol area and watches for unusual 
or suspicious events and irre~ularities. 
Responds to calls for service or help and takes action to alleviate or 
control situation. 
Interviews suspects, complainants, witnesses and victims of cr.ime to 
gain information of current or unresolved cases. 
Enters and conducts proper search of premise in warrant. 
Es tablishes and carries out surveillance of persons and things. 
Directs traffic at intersections, accidents or points of congestion and 
issues traffic citations or warning notices to motorists and pedestrians. 
Administers emergency first aid to injured or ailing persons. 
Observes speech, odor and movements of stopped motorist or pedestrian to 
determine degree of drug or alcohol intoxification. 
Searches for, identifies and recovers lost or stolen property. 
Assists people with problems or refers them to public service agencies. 
Enforces law situationally exercising judgement and discretion as to the 
most effective means for controlling or resolving problems. 
Pursues fleeing suspects or fugitives by vehicle or on foot. 
Arrests, searches, and secures suspects and fugitives. 
Uses physical force and protective equipment such as revolver, baton, hand-
cuffs, shot gun and tear gas when necessary to subdue resistance, prevent 
escape or protect self or public. 
Informs an arrested person of charges and his legal rights. 
Participates in booking an arrested person. 
Discusses charge and circumstances of arrest with arresting officer to 
ensure they are in accord with law and department nolicv. 
Evaluates circumstances and releases arrested person on a citation rather 
than taking into custody when warranted. 
Conceives, plans and recommends improvements, innovations and changes in 
department policies, objectives, and procedures for coping with crime or 

, providing public service. 

% Who 
Median amount 

do Task of time spent on 
Task b 

97.5 2...!_2 

93.3 2.1 

92.0 1.6 

82.2 1.2 
80.4 1.1 
53.4 1.1 

71.2 1.3 
82.8 1.1 

86.5 1.2 
69.1 1.1 
96.3 1.8 

97.5 2.2 
92.0 1.1 
93.2 1.2 

96.3 1.1 
93 0 8 1.2 
65.0 1.1 

98.2 2.1 

65.4 1.3 

78.5 1.5 
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Table VIII-III-23 (Continued) 

Task Profile of Patrol Line Supervisor Occupation 

Task % Who Median amount 

No.a Task Description do Task of time spent on 
Taskb 

21. Responds to sce~e of major occurrences, provides advice and assumes 
leadership of situation as needed. 97.5 2.2 

25. Searches for, collects, labels and packages physical evidence found at 
crime and accident scenes. 52.4 1.0 

26. Recuits informants on criminal activity and solicits information from 
them. 58.5 1.1 

27. Acquires and updates information on crime and other police matters by 
reading station log and reports and computer printouts; exchanging in-
formation with fellow officers and other knowledgeable persons, chatting 
with citizens, and soliciting guidance from superiors. 93.9 2.2 

28. Reports periodic and daily activities verbally and in writing to super-
visor. 94.5 2.0 

29. Participates in staff meetings and conferences. 82.9 1.4 
30. Operates voice radio equipment or information system terminal to re-

ceive and give information. 95.1 2.1 
31. Provides official information to news media and other" government 

agencies. 71.3 1.1 
32. Atten9s conferences, seminars, briefings and professional meetings to 

gather and exchange information. 78.7 1.2 
33. Records field actions and observations. in notebook and transposes in-

formation into formal report of crimes, accidents or other activities 
and action taken. 76.1 1.4 

34. Receives, reviews, revises and forwards reports and files on daily activ-
ities, crime, accidents, and other incidents. 92.7 2.4 

35. Prepares, reviews, approves and forwards summary statistical reports on 
crime and police activity. 51.2 1.9 

36. Inspects police personnel and equipment for conformance to regulations. 98.8 2.0 
37. Assigns police and related personnel to duty. 97.0 2.3 
38. Monitors. supervises and schedules police operations and personnel. 95.7 2.6 
39. Receives, investigates reports and takes action on complaints against 

police personnel or unit operations. 94.5 1.6 
40. Plans, organizes and staffs unit operations utilizing available re-

sources. 71.3 1.8 
I 
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Table'VIII-III-23 (Continued) 

Task Profile of Patrol Line Supervisor Occupation 

Task % Who 
Med:Lt:m amount 

No. a Task Description do Task of time spent on 
'faskb 

41: Performs personnel and administrative actions such as interviewing 
applicants, hearing grievances, evaluating job performance, taking 
disciplinary action, recommending awards, approving promotions, 
approving directives, and counseling subordinate personnel. 90.9 2.0 

42. Receives and imparts training in law enforcement. 93.9 1.7 
43. Responds to local citizen and government groups to promote understand-

ing of the police department, advise on citizen responsibilities, and 
deter crime and criminal activity. 63.4 1.2 

44. Testifies at judicial proceedings. 92.7 1.2 
45. Talks with individuals such as juveniles and families of juveniles to 

build respect for law and order, advise on acceptable behavior and 
reduce crime and activity. 68.3 1.1 

46. Transports or guards persons in custody. 60.7 1.1 -(47.) Supervises or conducts line-up and other suspect identification tech-
niques when warranted. -- . 

(48. ) Checks files and documentary sources of information. .-
(49·)1 Exchanges information on cases w1th prosecut1ng attorney, probat10n 

officer, or parole officer. 
(Su.) Arranges for the maintenance of equipment and/or the replenishment 

of supplies. -(51. ) Conducts security surveys of homes or businesses and gives crime 
resistance advice. -.---.. --- ---- .. 

aTask numbers in parentheses denote tasks added by consultartts during final occupational analysis conference. 

b 
1 = A very small amount of time, 2 ~ a moderate amount of time, and 3 = a considerable amount of time. 
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spend a good deal of their time shuttling, figuratively speaking, back and 

forth between the front end of this bridge and the area where they have already 

been. The general implication of this phenomena for training amounts to the 

rather staggering problem of ensuring that supervisors do not forget certain 

basic knowledges and skills, do not become obsolescent as new technologies and 

concepts develop, and learn to master the relatively difficult art of supervis

ing. Let us see if the results of the knowledge/skill data analysis is consis

tent with our task analysis results in depicting this transitional nature of the 

patrol superv:i sor occupation. 

b. Patrol Supervis?r Knowledge and Skill Requirements. The patrol 

supervisor knowledge checklist was completed by 56 respondents, mostly by 

supervisors themselves. The distribution of these respondents by type of 

agency is shovffi in Table VIlI-IlI-l8 and is roughly comparable to the distri

bution of task checklists. The checklist was identical to the one for patrol 

officer, containing 66 knowledge and skill items organized into five subject 

areas. Summary data on these items are presented in Table VIII-III-24, which 

also includes four items added by the consultants. 

If the median responses to the job requirement scale were to be taken at 

their face value, then all of the original knowledge and skill items should be 

regarded as necessary requirements for this occupation. However, as with the 

patrol officer occupation, we prefer to limit our emphasis to those items which 

both the checklist and the functional job analysis procedures agree should be 

emphasized. The four-quadrant matrix in Figure 2 identifies the 41 quad d 

and 7 quad £ items to be emphasized as knowledge/skill requirements along with 

the four added ones (one item, number 25, was emphasized by both analytical 

procedures, but rejected by the consultants). As with the patrol officer 
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Table VIIJ-III-24 

Knowledge/Skill Profile of Patrol Supervisor 

Field Sample Con- : I I i 
sultants: 
"0 lw 

M (UMIc:: 
III w Ill.O 

M :> en :>.f:: 
I III Mill ::l C)\tJ 
III :> tIIH '''H 'H 
~ III -M "0 .~ 

H w :» <: +.lA;:l 
,t:J . ~ () III +.lr cr 

. 0 w c:: c:: () c:: IC) 
.. c:: H C) c:: ~ :~ 

C) -M III b ~ IC)N c:: S c:: () H 
til III ~ .~ III ;:l.;... H M 

-rl H .~ 4-{ 4-{ en ;:l ::l CJ 

Skillsl 
"0 .~ "0 0 4-{ c: cr +.l :> 

Knm.,ledges and III ::l C) H .~ o C) ;:l c.l 
;:'::0- ::E:P-4 ~ ,u p:: l"'lH 

Police Responsibilities and Environ- I 
mental Relationships I 
1. police his tory, role and mission 2.3 1.9 I .4 2.S 

2. criminal justice system/agencies/ 
relationships 2.4 1.7 .7 2.7 

d3. criminal/civil laws 3.0 2.0 1.0 3 

d4. criminal/civil legal procedures 2.9 1.8 .9 3 

dS. laws of evidence 3.2 1.9 1.3 3 

d6. legal issues and trends in crim-
inal law enforcement 2.6 1.4 .8 2.S 

d7. local jurisdiction, laws and 

Task Harkers 

job pervasive 

added task 49 

task 18 

task 18 

tasks 18, 25 

task 12 

ordinances 3.0 1.6 1.4 3 tasks 12, 14, 19 

d8. police authority, responsib i1i- tasks 3, 12, IS, 
ties, rights and civil liability 3.1 1.8 1.3 3 16, 18 

9. preparation and execution/issu-
ance/processing of a warrant or 
subpoena 2.S 1.2 1.3 3 task S 

dID. citizen righ ts and processing of 
complaints against others 2.8 1.7 1.1 2.S tasks 39, 41 

-
d11. courtroom procedures, demeanor 

and presentation of testimony 2.9 1.9 1.0 20S task 44 

12. suspect identification 2.5 1.8 .7 2.S task 4 

13. external pressure groups, radical 
groups,. dissidents 2.3 1.2 1.1 2 task 1 

14. contemporary social problems 
(urban, ethnic, etc.) 2.2 1.2 1.0 2 task 1 

15. community needs and resources 2.3 1.2 1.1 2 task 11 

B. Organization and Management 

- d16. leadership and supervision 3.0 1.6 1.2 2.8 tasks 38, 42 

d17. police organization, administra-
tion, and operations 2.8 1.6 1.2 2.8 job pervasive 

lc and d = quad c and d knowledge/skill requirements respectively; e = require
ments added by consultants; r = requirements rejected by consultants. See attach
ments to Appendix for definitions of job requirement and proficiency levels. 

2Blank cells signify no future changes expected. 
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Table VIII-III-24 (Continued) 

Knowledge/Skill Profile of Patrol Supervisor 

Field Sample I Con-
sultants 
'0 ~ 

r-I <lIr-I I=! 
<Il ~ <Il aJ 

r-I :> en :> s , <Il r-I <Il ::1 aJ Cll 
aJ :> COH ~H ~ p::: ~J ..-l oM 

H u >.. <u ::1 
,0 'M U aJ \u ~ t:r o U ~ ~ U ~ aJ Cll 
t-) ~ H '" ~ C;l S p:j 

aJ 'M <lJ u aJ 
I=! a t: U l-l . r-I l-l CllN 
co Cll C;l'M Cll ::1 'M l-lr-l 

oM ~ 'rl 4-l 4-l en ::1 ;:l Cll 

Skills l '0 'rl '0 a 4-l ~ t:r u :> 
Knowledges and <Il ::1 Cll l-l 'rl a aJ ;:l '" Task Harkers ~O' >.:: p... 0 uP::: ~H 

1.0 12 I I 
18. police l~bor relations 2.0 1.0 I task 41 -

d190 planning and decision-making 2.8 1.2 1.6 2.8 1 task 38 

d~O. motivation, morale, and police i 
productivity 3.0 1.5 1.5 2.5 p.o ' task 41 

d21. departmental goals and objec-
tives 3.0 1.6 1.4 2.5 job pervasive 

d22. written and oral communications 3.0 1.8 1.2 2.5 job pervasive 

d23. personnel administration 2.6 1.2 1.6 2.5 task 41 

24. human relations/group processes 2.5 1.4 1.1 2.0 task 41 

C. Police Operations 

I Patrol Operations: 

e24a. patrol techniques: e.g., pre- I 
ventive, random, directed, I tasks 1, 2, 6, 
tactical surveillance 3.0 ~ 38 ° 

e24b. patrol methods: e. g. , 1 vs. 2 
man, marked vs. unmarked cars, 
teams vs. individual 2.5 tasks 1, 2, 38 

e24c. provision of non-criminal and I misc. public services 2.5 3.0 tasks 1, 3, 38 
---------.-

e24d. crime resistance (prevention) 
techniques 2.0 .5 added task 51 

'-
Conduct of Investigations: 

I I I I I 
~ r,d25. preliminary investigations 3.0 1.8 i 1.2 I 

26. techniques for identification of 
I 

! 

2.5 I I 
lost/stolen items 2.5 1.6 .9 

, 
task 10 

d:. 7. interviewing and eliCiting infor- 3.0 .1. 7 1.3 3 task 4 
mation 

d28. collecting, recording, analyzing 2.8 1.5 1.3 3 tasks 4, 27, 28, 
information 34, 35 

d29. information sources and inform-
ants 2.6 1.2 1.4 3 tasks 4, 26. 27 
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Table VIII-III-24 (Continued) 

Knml7ledge/Skill Profile of Patrol Supervisor 

Field Sample I Con- J 
sultants. 

r-i 
1: ... i" (I) .w (I) CJ 
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..-l H 'r-i 'H 'H rJ) :I l::l Q 

Knowledges and Skillsl . 
"Cl 'r-i '0 0 'H C t:7.w :> 
Q) :I (I) H 'r-i o CJ II::: CI ;:':0- ~p-< ~ ju ;::::: R t-1 , 

~O. visual and audio surveillance 2.2 iLl I I i 11.1 2.51 

31. field testing for intoxication I 
I 

or use of drugs 2.3 1.3 1.0 ;2 

c32. operation of breathalyzer 2.6 .9 1.7 12.8 

d33. investigation of specific crimes: 
e.g., arson, burglary, rape, 
homicide 2.8 1.4 1.4 3 

d34. preparation of clear, concise 
reports 3.1 1.8 1.3 3 

d35. traffic control 2.8 1.8 1.0 2.8 

d36. traffic la\vs and ordinances 2.9 1.9 1.0 2.9 

d37. traffic accident investigation 2.7 1.6 1.1 2.7 

c38. crowd/riot control 2.8 1.3 1.5 2.8 

c39. hostage and sniping situations 2.6 1.0 1.6 2.6 

40. crime strike/task forces 2.2 .9 1.3 2.5 

Emergency care and rescue: 

41. fire alarm response 2.1 1.6 .5 2.5 

42. first aid/rescue at accidents 2.5 1.8 .7 2.5 

d43. crisis intervention, dispute 
settlement 2.7 1.4 1.3 2.5 

Special Problems of Juveniles: 

44. juvenile jus tice system, laws 
and procedure 2.5 1.3 1.2 2.5 

45. prevention and control of juven-
ile delinquency 2.2 1.1 1.1 2.2 

Departmental Polices/Procedures: 

d46. arrest techniques 3.0 2.0 1.0 3 

d47. hot pursuit/defensive driving 2.9 1.8 1.1 3 
~ ,-

d48. use of physical force, lethal 
and non-lethal weapons 3.2 2.0 1.2 3 
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tasks 6, 38 -

task 9 

task 38 

job pervasive 

tasks 34, 35 

tasks 7, 38 

tasks 7, 38 

tasks 21, 38 

tasks 21, ~8 
-

tasks 21, 38 
I 

tasks 21, 38 

tasks 3, 21, 38 

tasks 8, 38 

tasks 11, 38 

task 45 

task 45 --

task 14 --"----
task 13 

task 15 
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Table VIII-III-24 (Continued) 

Knowledge/Skill Profile of Patrol Supervisor 

Field Sample i Con- I 
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'Cl +J 

M (liM c:: 
QJ +J QJ QJ 

M :> (fJ :> S· 
I QJ M QJ ::l QJ QJ 
QJ :> CUH ~H ~< 
~ QJ oM 

<+J 
'rl 

H +J :» ::l 
,0 'rl (J QJ +J c:: 0" 
o +J c:: c:: (J c:: QJ (l) ., c:: H QJ c:: CU S ~ 

QJ 'rl QJ +J QJ 
c:: S c:: (J /-l .M /-l (l)N 
cIj QJ rJ 'rl QJ ::l ·rl /-lM 

oM /-l 'M 'H 'H (fJ ::l ::l (lI 

'Cl 'M 'Cl 0 'H c:: 0" +J :> 
Know1edges and Skillsl QJ ::l QJ /-l 'M o d ::l QJ 

~ 0" ~P-< 0 u~ ~ HI 

Lo 1 i 
c,49. and of firearms 3.1 2.1 ;3 care use 

---- __ '''--4_ -----_. 
d50. defensive tactics/physical train- I 

ing 2.8 1.8 ~.O 13 
~-~~--'''-'''''.'-' --~- "-- -- w ____ .~ ___ • ~ - ,,' ~ -..... , . 

I 
., ... 

d51. disarming, handcuffing, other 
restraint 2.7 1.9 .8 3 

.. _---- -----~ - ~ ..... • _, . - ___ , ______ .~ __ ~ • '* •. ~ ...... ".'v--'" - ,_._ ",._L-,", ~ • - .. - " - - - ".- ".-_.-
c52. technique for searching a person 2.9 2.0 .9 2.9 

D. Staff Services 

53. use of agency computer terminal 2.0 .8 1.2 2 2.5 -,-_ ..... _--- -.-.-... ~--- ----.. -'~- --- ...... - ... ...,A.I -.-
54. data analysis, synthesis, inter-

pretation 1.9 .6 1.3 2 .- -
d55. use of agency files 2.6 1.3 1.3 2.6 

d56. police-connnunity relations 2.7 1.6 1.1 2.5 

57. police-media relations 2.5 1.3 1.2 2.5 

d58. release of information 2.6 1.3 1.3 2 

c59. issues requiring legal interpret-
ation 2.8 1.2 1.6 3 

E. Auxiliary and Technical Services 

60. departmental communications 2.5 1.6 .9 2 

61. criminalistics/forensic science 2.2 
i 
11.1 1.1 2 

c62. protection/analysis of crime scene 3.0 11.6 1.4 3 

63. police photography 1.8 I .6 1.2 1.8 I 

64. finger prints - collection, prep- i 
I 

aration, classification, use 1.9 I .8 1.1 2 

65. capabili ties of crime laboratory 2.3 !.1.3 1.0 2 . 
d66. availab ility , use, maintenance of I 

police supplies and equipment 2.8\1.6 1.2 2.5 ., 

t·_" 
, 
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tasks 15, 36 ... 
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tasks 14, 15 
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task 14 

added task 48 .. 

tasks 27, 35 
__ -_0 

added task 48 

task 43 
.-

task 31 

task 31 

tasks 14. 38 

task 30 

task 25 

tasks 3, 14, 38 

rejected task 22, 38 

tasks 25, 38 

tasks 25, 38 

tasks 36, 38 
added task 50 

_ .. 
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Patrol Supervisor 

Decision Based on the Knowledge Checklist Data 

, 
12, 13, 18, 31, 40, 41, 53, 32, 38, 39, 49, 52, 59, 62 

63, 64, 65 

Reject 
Knowledge f = 10 agreements f = 7 disagreements 
Item 

a c 

1, 2, 9, 14, 15, 24, 26, 30, 3, 4, 5, 6, 7, 8, 10, 11, 16, 

42, 44, 45, 54, 57, 60, 61 17, 19, 20, 21, 22, 23, 25, 27, 

Keep 28, 29, 33, 34, 35, 36, 37, 43, 

Knowledge 46, 47, 48, 50, 51, 55, 56, 58, 
Item 66 

f = 15 disagreements f = 34 agreements 
b d 

25 41 

Figure 2. Four-quadrant matrix showing agreement (67%) and disagreement (33%) between 
two independently conducted job analyses procedures on the knowledge and 
skill requirements of the patrol supervisor occupation. 

17 

49 
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knowledge checklist, the consultants made what they deemed to be more realistic 

adjustments in some of the requirement levels, and these adjustments are shown 

in Table VIII-III-24. 

The first line supervisor must know comparatively more knowledges and 

skills in order to perform capably than the patrol officer. There are 36 em

phasized knowledge/skill requirements for the operational occupation as opposed 

to 44 for the supervisory occupation. The level of proficiency required is 

also somewhat greater for the patrol supervisor (the average level is 2.6 as 

opposed to the average level of 2.4 for the patrol officer occupation). There 

is thus more depth and breadth of know1edges and skills required of patrol 

supervisors. 

Table VIII-III-24 also identifies the task markers for "the knowledge and 

skill requirements which were not rejected by the consultants (only one 

knowledge item was rejected, number 25). Five of the knowledge/skill require

ments are job perva.sive, while the majority of the requirements have one or 

more clearly identified task markers. The average number of task markers per 

knowledge/skill requirement is 1.7 markers. For the patrol officer occupa

tion, the average number of task markers per knowledge/skill requirement is 

1.3 markers. There is thus required a broader application of any given 

knowledge or" skill for the supervisory occupation. 

c. Training and Education Implications. We have already touched 

upon the training and education implications of our analyses so far of the 

patrol supervisor occupation by observing that it involves more tasks and a 

greater breadth and depth of knowledge and skill requirements than does the 

patrol officer occupation. The patrol supervisor must be fairly knowledge

able and skillful in both police operations and supervision. This fact is 
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further borne out by the rank ordering of the five broad subject areas 

according to the percentage of their emphasized knowledge/skill requirements. 

The ranking is shown below with the percentages and average requirement levels 

for the patrol supervisor occupation in parentheses to the left of those for 

the patrol occupation. 

B. Organization and Management (78%; 2.7), (33%; .2.4J 

c. Police Operations (68%; 2.7), (74%; 2.8) 

D. Staff Services (57%; 2.4), (0%; 2.1) 

A. Police Responsibilities and Environmental 
Relationships (53%; 2.7), (60%; 2.7) 

E. Auxi11iary and Technical Services (28%; 2.4), (28%; 2.3) 

We see from the above that the knowledge and skill requirements for 

police operations, responsibilities and environmental relationships, and 

auxi11iary/technical services need to be emphasized almost as much for the 

patrol supervisor occupation as for the patrol officer occupation. The differ-

ences between the two occupations are noticeable in that organization and 

management has the highest priority for the supervisory occupation, and staff 

services ranks third for this occupation as opposed to last for the patrol 

officer occupation. The average level of subject area emphasis for the super-

visory occupation (57%; 2.6) is also higher than the level for the patrol 

officer occupation (30%; 2.4). 

With regard to the specific know1edges and skills, those with the highest 

deficiency values (~1. 5. difference measure) are listed in Table VIII-III-25. 

These deficiencies are fewer in number and dissimilar in content from the 

knowledge/skill deficiencies of the patrol officer occupation. A review of 

our data from interviews with police chief executives and middle managers also 

appears to suggest that supervisory deficiencies are relatively less prominent. 
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Table VIII-III-25 

The Host Prominent Knowledge and Skill 

Deficiencies Typically Characteristic of Patrol Supervisors 

Item 
Numberl 

c32. 

d19. 

d23. 

c39. 

c59. 

d2D. 

c38. 

1 

Knm-lledge or Skill 

operation of breathalyzer 

planning and decision making 

personnel administration 

hostage and sniping situations 

issues requiring legal interpretation 

motivation, morale and police productivity 

crowd/riot control 

The codes c and d represent quad c and d items 

2 
The deficiency value is the difference measure drawn 
from Table VIII-III-24 
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!Deficiency 
Value2 

1.7 

1.6 

1.6 

1.6 

1.6 

1.5 

1.5 
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Supervisory training was only mentioned in four of the 31 agencies visited as 

either a critical training need or as a subject area needing improvement. 

There could be several explanations for why there are as few knowledge/skill 

deficiencies as there are within a relatively more complex, transitional occu

pation. First line supervisors may tend to retain much of their basic opera

tional proficiency. They undoubtedly get retrained or updated in some basics 

such as firearm's proficiency, for example, through annual or regular in

service training programs. Thirdly, the majority of the agencies visited 

routinely sent officers after promotion to first line supervisor to formal 

supervisory training programs. 

While it may not be a very high priority need within law enforcement, 

we suspect, new;~rtheless, that training of supervisors in supervisory and 

other proficiencies cannot be discounted as a problem. The average deficiency 

level for all emphasized knowledge/skill requirements is essentially the same 

for both supervision and patrol officer occupations (1.24 and 1.32, respec

tively). Moreover, the content of the most prominent deficiencie~ listed in 

Table VIII-III-25 indicates they are more or less evenly distributed among 

supervisory and very specialized, operational knowledge and skill training 

needs. Since most of the supervisors are sent to formal supervisory training 

programs, the supervisory deficiencies presumably represent deficiencies which 

remain following this training and must be met in other ways following this 

training. This raises the question of whether these needs are being satis

factorily met in college courseson personnel administration and other super

visory related courses which many police officers apparently are attending. 

Task orientation training and education data for the patrol supervisor 

occupation is summarized in Table VIII-III-26. The nature of the data is the 
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Table VIII-III- 26 

Training and Education Data on Patrol Supervisor Tasks w~th Emphasized Knowledge/Skill Requirement8 

>. 
1.1 .>t'tl 

Knowledge/Skill Requirement Numbersa C QlIIl'tl 
QI r-t ~ CJ 

-.1(,/ .oEo<C Training 
(Difficiency Values)b 

1.1 .... l'l ... 
-.1Q1 ;) QI l'l Sufficiencye Frequency Each Way Was Judged Best Way to Learn Task .... > .... ... QI 
QI QI l'lQl...l % Too J:I...l > $ >. 

.>t ~ .-I Little . On-the-job 
III IIlQl.-l (N-150) 

.;t'ask 
<0 0<)'" Training 

Eo< ): ... :l Academic Special Experienced by None ;) ... 
No. o <) Education Training Coworker Supervisor Other Needed cn< 

I 13 14 
~.bl.Lt1.0) 

24a lib 24c job 
exper 15% See Table VIII-III-22 

2 
124a 24b 2 job 
1- exner 12% 0 1 2 0 1 0 

3 I (1~3 41 62 24c 2 job 147-Co 5) (1.4) exper 0 2 0 0 0 0 

4 
• 12 27 2B 29 job 
! C. 7) (1. 3) (1.3) (1.4) 2 exper 34% 1 0 1 0 0 0 

6 
. 30 24a job 
(1.1) 2 41%. 0 1 0 0 0 0 exper 

7 I 35 36 3 job 
(l.0) (1.0) exper 5? 0 0 0 2 0 0 

11 I 15 43 job 
(1.1) (1."3) exper 30% See Table VIII-III-22 

12 I~ 1 ~ 2 job 27% !(B.) (1.4) (1.3) exper 1 1 0 1 0 0 

13 47 
3 job 

1(1."1) exper 18% 0 1 1 0 0 0 

14 7 46 50 51 52 59 62 3 job 16% i (1.4) (1:0) (I.O) (1."B) (:9)(1-:6) (1."4) exper 0 2 0 0 0 0 

15 8 4B 49 50 51 3 job 36% (1.3) (1."2) (1:0) (1:0) (:8) exper 0 2 0 0 0 0 

& 
formal 
trn ... 

16 B 3 formal 
(1-:-3) trng. n: 0 1 ·0 0 0 0 

18 3 4 5 8 3 job 
(CO) (.9) (C3) (1-:-3) 22% 0 2 1 1 0 0 

- exper 

19 7 job 
(C4l 2 13% 0 0 1 1 0 0 axper . 

21 I 37 38 39 40 41 2 job 34% 0 (l."1) (1:5) (I-:6) (1. 3) (.5) exper 2 2 1 2 0 

25 5 61 64 65 formal 
(1.3) (1.1) (1.1) (1.0) trng 30% See Table VIII-III-22 

26 29 3 job 55% , (1.4) exper 0 1 0 0 0 0 

27 28 29 54 3 job 14% 
(1:3) (1-:4) (1.3) expel' 1 5 1 0 0 0 

o 

-

College 
Course(s) 
Essential? 

# Yes (N)f 

1 (3) 

1 (2) 

1 (2) 

0 (1) 

0 (2) 

2 (3) 

0 (1) 

0 (2) . 
0 (2) 

0 (1) 

0 (2) 

0 (1) 

1 (5) 

0 (1) 

1 (6) 

-0 
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Knowledge/Skill Requirement Numbersa 

(Difflclency ValueB)b 

.. .. ' .. ' ..... . ...... 
Table VIII-III-26 (continued) 

Frequency Each Way Was Judged Best Way to Learn Task 
Training 

Sufficiencye 
% Too ~--------~--------r----------T----------~----~----~~--------~----

Task 
No. 

Little 
(N-1"50) 

Academic Special 
Education Training 

Experienced 
Coworker 

On-the-job 
Training 

by 
Supervisor 

None 
Other Needed 

College 
Course(s) 
Essential? 

DYes 

28 28 3 job 12% 0 5 0 1 0 0 2 (7) 
(1.3) exper 

31 57 58 job 1 1 0 0 0 0 1 
(1. 2) (1. j) 2 exper 33% (2) 

34 28 34 2 job 15% 1 4, 1 0 0 0 1 (3) 
Cl.3) Cl.3) exper 

35 28 34 54 2 job 34% 1 2 1 0 0 0 1 (2) 
'(~3) (~3)~(:~1.~3~) ______________ ~ __ ~ex~(p~ler~~ ______ -4 ________ 4-______ ~ _______ -r __________ +-__ -+ ____ -+ ______ ~------

49 66 job 2 0 1 0 0 0 
_36_+~(1~.~ci )~{~1 ;':' i:.l-)~_.,,_::__--=_=___=_,,-_=:__-~-1 ey.per 8% . 0 (3) 

16 19 30 32 35 36 37 
38 (~4)(1:6)(1.1)(1:r)(l:O)(~)(1:I) 

39 

41 

42 

43 

44 

48 

50 

51 

38 39 40 41 42 43 59 62 
(~5) (1:7) (1. 3) (.5) (. 7) (~3) (~6) (~4) 
63 64 65 66 24a 24b 24c 

(1.2)(1.1)(1.0)(1:2) - - -

10 
(l-:l) 
10 

(I. 1) 
16 

(1-:4) 
56 

I (1. f) 
11 

I{~O) 
53 

e1.2} 
66 

(1:2) 

18 20 23 24 
(1. 0) (1:5) (1:6) (l.l) 

55 
(l.l) 

3 job 
exper 

2 job 
exper 

2 

3 

job 
exper 
job 

exper 
job 

5 exper 
job 

3 exper 

2.5 

20% 

37% 

51% 

42% 

44% 

25% 

X· 
26% 

1 

o 

1 

1 

1 

1 

11 
(14%) 

4 

4 

8 

1 

o 

1 

53 
(69%) 

1 

o 

2 

o 

o 

o 

14 
(l8%) 

o 

o 

2 

o 

o 

1 

11 
(14%) 

2 

o 

o 

o 

o 

o 

5 
(6%) 

o 

o 

o 

o 

o 

o 

o 
(0%) 

3 

1 

3 

2 

1 

o 

22 
(28%) 

(6) 

(4) 

(12) 

(2) 

(1) 

(1) 

(77) 

aKnowledge/skill·requirement numbers refer to those in Table 3. Underscored requirements are the emphasized ones. There are no training and education 
data for the three tasks (tasks 47, 48, 50) added by the consultants. 

bOifficiency values are the difference measures drawn from Table 3~ 
COiificulty scale: 1 - not at all difficult, 2 - slightly difficult. 3 - moderately difficult. 4 - very difficult. 5 - most difficult 
dThere were three possible sources: job experience. formal training, college course 
eThere were three response categories: too little. about right. too much. A miniscule percentage checked the third category. 

f~ is the number of subject matter experts (authoritative job incumbents usually) who provided data on task difficulty. best way to learn. and 
essentiality of college c~urses. N is sometimes lower than the sum of the frequencies because some experts listed more than one best way. 

-

.. 
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same as that in Table VIII-III-22 for the patrol officer occupation, and we 

would add the cautionary note here that the number of subject matter experts 

(usually patrol supervisors) who provided training and education data using 

the functional job analysis procedure is even smaller for many of the tasks. 

With this caution in mind, the following observations are offered con-

cerning the training and education implications of the task oriented data in 

Table VIII-III-26. 

All of the 32 tasks have one or more emphasized knowledge/ 
skill requirements. The average number of such requirements 
per task is 3.2. This is noticeably more than the average 
number of such requirements for the patrol officer occupa
tion (204). 

The content of the tasks (tasks 1, 14, 15, 21, 38, 41) with 
the most knowledge/skill requirements is evenly differentiated 
between supervisory and operational responsibilities. 

The tasks range in judged level of difficulty from easy to 
most difficult. The average difficulty level is 2.5 as 
opposed to 2.8 for the patrol officer occupation. The one 
task (task 43) judged most difficult (by one and only one 
subject matter expert) probably is a difficult one sin~e it 
requires promoting crime prevention, an often neglected or 
underemphasized individual, community and agency responsibility, 
before public groups. 

As with the patrol officers in our sample, the patrol super
visors judged informal on-the-job experience to be the most 
valuable of the actual sources for learning to perform tasks 
capably. 

The percentage of patrol supervisors who felt they received 
too little training ranged from five percent to 55 percent. 

For all but two tasks (tasks 26.and 41), the majority of respondents felt the 

amount of training received was about right. The two tasks involve recruit-

ing informants on the one hand and performing personnel and administrative 

actions on the other. The average percentage for all of the listed tasks 

(26%) is roughly the same as that for just the supervisory related tasks (28%). 
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Thus, about one-fourth of our sample of supervisors typically have received ;: .... 

too little supervisory training and too little training (in-service apparently) 

in the other areas of responsibility. We say "apparently" because we are not 

certain whether supervisors were thinking about their initial recruit train-

ing or in-service training in responding to the question of the task checklist. 

The majority of the supervisors judged special (in-service, 
presumably) training to be the one best way to learn most 
of the tasks. 

On seven of the tasks (tasks 3, 4, 12, 31, 35, 42, 43), one
half or more of the respondents felt that college courses 
would be essential or highly desirable for performing the 
tasks. However, a review of the GED ratings for these tasks 
cast some doubt on the essentia1:Lty of a college course (al
though the average GED ratings for reasoning, 3.7; and 
language development, 3.7; were both higher than the average 
ratings for the patrol of.ficer tasks). For two of the other 
tasks (tasks 20 and 38) in the profile, however, the GED 
ratings imply the desirability of a college course(s). 

d. Future Outlook for Patrol Supervisor Occupation. During the 

final occupational analysis conference, few changes were said to be realis-

tically expected to occur in the patrol supervisor occupation during the 

next five years. No changes were expected in the task profile. Only four 

knowledge and skill requirements were expected to increase in emphasis: 

20. :Motivation, morale, and police productivity - This require
ment is expected to become a core element of the future 
supervisor's job because of increasing emphasis on produc
tivity and because of the relatively little emphasis it 
has received traditionally. 

24c. Provision\of non-criminal and miscellaneous public services -
This requirement will increase as part of the continued 
trend to provide more of these types of services and as 
police agencies become more social-service oriented. 

24d. Crime resistance (prevention) techniques - This require
ment will increase because it traditionally has been rela
tively neglected, but crime prevention is gradually becoming 
recognized as a more potential strategy of coping with in
creasing criminal activity. 
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Use of agency computer terminal - This will increase because 
of expanded use of computers and computer terminals. 
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I 5. Occupational Analysis of Detective 

I a. Detective Task Profile. Task checklists were completed and 

returned by 154 detectives. Their distribution by agency type, as shown in 

I Table 18 is essentially the same as that of patrol off~cers. The median 

I 
age of the detectives was 33.5 years, and they had a median of eight years 

of employment in their agencies. The median level of formal education attained 

I at the time of the study was approximately two years or college. 

The task profile of the detective occupation is shown in Table 27 and 

I includes 37 of the 49 tasks in the original checklist plus five tasks added by 

I the consultants during the final occupational analysis conference. The 12 

rejected tasks failed to meet the criterion for being retained in a final 

I composite profile and deal primarily with supervisory type activities. A 

thirteenth task (task 23) failed to meet the criterion, b1;tt the consultant 

I recommended restoring it to the profile. The four added t~sks account pri-

I marily for tasks written in by the respondents. 

, 
Detectives typically spend a moderate amount of their time or more on 

I 12 of the tasks (tasks 1-3, 8, 10, 12, 17, 29, 33, 35, 37 and 49)0 These 

I 
tasks thus define the most prominent core of the detective occupation in so 

far as amount of time consumed is concerned. Of the 12 core tasks, inter-

I 
<" 

viewing complainants, witnesses and victims of crime is clearly the most 

time consuming task of all. In light of the recent research findings that , purportedly indicate it is the interviewing done by patrol officers who are us-

I 
ually the first to respond to the scene that account for most of the solving 
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Task 
No. a 

1. 

2. 
3. 

4. 

5. 

6. 

7. 
8. 
9. 

-10. 
11. 
12. 

13. 
14. 

15. 
16. 
17. 
18. 

19. 

20. 

21. 

'\ 

Table VIII-III-27 

Task Profile of Detective/Criminal Investigator Occupation 

Task Description 

Interviews complainants, witnesses and victims of crime to gain informa-
tion on current or unresolved cases. 
Examines and evaluates information from interviews and observations 
Reads, reviews and evaluates crime investigation report and related 
material on cases e 

Responds to calls for service or help and takes action to alleviate or 
control re~~rted situation. 
Enters and conducts search of premises specified in warrant or following 
"hot Dursuit" of suspec~_ or fu~!itive 
Collects, receives, inventories, stores, issues, accounts for and 
disposes of physical evidence of crime. 
Establishes and carries out surveillance of Eersons and things. 
Plans for and interrogates suspects. 
Supervises or conducts "line-up" and other suspect identification tech-
niques when warranted. 
Studies and evaluates available information on susEects. 
Searches for. identifies and recovers lost or stolen property. 
Enforces law situationally, exercising judgement and discretion as to 
most effective means for controlling or resolving problems. 
Assists people with problems or refers them to public service agencies. I 

1 

Establishes and updates general intelligence and information files on 
kno~m offenders and criminal activity. 
Pursues fleeing suspects or fugitives by vehicle or on foot. 
Arrests, searches and secures suspects and fugitives. 
Informs arrested Eersons and sus~ects of l~l rights. 
Uses physical force and protective equipment such as revolver~ baton, 
handcuffs, shot gun and tear gas when necessary to subdue resistance, 
prevent escape or protect self or public. 
Discusses charge and circumstances of arrest with arresting officer to I ensure they are in accord with law and deEartment Eolicy. I 

Evaluates circumstances and releases arrested person on a citation rather I than taking into custodl when warranted. 
Conceives, plans and recommends improvements, innovations and changes 

I 
in department policies, objectives, and procedures for coping with crime 
or providi_!!.S.~blic service. 

%. Who Median amount 
of time spent do Task on 

Task b 

98.1 2.6 
100.0 2.4 

90.8 2.2 

74.7 1.4 

94 .2 1 3 

76.6 1.3 
90.8 1.5 
97.4 2.2 

6ll.3 1.1 
97.4 2.1 
83.7 1.6 

87.0 2.0 
90.8 1.4 

70.8 1.5 
87.0 1.1 
96.1 1.8 
98.1 2.2 

95.5 1.2 

83.8 

I 
108 

55.9 1.1 

45.8 I 1.1 
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Table VIII-III~27 (Continued) 

Task Profile of Detective/Criminal Investigator Occupation 

Task 
Task Description % Who Median amount 

No.a do Task of time sp'ent on 
Taskb 

22. Responds to scen~ of major occurrences. 72.7 1.5 
23. Photographs locations, individuals, and crime and accident scenes. 33.8 1.2 
24. Diagrams or sketches locations, individuals and crime and accident scenes. 50.6 1.1 
26. Searches for, collects, labels and packages physical evidence found at 

crime and accident scene. 68.2 1.5 
28. Recruits informants on criminal activity and solicits information from 

them. 90.9 1.9 
29. Reports periodic and daily activities verbally and in writing to super-

visor. 90.3 2.1 
30. Participates in staff meetings, briefings, professional meetings, confer-

ences and coordination meetings. 56.5 1.2 
31. Prepares "wanted" advisories for distribution to other officers and 

agencies. 69.5 1.2 
33. Prepares individual case folders. 90.9 2.3 
34. Prepares and submits requests, and supporting affidavits and documents 

for arrest and search warrants. 89.6 1.6 
35. Records field actions and observations and transposes information into 

formal.report of crimes. accidents or other activities and action taken. 80.5 2.2 
36. Receives, revietl1s, revises and forwards reports and files on daily 

_~~t~vities , crime., .. ?:c£~.~el!!:§'J. and other.incidents. 50.0 1.8 
37. Prepares formal charges on suspects. 87.6 2.1 
44. Prepare witnesses for testifying in court. 56.5 1.2 
48. Talks with individuals such as juveniles. and families of juveniles to 

build respect for law and order, advise on acceptable behavior 'and 
redu~e cri~e and unacceQtab1e activity. 52b3 1.6 

49. Testifies at judicial proceedings. 98.7 2.0 
(50.)iChecks files and documentary sources of information. 
(5l.)!Protects the crime scene. 
(52 .J; Excnanges -r:ilformauon on cases w~th prosecuting attorney, probation 

I officer. or parole officer. 
(53.)\ Transports or guards persons in custody. 
(54.)!Operates voice radio equipment or information system terminal to receive 

! lanAL&!v~ i~Qrill~t10n. 
aTask numbers in parentheses denote tasks added by consultants during final occupational analysis conference. 

bl = A very small amount of time., 2 = a moderate amount of time, and 3 = a considerable amount of time. 
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of crimes, one wonders how much of the follow-up interviewing by detectives 

might be a futile effort. 25 

Some of the tasks in the profile are probably less prominent areas today 

within the detective occupation because of the emergency of the new specialty, 

evidence technician (to be reported on shortly below). The task (number 26) 

involving searching for and collecting physical evidence, for instance, is 

performed by 68% of the detectives in our sample who spend between a very small 

and a moderate amount of time on this task in contrast to the evidence techni

cians in our sample, 100% of whom perform this task and spend a considerable 

amount of time on it. 

b. Detective Knowledge and Skill Requirements. The knowledge 

checklist was completed by 33 respondents, mostly detectives. The distri

bution of these respondents by type of agency is shown in Table 18. The 

checklist is the same as that completed by the patrol officers and super

visors. Summary data on the responses to the checklist items by the detec

tives are presented in Table 28. The four-quadrant matrix in Figure 3 

identifies the 30 quad d and 15 quad c items to be emphasized as knowledge/ 

skill requirements (three of these were later rejected by the consultants -

25, 38, and 42). The consultants made what they judged to be more realistic 

adjustments in some of the requirement levels, and these adjustments are shown 

in Table 28. 

The number of emphasized knowledge/skill requirements is roughly the 

same as that for the patrol supervisor occupatioTh and both are higher than 

that for the patrol officer occupation. The average level of the emphasized 
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Table VIII-III~28 

Knowledge/Skill Profile of Detective Occupation . 
Field Sample . Con-

sult nts 
"0 ~ .... cu ..... r:: 

cu ~ cu cu .... ::- (/) > e 
I CII .... cu ::l cu cu 
cu ::- COH ~H ,... 
~ CII ..-l 'T"I 

,.oH ~» <~ ::l 
..-l C) cu ~ r:: 0" 

0,,", r:: r:: C) r:: CJ cu 
~ ~ H cu r:: ~ e cG . . ..-l cu ~ I;J 
r:: e r:: c;r ,... ..... ,... CUN 
co CII CO..-l cu ::l 'r-! ,... ..... 

..-l,... ..-l "-I "-I (/) ::l ::l CJ 

Knowledges and Skills1 
"tJ..-l "0 0 "-I r:: ~~ > CII ::s CII ,... 'r-! Task Harkers ~C" ~p.. A 

o ~ :l (!) 
UcG .... H 

I 
A. Police Responsibilities and Environ- , I 

mental Relationships I 
1. police history, role and mission 2.2 1.7 .5 2.2 2.5 job pervasive 

d2. criminal justice system/agencies/ 
relationships 2.9 1.6 1.3 2 .. 9 added task 52 

d3. criminal/civil laws 3.2 2.1 1.1 3 tasks 16, 19 

d4. criminal/civil legal procedures 3.1 1.9 1.2 3 tasks 5, 17 

d5. laws of evidence 3.5 1.9 1.6 3 tasks 16, 44, 

c6 0 legal issues and trends in crim-
inal law enforcement 2.8 1.6 1.2 2.8 tasks 16, 17, 

d7. local jurisdiction, laws and 
ordinances 3.0 1.9 1.1 3 job pervasive 

d8. police authority, responsibil-
ities, rights and civil liability 3.3 2.2· 1.1 3 tasks 16, 18, 

d9. preparation and execution/issu-
ance/processing of a warrant or 
subpoena 3.2 1.1 2.1 2 task 34 

dlO. citizen rights and processing of 
complaints against officers 2.9 1.7 1.2 2.5 tasks 16, 17 

dll. courtroom procedures, demeanor 
and presentation of testimony 3.5 2.1 1.4 2 task 49 

d12. suspect identification 3.2 1.9 1.3 2.5 task 9 

13. external pressure groups, radical 
groups, dissidents 2.3 1.4 .9 2.3 task 4 

14. contemporary social problems 
(urban, ethnic, etc,,) 2.3 108 .5 2.3 none 

15. community needs and resources 2.3 ·1.5 .8 2 task 13 

B. Organization and ~mnagement 

c16. leadership and supervision 206 1.2 1.4 2 task 22 

1 c and d = quad c and d knowledge/skill requirements respectively; e= requirements 
added by consultants; r = requirements rejected by consultants. See attachments to 

Appendix for definitions of job requirement and proficiency levels. 2 . 
Blank cells signify no future changes expected. 
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Table VIII-III-28 (Continued) 

Knowledge/Skill Profile of Detective Occupation . 

" 

" 

, 

Knowledges and Skillsl 

17. 

rI8. 

d19. 

c20. 

421. 

d22. 

r23. 

24. 

police organization, administra
tion, and operations 

police labor relations 

planning and decision-making 

motivation, morale, and police, 
productivity 

departmental goals and objectives 

written and oral communications 

personnel administration 

'human relations/group processes 

Police Operations 

Conduct of investigations: 

Field Sample Con- I 
suIt nts I 

"t:I 4.J 
...c Q.l...c c:: 
Q.l 4.J Q) Q) 

...c > III > e 
I Q.l .-I Q) :l Q) CJ 
Q.l > Cllo-l ~o-l 1-1 
~ Q.l ..-I 

~~ 
'M 

H 4.J >.. ::l 
.0 ..-I tJ Q) ~ c:: 0" 
04.J c:: c: tJ c:: (!) Q) 

~ c:: H Q) c: Cll 5 ~ 
Q.l ..-I Q) 4.J Cl 

c:: S c:: tJ 1-1 .-I 1-1 aiN 

'" Q.l 
Cll'rl Q.l ::l 'M 1-1.-11 .... 1-1 ..-II.!-! I.!-! CI) :l :::l C) 

"Cl..-l "t:I 0 I.!-! c: c1.w :> 
Q.l ::s Q.l 1-1 OM o Cli :::l (!) 
::Co< ;:;::p.. A U e:::: .... ,.J I 

2.5 1.6 .9 1 .2 

2.0. 1.1 .9. 

2.9 1.4 ,1.5 2.91 , 

! I I I I 
3.0. 2.0 : 1.0 1 2 , 

. 
I I i i 

2.7 1 1.7 ' 1.0. 2 I 

! 
3.31 1.8 11.5 3' I i 

1 2.2! 1.0 l1.i ! 
2.4 ! , ! 1.6 I .8 2.4 I 

I 
I 

r,d25. preliminary investigations 3.5 1~8 1."/; 
I I 

c26. techniques for identification of I : I 
! 

° 
I 1. lost/stolen 1tems 3.1 1.8.1.3 2 

d27. interviewing and eliciting infor-
, 

I 
, 

mation 3 0 5 1.5 2.0 3 I 

d28. collecting, recording, analyzing I ; 
! 

information 304 1.6 1.8 3 

d29. information sources and informants 3.4 1.2 2.2 3'.4 

d30. visual and audio surveillance 2.9 1.4 1.53 

31. field testing for intoxication or i I use of drugs 2.4 104 10Q ') 
L. 2.5: 

r32. operation of breathalyzer 1.8 .8 1.C I 
d33. investigation of specific crimes: I 

e.g., arson, burglary, rape, 
I homicide 3.5 1.4 2. 3.5 

d34. preparation of clear, concise I 
I 

reports 3.7 1.8 1.( 2 3 I 

Traffic supervision and safety: 

r35. traffic control 2.2 2.0 •• 
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Task Harkers 

task 30 

job pervasive 

none 

job pervasive 

job pervasive 

job pervasive 

. 
task 11 

tasks 1, 2, 8 

tasks 3, 14 

task 28 

task 7 

task 6 

job pervasive 

task 35 
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Table VIII-III -28 (Continued) 

Knowledge/Skill Profile of Detective Occupation -
Field Sample Con- I 

suIt lDts 
.' 

e' 

lCnowledges and Skills 1 

r36. traff~c laws and ord~nances 

c37. traffic accident investigation 

Police tactical operations: 

r,c38. crowd/riot control -

c39. hostage and sniping situations. 

c40. crime strike/task forces 

. Emergency care and rescue: 

r4l. fire alarm response 

r,c42. first aid/rescue at accidents 

43. crisis intervention, dispute 
settlement 

Special problems of juveniles: 

c44. juvenile justice system, laws, and 
procedure 

45. prevention and control of juvenile 
delinquency 

Departmental policies/procedures: 
-. 

d46. arrest technigues 

d47. hot pursuit/defensive driving 

d48. use of physical force, lethal and 
non-lethal weapons 

c49. care and use of firearms 

dSO. defensive tactics/physical train-
ing 

d51. disarming, handcuffing, other 
restraint 

c52. technique for searching a person 

D. Staff Services 

53. use of agency computer terminal 

54. data analysis, synthesis, inter-
pretation 

.... 
Qj .... > 

I 0) .... 0) 
Qj > CU~ rx: Qj ~ 

H 4.1 >-
.0 ~ (J 
04.1 r: r: 
~ r: H 0) 

0) ~ 
r: f:l s:: (J cu Qj CU~ 
~J.I ~IH 
'O~ '0 0 
Qj =' Q,I 1-1 
):::0' ):::p.. 

. 2.4 , 2.0 
1 

I 2.6 2.0 i 

2.8 1.9 

.2.8 1.2 

2.6 1.2 

2.3 1.7 

2.6 2.1 

2.5 1.8 

2.9 1.6 

2.5 1.5 

1 
3.4 I 2.2 

3.2 2.0 

3.5 2.2 

3.3 2.4 

2.9 2.3 

3.0 2.3 

3.3 2.4 

2.1 1.1 

2.0 .9 
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'0 u 
0) .... r: u Q,I 0) 
en > e 
;:3 Q,I Q,I 

~....l 1-1 
'M <u ;:3 

0) u s:: C' 
(J s:: Q) Q,I 
s:: cu e p:: 
Q,I U Q) 
1-1 .... 1-1 Q,lN 
Q) ;:3 'M 1-1 .... 1 
~ en :: ::l Q) 
IH g g U > 
'M ::l Q) 
'0 UO:::: ~....l 

.4' 

.62.6' 
, 

.9 

1.6 3 

1.4 2.6 

.6 

.5 

.7 2.5 

1.3 3 

1.0 2.5 

1.2 2 

1.2 3 

1.3 3 

.9 3 

.6 3 

.7 3 

.9 3 

1.0 2 2.5 

1.1 1 2 

Task Markers 

task 26 

task 22 

tasks 3, 7, 22 
rejected task 40 

tasks 4, 48 

task 48' . 

task 48 

task 16 

task 15 

task 18 

task 18 

task·18 

tasks 16, 18 

tasks 16, 18 

added task 50 

task 3 
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Table VIII-III-28 (Continued) 

Knowledge/Skill Profile of Detective Occupation . 
Field Sample ' Con- I 

!:;ult mrc:: ! 
-0 ., 

r-f QJr-f ~ 
QJ ., QJ QJ 

r-i > en > E 
I QJ r-i QJ ::J QJ QJ 
QJ > (\IH ;o'H ... 
tr: QJ 'r4 • ..-4 

H ., >. <., ::J 
.0 'r4 () QJ ., c: 0-o ~ c: c: () c: cuI QJ ..., ~ H QJ c: mEo.:: . QJ -..-4 QJ ~ c;1 
~ a ~ () ... .-i ... QJN 
(\I QJ (\I • ..-4 QJ ;:j • ..-4 I ... .-i 

-..-4 ... • ..-4 4-1 4-1 CIl=:J:J 

Skills! 
'0-..-4 -0 0 4-1 c:t;1~> 

Know1edges,and QJ ::J QJ ... ...-4 o ::;I:l c.: Task Harkers ~o- ~p.. Cl uc::i~H 

d55. use of agency files 2 08 1.4 ; 1.4i 2 : 
I t.asks 10, 14, added 

: I I 
d56. police-community files 2.6 1.8 I .8 2 "tasK 48 task 50 

57. police-media relations 205 1.3 1.2 2 rejected task, 32 

d580 release of information 2.8 102 1.6 2 rejected task 32 

d59. issues requiring legal interpreta-
tion 2.8 1.4 1.4 2 task 16 

Auxiliary and Technical Services 

c60. departmental communications 208 1.9 .9 2 task 4,added task 54 

61. crimina1istics/forensic science 2.4 .9 1.3 2.5 2.7 task 26, added ~asks 

protection/analysis 1.6 
",_..5.L. 

c62. of crime scene 3.4 1.8 2.5 2.7 task 6, added task ~l 

63. police photography 2.5 .8 1.7 2.5 task 23 

64. finger prints - collection, prep- 2.41 .9 1.5 2.4 task 26, rejected 
aration, classification, use task 27 

c65. capabilities of crime laboratory 3.0 1.4 1.6 2.5 2.7 task 26 

d66. availability, use, maintenance of 
police supplies and equipment 3.0 1.8 1.2 2~5 job pervasive 
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c: 
0 

'.-1 
til 

'r"I 
CJ 
c:J 
A 

13, 18, 

De~mphasize 
53, 57, 

.- or 
Reject 

Kl1.ow1cdge 
Iteo 

a 

1, 14, 
Emphasize 
Knowledge 

Ite.":l 

b 

Decision Based on the Knowledge Checklist Data 

Deemphasize or Reject 
Knowledge. Item . -

23, 31, ~2 , 35 ; ... ,. 
,,)0, 41, 

63 

f = 12 agreements 

15, 17., 24, 43, 54, 61, 

f = 9 disagreements 

2l: 

45, 6, 

44, 

'c 

64 2, 

19, 

34, 

59, 

. . d 

Emphasize Knowledge Item 

16, 20 " 26, 3,7 , 38, 39, 40, 42, 

49, 52, 60, 62, 65 

f = 15 dis Dgreements 

3, 4, 5, 7, 8, 9, 10, 11, 12, 

21, 22, 25, 27, 28, 29, 3O, 33, 

46, 47, 48, 50, 51, 55, 56, 58, 

66 

f = 30 agreements . 
... 

45 

27 

39 

66 

.Figure 3. Four-quadran.t matrix sho~o1ing agreement (64%) and disagreement (36%) between 
two ind?pendently conducted job analyses procedures on th~ knowledge and 
skill requirements of the detective occupation. . 
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knowledge/skill requirements for the detective occupation is also roughly 

equivalent to that of the patrol supervisor occupation, and both again are 

higher than the average level for the patrol officer occupation. The detective 

occupation is thus more like the patrol supervisor occupation in that both 

involve an equally greater depth and breadth of knowledges and skills than 

does the patrol officer occupation. 

Table 28 also identifies the task markers for the knowledge and skill 

requirements which were not rejected by the consultants. Eight of the know

ledge/skill requirements are job pervasive, while the majority of the require

ments have one or more clearly identifiable task markers. the average number 

of task markers per knowledge/skill requirement is 1.4, which represents a 

breadth of knowledge/skill application closer to that of patrol officer 

(average of 1.3 task markers) than that of patrol supervisor (average of 

1.7 task markers). 

c. Training and Education Implications. We have already observed 

that the detective occupation is more like the. patrol supervisor occupation 

than the patrol officer occupation in the number and scope of tasks involved 

and of the knowledges and skills required. The detective and patrol supervisor 

occupations are also more alike in that the broad knowledge/skill subject 

areas of organization and management, auxi11iary and technical services, 

and staff services are not as overshadowed in prominence by police operations 

requirements a$ they are in the patrol officer occupation. The rank ordering 

of the five subject areas for the detective occupation according to the per

centage of their emphasized knowledge/skill requirements is shown below, 

followed by the percentages and average requirement levels. 
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A. Police Responsibilities and Environmental Relationships (73%; 2.9) 

C. Police Operations (64%; 3.1) 

D. Staff Services (57%; 2.5) 

E. Auxilliary and Technical· Services (57%; 2.8) 

B. Organization and Management (56%; 2.6) 

As with the patrol supervisor occupation, the average level of subject area 

emphasis for the detective occupation is higher than for the patrol officer 

occupation. 

With regard to the specific knowledges and skills, those with the highest 

deficiency values (~ 1.5 difference measure) are listed in Table 29. There 

are roughly the same number of prominent deficiencies for this occupation 

(14) as there are for the patrol officer occupation (12). All five broad 

Flubject areas are represented in the content of the detective knowledge/skill 

deficiencies, but investigative knowledge/skill requirements grouped within 

the area o~ police operations predominate. The most predominate deficiencies 

are thus in one of the two most prominent knowledge and skill categories. 

Moreover, these deficiencies represent weaknesses or training needs in many 

of the more prominent tasks of this occupation. 

Task oriented training and education data for the detective occupation 

is summarized in Table 30. The following observations are offered concerning 

the training and· educational implications of the data shown in this table. 

All of the 29 tasks have one or more emphasized knowledge/ 

skill requirements, and thus, each should receive relatively 

more attention than the tasks with no emphasized knowledge/ 

skill requirements in designing the task-oriented content of 
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Item 1 
Number 

d29. 

d9. 

d33. 

d27. 

d34. 

d28. 

d5. 

c39. 

d58. 

c62. 

c65. 

d19. 

d22. 

d30. 

Table VIII-III~29 

The Most Prominent Knowledge and Skill Deficiencies 

Typically Characteristic of Detectives 

Knowledge or Skill 

information sources and informants 

preparation and execution/issuance/ processing 
of a '\Tarrant or subpoena 

investigation of specific crimes: e.g., arson, 
burglary , rape, homicide 

interviewing and eliciting information 

prepa.:tation of clear, concise reports 

collecting, recording, analyzing information 

laws of evidence 

hostage and sniping situations 

release of information 

protection/analysis of crime scene 

capabilities of crime laboratory 

planning and decision-making 

written and oral communications 

visual and audio surveillance 

1 The d d d d d d . cO,es c an represent qua c an 1tems 

2 The deficiency value is the difference measure 
drawn from Table 28. 
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Deficiency 
Value2 

2.2 

2.1 

2.1 

2.0 

1.9 

1.8 

1.6 

1.6 

1.6 

1.6 

1.6 

1.5 

1.5 

1.5 
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2 
--

3 
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10 

11 

14 

15 

16 

17 

18 

Table VIII-III-30 
t 

Training and Education Data on Detective Tasks with Emphasized Knowledge/Skill Re~uirement8 . 
• >-. 

~'tI cJ 
= OII!11't1 

Knowledge/Skill Re~uirement Numbersa 011 .-4 <II CII 
.... cJ ,of-4= Training 

(Difficiency Values)b 
cJ.-4 <II ~ 

Frequency Each Way Judged Beat Way to Learn Task .... CII ~ 011 .., Sufficiencye .... > .-4 ~ CII 
CII CII <llCII,..:I % Too &:1,..:1 > § >-
~ L1ttle On-the-job ... .-4 

Training !II !llCII.-4 (N"154) <II • o <J <II 
Special Experie~ced . by Hone foe' ~ ).4 :s Academic ~ ... 

Coworker Supervisor Other Heeded o cJ Education Training 11)< 

27 
4 

job 
26% 0 0 2 0 0 0 (2.'0) exper. 

27 
3 

job 29% 3 2 3 4 0 0 (2:0) exper. - ----
28 40 54 3 

job 
20% 2 6 3 0 1 0 (L8) (1:4) (1.1) exper. 

13 43 60 2 
job 

14% 0 2 0 0 0 1 (.9) (.7) (:'9) exper. 
t-. -

4 2 
job 34% 1 1 1 1 0 0 (i:-2) exper. r--' 
job 31 62 3 .,25% 1 3 3 0 0 0 (1.0) (1:6) exper. 

30 40 2 job 35% 0 2 1 1 0 0 (1.5) (1.4) exper. 
-

27 
4 

job 41% 
, 

0 0 2 0 0 0 (2:0) exper. 

12 3 
job 41% 1 2 6 2 1 0 (1:3) exper. 

55 1 
job 26% 1 2 1 0 0 0 (1:4) exper. 

26 2 
job 

18% 0 1 1 0 0 0 (1:3) exper. 

28 55 2 
job 

34% 2 4 9 1 4 0 (1.8) (1.4) exper. 

47 3 
job 

16% 0 3 1 0 0 0 (1:2) exper. 
_3 5 §. 8 10 46 

(1.1) (i:-6) (1.2) (1:-1) (1.2) (1.-2) 
4 

job 
10% 3 8 2 0 1 0 

51 52 59 exper. 
(-:-7) (:9) (1:4) 

I (1~2) 6 10 2 
job 3% 2 2 2 0 0 0 (1.2) (l:2) exper. 

I (l~1) 48 49 50 51 52 3 
job 27% 2 6 3 0 1 0 (1-:3) (:9) (.6) (.7) (:9) exper. 

~ 

College 
Course(s) 
Essential? 

(H)f , Yea 

0 (4) 

'--

1 (6) 

3 (11) 

1 (3) 

1 (4) 

2 (11) 

0 (2) 

0 (4) 

1 (9) 

0 (3) 

0 (2) 

5 (15) 

0 (3) 

1 (8) 

0 (6) 

0 (7) 
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Table VIII-III- 30 (continued) 

. , 
>-

~"C u 

Knowledge/Skill Requirement Numbers· 
c 41V1"C 
41 pojlGGI 

.... u ,.DE-<C Training 
(Diffieieney Values)b 

Upoj CIS .... 
.... 41 =' 41 IG Sufficiency· Frequency Each Way Judged Beat Way to Learn Task .... > poj .... 41 
41 41 ClSGI~ % Too t:I~ > § >-
~ U rot Little On-the-job College 
VI VI 41 rot (N"154) Training Coursc(s) 
E!' a u CIS 

Task ~ .... =' Academic Special Exper~enced . by None EssentiaU =' u (N)f . No. ~~ Education Training Coworker Supervisor Other Needed , Yea ----
19 3 6 8 3 

job 19% 0 2 1 1 0 0 0 (2) (i:"1) (i:"2) (1:-1) exper. 
--- ---------

22 16 39 40 2 formal 33% 0 2 1 1 1 0 0 (4) 
(1.4) (1;6) (1:4) trng. 

26 37 61 64 65 4 
job 21% 1 2 1 0 0 0 1 (5) 

(:6) (1.3) (1.5) (1:6) exper. 

28 29 3 job 44% 0 1 0 0 0 0 0 (1) 
(2-:2) exper. 

34 9 .. 2 job 42% 0 3 0 0 0 0 2 (3) 
(2:-1) exper. 

35 
34 3 

job 
19% 0 4 0 1 1 0 2 (6) 

(1-:9) exper. ' . 
44 5 3 

job 28% 0 0 0 1 0 0 0 (2) 
(C6) . exper • 

48 43 44 45 56 4 job 36% 0 1 0 0 0 0 0 (1) 
(.7) (iJ) (1.0) (:8) exper. 

49 5 11 3 job 23% 1 2 1 1 0 0 1 (4) 
(1:0) (1.4) exper. 

50 53 55' 61 
(1.0) (1:4) (1.3) 

51 
62 

(1:6) 

52 2 
(1:-3) 

54 60 
':9 

-x· x· 20 61 44 14 10 1 21 
2.8 26% (16%) (48%) (35%) (11%) (8%) (.8%) (17%) (126) 

aKnowledge/skill requirement numbers refer to those in Table 11. Underscored requirements are the emphasized ones. There are no training and education 
data for the tasks added by the consultants. . 

bOifficiency values are the difference measures drawn from Table 11. 
CDifficulty sc~le: 1 - not at all difficult. 2 - slightly difficult, 3 - moderately difficult, 4 - very difficult,S - most difficult 
dThere were three possible sources: job experience, formal training, college course 
eThere were three response categories: too little, about right, too much. A miniscule percentage check~d the third category. 
fN is the number of subject matter experts (authoritative job incumbents usually) who provided data on task difficulty, best way to learn, and 
essentiality of college courses. N is sometimes lower than the sum of the frequencies because some experts listed more than one best way. 
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a training program for new detectives. The average number 

of such requirements per task is 2.2. 

The tasks range in judged level of difficulty from easy to 

very difficult, with an average level of 2.8 (moderately 

difficult). The five tasks judged very difficult (tasks 1, 

18, 16, 26 and 48) deal primarily with enforcement and 

investigative interactions between the detective and offenders 

or clients. 

Informal on-the-job experience was judged to be the most valu

able of the actual sources for learning to perform all but one 

task (task 22). 

- The percentage of detectives who felt they received too little 

training ranged from three percent to 44 percent. About 75% 

of the detectives sampled were generally satisfied with the 

amount of training received. 

The majority of the detectives judged special training to be 

the one best way to learn most of the tasks, but an experienced 

coworker was also considered by ~ny to be the best way. 

For only one task (task 34) did the majority of detectives 

think that college courses would be essential or highly desir

able. A review of the GED ratings for this task, however, 

does not lend supporting weight to the reviewers' judgment. 

Moreover, the reviewers themselves were inconsistent in judg

ing the same task to be only slightly difficult. For one of 

the other tasks (Task 21) in the profile, however, the GED ratings 

imply the desirability of a college course(s). 
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d. Future Outlook for Detective Occupation. The conclusion of the 

" final occupational analysis conference was that no changes were expected 

during the next five years in the task profile of the detective occupation. 

Basic investigative operations were expected to remain essentially unchanged, 

although"it was predicted that there would be greater reliance on computerized 

criminal information to detect criminal patterns and modus dperandi. It was 

also predicted that ~etectives will generally become more sophisticated in 

their approach, will appreciate the value of physical ev.idence more, and will 

place less value on the role of the informant. There were 10 knowledge/skill 

requirements which were expected to increase in emphasis during the next five 

years: 

1. Police history, role and mission - This requirement will in

crease in parallel to the increase for the patrol officer. 

9. Preparation and execution/issuance/processing of a warrant 

or subpoena - It is expected that detectives will have to 

become more "literate" in this paperwork. 

17. 

20. 

31. 

34. 

53. 

Police organization, administration and operations - Detectives 

will have to become more perceptive of this subject area. 

Motivation, morale and police productivity - There will be an 

increased emphasis on police productivity. 

Field testing for intoxication or use of drugs -. There will 

probably be an improvement in field'testing techniques. 

Preparation of clear, concise reports - The same basis for the 

prediction on number 9 above. 

Use of agency computer terminal - There will be greater re

liance on computerization. 
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54. Data analysis, synthesis, interpretation - There will be more 

emphasis placed on the analysis of criminal information as a 

means of detecting patterns of crime and modus operandi. 

61. Crimina1istics/forensic service - There will be an increased 

knoloJ1edge of crimina1istics and crime scene techniques. 

62 •. Protection/analysis of crime scene - The same basis for the 

prediction on number 61 above. 

Independently of the final conference, we would add here the speculation 

that detectives five years from now will become less distinguishable from 

patrol officers if the emergence of team policing and/or police agents be

come an established trend. 
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6. Occupational Analysis of Detective Supervisor 

a. Detective Supervisor Task Profile. Task checklists were completed 

and returned by 96 detective supervisors. Their distribution type appears in 

Table VIII-Ill-lB. The median age of these respondents was 40.5 years, and they 

had a median of 15.5 years of employment in their agencies. The median level of 

formal education attained by the respondents at the time of the study was slightly 

over two years of college. 

The task profile of the detective supervisor occupation is shown in Table 

VIII-III-31 and includes 41 of the 49 tasks in the original checklist plus six 

tasks added by the consultants during the final occupational analysis confer-

ence for a total of 47 tasks, the same number as the number of tasks comprising 

the patrol supervisor profile. The eight rejected tasks failed to meet the cri-

terion for being retained in a final composite profile. The rejected tasks deal 

essentially with specialized crime scene search and analysis work and secondarily 

with court-related work. The additional tasks were primarily added to account 

for tasks written in the checklist of the respondents. 

b. Detective Supervisor Knowledge and Skill Requirements. The 

detective supervisor knowledge checklist was completed by 34 respondents, mostly 

incumbents. rbe distribution of these respondents by type of agency is shown in 

Table VIII-Ill-lB. The checklist is the same as that completed by the patrol 

officers, patrol supervisors, and detectives. Summary data on the responses to 

the checklist items by the detective supervisors are presented in Table VIII-III-

32. The four-quadrant matrix in Figure 4 identifies the quad d and c to bec'em-

phasized as knowledge/skill requirements (three of these were later rejected by 

the consultants - items 25, 35, and 36). (There are slightly more requirements 
\~ 

for thei:detecti,ve supervisor occupation-46 requirements--than for the patrol 
\ 
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Table VIII-III-31 

Task Profile of Detective Supervisor Occupation 
, 

Task 
Task Description % Who Median amount 

No.a 
do Task of time spent on 

Task b 

1. Interviews comp~ainants, witnesses and victims of crime to gain infor-
mation on current or unresolved cases. 90.6 1.8. 

2. Examines and evaluates information from interviews and observations. 95.8 2.0 
3. Reads, reviews and evaluates crime investigation report and related 

material on cases. 97.9 2.6 
4. Responds to calls for service or help and takes action to alleviate or 

control reported situation. 52.6 1.2 
5. Enters and conducts search of premises specified in warrant or following 

"hot nursuit ll of susnect or fmdtive 78~9 1.2 
6. Collects, receives, inventories, stores, issues, accounts for and dis-

noses of Qhysi~evidence of crime. 51 0 1 2 
7. Establishes and carries out surveillance of persons and things. 80.2 1.4 
8. Plans for and interrogates suspects. 82.3 1.5 
9. Supervises or conducts "line-up" and other suspect identification tech-

niques when warranted. 56.3 1.1 
10. Studies and evaluates available information on suspec'ts. 93.7 1.7 
11. Searches for,_ identifies and recovers lost or stolen property. 61.7 1.2 
12. Enfor,ces law situationa11y, exercising judgement and discretion as to , 

( 

most effective means for controlling or resolving problems. 84.6 1.7 
13. Assists people with problems or refers, them to public service agencies. 82.1 1.6 
14. Establishes and updates general intelligence and information files on 

known offenders and criminal activity. 63.8 1.5 
15. Pursues fleeing suspects or fugitives by vehicle or on foot. 64.2 1.1 
16. Arrests, searches and secures suspects and fugitives. 87.5 1.3 
17. Informs arrested persons and suspects of legal rights. 87.2 1.3 
18. Uses physical force and protective equipment such as revolver, baton, 

handcuffs, shot gun and tear gas when necessary to subdue resistance, 
prevent escape or protect self or public. 87.5 1.1 

19. Discusses charge and circumstances of arrest with arresting officer to 
ensure they are in accord with law and department po1icv. 94 0 8 2.0 

20. Evaluates circumstances and releases arrested person on a citation rather 
than taking into custody when warranted. 51.0 1.1 

21. Conceives, plans and recommends improvements, innovations and changes in 
department policies, objectives, and procedures for coping with crime or 
providing public service. 71.9 :;c" 1.3 

L...--_____________ """---______ ~_~ _____ ~ ___ . ___ ._. 



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

< 
H 
H 
H 

Task 
No.a 

22. 

28. 

29. 
30. 

3l. 
32. 
33. 
340 

35. 

36. 

37. 
38. 

40. 

41. 
42. 

43. 

45. 

46. 
47. 

Table VIII-III-3l (Continued) 

Task Profile of Detective SuperVisor Occupation 

Task Description 
i 

I 
( 

Responds to sc~ne of major occurrences, provides advice and assumes 
leadershiQ of situation as needed I 
Recruits informants on criminal activity and solicits information from 

, 
~ ~ , 

them. 
Reports periodic and daily activities verbal13 and in writing to supervisor. 
Participates in staff meetings, briefings, professional meetings, confer-
ences and coordination meetings. 
Prepares "wanted" advisories for distribution to other officers and agencies. 
Provides official information to news media and government agencies. 
Prepares individual case folders. 
Prepares and" sub1nits requests, and supporting affidavits and documents for 
arrest and search warrants. 
Records field actions and observations and transposes information into 
formal report of crimes. accidents or other activities and action taken. 
Receives, reviews, revises and forwards reports and files on daily activi-
ties . ,~rime. a~~idents and other incidents 
Pr.epares formal" charges on suspects. 
Prepa:res; reviews, approves and forwards summary and statistical reports on 
crime and police activity. 
Coordinates crime strike force, major investigations, or other multi-
jurisdictional police activity. 
Assigns detectives and related personnel to duty. 
Monitors, supervises and plans and schedules investigative operations and 
personnel. 
Receives reports and takes action on complaints against investigative per-
sonnel or unit operations. 
Performs personnel and administrative actions such as interviewing appli~ 
cants, hearing grievances, evaluating job performance, taking disciplinary 
action, recommending awards, approving promotions and counseling subord-
inate personnel. -
Teaches law enforcement and investigative technigues in formal classes. 
Responds to local citizen and government groups to promote understanding 
of the crime problem, advise on citizen responsibility and assist in deter-
ring criminal activity. 

- - - -
i. Who .Median amount 

do Task of time spent on 
Task b 

76.8 1.4 

72.3 1.6 
92.7 2.0 

89.6 1.4 
52.1 1.2 
65.3 1.2 
64.9 1.3 

67.7 1.3 

64.9 1.2 

R? .1 22 
62.5 1.2 

74.7 1.4 

58.3 1.4 
89.6 2.4 

87.5 2.3 

71.9 1.2 

81.3 1.5 
52.1 1.2 

56.8 1.1 
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Table VIII-III-3l (Continued) 

Task Profile of Detective Supervisor Occupation 

Task Task Description %. Who 
l1edian amount 

No.a of time spent on do Task TaskP 

49. Testifies at judicialp_roceedings. 85.4 1.3 
_(50.) Checks files and documentary sources of information. 

(51.) Protects the crime scene. 
(52.) Exchanges information on cases with prosecuting attorney, probation 

officer--1 or ...Qarole officer. 
(53.) Tr~~s~rts or guards persons in custo4y. 
(54.) Arranges for the maintenance of equipment and/or the replenishment 

of supplies. 
(55.) Operates voice radio equipment or information system terminal to receive 

and llive information. 

aTask numbers in parentheses denote tasks added by consultants during final occupational analysis conference. 

b 
1 = A very small amount of time, 2 = a moderate amount of time, and 3 = a considerable amount of time • 



I 
I 
I 
.1 
I 
I' 
I 
I' 
I 
I 
I 
I' 
I 
I 
I 

.. 

I 
I 
I 
I 

Table VIII-III-32 

Knowled e/Ski11 Profile of Detective Su ervisor Qccu a . 

Field Sample . Con

Knowledges and Skillsl 

A. Police Responsibilities and Environ- I I 

mental Relationships 
, 
I 
I 

1. police history, role and mission 2.5 2.0 .5 12.5 , job pervasive 

d2. cri~nal justice system/agencies/ 
··ielationshi ps 3.0 1.9 ~.l 3 added task 52 

d3. criminal/civil laws 3.2 2.0 .8 3 tasks 16, 19 

d4. criminal/civil legal procedures 3.2 1.9 ~.3 3 tasks 5, 17 

dS. laws of evidence 3.5 2.2 1.33 tasks 16, 19 

d6. legal issues and trends in crim-
inal law enforcement 2.9 1.8 1.1 2.9 task 12 

. 
d7. local jurisdiction, laws and 

ordinances 3.1 2.1 1.0 3 tasks 12, 16, 20 

dB. police authority, responsibil-
ities, rights and civil liability 3.3 . 2 •. 2 1.1 3 tasks 16, 17, 18 

----"', 
d9,? preparation and execution/issu-

ance/processing of a warrant or 
subpoena 3.3 1.5 1.8 3 task 34 

dID. citizen rights and processing of 
complaints against officers 3.1 2.0 1.1 2.5 tasks 43, 45 

411. courtroom procedures, demeanor 
and presentation of testimony 3.3 2.1 1.2 3 task 49 

dl2. suspect identification 3.2 2.1 1.1 2.5 task 9 

13. external pressure groups, radical 
groups, dissidents 2.4 1.3 1.1 2.4 task 21 

14. contemporary social problems 
(urban, ethnic, etc. ) 2.3 1.7 .6 2.5 task 13 

! 
15. community needs and resources 2.5 1.8 .7 2.5 I task 13 

B. Organization and ~~nagement 

~16. leadership and supervision 3.1 1.5 1.6 2 2.5 task 45 

1 -
~ and d = quad c and d knowledge/skill requirements respectively; e = requirements 
added by consultants; r= requirements rejected by consultants. See attachments to 

2Appendix for definitions of job requirement and proficiency levels. 
Blank cells signify no future changes expected. 
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Table VIII-III-32 (Continued) 

Knowledge/Skill Profile of Detective Supervisor Occupation 
0 , 

Field Sample . Con-
sult mts 

0' 0 0 

-0 U .... CIJ .... t: 
CIJ u CIJ CI.I .... > en > E 

I CIJ .... CI.I :l CIJ CIJ 
CI.I > tOH ~H ... 
~ CIJ .... .... 

H ~» <~ :l 
.0 .... 0 CIJ U C 0' 
o~ C c 0 c CI.I CIJ ., ~ H CIJ C r.l E ~ 

0' 
.0 .... CIJ U CI.I 

t: a ' t: 0 ... .-1 ... IlIN 
to CIJ to or-! III :l or-! ... .-1 

oM ... .... \i-f \i-f en :l :l CJ 

Knowledges and Skills! 
-0 .... -0 0 \i-f g g u ;> 

CI.I :l CI.I ~ -ri :3 CI.I Task Harkers ~O' ~p.. Cl UC:::: ~H 
" , 

d17. police organization, administra- I 

tion, and operations 2.9 1.6 11• 3 2 2.5 task 21 

18. police labor relations' 2.0 1.2 .8 2 task 45 

d19. planning and decision-making 3.0 1.6 1.4 2 task 42 

d20. motivation, morale, and police, 'D 

productivity 3.2 1.9 1.3 2.5 300 tasks,42, 45 

421. departmental goals and objectives 300 2.0 1.0 2 tasks 21, 42 

d22. written and oral communications 3.2 201 1.1 2.5 task 42 

d2.3. personnel administration 2.7 1.3 104 2 task 45 

d24. 'human relations/group processes 207 1.6 1.1 2 task 45 . 

c. Police Operations 

Conduct of investigations: 

r,d2s. preliminary investigations. 303 2.3 1.0 

c26. techniques for identification'of 
lost/stolen items 3.0 2.0 1.0 2 task 11 

d27. interv~ewing and eliciting infor-
304 2.1 103 3 tasks 1, 2, 8 mation 

d28. collecting, recording, analyzing 
information 3.3 201 102 3 tasks 3, 14 

d29. information sources and informants 3.3 107 1.6 3.5 task 28 . 
d30. visual and audio surveillance 2.9 1.4 1.5 209 task 7 

31. field testing for intoxication or 
use of drugs 2.2 1.6 .6 2 task 6 

.32. operation of breathalyzer 2.0 .8 1.2 .\ 

d33. investigation of specific crimes: 
e.g., arson, burglary, rape, 
homicide 3.4 1.7 1.7 3.4 job pervasive 

d34. preparation of clear, concise 
reports 3.4 2.2 1.2 3 t1ask 35 

Traff~c supervision and safety: j) 

r,c3S. traffic control 2.6 2.0 .6 " 
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Table VIII-III-32 (Continued) 

Knowledge/Skill Profile of Detective Supervisor Occupation 

I .. Field Sample . Con-
. suIt mts ., .' '0 I.) 

r-I 4Ir-I c: 
CII I.) CII CII 

.1 
r-I > II) > e 

I CII r-I CII :l CII CII 
CII > ro....:l ~....:l J.4 . 
~ CII ...-I .... 

....:l 4.)>' <: I.) :l 
.0 .... () CII I.) c: C" 

I 
01.) c: c: () c: CJ CII 
~ c: H CII c: ro ep:: 

o· .' CII .... CII I.) QJ .. c: e c: t.I J.4 M J.4 CIIN 
ro CJ ro °ri CII :l ori J.4 M I o' ...-I J.4 ...-14-1 4-1 II) :l :l CJ 

I Skills! 
'0 .... '0 0 4-1 C:~I.» 

Knowledges and QJ :l CII ~ ori oCJ:lCJ
1 Task Harkers ):C" ):p.. Cl U~~....:l 

r ,e36. traffic laws and ordinances 2.6 2.2 .4 

I' 37. traffic' accident investigation 2.5 2.1 .4 3 tasks 1, 2 

Police tactical operations: 

" 38. crowd/riot control 2.5 1.8 .7 2.5 task 22 I: c39. hostage and sniping situations. 2.8 1.5 .3 4 task 22 

d40. crime strike/task forces 2.9 1.3 .6 2.9 task 40 

I o Emergency care and rescue: 

41. fire alarm response 2.0 1.8 .2 

I 42. first aid/rescue at accidents 2.5 2.1 .4 2 task 4 

43. crisis intervention, dispute 

I 
settlement 2.5 2.0 .5 2.5 task 4 

Special problems of juveniles: 

c44. juvenile justice system, laws, and 

I procedure 
.. 3.1 1.8 .3 3 task 48 

c45. prevention and control of juvenile 

I 
de1inqu.ency 2.6 1.5 .1 2.5 task 48 

Departmental policies/procedures: 

d46. arrest techniques 3.4 2.4 .0 3 task 19 

i d47. hot pursuit/defensive driving 2.8 202 .6 2.8 task 15 . 
d48. use of physical force, lethal and 

I· .. non-lethal weapons 3.5 2.5 1.0 3 tasks 18, 19 

c49. care and use of firearms 3.2 2.5 .7 3 task 18 

I 
d50. defensive tactics/physical train-

ing 2.7 2.2 .5 3 tasks l6~ 

d5l. disarming, handcuffing, other 

I 
restraint 2.7 2.3 .4 3 tasks 16, 18 

c52. technique for searching a person 3.2 2.3 .9 3 task 18 

I 
D. Staff Services 

53. use of agency computer terminal 2.3 1.2 1.1 2.3 2.5 added' task 50 

54. data analysis, synthesis, inter-
Ii 

I pretation - 2.0 1.0 j1.0 2 2 .• 5 task 38 
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~now1edge/Ski11 Profile of Detective Supervisor Occupation 
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. Con- I 

5.';lt ~ . 
~ cu ~ ~ 
cu ~ cu cu 

~ :> til :> e 
I cu ~ cu ~ cu cu 
cu :> co~ ..., o-l ).4 

ex: cu ..-t ra .... . 
~ ~:>. <: ~ ~ 

.0 "riU cu ~ I:: 0-
OlJ ~ I:: U I:: <ll cu .,p H cu I:: B ~I~ - cu .... cu 
~ a .p U ).4 M ~ CUN 
co cu I1l "rl cu :J"rl ).4 M I "ri).4 ..-t~ ~ tII:J:Jc:J 

Skills! . 
"U..-t '0 0 ~ I:: ~ > 

Xnowledges and cu ~ cu ~ "rl o ~:l C!) Task Harkers ~o- ~~ 0 u c::: ~ ~I I~I 

d55. use of agency files 2.9 1.8 1.1 2. tasks 10, 14, ~~d~g tas 
d56. po1ice-commun~ty f~les 2.7 1.9 .8 2.5 task 47 

d57. police-media relations 2.7 1.5 1.2 2.51 task 32 

I d58. release of information 3.0 1.5 1.5 2 task 32 

d59. issues requiring legal interpreta-
tion 3.0 1.6 1.4 3 tasks .17, 19 

I E. Auxiliary and Technical Services 

60. departmental communications 2.5 2.0 .5 2 task 4, added task 55 

I d61. crimina1istics/forensic science 3.0 1.4 1.6 3 rejected task 26, adde 
. f ::I!':" :: 

c62. protection/analysis of crime scene 3.6 2.1 1.5 3 task ~~ r:~rlp~a~~~k2~1 

I 63. police photography 2.3 1.2 1.1 2.3 rejected task 23 

64. finger prints - collection, prep-
aration, classification, use 2.4 1.4 1.0 

1'- c65. capabilities of crime laboratory 3.1 
I 

1.8 ~.3 2.5 rejected task 26 

I 
d66. availability, use, maintenance of 

\1.0 police supplies and equipment. 3.0 2.0 2.5 task 42, added task 54-

'". 
-. 
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Decision Based on the Know1e?ge Checklist Data 

Deemphasize or Reject Emphasize Knowledge Item 
Knowledge Item 

13, 18, 31, 32,37,38,41, 42, 26, 35, 36, 39, 44, 45, 49, 52, 

Deemphasize 53, 60, 63 62, 65 

or 
Reject 

Knowledge f = 11 agreements f = 10 disagreements 21 
Item , 

i 

la 
i 
I 
i c 
I 

1, 14, 15, 43, 54, 64 I 2, 3, 4:; 5, 6, 7, 8, 9, 10, 11, 12, 

Emphasize 16., 17, 19, 20, 21, 22, 23, 24, 25, 
Knowledge I 

I 27, 28, 29, 30, 33, 34, 40, 46, 47, Item t 
48; 50, 51, 55, 56, 57, 58, 59, 61, 45 

66 
f = 6 disagreements f = 39 agreements 

b d 

17 49 ·66 

Figure 4. Four-quadrant matrix showing agreement (76%) and disagreement (24%) between 
two independently conducted job analyses procedures on the knowledge and 
skill requirements of the detective supervisor occupation. 
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supervisor occupation--40 requirements). The consu1~ants made what they judged 

to be more realistic adjustments in some of the requirement levels and these 

adjustments are shown in Table VIII-III-32. The average requirement level for 

the emphasized know1edges and skills is the same as for the patrol supervisor 

occupation. 

Table VIII-III-32 also identifies the task markers for the know1ege and 

skill which were not rejected by the consultants. Two of the requirements are 

job pervasive (items 1 and 33), while the majority of them have one or more clearly 

identifiable task markers. The average number of task markers per knowledge/skill 

requirement (1.4) is identical to that for the detective occu~ation and lower than 

that of the patrol supervisor occupation (1.7). Thus, while there are more empha

sizec .• knowledge/ skill requirements for the detective superviso,r than for the 

patrol supervisor with an identical number of tasks, the applicability of any 

given knowledge or skill for detective supervisor is narrower or more specialized. 

c. Training and Education Implications. The rank ordering of the 

five subject areas ror the detective supervisor occupation in terms of the per

centage of their knowledge/skill requirements to be emphasized is shown below 

, followed by the percentages and average requirement levels: 

B. Organ~zation and Management (89%; 2.9) 

A. Police Responsibilities and Environmental Relationships (73%; 2.9) 

D. Staff Services (71%; 2.6) 

C. Police Operations (64%; 2.9) 

E. Auxil1iary and Technical Services (57%; 208) 

The most prominent knowledge and skill deficiencies which characterize de

tective supervisors are listed in Table VII1-1I1-33. Unlike the patrol supervisor 
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Table VIII-III-33 

The Most Prominent Knowledge and Skill Deficiencies 

Typically Characteristic of Detective Supervisors 

Item 1 Knowledge or Skill Deficiency 
Value2 Number 

'd9. preparation and execution/issuance/processing 
of a warrant or subpoena 

d33. investigation of specific crimes: e.g., arson, 
burglary, rape, homicide 

d16. leadership and supervision 

d29. information sources and informants 

d40. crime strike/task forces 

d61. criminalistics/forensic science 

d30. visual and audio surveillance 

d58. release of information 

c62. protection/analysis of crime scene 

1 The codes c and d represent quad c and d items 

2 The deficiency value is the difference measure 
drawn from Table 32. 
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deficiencies whiS~ are divided among those pertaining to supervisory knowledges 

and skills on the one hand and operational knowledge and skills on the other 

hand, only one of the detective supervisor deficiencies pertains directly to 

supervisory requirements. The more prominent deficiencies are in specialized 

investigative knowledges and skills. 

Task oriented training and education data for the detective supervisor 

occupation is summarized in Table VIII-III-34. The data are fragmentary (for 

some tasks, reviewers were not available) and mostly based on very small numbers 

of subject matter reviewers (usually job experts or incumbents), so the follow-

ing observations should be treated with circumspect. 

-All of the 34 tasks listed have one or more knowledge/skill 
requirements. The average number of requirements per task is 
two. 

- The tasks range in judged level of difficulty from slightly diffi
cult to very difficult, with an average level of 3.0 (~oderately 
difficult). The five tasks (tasks 1, 2, 5, 8, and 24) judged 
very difficult deal primarily with investigative or search pro
cedures with the exception of the one supervisory task. 

- Informal on the job experience was judged to be the most valuable 
of the actual sources for learning all of the tasks. 

- The percentage of detective supervisors who felt they received too 
little training ranged from eight percent to 44%. 

- The majority of detective supervisors judged special training to 
be one of the best ways to learn most of the tasks. 

-There is no task in which a majority of the detective supervisors 
judged a college education or college courses to be essential or 
highly desirable. A review of the GED ratings, however, suggest 
the desirability of college course(s) for two tasks (tasks 21 and 42). 

d. Future Outlook for Detective Supervisor Occupation. The conclusion 

of the final occupational analysis conference was that no changes in the task pro-

file of the detective supervisor occupation can realistically be expected to occur 
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7 
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9 
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14 

15 

16 

17 
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Table VIII-liI- 34 
I 

'Training and Education Data on Detective Supervisor Tasks with Emphasized Knowledge/Skill Requiremen~s . 
>-

.lo!'tI 0 
~ CIlrn'tl 

Knowledge/Skill Requirement Numbersa CIl .-IIlICIl 
~(J .oe-o~ Training 0.-1 III I.< 

to Learn Task (Difficieocy Values)b ~ CIl =' CIl III SufHc1encye Frequency Each Way Judged Best Way .... > .-I I-< CIl 
CIl CIl IlICIl~ 7. Too A~ :> S >- Little On-the-job College ,).l ... .-I 

Course(s) OIl rnCll.-l (N=34) Training t!. o <J nl 

None Essential? ::c '" =' Academic Special Experienc~d . by 
(N)f 

=' ... o 0 Education Training Coworkers Supervisor Other Needed , Yes (/)< 

27 37 4 
job 

217- a a 1 a a 0 a (1) 
(1-:3) (.4) expcr. 

27 37. 
4 

job 
24% a a 1 a a a a (1) 

(1:3) ( .4) exper. 

28 
3 

job 
16% 2 3 2 0 0 0 2 (6) (1.2) exper. 

4 
4 

job 
177. 0 a 1 0 0 0 a (1) 

(1.3) exper. 

31 62 job 
117- See Table VIII-Ill-XIII (.6) (3.5) exper. 

30 job 
.27% See Table VIII-Ill-XIII (1.5) exper. 

27 
4 

job 
337- 0 a 1 0 0 0 0 (1) 

(1.3) exper. 

12 
3 (1:1) 

job 
exper. 32% 1 1 2 1 1 a 0 (3) 

55 2 
job 

21% 1 1 a a 0 a 0 (1) 
(1.1) exper. 

26 job 
23% See Table VIII-Ill-XIII (1:0) exper. -

6 7 job 
22r. See Tab~e VIII-Ill-XIII (1.1) (CO) exper. _._--_. . . 

(2) 28 55 " 2 
job 

29% 1 1 a 0 1 0 1 
(1.2) (1."1) exper. 

47 
3 

job 
13% a 1 1 a a a 0 (1) (.6) exper. 

3 5 7 8 50 51 
3 

job 
8% a 2 a a a 0 0 (2) 

(-:-8) (1-:-3) (CO) (C1) (:5) (:4) exper. 

4 8 59 
3 

job 4% 0 1 a 0 0 0 0 (1) 
(1. 3) (Cl) (1.4) exper. 

8 48 49 50 51 52 3 
job 

227- a 2 a a 0 0 a (2) 
(1-:-1) (1-:0) (-:7) (:5) (:4) (:9) expel'-. . 
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". Table VIII-III- 34 (continued) 
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>- . . 
U ~.., .. 
C ~en'" 

Knowledge/Skill Requirement Numbers& tI .... r.lCI 
-It) ,of-"C Training U.-I ~ '"' Frequency Each Wa~ Judged Best Way to Learn Task (Difficiency Values)b 'M ~ ;:l Q) ~ Suffidoneye .... > .... '"' Ql Ql Q) ~CI~ 7. Too A~ > § >- Little On-the-job College ~ 4J '"" Training Course(s) en !l)Q)..-I (N=34) ;!. au..., 

Academic Special Experienced by None Essential? ~ '" :I 
(N)f. 

Task ;:l 4J 

training CO'olo'Cke'Cs Supervisor Other Needed , Yes o (J Education .No. til < 

3 5 46 48 59 jO? 137- See Table VIII-Ill-XIII 19 {L8) (1.3) (r.-I» (1:0) (1-:4') expor. 

7 job 12% See Table VIII-Ill-XIII 20. (i~O) exper. 

! 13 17 21 
3 job 447. 0 1 0 0 I 0 0 0 (1) 21 (L1) (1.3) (1-:0) exper. 

38 39 job 297- 0 I 1 1 I 0 0 0 0 (2) 2 22 (.7) (1:3) exper. 

29 job 
See Table VIII-Ill-XIII 

28 (1-:6) exper. 397-

57 58 job 32% 1 0 I 0 I 0 I 0 0 0 (1) 32 (1.'2) (i:5) 3 expe'C. 

9 job 
25i. See Table VIII-Ill-XIII I 34 (1-:-8) exper. 

0 0 1 (3) 
34 job 16% 0 3 0 0 35 (1-:"2) 3 exper. - - - -- -~-. - " .. ----- - -~-~. --

0 (1) 
40 job 337- 0 0 1 0 0 0 40 (1-:6) 2 exper. 

19 20 21 22 66 I job 167- 0 0 1 2 1 0 2 (4) 42 (1:4) (1-:3) (1.0) (1:1) (1:0) 4 expe'C. 

10 job 24% 0 2 0 0 
I· 

0 0 1 (2) 43 (1:1) 2 exper. 

10 16 18 20 23 24 job 29% See Table VIII-Ill-XIII 45 {1.1) (1.6) (.8) (1:3) (1.'4) (1.1) exper. 

56 job 40% See Table VIII-Ill-XIII 47 (.8) exper. 

11 job 23% 1 1 0 1 0 0 ,0 (1) 3 49 
(1. 2) exper. 

=11' 
55 

r ~_ (~.l) (1:1) 
. 

61 62 
51 (1.6) (1.5) 
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Tal?.le VIII-III- 34 (continued) 
t 

>- I 

CJ .¥"a 

~ow1edge/Ski11 Requirement Numbersa 
c: ClIII"a 
CI ~ ." CI 

..-ICJ .oe-oc: Training 
(Difficiency Va1ues)b 

CJ~ ., ... 
..-I CI ;:l G) ." Sufficiencye Frequency Each Way Judged Best Way to Learn Task .... > ~ ... c:I 

~.s fOG)...:z % Too 
:> 5 >. 

.¥ ... ~ Little On-the-job College III IIIG)~ (N~34) o u ." Training Course(s) ~. Task :£ ... ;:l Academic Special Experienced : by None Essentiall ;:l ... 
. No. o u 

Ul< Education Training Coworkers Supervisor Other Need~c1 ~ Yes enf. 
52 2 

(1-:1) 

54 I~ 
I (1.0) 

x· X'- 7 20 12 4 3 0 7 (37) 
3.0 23% (19%) . (54%) (32%) (ll%) (8%) 0 (19%) . 

aKnowledge/skill requirement numbers refer to those in Table. 15. Underscored requirements are the emphasized ones. There are no training,and education 
data for the tasks added by the consultants. 

bDifficiency values are the difference measures drawn from Taqle 15. 
cDifficulty scale: 1 - not at all difficult. 2 - slightly difficult. 3 - moderately difficult. 4 - very difficult. 5 - most difficult 
dThere were three possible sources: job experience. formal training, college course 
eThere were three possible categories: too little. about right. too much. A miniscule percentage checked the third category. 
fN is the number of subject matter experts (authoritative job incumbents usually) who provided data on task difficulty, best way to learn, and 
essentiality of college courses. N is sometimes lower than the sum of the frequencies because some experts listed more than one best way. 
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during the next five years. Changes in emphasis, however, are expected in five 

knowledge/skill requirements: 

16. Leadership and supervision - A gradual movement of officers with 
education in police administration from patrol to detective 
supervision assignments is expected to occur. 

17. Police organization, administration .and operations - An in
creased emphasis is expected here fOlC' the same reason given 
for the leadership and supervision rf~quirement. 

20. Motivation, morale and police productivity - This is expected to 
become a core element of the future first-line supervisor's job. 

53. Use of agency computer terminal - 1~is will increase because of 
expanded use of computers and computer terminals. 

54. Data analysis, synthesis, interpretation - There will be more 
emphasis placed on the analysis of criminal information as a 
means of detect.ing patterns of crime and modus operandi. 
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7. 9ccupational Analysis of Evidence Technician/Crime Scene Analyst 

a. Task Profile. Task checklists were completed and returned by 

32 evidence technicians/crime scene analysts (hereafter referred to in the 

text as evidence technicians). Their distribution by type of agency is 

shown in Table 18. The median age of these respondents was 33.5 years, and 

the median length of employment in their agencies was seven years. The 

median level of formal education attained by the respondents at the time of 

the study was about two years of college. 

The task profile of the evidence technician occupation is shown in 

Table 35 and includes all but one (task 12) of the 19 tasks in the original 

checklist plus two tasks added during the final occupational analysis con

ference. The rejected task failed to meet the criterion for retention and 

dealt with disposal of evidence, a responsibility usually of the property 

rOOm. Another task (task 9) failed to IDeet the criterion, but was returned 

to the final composite profile by the consultants •. One of the tasks (task 

20) added is the essence of the evidence technician's responsibility. This 

was not an oversight in the construction of the initial checklist, but an 

attempt to differentiate the analytical and interpretative components of 

the work from the preliminary observing or visual "examining" implied in the 

first task in the checklist. The second task added (task 21) was added in 

recognition 6f the fact that while detectives are usually (50 percent or 

more of the time) in charge of crime scenes, if the evidence technician is 

the only agency representative at the scene at any given moment, he/she is 

in charge and has to explain, console, and in other ways relate to whomever 

else is present. 
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_ Table VIII~III-3S 

Task Profile of Evidence Technician/Crime Scene Analyst 

Task Task Description % Who Median amount 
No.a of time spent on do Task Taskb 

1. Examines crime scene and surrounding' area prior to collection of evidence, 
discusses ana clarified known facts of case with officer in charge, and 
determines most effective search~rocedure and identification techniques. 96.9 2.6 

2. Searches for, locates, marks, collects, labels, packages, and handles 
Ehysical evidence and latent fingerprints found at crime scenes. 100.0 2.8 

3. Makes castings of footprints, tire prints, tool marks, and other impres-
sions found at crime scenes. 87.5 1.1 

4. Photographs crime scene prior to removal of evidence to provide permanent 
record. 93.8 2.S 

5. Photographs individuals and locations under police surveillance. 50.0 1.1 
6. Draws scale diagrams of crime scene. 81.3 1.6 ----.---
7. Completes crime scene search report for each crime scene analyzed. 87.1 2.4 
8. Inspects and checks availability and serviceability of regular and special 

police e~ui~ment required in the performance of assigned duties. 78.1 1.2 
9. Inventories and checks physical evidence, initiates chain of custody and 

maintains evidenceL~roperty recei~t. 4S.2 1.4 
10. Develops photographic films, makes~rints, and enlarges photos. SO.O 2.0 
II.' Compares fingerprint evidence from crime scene with department finger-

print records of suspects and prior offenders., 62.S 2.6 
13. Operates mobile or portable radio equipment in order to maintain effective 

communications. 93.8 2.1 
14. Communicates orally or in writing with crime laboratory, investigative, 

prosecutoria1 2 medical examiners 2 and other law enforcement Ee,rsonne1. 93.8 1.7 
15. Provides guidance to law enforcement personnel in various specialized evi-

dence.ga~~~r!~g techniques. 62.S 1.6 
16. Attends training in and studies methods, practices and procedures of crime 

-,- s c~,p.~~.!!~lysi.§,! 87.S 1.2 
17. Testifies at judicial proceedings as a witness. 78.1 1.8 
18. Completes daily activity summary in order to inform superior of daily work 

output and to maintain record for future reference. 7S.0 1.6 
19. Reads records of crime activity such as statioll log, hotsheet and posted 

notice and exchanKes information with fellow officers. 71.9 1.S 
(20.) Analyzes crime scenes and interprets value of physical evidence observed. 

-
(21.) Deals with victims, media, and the general public in sensitive and unusual 

circumstances. 
gras \, numbers in parent~esfs.9~not~ task_s ~d~~~ ,bY COnSu.l ants ClUrl.ng ,r,;nal OCcU aU,onal analysis conference. = m amount 0 tl.me = m ~ 1 A very saIl oae ate amount of time, and 3 a consiScr.nblc amoun t of t:f me. a 
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There are seven tasks (tasks 1, 2, 4, 7,10, 11, and 13) in each'of 

which 50 percent or more of the evidence technicians in our sample typically 

spend a moderate amount or more of their time. The two added tasks should 

also be considered within this category of more prominent tasks, even though 

we have no empirical evidence for it. Two of the seven tasks (tasks 10 and 

11) are relatively time consuming and when performed, the worker assumes 

the role of the identification officer, photo technician, or fingerprint 

technician. 

b. Knowledge and Skill Requirements. The knowledge checklist 

was completed and returned by 32 evidence technicians. Their distribution 

by type of agency is shown in Table 18. Summary data on responses to the 

original checklist are shown in Table 36. During the final occupational 

analysis conference, the consultants made a sufficient number of both 

editorial and substantive changes in item content to warrant presenting a 

revised knowledge/skill profile for this occupation. The revised profile 

is shown in Table 37. It is the revised profile to which we shall be refer

ring throughout the remainder of this section. 

The revised profile contains 30 of the original 52 knowledge items, 

including a few additional ones. The revised items are treated here as the 

ones to be emphasized as knowledge; skill requirements with the relative 

degrees of emphasis being the adjusted requirement level values shown in 

Table 37. This table also identifies the task markers for the knowledge/ 

skill requirements. Five of the requirements (items 2, 9, 12, 15, and 47) 

are job pervasive, while the majority have one or more clearly identifiable 

task markers. The average number of task markers per knowledge/skill re

quirement is 2.0. The tasks most often associated with a variety (4 or 

more) of knowledge/skill requirements are abbreviated below with the number 
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A. 

B. 

C. 

Table VIII-III-36 

Summary Data on Original Evidence Technician/Crime 
Scene Analyst Knowledge Checklistl 

Police Responsibilities and Environmental Relationships 

1. current criminal activities/trends 

20 police history, role and function 

3. criminal justice system/agencies/relations 

4. criminal/civil law definitions, phrases and procedures 

5. constitutional issues and trends, current/recent 
judicial decisions 

6. laws of evidence; court preparation, presentation, 
admissabili ty 

7. local jurisdiction, laws and ordinances 

8. courtroom procedures, demeanor and presentation of 
testimony 

9. police authority, rights and civil liability 
-
10. conte~porary social problems 

11. relationships with other LE/CJ agencies 

Organization and Management 

12. departmental goals, objectives, activities, programs, 
and special projects 

13. written and oral communications 

14. human relations/group process 

Police Operations 

15. patrol administration, policies, procedures, problems 

.16. conduct of preliminary investigations field tes ting 
for intoxication and use of drugs 

policies, procedures, techniques and problems in in-
vestigation of: 

17. arson 

18. assault 

19. auto theft 

I 
Q) 
I-f r-i 

or1 ~ ::s 
0" r-i Q) 
Q) I'O...:! p:: 'r-! 

.j..I .>, 
.or-i or1 C) Q) 
o Q) I=l I=l C) 
~ ::- H Q) I=l 

Q) 'r-! Q) 

§...:! I=l C) I-f 
III ',-1 Q) 

or1 .j..I 'r-! tH tH 
"0 I=l "0 0 tH 

~ 
Q) Q) I-f OM 
5 ;:E:p.. A 

2.0 1.5 .5 

1.7 1.3 .4 

2.3 1.5 .8 

2.5 1.7 .8 

2.2 1.3 .9 

3.4 1.5 1.9 

2.3 1.7 .6 

3.3 1.6 1.7 

2.5 1.7 .8 

1.8 1.6 .2 
\\ 

2.3 1.5 \"'8 .. 

2.2 1.2 1.0 

2.7 1.8 .9 

2.1 1.8 .3 

2.1 1.6 .5 .-

2.1 .8 1.3 

"' I" 

,I 
.f.'1 

2.6 .9 1.7 

2.7 1.5 1.2 

2.2 1.4 .8 

lSee attachments to Appendix for definitions of job requirements and proficiency 
levels. 
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20. 

21. 

22. 

23. 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

35. 

36. 

Table VIII-III-36 (Continued) 

Summary Data on Original Evidence Technician/Crime 
Scene Analyst Knowledge Checklist 

burglary and robbery 
---

explosives and clandestine devices 

fugitives and missing persons 

homicide 

narcotics 

organized white collar and corporate crime 

rape and sex offenses 

other, please specify: 

traffic control and supervision 

traffic accident investigation 

organization and operation of crime strike/task forces 

operation of breatha1yzer 

collecting, synsethizing, and protecting recording 
information 

conducting visual and audio surveillance 

operation of agency computer terminal and how to access 
agency files for specific information 

report preparation and departmental forms , 

how to write a clear, concise, complete report 

Staff Services 

37. community relations 

38. relations with ethnic minorities 

39. public education program 

40. police media relations/role of the press/release of 
information policies 

41. departmental policies and procedures pertaining to the 
issues requiring formal legal interpretation 

42. evidence gathering training needs and requirements 

43. teaching methods/techniques/training 

I 
C1J 
~ r-! 

'M C1J 
;j :> 
0- r-! C1J 

~ CUH 
'M 
+J » 

,.or-! 'M cJ C1J 
o C1J I=l I=l cJ 
~ :> H C1J I=l 

C1J 'M C1J 
I=lH I=l cJ ~ 
cu cu 'M C1J 

'M +J 'M 4-l 4-l 
"0 I=l "0 0 4-l 

C1J C1J C1J ~ 'M 
~ S ~p... t=l 

3.2 1.6 1.6 
- - , 

2.6 1.0 1.6 

1.8 1.0 .8 

3.5 1.5 2.0 

2.3 1.2 1.1 

2 0 0 .8 1.2 

3.0 1.4 1.6 

3.1 1:9 1.2 

1.3 1.3 0 

2.0 1.6 .4 

1.7 .3 1.4 

2.8 .5 2.3 

2.9 1.0 1.9 

1.8 .6 1.2 

1.8 .4 1.4 

2.9 1.7 1.2 

3.1 1.8 1.3 

1.8 1.6 .2 

1.9 1.8 .1 

1.7 1.2 .5 

2.2 1.0 1.2 

2.0 .9 1. 1 

3.4 1.1 2. 3 

2.8 .5 2. 3 _. __ . ----- -- --- ------_. "- - '1- .... - .. --
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E. 

44. 

Tab1e.VIII-III-36 (Continued) 

SUlTlfIlary Data on Original Evidence Technician/Crime 
Scene Analyst Knowledge Checklist 

use of training aids 

Auxiliary and Technical Services 

45. information available from and access to records proces-
sed and maintained by the department 

46. departmental communications capability, policies, use 
and procedures 

47. basic crimina1istics/forensic science departmental 
physical evidence policies and procedures: identi-
fication, collection, preservation, chain of custody, 
analysis technical procedures, specific crime 

.. relationship, utility, limitations, disposal 

48. crime scene activities: analysis, protection prepara-
tion of scale diagrams, equipment/technicians/services 
utilized 

49. police photography 

50. fingerprin ts - collection, preservation, classification, 
identification of preparation and use in law enforce-
ment 

51. the capabilities of the crime laboratory and the value 
of laboratory analysis in the resolution of criminal 
cases 

52. avai1abili ty , use and maintenance of police supplies 
and equipment 
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2.6 .6 2.0 

2.6 1.2 1.4 

2.3 1.2 1.1 

3.7 1.2 2.5 

3.7 1.2 2.5 

3.6 1.1 2.5 

3.8 1.0 2.8 

3.4 LO 2.4 

2.6 1.3 1.3 
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A. 

B. 

C. 

D. 

Table VIII-III-37 

Reviewed and Revised Knowledge Requirements for 
Evidence Technician/Crime Scene Analystl 

I 
I (IJ 

"'d ~ 
< 'r-! 

;:l .w 
(IJ 0' rl Q 
CJ (IJ (IJ (IJ 
Q P:< ~ S 
(IJ (IJ (IJ 
~ "'d .....:l (IJ ~ 
(IJ (IJ ~ .r-! rl 
4-I.w.w ;:l ;:l (IJ 

Knowledge Item Q rn Q .w 0'" ~ ° ;:l (IJ ;:l (IJ (IJ 
U 'r") S fo:<P:<.....:l 

Police Responsibilities and Environmental 
Relationships 

2. Eolice history, role and function 1.7 1.7 

6. laws of evidence 3.4 3.4 

7. local jurisdiction, laws and ordinances, 
current judicial decisions 2.3 3 

8. courtroom preparation, procedures, 
demeanor and presentation of testimony 3.3 3.3 

9. Eolice authority, rights and civil 1iabi1it~ 1 1 

11. investigative and prosecutorialprocesses 3 3 

Organization and Hanagement 

12. departmental goals, objectives, and programs 1.5 1.5 
" ", 

13. written and oral communications 2.7 2.7 

Police Operations 

15. patrol administration, policies, procedures, 
problems 2 2 

17. arson and explosion scenes 2.6 3 

20. burglary, robbery and auto theft 3 3 

23. homicide, sex offenses and assaults 3.5- 3.5 

24. narcotics and clandestine laboratories 2 1 

29. traffic accident investigation including 
hit and run 2 

.. ' 
2 

33. survei11ance operations 1.8 0 

34. operation of agency computer terminal and 
how to access age~y files for specific 
information 1.8 1.8 

35. report preparation and departmental forms 2 2 

Staff Services 

37. community relations 1.8 1.8 

Task Harkers 

job pervasive 

tasks 16, 17 

task 16, part of 17 

task 17 

job pervasive 

task 14 

job pervasive 

tasks 13, 14, 18 

job pervasive 

tasks 1, 2, 3, 16,20 

tasks 1,2,3,16,20 

tasks 1,2,3,16,20 

tasks 1,2,3,16,20 

tasks 1,2,3,16,20 

task 5 
. 

task 13 

task 7 

added task 21 

lSee attachments to Appendix for definitions of job requirement and proficiency levels. 
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40. 

46. 

47 

48. 

Table VIII-III-37 (Continued) 

Reviewed and Revised Knowledge Requirements for 
Evidence Technician/Crime Scene Analyst 

I 
I Q) 

"d I-l < 'r-! 
::l .w 

Q) O"r-f t:: 
(J Q) Q) Q) 

t:: ~;:. 13 
Q) Q) Q) 
I-l"dH Q) I-l 
Q) Q) I-l 'r-! r-f 
lH.w.w ::l ::l Q) 

Knowledge Item t:: Ul t:: .w 0" ;:. 
0 ::l Q) ::l Q) Q) 

U 'r; S J:x.<~H 

police media relations/role of the press/ 
release of information policies 1.8 1.8 

departmental communications capability, 
policies, use and procedures 1 1 

crimina1istics/forensic sciences 4 4 

crime scene reconstruction 3 3 

49b.crimina1 activity, including modus operandi 
(se~ K1 values) 3 3 

50. evidence identification, collection, 
preservation, claim of custody 4 4 

51. photographic, casting, sketching. trace 
evidence, fingerprinting and other 
supportive equipment 4 4 

52. fingerprin t classification 3 0 

53. crime lab policies, practices and procedures 3 3 

54. forensic medicine procedures 3 3 

55. handling hazardous materials 3 3 

56. photographic processing 3 0 
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added task 21 

task 13 

iob~ervasive -
tasks 1, 20 

tasks 1, 19, 20 

tasks 1, 2, 7, 20 

tasks 2,3,4,5,6,8 

task 11 

task 14 

task 14 

task 2 

task 10 
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of knowledge/skill requirements in parentheses (the identity of the require-

ments can be ascertained from Table 36): 

1. Examines crime scene (8) 

2. Searches for and handles evidence (8) 

20. Analyzes crime scene (8) 

16. Attends training and studies methods (7) 

3. Makes castings (6) 

14. Communicates with other LECJ personnel (4) 

c. Training and Education Implications. Training content should 

be reflective of the prominent tasks and knowledge/skill requirements of this 

occupation. The seven most prominent tasks have been identified above as 

well as .the 30 knowledge/skill requirements to be emphasized. Some of these 

tasks and knowledges and skills are learned to a sufficient degree before 

individuals become evidence technicians. With regard to any knowledge/skill 

deficiencies which might characterize the training or learning needs of 

newly appointed evidence technicians, those requirements with deficiency 

values of 1.5 or greater appear in Table 38. There are 17 such knmvledge/ 

skill deficiency areas, although seven of them were rejected (or reorganized) 

by the consultants. The most conspicuously deficient areas all involve 

specialized evidence technician requirements. Tasks associated with these 

particular knowledge/skill deficiencies include crime scene examining and 

analyzing, p~otographic processing, fingerprint classifying, and exchanging 

information with other LE/CJ personnel. 

Task-oriented training and education data,are fragmentary and limited 

for this occupation. There were very few evidence technicians available 

to judge the one best way to learn each task, its difficulty level, or 
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Table VIII-III -38 

The Most Prominent Knowledge and Skill 

Deficiencies Typically Characteristic of Newly Appointed Evidence Technicians 

·Item 1 
Number 

50. 

47. 

48. 

49. 

51. 

rl7. 

r42. 

r43. 

23. 

r44. 

6. 

rl8. 

8. 

17. 

20. 

r21. 

r26. 

Knowledge or Skill 

fingerprints - collection, preservation, classifi
cation, identification of preparation and use in 
law enforcement 

basic criminalistics/for~nsic science departmental 
physical evidence policies and procedures: ident
ification, collection, preservation, chain of 
custody, analysis technical procedures, specific 
crime relationship, utility, limitations, disposal 

crime scene activities: analysis, protection prep
aration of scale diagrams, equipment/technicians/ 
services utilized . 

police photography 

the capabilities of the crime laboratory and the 
value of laboratory analysis in the resolution 'of 
criminal cases 

arson 

evidence gathering training needs and requirements 

Leaching methods/techniques/training 

homicide 

use of training aids 

laws of evidence; court preparation, presentation, 
admissability 

assault 

courtroom procedures, demeanor and presentation of 
. testimony 

arson 

burglary and robbery 

explosives and clandestine devices 

rape and sex offenses 

Deficiency 
Value2 

2.8 

2.5 

2.5 

2.5 

2.4 

2.3 

2.3 

2.3 

2.0 

2.0 

1.9 

1.9 

1.7 

1.7 

1.6 

1.6 

1.6 

lCode letter r denotes'knowledge/skill items rejected by the consultants 
during the final occupational analysis conference, 

2The deficiency value is the difference measure drawn from Table 24 
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whether college courses are essential or highly desirable. A few tentative 

observations and conclusions can be offered nevertheless from a review of 

the data available: 

The percentage of evidence technicians who felt they 

received too little task-oriented training ranged from 

zero percent to 60 percent, with the average being 34 

percent. For three tasks (tasks 5, 16, and 17), a 

majority of the respondents indicated too little train

ing was received. 

Informal job experience was judged the most valuable of 

the sources from which evidence technicians actually 

learned to perform each task. 

Evidence technician tasks on the average appear to be 

of moderate difficulty. 

Special training was judged most often to be the one 

best way to learn the tasks of the evidence technician 

occupation. 

Only one task (task 10) was judged by two out of three 

evidence technician reviewers to be one in which a col

lege course is essential or highly desirable. The GED 

ratings for this task (and for the others), however, 

are relatively low and not suggestive of a high level 

of educational development (but it is recognized here 

that there are law enforcement personnel who believe 

full-time evidence technicians should havz two or four 

years of college, and that some authorities believe a 

four-year basic chemistry science curriculum is prefer

able to a criminal justice program with criminalistics 

as a specialty.) 

d. Future Outlook for Evidence Technician Occupation 

During the next five years, it is realistic to expect that three tasks 

will drop out of the evidence technician task profile: task 5 will drop 
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out because it requires specialized clandestine operations and will thus 

be done by another specialist in the intelligence field; task 10 will drop 

out because it is not cost effective for evidence technicians to do this 

work; and task 11 will drop out because it already is a periph~ra1 task 

(although very time consuming when performed) and will eventually be per

formed by other specialists. 

Changes are also expected to occur during the next five years in cer

tain knowledge/skill requirements: 

7. Local jurisdiction, laws and ordinances, current judicial 

decisions--this is expected to increase because of more 

complex search/seizure 1a\vs. 

17. Arson and explosion scenes--this will increase because of 

continuing occurrences of such scenes and the increasing 

sophistication of such acts. 

24. Narcotics and clandestine 1aboratories--this will de

crease in emphasis with likely decline in narcotics use 

and further decriminalization. 

33. Surveillance operations--this will drop out because task 

5 drops out. 

52. Fingerprint c1assification--this is expected to drop out 

since task 11 is expected to drop out. 

560 Photographic processing--this is expected to drop out 

since task 10 is expected to drop out. 
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8. Occupational Analysis of Police Planner 

a. Police Planner Task Profile. Task checklists were completed 

and returned by 48 police planners. Their distribution by type of agency 

is shown in Table 18. The median age of these respondents was 34 years, and 

the median length of employment in their agencies was seven years. The median 

level of formal education attained by the respondents at the time of the study 

was about four years of college. 

The task profile of the police planner occupation appears in Table 39 

and includes 14 of the 18 tasks in the original checklist plus five tasks 

added during the final occupational analysis conference. The rejected 

tasks failed to meet the criterion for retention and involved budgetary staff 

services, press relations, and instructing. Six of the original tasks 

(Tasks 1, 2, 6, 7, 17, and 18) require a moderate or more amount of time by 

anywhere from 62 percent to 97 percent of the police planners in our sample. 

Police planning units today have been characterized as "fix-it" shops rather 

than as bona fide planning and research units. Planning is of a short term basis 

generally, usually fiscal, and research work--when it is done in-house--is 

said to be rather rudimentary. The tasks profile tends to support this 

portrayal. A bona fide planning task (Task 10) in the profile does not 

require very much time of the planners in our sample relative to some other 

tasks and is performed by only slightly over three-fourths of the planners. 

Only slightly over one-half of the planners analyze crime and workload 

statistics, and involvement in the budgetary process was minimal enough to 

be rejected from the final composite profile. This last fact is rather 

VIII - 219 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

", 

: '.:, . - . :'".<..-* 



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

<: 
H 
H 
H 

N 
N 
o 

Task 
No.a 

1. 

2. 

3. 

4. 
5. 

6. 

7. 

10. 

11. 

12. 

14. 

15. 
17. 

18. 

Table VIII-III-39 

Task Profile of Police Planner Occupation 

Task Description 

Coordinates (and/or participabes in the) [activities related to]prepara-
tion of applications for federal or other grants. [by elements of depart-
ment, initiating submission of applications, reviewi.ng and edi ting 
applications, and providing research and planning support necessary to 
identify and isolate problem areas and propose possible solutions for 
inclusion :!.!!....1ll'ant aDulications.] 
(Analyzes) [Observes] operations and studies (inspection and other) reports 
of departmental elements in order to identify and solve operational 
(and administrative) Eroblems. 
(Reviews sununary) [ReadsJ'offense or accident reports and [daily] activity 
reports of officers, analyzes, interprets ~nd summarize~]report data, 
and compiles periodic crime trend and activity recap reports for sub-
mission to management (and operations). 
Gathers~ compiles and analyzes departmental crime and workload statistics. 
Reviews, edits, and approves correspondence, studies, and reports destined 
for another 0 ffice or agency. 
Prepares written directives (such as general and special orders), standard 
operating procedures. and policy statements. 
Confers with departmental chief executive and/or command staff to report 
progress on programs and projects 2 and to receive guidance. 
Conceives, plans and reco~mends [innovative] methods for preventing/coping 
with major crimes or other service delivery problems. 
Makes oral presentations to local governing body, its components, and/or 
other outside councils. or boards. 
Communicates orally or in writing with personnel of other law enforcement/ 
criminal ;ustice a~encies. 
Attends and participates in professional meetings, conferences, seminars, 
and public gatherings. 
Represents agency on special task forces or commissions. 
Advises and makes recommendations to chief executive or immediate superior 

__ regarding agency goals, objectives, policies, and procedures. 
~ompiles and prepares required administrative reports.] (Conducts special 
studies and reports findings orally and in written form.) 

% Who Median amount 

do Task of time spent on 
Task b 

62.5 2.1 

91. 7 2.0 . 

56.5 1.8 

64.6 1.5 

81.3 2.0 

97.9 2.0 

81.3 1.8 

52.1 1.1 

97.9 1.7 

91. 7 1.4 
56.3 1.2 

93.8 2.0 

93.8 2.2 
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Table VIII-III-39 (Continued) 

Task Profile of Police Planner Occupation 

Task Task Description % Who Median amount 
No. a of time spent on 

do Task Task b 

(19.) Analyzes equipment, develops performance and cost specifications, and 
makes recommendations. 

(20. ) Designs departmental and crime report forms and provides for form 
contJ;:ol. 

(21.) Studies information needs and data requirements for computerized opera-
tions. 

(22. ) Conducts literature searches and develops bibliographies and other 
reference materi_als 0 

(23.) Interviews departmental and other personnel in order to gather informa- I tion and/or explain programs and plans. 

aTask numbers in parentheses denote tasks added by consultants during final occupational analysis conference. 

b 
1 = a very small amount of time, 2 = a moderate amount of time, and 3 = a considerable amount of time • 

.. 
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I 
I surprising, since one would think that budgetary formulating and planning 

I are integral and interdependent elements of police administration and 

management. 

I b. Police Planner Knowledge and Skill Requirements. The knowledge 

I checklist was completed and returned by 47 police planners. Their distribution 

by type of agency is shown in Table 18. The checklist contained 55 items, and 

\1 summary data on them are presented in Table 40. The four-quadrant matrix which , 

I 
appears in Figure 5 shows the items which the two job analysis procedures agree 

or disagree should he emphasized or deemphasized. The consultants, during the 

I final occupational analysis conference, agreed fairly well with the results 

of this quadrant analysis. Only five items (items 16, 17, 23, 28, and 48) 

I which one or both procedures suggested emphasizing were later rejected by the 

I 
consultants. Three items (items 4, 44, and 45) which both procedures suggested 

deemphasizing or rejecting were retained (but not emphasized) by the con-

I sultants. The net result of this job analysis-consultant resolution was that 

26 of the original 55 items are considered as knowledge/skill requirements 

I to be emphasized, albeit to varying degrees. 

I Table 40 also shows the task markers for the knowledge/skill requirements. 

I 
Five of the requirements are job pervasive, while the majority have one or 

more clearly identifiable task markers. The average number of task markers 

I 
r per requirement is 2.2 markers. The tasks most often associated with a variety 

(4 or more) of knowledge/skill requirements are abbreviated below with 

I the number of knowledge/skill requirements in parentheses (the identity of 

I 
the requirements can be determined from Table 40): 

I 
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Table VIII-III-40 

Knowledge/Skill Profile of Police Planner OccQpation 

Knowledgesand Skillsl, 2 

Policl'''' Responsibilities and Environ
mental Relationships 

cl. crime reporting sys te·ns 

d20 current criminal activities/ 
trends/social problems 

d3. police authority/responsibility 
[rights/ethics/civil liability] 

4. police role and function in a 
democratic society 

d5. criminal justice system/agencies/ 
relat.ions 

c6a. criminal law definitions 

c6b. civil law definitions 

r7. constitutional issues and trends, 
current/recent judicial decisions 

c8. local jurisdiction ordinances 

r9. preparation, execution, issuance, 
processin.g of a warrant or sub
poena 

rIO. police authority, rights and 
civil liability (see K3, K6b) 

rll. police pressure groups, radical 
groups, dissidents, non-confor
mist cultures 

r12. contemporary social problems 
(see Kl) 

d13. community needs and resources 

Fi~ld Sample 

, 

2.7 

I I I 

[ I ! 
:'.312.5 i 3 f.L • I 1.4 

2.8 1.7 ~l.l 2.8 3 

2.8 1.9 1.9 2 2 

2.1 1.6 .5 2 3 

2.9 1.8 1.1 2 2 

2.6 1.8 .8 2 2 

2.6" 1.8 .8 1 1 

2.4 1.6 .8 

2.6 1.8 .8 2 2 

2.0 1.2 .8 

2.4 1.9 .5 

2.0 1.5 .5 

2.4 1.9 .5 

2.8 1.6 1.2 2 3 

Task Harkers 

tasks 3, 4, 10 

task 10 

task 6 

job pervasive 

task 12 

tasks 2, 6 

tasks 2, 6 

tasks 3, 4, 6, 
10, 11, 14, 15, 
18 23 

task 10 

lc and d = quad c and d knowledge/skill requirements respectively; e = requirements 
added by consultants, r = requirements rejected by consultants. See attachments to 
Appendix for definitions of job requirement and proficiency levels. 

2Bracketed elements were deleted by consultants. 
3Blank cells signify no future changes expected. 
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Table VIII-III-40 (Continued) 

Knowledge/Skill Profile of Police Planner Occupation . 
Con- I Field Sample suIt nts I 

-0 ~ 
r-I QJr-I C 
QJ ~ QJ <ll 

r-I :> CIl :> E 
I QJ H QJ ::3 <ll QJ 
QJ :> 11l...:l :;;...:l ~ 
~ QJ "rl 'M 

H ~ :>.. <~ ::3 
.0 "rl () QJ w C 0" 
ow c c () c:: <ll <ll 
., C H QJ C c;j E :::.:: 

QJ "rl QJ ~ (:.J 
p S c () ~ r-I ~ (!)("'l 
CII QJ I1l'M (!) ::3 'M ~r-I 
-n~ "rl IH IH CIl :: :: ~ 

Skills 1 , 2 "O"rl -0 0 IH c:: ~w ~ 
Know1edges and QJ ::3 (!) ~ 'M OCJ:3C..l 

~O" ~p.. CI U:::'::~H 
I 

B. Organization and Management 

d14. principles of police organization, 
administration, and operations 3.2 1.8 1.4 3 3 

dIS. resource allocation and utiliza-
tion 3.2 1.4 1.8 2.5 3 

r,d16. fiscal management, budgets, fund-
ing priorities, evaluation and 
control 2.4 1.3 1.6 

r,d17. planning and decision making 
(see K37) 3.3 1.8 1.5 

c18. data processing and' application of 
computer science to agency opera-
tions 2.7 1.1 1.6 2.5 3 

c19. issues in police productivity 2.9 1.6 1.3 2 3 

d20. 'departm~nta1 goals, objectives, and 
priorities 3.4 1.7 1.7 2.5 3 

d2J.. departmental structure, operations, 
policies, and procedures 3.4 2.0 1.4 3.4 3.4 

d22. written and oral communications 3.2 2.2 1.0 3.2 3.2 

r,d23. personnel administration: man-
power needs, qualification re-
quirements, position classifica-
tion, career development 2.9 1.6 1.3 

r24. performance evaluation, civil 
service rules and regulations 2.5 1.4 1.1 

d25. [human re1ation~£roup process 2.6 1.8 .8 2.6 3 

r26. use of volunteers and/or para-
pro fessionals 2.1 1.1 1.0 -

c. Police Operations 

c27. patrol, criminal investigation, 
traffic control administration, 
policies, procedures, techniq ues , 
problems 3.1 1.9 1.2 2 2 
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Table VIII-III-40 (Continued) 

Knowledge/Skill Pr £'1 o 1- e 0 f P I' 0 1ce PI anner o cc,upa 10n 

Field Sample Con- I 
suIt nts I 

"t:l ~ 

r-t <I.Ir-t c: 
<1.1 ~ QJ QJ 

r-t > Ul > E 
I <1.1 r-tQJ :l QJ <1.1 

<1.1 > CC~ =d..-'l ... 
~ <1.1 "rl "rl 

.o~ ~ >. <~ :l 
"rl tJ QJ ~ c: C"' 

O~ c: c: tJ c: QJ <1.1 .. c: H <1.1 c: ctJ 5 1 0::: 
, <1.1 "rl <1.1 ~ 1;;1 c: f:l c: tJ ... rl .... <11M 

CC <1.1 CC"rl QJ :l 'MI ... rl ........ "rl'H 'H Ul :l ::l QJ 

Skillsl, 2 
"tjori "t:l a 'H c: t?1 ~ ;:. 

Knowledges and <1.1 :l QJ ... oM a ell :l QJ 
~C"' ?-:p... 0 u ~Ir:.. ~ 

I i r,d28. criminal investigation policies, ; 

I 
, 

I procedures, techniques and prob-
lems (see 27) l.6 1.9 .7 

i 

r29. traffic administration, control, 
safety, engineering 2.2 1.5 .7 

r30. police tactical operations 2.5 1.7 .8 

r31. organization and operation of 
crime strike/task forces 1-.3 1.5 .8: 

d32. criminal behavior/crime patterns/ 
1.112.s potential criminal targets 2.8 1.7 2.8 

r33. juvenile offenders, juvenile j us-
tice sys tem and j uvenile la~ys 2.2 1.7 .5 

d34. collec ting" synsethizing, , 

(protecting] recording data and .' 

information 3.0 1.8 1.2 3 2.5 

r35. operation of agency computer ter-
minal and how to access agency 
files' for specific information 2.4 1.0 1.4 

d36. departmental policies and pro-
cedures pertaining to report 

.' preparation and departmental 
forms 3.1 1.9 1.2 2.9 2.9 

D. Staff Services 

d37. principles, practices and pro-
cedures for long- and short-range 
planning 3.4 1.7 ~.7 3 3 

d38. researc~, evaluation and systems 
analysis methodologies 30 3 1.7 ~.6 2 .• 5 3 

d39. elementary statistics and data: 
[compila tion, ] analysis, [synthesis 
and interpretation] 3.0 1.7 .3 2 3 

d40. crime analysis 3.0 1.6 104 2.5 3 

d41. how to prepare requests for out-
side f,unding, e.g., federal or 
non-public grants 3.0 1.0 2.0 2.5 3 
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Table VIII-III-40 (Continued) 

,Knowledge/Skill Profile of Police Planner Occupation 

Field Sample . Con- I 
suIt :mts . 

~l -0 .aJ 
~r-! c:: 

41 II) ~ C1J 
~ > :3 > e 

I GJ ~ C1J ~C1J ell 
GJ > C'O~ -0...:1 ~ 
~C1J ...c <.aJ on 
.o...l 4.1>- :3 ...c () C1J .aJ ~ C1' 
04.1 c:: c:: () c: C1J C1J 
~c:: H C1J c: C'O E: % . GJ • .. 1 ev u GI 
c:: a c:: () ~ M .... <liM 
tU C1J C'O..-I C1J :J .rlj .... M 

.... 1-4 ...c~ ~ til :J :J ~ 
~....: "0 0 ~ 

and Skillsl " 2 
c: 9.aJ ;. 

Knowledges C!J :s <lI ~ on o ~ :J ~ 
~W' )::P< Q U ~ ~.~ 

r42. public, community relations 2.3 11.9 • 4 

r43. relations with ethnic minorities 2.2 2.0 .2 
-

44. public education programs 2.1 1.8 .3 1 1 

45. police media relations/role of 
the press/release of information 
policies 2.2 1.8 ~4 1 2,.5 

r460 issues requiring formal legal 
interpretation -2.1 1.4 .7 

r47. legal advice and services by 
agency counsel 1.9 1.2 .7 

r;c48. training needs, policies,- and 
requirements 2.7 1.4 /1.3 . 

r49. teaching methods/techniques/ 
training resources used in 
instruction of police personnel 2.4 1.3 11.1 

rSO. topical research and preparation 
of lesson plans 2.4 1.6 .8 

rS1. use of training aids 2.2 1.4 .8 

rS2. minimum state standards for 

- police training 2.2 1.5 .7 

E. Auxiliary and Technical Services 

dS3. ~ecords processed and maintained 
by thejdepartment criminal and 
administrative records 2.8 1.4 1.4 2.8 2.8 

dS4. departmental~ommunications 
capabili ty, policies, use and pro-
ceduresJ technical and support 
services 2.8 ' 1.6 1.2 2.5 2.5 

rSS. procurement and maintenance of 
police supplies and equipment 2.3 1.6 .7 
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Deemphasize 
or Reject 

. Knowledge 
Item 

< 
1-4 Emphasize 1-4 
1-4 Knowledge 

Item 
N 
N ...... 

Figure 5. 

'\ 

Police Planner 

Decision Based on the Knowledge Checklist Data 

Deemphasize or Reject 
Knowledge Item 

Emphasize 
Knowledge Item 

7, 9, 10, 11, 12, 24, 26, 29, 30, 1, 6, 8, 18, 19, 27, 48 

~l, 33, 42, 43, 44, 45, 46, 47, 

49, 50, 51, 52, 55 

f = 22 agreements 

'a 

" 4, 35 

f - 2 disagreements 

'b , 

24 

c 

2, 

21, 

I 37, 

I • I , 
Id 

f = 7 disagreements 

3, 5, 13, 14, 15, 16, 17, 20, 

22, 23, 25, 28, 32, 34, 36) 

38, 39, 40, 41, 53, 54 

f = 24 agreements 

31 

Four-quadrant matrix showing agreement (84%) and disagreement (16%) between 
two independently conducted job analysis procedures on the knowledge/skill . 
requirements of the police planner occupation. 

,29 

26 

55 

1 
'," .~ 
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10. Conceives, plans, and recommends police methods (8) 

I 3. Reviews summary reports (7) 

I 4. Analyzes crime and workload statistics (7) 

2. Analyzes and solves operational problems (6) 

I 6. Prepares written directives (5) 

I' c. Training and Education Implications. We have already identified 

the more prominent tasks (insofar as time consumed is concerned) and the know-

I ledges and skills required of the police planner. Some of these tasks and 

i 
requirements are learned sufficiently before individuals become police planners. 

With regard to any knowledge and skill deficiencies which might characterize 

I the training or learning needs of newly appointed police planners, those 

requirements with the most prominent deficiency values ( ~ 1.5) are presented 

I in Table 41. There are eight such prominent deficiency areas, although two 

I 
of them (items 16 and 17) had been rejected as requirements by the consultants. 

The tasks associated with these deficiency areas can be identified from Table 40. , 
Task oriented training and education data are fragmentary and limited 

I 
for this occupation. There were very few police planners available to judge 

the one best way to learn each task, its difficulty level, or whe~her college , courses are essential or highly desirable. A few tentative observations 

t .. can be offered nevertheless from a review of the data available: 

- The percentage of police planners who felt they received too 

t little task oriented training ranged from 18 percent to 58 

percent for the tasks in the final, composite profile. For 

01 two of these tasks (Tasks 1 and 10), the majority of police 

I 
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Table VIII-III~41 

The Most Prominent Knowledge and Skill 

Deficiencies Typically Characteristic of Newly Appointed Police Planners 

Item 1 
Number 

d41. 

diS. 

d20. 

d37. 

r,dl6. 

c18. 

d38. 

r ,d17. 

Knowledge or Skill 

,how to prepare requests for outside funding, e.g., 
federal or non-public grants 

resource allocation and utilization 

departmental goals, objectives and priorities 

principles, practices and procedures fer long- and 
short-range planning 

fiscal management, budgets, funding priorities, 
evaluation and control 

data processing and application of computer science 
to agency operations 

research, evaluation and systems analysis method
ologies 

planning and decision making 

Deficiency 
Value2 

2.0 

1.8 

1.7 

1.7 

1.6 

1.6 

1.6 

1.5 

ICode letters d and r denote quad d and consuttant rejected requirements, 
respectively 

2The deficiency value is the difference measure drawn from Table 40. 
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I 
I planners felt they were insufficiently trained. Three of the 

I' rejected tasks which dealt with budgetary and instruction 

I 
activities were judged by almost three-fourths of the planners 

to have been given insufficient attention. This raises the 

'I question of whether some tasks may not be performed as preva-

lently as one would expect because personnel in the occupation 
(" 

are ill prepared to perform those tasks. 

I Informal job experience was judged the most valuable of the 

, sources from which police planners actually learned to perform 

each task. 

I Police planner tasks generally appeal- to be of moderate 

I 
difficulty. 

t 
Special training and experienced co-workers were judged best 

and next best respectively as the way to learn police planner 

I' tasks. 

I 
Four of the tasks (Tasks 3, 10, 15, and 17) were judged by a 

majority (two out of three) police planners to be tasks in , which a college course .is essential or highly desirable. A 

review of the GED ratings for these tasks and the others in the 

a .. profile reveals that two of the former (Tasks 10 and 17) and five 

I 
others (Tasks 1, 4, 6, 8, and 11) require a relatively high 

enough developmental level to suggest the desirability at least 

I of college courses. 

I, 
I' 

, 
ii~ 
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d. Future Outlook for. Police Planner Occupation. During th~ next 

five years there is likely to be a deemphasis of the police officer's role in 

police operations because the occupation will be represented more by civilians 

than officers. There is likely to be a sharper role definition. Any peripheral 

tasks today will eventually drop out. Although no tasks were identified during 

the final occupational analysis conference as drop-out tasks, the currently 

rejected tasks represent a trend which will continue. 

There are likely to be two types of police planners five years from now. 

One type will be the bona fide long range planners (long range planning today 

means "updating" the "five year lag" between law enforcement and contemporary 

society according to one consultant's opinion). The other type will be the 

technical specialist who does special studies and becomes more involved in 

technical operations. 

With regard to specific knowledge/skill equirements from Table VIII-Ill-40, 

several changes are expected to occur throughout the next five years. 

#1. Crime reporting systems--This is expected to increase in 

emphasis because of the growing recognition that improved 

reporting systems are needed. 

#4. Police role and function in a democratic society--This will 

increase because civilian planners will especially need it 

more. 

#13. Community needs and resources--The same rationale was given 

as for number four above. 

#15. Resource allocation and uti1ization--There will be an increased 

emphasis on cost effectiveness and productivity. 
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I 
·1 1118. Data processing and application of computer science for 

I agency operations--There will be increased computerization 

I 
and use of forecasting models. 

#19. Issues in police productivity--The same rationale applies as 

I for number 15. 

1120. Departmental gpals, objectives, and priorities--There is not 

I much emphasis today on objectives, but there will be more 

I 
five years from now. Police planners will have to become 

more "attuned" to social and governmental priorities. 

I #25. Group process--Civilian planners will especially need more 

of this in order to work more effectively with officers. 

I 1138. Research, evaluation, and systems analysis--This is expected 

I 
to increase as the occupation becomes professionally upgraded. 

1139. Elementary statistics and data analysis--The same rationale 

I applies as for number 38 above. 

1141. How to prepare grant applications--This will increase because 

I increased competition for grant funds is expected. 

I 
~M5. Police media relations, etc.--This is expected to increase 

as police planners ~ecome more professional (although the 

I consultants felt the rejected press relations task would not 

be restored to the task profile five years from now). 

I '" 

I 
I 

,i) 

I 
I 
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9. Occupational Analysis of Police Legal Advisor 

a. Police Legal Advisor Task Profile. Task checklists were com-

p1eted and returned by 12 police legal advisors. Their distribution by type of 

agency is shown in Table VIII-Ill-lB. The median age of these respondents was 

33 years, and the median length of employment in their agencies was four years. 

The level of formal education attained by the respondents at the time of the 

study was a law degree. 

The task profile of the police legal advtsor occupation is presented in 

Table VIII-III-42 and includes 18 of the 25 tasks in the original checklist plus 

three tasks added during the final occupational analysis conference. Five of the 

rej~cted tasks (tasks 5, 12, 18, 19, and 21) failed to meet our empirical cri-

terion for being retained in a final, composite profile. The other two rejected 

tasks (tasks 17 and 25) were rejected during the final conference by the consu1-

tants. The consultants also made several revisions in the retained tasks, and 

these revisions are distinguished from the original descriptions in Table VIII-

111-42. Since there are only 12 respondents in the field sample, the consultants 

were given latitude to make whatever changes were judged appropriate during a 

one-day intensive study of the task and knowledge checklist items and data. 

The most prominent tasks in the profile in terms of the percentage of 

police legal advisors performing them and the relative amount of time spent on 

them involve research on legal aspects of police operations (task 1), legal con-

su1ting services to the police (tasks 8 and 24) and research on legal trends 

(task 10). 

b. Police Legal Advisor Knowledge and Skill Requirements. The 

knowledge checklist was completed and returned by 17 legal advisors or their 
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Task 
No. 
a,b 

1. 

2. 
3: 

4. 

6. 

7. 

8. 

9. 

10. 

1:1. 

13. 

14. . 

'\ 

Table VIII-III-42 

Task Profile of Legal Advisor Occupation 

Task Description 

Conducts (legal research) ~tudies of]and prepares position papers about 
various legal phases of police department operationso 
Monitors oral testimony and demeanor of officers in court. 
Discusses a charge and circumstances of arrest made by an officer, ensuring 
that the charge and circumstances are in accordance with applicable laws 
and made in accordance with departmental policies and procedures. 
Reviews reports or files containing information related to misdemeanor and/ 
or felony cases to ensure that the report is complete and accurate, and 
that the case is prosecutable in judicial proceedings. 
Prepares and files application for arrest and search warrants with the 
proper judicial official. 
Meets periodically with officers of the department to inform them of any 
new court decisionsq1aw~affecting departmental policies and procedures. 
~r to review no1le-prosse cases] 
Provides (consultation).~onsu1ting services]to management, supervisors, and 
officers regarding legal matters (and recommends operational procedures to 
meet technical points of the law.) [visiting various operational elements 
to meet with persons x:egarding techni.cal points of the law which require 
clarification.] 
Responds to all incidents which require" the presence of legal counsel to 
provide legal advice and assistance to officials at the scene. 
Reviews (departmental rules, regulations and orders for legal sufficiency 
and revises same when judicial decisions/interpretations or legislations 
require.)~nd studies trends in the law as indicated by judicial decisions 
and legal interpretations, and translates these into departmental policies 
and procedures when warran~~d.] 
Prepares and submits [formaU legal opinions regard;ing departmental (admin-
istrative) matters. 
[Talks with representatives of prosecutor's office, discussing reasons for 
court dismissal actions, contacting prosecutor who tried a particular case 
in question, if necessary, for clarification or recommendation.] (Discusses 
dismissal cases with prosecutors, ascertaining reasons for dis~ssa1 and 
re1atihg same to appropriate police personnel.) 
\-1ri te;:; and periodically updates an annotated, indexed manual on criminal 
laws and codes aEElicable in deEartment's area of jurisdiction. 

% Who Median amount 

do Task of time spent on 
Task c 

91.7 2.0 
50.0 1~0 

83.3 1.8 

41.7 2.3 

75.0 1.6 

75.0 2.2 

.... :, , 

100.0 207 

75.0 1.2 

100.0 2.8 

91 .. 7 2.7 

75.0 1.6 

54.5 2.1 
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" Table VIII-III-42 (Continued) 

Task Profile of Legal Advisor Occupation 

Task , Task Description % Who Median amount 
No. do Task of time spent on 
a.b Task c 

15. Reads and reviews contractual agreements [such as leases] to ensure that 
legal agreements necessary to departmental operations are properly executed. 91. 7 1.5 

16. Coordinates preparation of litigation, proposed answers to interrogatories, 
affidavits, and summaries of correspondence in order to defend individual 
police officers, police offici,als, the police department, or a governmental 
unit in civil suits. _ 91.7 105 

20. (Talks or writes to) [Communicates orally or in writing with] personnel in 
department and with personnel of other law enforcement/criminal justice 
agencies, (the legislature,) the community, and outside boards and councils. 91.7 1.9 

22. Attends and participates in professional meetings, conferences, seminars 
and staff meetings. 100 0 1.7 

23. nnstructs law enforcement personnel in new and revised interpretations of 
statutes.] (Prepares and presents training materials to meet pre-service 
and in-service training needs.) 81.8 2.2 

24. Advises chief executive (or staff) pr immediate superior] regarding legal 
aspects of agency goals, objectives, policies, and procedures. 91. 7 2.0 

25. Confers with departmental chief executive and command staff to report 
progress on programs and projects and to receive guidance. 91.7 1.5 

(26.) Reviews and advises on disciplinary procedures and related matters. 
(27.) Reviews federal, state and local legislation and drafts legislation! 

comments where appropriate. 
(28.) Manages the operation of a police legal unit. 

aTask numbers in parentheses denote tasks added by consultants during final occupational analysis conference. 

b 
Brackets and parentheses represent consultant deletions and additions, res~ectively. 

cl = A very small amount of time, 2 = a moderate amount of time, and 3 = a considerable amount of time. 

. 

. 

J 



I 
I 
I 
I 
I 
I 
'I 
'I 
I 
I 
I 
I 
I 
,I 
I' 
I 
I 
JI 
I 

superiors. The distribution of these respondents by agency type is shown in 

Table VIII-III-1S. Summary data on responses to the original checklist of 61 

items are presented in Table VIII-III-43. There was a sufficient number of 

changes made to the knowledge/skill profile during the final occupational ana1y-

sis conference to justify a revised profile for this occupation. The revised 

profile, shown in Table VIII-III-44, contains 38 items, and these are regarded 

here as the ones to be emphasized as knowledge/skill requirements necessary to 

varying degrees for capable performance of the legal advisor's job. 

Table VIII-III-44 also identifies the task markers for the knowledge/skill 

requirements. Five of the requirements are job pervasive, while the majority 

are associated with one or more task markers. The average number of task markers 

per knowledge/skill requirement is 1.4 tasks. The tasks most often associated 

~th a variety (4 or more) of knowledge/skill requirements are abbreviated below 

with the number of requirements in parenthesis (the identity of the requirements 

can be determined from Table VIII-III-43): 

S. Provides consulting services (15) 

23. Prepares and presents training materials (5) 

24. Advises chief executive or staff (5) 

c. Training and Education Implications. We have already identified 

the more prominent tasks and the knowledge/skill requirements to be emphasized 

for the police legal advisor occupation. Some of these tasks and requirements 

are learned sufficiently before individuals become police legal advisors. By 

definition, these individuals already have been pr~fessiona11y trained as lawyers. 

Even so, a number of knowledge/skill deficiencies apparently exist among newly 

appointed lawyers as they attempt to apply their training to police legal work. 
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Table VIII-III-43 

Knowledge/Skill Profile of Legal Advisor Occupationl 

I 

I I Q) 
1-1 ..-l ..... Q) 

1 =' > 
C' ..-l Q) 

I ~ ClSH 
'r-l 
.j.I>. 

· ,o..-l ..... 0 Q) 

i 
o Q) s:: s:: 0 ..., > H CIl s:: 

I 
Q) ..... Q) 

S::H s:: 0 1-1 
CIS CIS ..... Q) 

..... .j.I 'r-l~ ~ 
l 't:I s:: 't:I 0 ~ • Q) Q) Q) 1-1 ..... i ~ a ~p., A 

A. Police Responsibilities and Environmental Relationships : 

· 
1. current criminal activities/trends · 2.9' 1.9 1.0 

2. police authority and responsibility, rights, ethics and · civil liability · 3.4 2.2 1.2 

3. history of police, role and function in a democratic 
i 2.2 society 1.6 .6 

4. background and philosophies of social control and i 
: 

justice • 2.1 1.4 .7 ! 

5. criminal justice system/agencies/relations i 2.8 1.9 .9 

6. criminal/civil law definitions and procedures ; 3.8 2.5 1.3 I . 
7. constitutional issues and trends, current/recent judicial I 

decisions I 3.7 2.3 1.4 

8. laws of evidence; court preparation, presentation, admis- I 
I 

sability 3.6 2.3 1.3 

9. local jurisdiction, laws and ordinances 3.7 2.1, 1.6 

10. preparation and execution/issuance/processing of a warrant 
or subpoena 3.8 2.2 1.6 

11. citizen rights and complaints 3.3 2.1 1.2 

12. courtroom procedures,'demeanor and presentation of testi-
mony 2.9 2.2 .7 

13. suspect identification by victim or witness, conducting 
criminal line-up 3.1 1.9 1.2 

14. confession 3.7 2.0 1.7 

15. police authority, rights and civil liability 3.8 2.0 1.8 

16. police pressure groups, radical groups, dissidents, non-
conformist cultures 2.3 1.6 .7 

'. 

17. contemporary social problems 2.1 1.8 .3 

B. Organization and Management 

18. police organization, administration, and operations 3.1 1.3 1.8 

lSee attachments to Appendix for definitions of job requirement and proficiency 
levels. 
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Table VIII-III-43 (Continued) 

Knowledge/Skill Profile of Legal Advisor Occupation 

19. police labor relations, employee organizations, nego
tiating and collective bargaining 

20. departmental goals, objectives, activities, programs, 
and special projects 

21. departmental structure, organization, policies, pro
cedures and performance standards 

22. written and oral communications 

23. personnel administration: manpower needs, qualifica
tion requirements, position classification, career 
development, performance evaluation, civil service 
rules and regulations 

24. human relations/group process 

25. use of volunteers and/or para-professionals 

Police Operations 

26. criminal investigation policies, procedures, techniques 
and problems 

27. traffic administration; 'control, safety engineering 

28. traffic direction, regulation, laws and ordinances 

29. police tactical operations 

30. crowd/riot control 

. , 

I I 
cu t 
~ , ... ..1 
'" cu· 
=' >! 
cr ~....t CUI 
~ ~ C'IS ~ t 
~ 

'" ! . ~ >.' 
.0 ....t: '" tJ : cu o cu- e: e: tJ 
~ >. H cu r: 

CUI ,", cu e: ~: e: tJ . ~ 
C'IS C'IS '"; QJ '" ~. '" 11-1 ' 11-1 

"0 e:: "0 0 11-1 
cu CU' cu ~ '" 1 I~ f;:: ~p..,. ~ 

! ~ 

! , 

I 2.6 ; .9 1.7 : 
I • L I i 
t 3.11 1.0 ; 2.1 ! I 

I i 
I 

• ! 
3.0 ! i 

I 1.1 : 1.9 : j 

I 3.6 ! I 
.5 I 3.1 ! 

I ! i I ! I , 

I ~ 
1 \ . 
I r 

2.9l 1.6 i 1.3 \ 
I , 

I 1.8 ! I 

2.3\ .5 i 

2.1 1.6 1 .5 : 

12.911.8 I I 1.1 ; 

i 1.91 .6 1.3 i 
I 2.4 1.2 1.2 ! 

2.2 1.1 1.1 ! 
I 

2.1 1.6 .51 

31. major case-hostage situations/sniping situation-organiza- ! 
1.21 

j 
of crime strike/task forces I 2.3 tion and operation 1.1 ! 

I . 
32. . juvenile offenders, juvenile justice systenl and juvenile j I 

I I 
law 3.1 1.9 I"] 

33. departmental policies and procedures pertaining to 
juveniles 3.3 1.3 1.0 ! 

34. interviewing complainants, witnesses and suspects 2.9 1.4 1 r: I .J 
35~ collecting, synthesizing, protecting and recording 

information 3;1 1.5 1.6 . 
36. criminal jargon 2.3 1.3\1.0\ 

i i 
37. information sources and informants 2.5 1.2 1.3 

. 
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Table VIII-III-43 (Continued) 

Knowledge/Skill Profile of Legal Advisor Occupation 

conducting visual and audio surveillance 

operation of agency computer terminal and how to access 
agency files for specific information -----, 

40. 

41. 

42. 

43. 

44. 

report preparation and departmental forms 

departmental policies and procedures pertaining to 
arrest and detention 

prisoners-rights, transportation and safety, booking, 
and disposition of 

hot pursuit and defensive driving techniques, policies 
and procedures 

use of physical force, lethal and non-lethal weapons 

Staff Services 

45. community relations 

46. relations with ethnic minorities 

47. public education program 

48. police media relations/role of the press/release of 
information policies 

49. departmental policies and procedures pertaining to the 
issues requiring formal legal interpretation and to 
the rendering of legal advice and services by agency 
counsel 

50. laws pertaining to contractual agreements, collective 
bargaining, employment practices and class action suits 

51. procedures for preparation of litigation for defense 
of officers/department in civil suits 

'52. factors involved, in court dismissal actions 

53. how to present department policy or plead department 
case as expert witness in ccil,~rt 

54. practices and methods of legal research 

55. legal training needs and requirements 
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Table VIII-III-43 (Continued) 
Knowledge/Skill Profile of Legal Advisor Occupation 

56. teaching methods/techniques/training resources used in 
instruction of police personnel 

57. use of training aids 

Auxiliary and Technical Services 

58. records processed and maintained by the department 

59. departmental communications capability, policies, use 
and procedures 

60. departmental physical evidence policies and procedures: 
identification, collection, preservation, chain of 
custody, analysis, technical procedures, specific crime 
relationship, utility, limitations, disposal 

61. availability, use and maintenance of police supplies 
and equipment 
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Table VIII-III-44 

Reviewed and Revised Knowledge Requirements for Police Legal Advisorl 

r I 
I Q) . o 

'0 ... 
<~ 

::I .... 
Q) C'r-l c:: 
t) Q) Q) Q) 
c:: ~ :> s 
Q) Q) Q) 
"''O....:l Q) ... 
Q) Q) .... ~ r-l 

\H ........ ::I ::I Q) 

Knowledge Item 
c:: rIl c:: .... C' :> o ::I Q) ::I Q) Q) Task Markers u.,...,s P<-I~....:l 

A. Police responsibilities and environmental 
relationships 

1. current criminal activities/trends/social 
problems 1.5 1.5 job pervasive 

2a.~01ice criminal and civil liability 2.5 3.6 job pervasive 

2b.police and legal advisor ethics 1 1 job peripheral 

3. history of police, role and function in a 
democratic societl 2 2 i ob l'ervasi ve 

5. criminal justice slstem/agencies/relations 2.8 2.8 task 20 

6. criminal/civil law Erocedures 3.5 3.5 task 8 

7 .• current/recent judicial decisions 3.7 3.7 task 23 

8. laws of evidence 3.6 3.6 tasks 7, 9, 23 

9. Federal, State and local laws and ordinances 3.7 3.7 tasks 8, 14 
., 

10. arrest and search 2 2 -tasks 6,8 

12. courtroom procedures, demeanor and 
Eresentation of testimonl 2 2 task 2 

13a.suspect identification procedures 3 3 task 8 

13b.1ine-up procedures 3 3 task 8 

15. police authority and responsibility 2.5 3.5 job~ervasive 

B. Organization and management 

19. police labor relations 2.5 3.5 task 21. 

20. departmental goals, objectives, activities, 1 
• 1 

programs, and special projects 2 2 task 24 l 

21. departmental structure and operations 2.5 3.5 tasks 1, 8, 24, 25 

'22. written and oral communications 3 3 task 23, also job 
pervasive 

23. personnel rules. regulations and requirements 3 3 tasks 10, 11 

. 25a. principles and practices of law office 
management 3.5 3.5 added task 28 

lSee attachments to Appendix for definitions of job requirement and proficiency levels. 
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Knowledge Item t:: Ul t:: o ::l Q) u·,.., 6 

C. Police operations 

26. criminal investigation policies, procedures, 
techniques and problems 2.5 --

28. traffic direction, regulation, laws and 
ordinances 2 

30. 2roblems of mass demonstration 2 

32,. juvenile offenders, juvenile justice 
s~stem and juvenile law 3 

34. interregation of susEects 3 

35. protection, release or dissemination of 
criminal history information 2.5 

40. . reeort EreEaration and departmental forms 2.4 

41. departmental policies and procedures 
~ertaining to arrest, custody and detention 3.5 

42. jail house procedures and conditions 3.3 

44. use of physical force, lethal and non-
lethal weapons 3 

D. Staff services 

50. laws and case law pertaining to contractual 
agreements 2.5 

51. procedures for preparation of litigation for 
defense of officers/department in civil suits 3 

r 52. factors involved in court dismissal actions 3 

54. practices and methods of legal research 3.5 

56. teaching methods/techniques/training 
resources used in instruction of police 
~ersonne1 3 

E. Auxiliary and technical services 

59. departmental communications capability, 
2olicies--,- use and Jlrocedures 2 
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2.5 task 8 

2 task 8 

2 task 8 

3 task 8 

3 task 8 

2.5 task 8 

2.4 tasks 4, 10 

3.5 tasks 3, 8, 23 

3.3 task 8 

3 task 8 

2.5 task 15 

3 task 16 

3 task 13 

3.5 task 1 

3.5 task 23 

2 tasks 15, 24 
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60. departmental physical evidence policies, and 
____ legal implications 3 

61. availability, use and maintenance of 
~olice sU~Elies and equipment 2 
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The most prominent deficiency areas (represented by deficiency values of 1.5 

or greater) are presented in Table VIII-III-45. There are 26 such deficiency 

areas, although eight of them were rejected as necessary knowledge/skill require-

ments during the final occupational analysis conference. These lawyers appar-

ently feel deficient in a number of areas when first appointed as police legal 

advisors (the deficiencies are apparently perceived also by their superiors 

since five of the 17 respondents on the knowledge checklist were either police 

chiefs or supervising attorneys). A review of the content in Table VIII-III-45 

indicates that many of the deficiencies involve knowledge of police operations, 

policies and proce1Jlres. 

Task oriented training and edJlcation data are fragmentary and limited for 

this occupation. Nevertheless, a few tentative observations can be offered 

here: 

There are a number of tasks in which three to five of the 12 
police legal advisors in our sample felt the legal training they 
received was insufficient preparation for their present occupation 
but there was no task in which more than one-half of the legal 
advisors held this opinion. 

Given the large number of knowledge/skill deficiency areas 
characteristic of newly appointed legal advisors, they apparently 
rely on informal·job experience to learn police operations, 
policies, etc. This appears to be the case, since the majority 
of respondents indicated informal job experience was the most 
valuable of all actual sources for learning most of the tasks 
of this occupation. There were six tasks, however, in which formal 
education was judged the most valuable (tasks 1, 2, 11, 13, 15 and 
16) • 

It may strike some as incredible that police legal advisors, already 

trained as lawyers, would be deficient in any areas and would, furthermore, cite 

informal job experience as the most valuable and actual source of learning how 

to do some of the police legal worko But if deficiencies exist when the lawyer 

is appointed and becomes a police legal advisor in title, and if he/she is given 
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Table VIII-III-45 

The Most Prominent Knowledge and Skill Deficiencies 

.Typically Characteristic of Newly Appointed Police Legal Advisors 

Item 1 
Number 

r53. 

41. 

.' 20. 

-.A2. 

r43. 

r49. 

21. 

44~ 

r58. 

15. 

r18. 

rl4. 

19. 

50. 

52. 

9. 

10. 

35. 

38. 

40. 

Knowledge or Skill 

How to present department policy or police depart~ 
ment case as expert witness in court 

Departmental policies and procedures pertaining to 
arrest and detention 

Departmental goals, objectives, activities, programs, 
and special projects 

Prisoners-rights, transportation and safety, booking, 
and disposition of 

Hot pursuit and defensive driving techniques, poli
cies and procedures 

Departmental policies and procedures pertaining to the 
issues requiring formal legal interpretation and to 
the rendering of legal advice and services by agency 
·counsel 

Departmental structure, organization, policies, pro
cedures and performance standards 

Use of physical force, lethal and non-lethal weapons 

Records processed and maintained by the department 

Police authority, rights and civil liability 

Police organization, administration, and operations 

Confession 

Police labor relations, employee organizations, nego
tiating and collective bargaining 

Laws pertaining to contractual agreements, collective 
bargaining, employment practices and class action suits 

Factors involved in court dismissal actions 

Local jurisdiction, laws and ordinances 

Preparation and execution/issuance/processing of a 
warrant or subpoena 

Protection, release or dissemination of criminal 
history information 

Conducting visual and audio surveillance 

Report preparation and departmental forms 
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:Oeficie~cy 
Value 

2.4 

2.3 

2.1 

2.1 

2.1 

2.0 

1.9 

1.9 

1.9 

1.8 

1.8 

1.7 

1.7 

1.7 

1.7 

1.6 

1.6 

1.6 

1.6 

1.6 
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Table VIII-III-45 (Continued) 

The Most Prominent Knowledge and Skill Deficiencies 

Typically Characteristic of Newly Appointed Police Legal Advisors 

Item 
Numberl 

Deficiency 
Knowledge or Skill Value2 

1 

r48. 

34. 

51. 

r55. 

56. 

59. 

Police media relations/role of the press/release 
of information policies 1.6 

Interviewing complainants, witnesses and suspects 1.5 

Procedures for preparation of litigation for defense 
of officers/department in civil suits 1.5 

Legal training needs and requirements 

Teaching methods/techniques/training resources used 
in instruction of police personnel 

Departmental communications capability, policies, use 
and procedures 

1.5 

1.5 

1.5 

Code letter r denotes items rejected as necessary knowledge/skill require-
ments during the final occupational analysis conference. 

2The deficiency value is the difference measure drawn from Table '4'3. 
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no in-service training, then job experience is the only source of learning 

how to capably perform some of the work. The following excerpt from a con~ 

tinuation grant application is testimony that a lawyer, when appointed, is not 

automatically transformed into an effective police legal advisor; 

There also has been the problem of training project 
attorneys to perform the specialized legal service 
required by police personnel, as this is an area of 
the legal profession unique unto itself. 
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10. Occupational Analysis of Mid-Level Manager 

a. Mid-Level Manager Task Profile. Task checklists were completed 

and returned by 64 mid-level managers (hereafter referred to in the text as 

managers). Their distribution by type of agency is shown in Table 18. The 

median age of these respondents was 45 years, and the median length of employ

ment in their agencies was 19.5 years. The median level of formal education 

attained by the respondents at the time of the study was between two and three 

years of college. 

The task profile of the manager occupation is shown in Table 46 and in

cludes all of the tasks in the original checklist plus two added during the 

final occupational analysis conference •. No tasks were rejected since all met 

the criterion for inclusion in a final composite task profile. 

There are eight tasks (Tasks 2, 3, 5, 6, 10, 19, 21, and 22) in each of 

which 70% or more of the managers in our sample spend a moderate or more 

amount of their time. Three of the tasks (Tasks 5, 21, and 22) in which 95% 

or more of the managers typically spend between a moderate and a considerable 

amount of their time involve review, evaluative, and inspectional activities. 

b. Mid-Level Manager Know~edge and Skill Requirements. The know

ledge checklist was completed and returned by 42 managers. Their distribution 

by type of agency is shown in Table 18. Summary data on checklist responses 

are presented in Table 47. All but four of the 49 items (checklist items 23, 

46, 48, and 49) can be regarded as knowledge and skill requirements to be 

emphasized for this key occupation. 
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Table VIII-III-46 

Task Profile of Mid-Level Manager Occupation 

Task lask Description No. a 

1. Formulates clearly defined unit or departmental goals, objectives, 
policies, 'and procedures considering laws and wishes of the com-
munity. 

2. Considers a wide variety of alternatives and plans department and major 
project operations so activities will be effective and efficient. 

3. Organizes and staffs department or unit to gain optimal benefit from 
budgeted funds, and available resources 

4. Negotiates with representatives of employee organizations in collective 
bargaining, and discusses grievance with employees and their representa-
tives. 

5. Evaluates unit or departmental operations and plans or modifies unit or 
departmental plans and policies to increase effectiveness. 

6. Receives, reviews, revises, approves and forwards daily, periodic and 
summary reports concerning activities of the department, bureau, division, 
or unit to assist in evaluating individual, group and unit performance. 

7. Prepares, reviews, revises, and approves budget request considering 
needs of unit, department~~r community and participates in its presenta-
tion to the ~~provin2 authority. 

8. Reviews, approves, an4 makes recommendations concerning personnel actions, 
including selection, evaluation, commendations, disciplinary actions; 
assi2nments and promotions. 

9. Responds to scene of major occurrences, provides advice and assumes 
leadership of situation as needed. 

10. Conceives, plans and recommends methods for preventing or coping with 
major crimes or other protective service problems of the community. 

11. Formulates and directs preparation of applications for federal or other 
grants. 

12. Gathers, dispenses and exchanges information by personal contact, corres-
, pondence, and conference with subordinates, community leaders, ·specialists, 

outside ~gencies and_~eers. 
13. Meets with representatives of the news media in order to provide infor-

'mation rel..~nt to current activities 
14. Responds to calls or correspondence from local citizens or government 

officials in order to facilitate public understanding of the department 
and its role in the community. 

% Who 
do Task 

69.8 

82.5 

89.1 

• 
38.7 

95.2 

93.8 

54.0 

96 0 8 

85.7 

82.5 

25.4 

90.5 

59.7 

92.1 

Median amount 
of time spent 

Task b 

1.8 

2.3 

2.0 

1.3 

2.2 

2.1 

"--'" 
1.5 

1.8 

1.4 
(J 

2.0 

1.1 

1.8 

1.2 

1.6 

on 

,i 
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TableVIII-III-46 (Continued) 

Task Profile of Mid-Level Manager Occupation 

Task Task Description % Who Median amount 
No. a of time spent do Task on 

Task b 

15. Testifies and speaks as agency representative at judicial proceedings, 
committee heari"ngs~ conferences and public gatherings. 79.7 1.2 

16. Receives and imparts training in law enforcement and related disciplines. 87.3 1.7 
17. Coordinates activities of police with government and community agencies 

in common or overlapping activities. 79.4 1.4 
18. Prepares written directives and standard operating procedures for sensi-

tive or major impact ~Eerations. 77 .8 1.8 
19. Receives and analyzes departmental crime and workload statistics and 

other indices of police effectiveness. 71.4 2.1 
20. Conducts studies of and prepares position papers about phases of police 

department operations which are ineffective, inefficient or under 
criticism. 63.5 1.4 

21. Receives, investigates, reports and takes action on ~omplaints concerning 
subordinates or departmental operations. 95.2 2.0 

22. Monitors and spot checks operations and modifies procedures to correct 
deficiencies. 95.2 2.3 

23. Enforces the law situationally, exercising discretion as to the most 
effective means of controlling or preventing the situation or resolving 
the p'roblems. 73.8 1.9 

24. Discusses and confers with investigators on special or sensitive criminal 
cases in order to direct and coordinate field investigations and provide 
general overall g~idance and direction. 77.8 1.8 

(25.) Provides supervision of immediate subordinates. 
(26.) Implements action plans. 

a 
Task numbers in parentheses denote tasks added by consultants during final occupational analy~is conference. 

b 
1 = A very 'smal1 amount of time, 2 - a moderate amount of time, and 3 = a considerable amount of ti~. 
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Table VIII-III-47 

Knowledge/Skill Profile of }tld-Level Manager 
. 

Field Sample . Con-
suIt nt!'; 

"0 4.1 .... Q) .... c: 
Q) 4.1 Q) QJ .... > en > e 

I Q) .... Q) :J Q) QJ 
Q) > OJ...:l ~...:I ~ 
~ Q) .... .... 
.0...:1 ~ >. <4.1 :l 

.... u Q) 4.1 t: C" 
O~ c: t: U t: QJ

1 
Q) ..., c: H Q.I t: OJ e ~ . Q) .... Q) 

c: e c: u ~ ~ ~ Q.lN 

I 
I 

4.1 QJ I 
as Q) OJ .... Q.I :l.~ ~~I .... $.1 .... I.I-l I.I-l en :: :l I:J 

Knowledges and Skillsl 
-0 .... '00 I.I-l t: ;:; 4.1 :> 

Q) :J Q) $.I .... O~:lC; 
~o< ~p.. 0 uo::: ~,...l 

Police Responsibilities and Environ-
mental Relationships 

dl. the police history, role, mission, 
. 

authority and responsibility 3.2 2.4 .S 2.5 207 

d2. criminal justice system/agencies/ 
rela~ionships 3.1 2.3 .S' 2.5 3 

d3. criminal/civil laws and legal pro-
cedures 3.2 2.4 .S 3 

c4. legal issues and trends in law 
enforcement 3.1 2.1 :t.0 3 

d5. citizen rights and processing of 
complaints 3.2 2.2 1.0 3 

c6. external pressure groups, radical 
~ dissidents 2.7 1.9 .S 2.7 groups, 

d7. contempo:rary social problems 2.7 2.0 .7 2.5 

cSa. police ethics 3.4 2.4 1.0 2.5 

cSb. civil ,liability 3.4 2.4 1.0 2.5 

d9. community needs and resources 2.9 2.0 .9 2.5 

Organization and Management 
-, 
dlO. leadership and supervision 3.7 2.3 1.4 3 

dll. police organization, administra-
tion, and operations 3.7 2.3 1.4 2.5 2.7 

d12. fiscal and budget management 3.1 106 1.5 2.5 2.7 

c13. police labor relations 
I 

2.S j 1.6 1.2 2.5 2.7 

di4. planning and research I 2.S·1.6 1.2 2.5 

cIS. decision-making 3.7 2.4 1.3 3 

Task Harkers 

task 1 

tasks 12, 17 

tasks 10, 23, 24 

task 10 

task 21 

task 12 

task 1 

task 16 

tasks 10, 21 

tasks 1" 2 

job pervasive, 
added task 21) 

job pervasive 

task 7 

tasks 4,S 

tasks 2, 5, 10, 
11 

task 2 

1 
c and d = quad c and d knowledge/skill requirements respectively; e = requirements 
added by consultants 

2 
Blank cells signify no future changes expected. 
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Table VIII-III-47 (Continued) 

1 d K now e ge /8k'11 P f'l 1 ro 1 e 0 f Mid L - eve 1 M ana 

Field Sample 
" 

.-4 
QI 

.-4 > 
I QI r-i CIJ 
CD > co~ 
~ QI ..-I 
~ ~>. 

.0 .... u C1l ou ~ ~ u 
~ ~ H CIJ ~ 

" , . CD ..-I C1l 
~ a ~ u ... 

" 
as CD co 'ri CIJ ....... ..-I \I-f \I-f 

Skills 1 '0..-1 '0 0 \I-f 

Knowledges and QI :J C1l ... 'ri 
~c- ::<:p.. Q 

d16. management by objectives 3.3 2.0 1.3 

d17. motivation, morale, and police 
productivity 3.5 2.2 1.3 

d18. departmental goals and objectives '3.7 2.4 1.3 

d19. written and oral communications 3.4 2.4 1.0 

d20. personnel administration 3.2 2.0 1.2 

d21. human relations/group processes 3.0, 2.0 1.0 

d22. needs assessment, resource alloca-
tion and utilization 3.2 1.8 1.4 

23. data processing and the use of 
computers in agency management and 
operations " 2.4 1.1 1.3 

Police Operations 

c24. police administration, policies, 
procedures, techniques and prob-
lems 3.5 2.4 1.1 

c25. criminal lnvestigation policies, 
procedures, techniques and problems 3.0 2.5 .5 

a26. traffic supervision, safety, and 
accident investigation 2.5 2.1 .4 

c27. police tactical operations 2.9 2.2 .7 

c28. crowd/riot control 2.8 2.2 .6 

c29. hostage and sniping situations 2.8 1.8 1.0 

c30. crime strike/task forces 2.7 1.9 .8 

d3l. crime prevention (prevention of 
criminality) 3.0 2.1 .9 

c32. criminal behavior 2.6 2.1 .5 
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2.5 task 8 
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3 job pervasive 
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Table VIII-III-47 (Continued) 

Knowledge/Skill Profile of Mid-Level Manager 

Field Sample Con- I 
5uIt mts ! 
-0 ~ .... Q.I .... c:: 

Q.I ~ Q.I C) .... > en > e 
I Q.I .... Q.I ~ !U Q.I 

Q.I > ro~ ~~ ~ 
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a33. crime resistance techniques such 
as commercial, industrial and 
residential security 2.2 1.6 .6 2.5 2.7 

c34. juvenile justice system and laws 2.6 1.9 .7 3 

a35. prevention and control of juvenile 
delinquency 2.5 1.8 .5 2.7 

d360 interviewing and eliciting infor-
mation 2.7 2.2 .5 2 • .7 

d37. collecting, recording and analyz-
ing informat.ibn 3.0 1.9 1.1 2.5 

d38. case reporting 2.9 2.2 .7 2.9 

c39. arrest and dete~tion 2.8 2.4 .4 3 

a40. hot pursuit 2.3 2.2 .1 3 

c41.· use of. physical force, leth.al and 
non-lethal weapons 3.0 2.6 .4 3 

Staff Services 

d42. police-community relations 3.1 2.0, .9 2.5 

d43. police-news media relations and 
public information 3.1 1.9 1.2 2.5 

c44. legal' advice/services 2.8 1.9 .9 2.5 

d45. training 3.0 2.1 .9 2.7 

Auxiliary and Technical Se~vices 

46. police communications 2.5 1.9 .6 2.5 

d47a police records and information 
systems 2.8 1.8 1.0 2.5 2.7 

48. criminalistics/crime laboratory 2.2 1.6 .6 2 2.5 

49. police supplies, equipment, and 
facilities 2.4 1.9 .5 2.5 
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Table 47 also identifies the task markers for the knowledge and skill re-

quirements. Eight of these (items 10, 11, 24-26, 32, 34 and 35) are job per-

vasive, while the majority have one or more clearly identifiable task markers. 

The average number of task markers per knowledge/skill requirement is 1.3. 

The tasks most often associated with a variety of (4 or more) knowledge/skill 

requirements are abbreviated below with the number of knowledge/skill require-

ments in parentheses (the identity of the requirements can be ascertained from 

the task marker column in Table 47): 

22. Monitors operations (8) 

10. Plans police service methods (7) 

1. Formulates unit or agency goals, etc. (5) 

12. Exchanges information on interpersonal or formal basis (5) 

16. Receives and gives training (5) 

2. Plans operations (4) 

18. Prepares directives and SOP's (4) 

c. Training and Education Implications. With regard to training emphasis, 

we have already noted that the most prominent tasks of the manager occupation 

involve review, evaluative, and inspectional activities. We have also identified 

the tasks with the largest number of different knowledge/skill requirements. 

These tasks overlap somewhat with the other prominent tasks, but also include 

activities of a conceptual and communicative nature. 

With regard to any knowledge/skill deficiencies which might character-

ize the status of newly appointed managers, there is only one requirement, 

fiscal and budget management (item number 12 in Table 47) with a deficiency 
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value of 1.5. The average deficiency value for all knowledge/skill require

ments is .9, a value less than that of the patrol supervisor occupation (1.1) 

and that of the detective supervisor occupation (1.0). While the deficiency 

values have no absolute quantitative meaning, relative to the first-line 

supervisory occupation it is somewhat surprising to find that the manager 

deficiencies are no more prominent than they are. 

We suggest the deficiency value may underestimate the true middle manage

ment training needs, at least in certain subject areas, within police agencies 

today. A review of our agency interview data reveals that in seven of the 

agencies visited, chief executives and commanders specifically mentioned man

agement development and training among their critical or uns.atisfactori1y met 

training needs. There is perhaps more verification of this interview find

ing from our checklist deficiency values in that the average deficiency level 

of the organization and management subject area is higher than for the over

all average deficiency level (1.3 versus .9, respectively). 

Task oriented training and education data are fragmentary and limited for 

this occupationo A review of the data summarized in Table 48 data, however, 

permit us to make several, very tentative, observations. 

Except for one task (task 4), informal job experience was 

judged to be the most valuable of the sources from which 

managers actually learned to perform their job. 

The percentage of managers who felt they received too little 

task-oriented training ranged from 10% to 65%, with the 

average for all tasks being 27%. The three tasks for which 

50% or more of the managers felt their training was 
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Table VIlI-I II- 48 , 

.. --. - -
. Training and Education Data on Mid-LeVe1~nager Tasks with Emphasized Knowledge/Skill Requirements 

~ ~~ .. 
Knowledge/Skill Requirement Numbera8 

c:: QI!/l~ 
CIJ .-t<OCIJ 

U~ ..oE-ot: Training 
(DHflCiency Va1ues)b 

., ~ 

Frequency Each Way Judged Best Way to Learn Task .,-\ CIJ ::l QI <0 Sufficieney8 ..... > .-t~CIl 
CI QI <0 C1J.~. % Too AM >§,,~ " 

Little On-the-job ~ :..J .-t 
!/lQl.-t (N"'42) Training co, a () r;l 

Special Experienced 'by' None Task E-o ::.: ~ ::I Academic ::I .... 
a u Education Training Coworkers Supervisor Other Needed .No. 11)< 

1 7 9 16 lS 3 job 26% 2 4 0 0 2 0 1 (:-S) (.7) (.'9) (i:3) (i:3) eXl'er. 

9 14 . 15 16 3 job 19% 2 2 1 1 2 0 2 (:-9) (1:2) (i:3) (i.3') exper. 

16 22 3 job 30% 5 5 3 2 1 0 3 (1:3) (1:4) exper. 

13 2 formal 4 (l-:2) trng.& , 50% 0 3 0 0 0 0 . 
job 

exper. 

14 16 4 job ,.33% 2 2 0 1 0 0 5 (1. 2) (i:3'> exper. - .~ ... -.---.. _--
37 47 

3 
job 26% 0 3 0 0 1 0 6 {1.1) (1.0) exper. -- ~-'----

job 2 0 12 4 50% 1 1 0 0 7 (1-:5'> exper. 

job .~ -i 
0 13 17 20 ·lS% 0 5 0 0 . 0 S (1.2) (1~3,> (1:2) 3 exper. 

27 2S 29 job 14% 0 1 0 1 2 0 9 (-:i) (-:6) (1.0) 3 exper. 

3 4 SB 14 30 31 33 job 34% 1 0 1 0 0 0 10 (:-S) (1.0) (1:0) (1:2) (:8) (-:9) (:6') 3 exper. 

14 job 65% 1 0 1 0 0 0 11 (1-:2) 3 exper .. 

2 6 19 21 44 I job 19% 0 3 1 1 1 0 12 (:-S) (.S) (1:0) (1.0) (.9) 3 I lexper. - job 43 26% No manager reviewers 13 (i:2) exper. 

42 job 16% No manager reviewers 14 (.9) exper. 

job 2S% 0 j 1 I 0 I 0 I 0 1 0 B 4 exper. 

SA 39 40 41 45 job 19% No manager reviewers 16 (1.0) (:4) <":1'> (:4) (:9) exper. 

- .. III 

College 
Course(s) 
Essential'l 

(N)f , Yell 

5 (7) 

2 (3) 

5 (9) 

0 (3) 

4 (5) 

1 (4) 

3 (4) 

2 (7) 

0 (3) 

1 (2) 

1 (2) 

0 (4) 

1 (1) 
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T:able VIlI-III-48 (continued) 
• 

>. 
I 

(J' ~'tI 

Xnowledge/Skill Requirement Numbers-
I:: CUI/I'tl 
cu .-ICOCU 
¥I(J ,oe-ol:: Training 

(Difficiency Values)b 
(J.-I ." W 
¥lCU :l QI <II Suff1ciencye Frequency Each Way Judged Best Way to Learn Task ""'> .-I W cu 
QI GI ."cu~ % Too A~ > § >. 
~ ... .-I Little On-the-job - College I 
CIl I/lCU.-l (N=42) Training Course(s) 
~. :il l:! ~ Task :l ... Academic Special Experienced ' by None Essent1al'l 

.No. ~~ Education Training Coworkers Supervisor Other Needed , Yea (N)f 

17 2 job 10% 
, 

reviewers (.S) exper. No manager 

18 27 28 29 30 4 job 30% 0 1 0 1 0 0 1 (2) 
(-:=7) (:6) (CO) (:'8) exper. 

19 23 37 2 job 35% 1 1 0 0 0 0 2 (2) 
(1. 3) (1:1) exper. 

20 3 job 
eXEer. 29% 1 0 0 0 -0 0 1 (1) 

21 5 8B 2 job 23% 0 0 1 0 0 0 0 (1) 
(1-:-0) (1-:0) exper. 

22 38 39 40 41 46 47 48 4 job ,.15% 2 2 0 1 0 0 4 (5) 
(-:=7) (:4) (:1) (:4) (.6) (1-:-0) (.6) exper. 
49 

(.5) 

23 3 41 job 11% !Io manager reviewers (.S) (.4) exper. 

24 3 36 3 job _ 17% 0 1 0 0 0 0 1 (1) 
(.8) (:5) exper. 

25 i 10 17 21 
I (1.4) (1-:-3) (1-:-0) 

--4--------. 
26 i 16 

i (1. 3) 

x· 18 35 8 8 11 0 34 (66) 
27% (27%) (53%) (12%) (12%) (17%) 0 (52%) 

aKnow1edge/ski11-requirement numbers refer to those in Table 19. Un~erscored requirem~nts are the emphasized ones. There are no ~raining and education 
data for the tasks added by the consultants. 

bDifficiency values are the difference measures drawn from Table 19. 
CDifficulty scale: 1 - not at all difficult. 2 - slightly difficult. 3 - moderately difficult. 4 - very difficult, 5 - most difficult 
dThere were three possible sources: job experience. formal training, college course 
eThere were three possible categories: too little, about right. too much •. A miniscule percentage checked the third category. 
fN io the numbe~ of subject matter experts (authoritative job incumbents usually) who provided data on task difficulty, best way to learn. and 
essentiality of college courses. N is sometimes lower than the sum of the frequencies because some expe~ts listed more than one best way. 



I 
I ·insufficient involved collective bargaining, budgetary re-

I qu.ests, and federal grant applications. 

Manager tasks range in difficulty from slightly difficult to 

I very difficult. Four of the tasks (tasks 5, 7, 18, and 22~ 

I 
were judged very difficult. 

The majority of managers felt that special training was the 

~I one best way to learn how to perform· most tasks. There were 

I 
several tasks (tasks 1, 2, 5, 7, 15, 19, 20, 22, 24), however, 

for which the majority of reviewers felt that college courses 

·1 would be essential or highly desirable o A review of the GED 

ratings revealed that four of these tasks (tasks 1, 5, 7, and , 20) as well as six others (Tasks 3, 4, 10, 11, 18 and 22) had 

I 
receiyed GED scale values Q~ 5 from both raters on the reasoning 

and the language development scales. 

I d. Future Outlook for Mid-Level Manager Occupation. The conclusion 
'« 

I of the final occupational analysis conference was that no changes can realisti-

cally be expected to occur in the manager task profile during the next five 

I' years. Changes in emphases, however, are expected in several knowledge/skill 

I 
requirements during the next five years: 

1. Police history, role, mission authority and responsibility -

I 
.. 

No rationale was given. 

2. Criminal justice system/agency relationships - No rationale 

I was given. 

I 
I 
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110 Police organization, administration and operations - This 

requirement will increase as a result of the growing in-

fluence of continuing education of younger officers. 

12. Fiscal and budget management - This requirement is expected 

to increase as a result of the expected advent of program 

and zero based budgeting. 

13. Police labor relations - This requirement is expected to in-

crease as police unions continue to grow and as new manage

ment responsibilities in this area emerge. 

16. Management by objectives - This is expected to increase as 

management assumes increased responsibilities. 

17. Motivation, morale and police productivity - The same ration

ale as for number 16 above is given. 

23. Data processing and the use of computers in agency manage-

ment and operations - There is expected to be an increasing 

emphasis on data processing and computers. 

33. Crime resistance techniques - There will probably be an in-

creased emphasis placed on this by the police. 

47. Police records and information systems - An increased emphasis 

is expected to continue in computerized information systemse 

48. Criminalistics/crime laboratory - An improvement in technology 

is expected to occur. 
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11. Occupational Analysis of Chief Executive 

a. Chief Executive Task Profile. Tasks checklists were completed 

and returned Py 38 chief executives (hereafter referred to in the 'text as 

executives). Their distribution by type of agency is shown in Table 18. 

The median age of these respondents was 49 years and the median length of 

employment in their agencies was 14.5 years. The median level of formal 

education attained by the respondents at the time of the study was four 

years of college. 

The task profile of the executive occupation is shown in Table 49 and 

includes all of the tasks in the original checklist plus three additional 

ones added during the final occupational analysis conference. No tasks 

were rejected since all met the criterion for inclusion in a final composite 

task profile. 

There are six tasks (Tasks 1-2, 5-7) in each of ~hich 90% or more of the 

executives in our sample spend a moderate amount or more of their time. These 

tasks involve planning, organizing, evaluating, and fiscal management activi

ties. 

b. Chief Executive Knowledge and Skill Reguirements. The knowledge 

checklist was completed and returned by 40 executives. Their distribution 

by type of agency is shown in Table 18. Summary data on checklist responses 

are presented in Table 50. All 49 items can be regarded as knowledge and 

skill requirements to be emphasized for this key occupation. 
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Task 
No.a 

1. 

2. 

3. 

4. 

5. 

6 • 

7. 

8. 

.9. 

10. 

11. 

12. 

13. 

14. 

'\ 

Table VIII-III-49 

Task Profile of Chief Executive Occupation 

Task Description 

Formulates clearly defined departmental goals, objectives, policies, 
and procedures considering laws and wishes of the community. 
Considers a wide variety of alternatives and plans department and major 
project operations so activities will be effective and ,efficient. 
Organizes and staffs department or unit to gain optimal benefit from 
budgeted funds, and available resources. 
Negotiates with representatives of employee organizations in collective 
bargaining, and discusses grievance with employees and their representa-
tives. 
Evaluates departmental operations and plans or modifies plans and policies 
to increase effectiveness. 
Receives, reviews, revises, app~oves and forwards daily, periodic and 
summary reports concerning activities of the department, bureau, division, 
or unit to assist in evaluating individual, group and unit performance. 
Prepares, reviews, revises, and approves budget request considering needs 
of department and community and participates in its presentation to the 
approv~ng authority~ 

Reviews, approves, and makes recommendations concerning personnel actions, 
including selection, evaluation, commendations, disciplinary actions, 
assignments arid promotions. 
Responds to scene of major occurrences, provides advice and assumes 
leadership of situation as needed. 
Conceives, plans and recommends methods for preventing or coping with 
major crimes or other protective service problems of the community. 
Formulates and directs preparation of applications for federal or other 
grants. 
Gathers, dispenses and exchanges informat:f,~n by personal contact, corres-
pondence, and conference with subordinates~ community leaders, specialists, 
outside agencies and peers. 
Meets with representatives of the news media in order to provide infor-
mation relevant to current activities. 
Responds to calls or correspondence from local citizens or government 
officials in order to facilitate public understanding of the department 
and its role in the community. 

I 

% Who Median amount 

do Task of time spent on 
Task b 

97.3 2.4 

100.0 2.2 

100.0 2.1 

59.5 1.3 I 

100.0 2.1 

91.9 2.0 

94.6 2.1 

100.0 1.9 

78.4 1.2 

86.5 1.7 

78.4 1.2 

94.6 1.8 

94.6 1.2 

97.3 1.7 

..J 
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Table VIII-I~I~49 (Continued) 

Task ~rofile of Chief Executive Occupation 

Task Task Description % Who Median amount 
No.a 

do Task of time spent on 
Task b 

15. Testifies and speaks as agency representative at judicial proceedings, 
committee hearings, conferences and public gatherings. 86.5 1.5 

16. Receives and imparts training in law enforcement and related disciplines. 89.2 1.5 
17. Coordinates activities of police with government and community agencies 

in common or overla~p~n~ activities. 97.3 1.7 
18. Prepares written directives and standard operating procedures for sensi-

tive or major~act 0Eerations. 81.1 1.8 
19. Receives and analyzes departmental crime and workload statistics and 

other indices of police effectiveness. 94.6 1.7 
20. Conducts studies of and pre~ares position papers about phases of police 

department operations, which are ineffective, inefficient or under 
criticism. 75.7 1.4 

21. Receives, investigates, reports and takes actlon on complaints concerning 
subordinates or departmental operations. 86.5 1.8 

22. Monitors and spot checks operations and modifies procedures to cor.rect 
deficiencies. 94.6 1.9 

23. Enforces the law situationally, exercising discretion as to the most 
effective means of controlling or preventing the situation or resolving 
the DToblems. 64.9 1.4 

24. Discusses and confers with intestigators on special or sensitive criminal 
cases in order to direct and coordinate field investigations and provide 
Reneral overall Ruidance and direction 64.9 1.6 

(25.) Provides supervision to immediate subordinates. 
(26.) Implements action plans. 
(27.) Approves licenses and permits (e.g., taxi, firearms, solicitor, etc.) 

a Task numbers in parentheses denote tasks added by consultants during final occupational analy,sis conference. 

b 
I = A very small amount of time, 2 = a moderate amount of time, and 3 = a considerable amount of time. 

j 
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a Table VIII-Ill-50 

Kno~ledge/Skill Profile of Chief Executive Occupation 
. 

I 
I' 

Field Sample ' Con- I 
suIt nts! 

'1:) 
~ 

r-I Q)r-I c:: 
Q) ~ Q) ell 

r-I > en > e 
I Q) r-f Q) :;l Q) ell 
Q) > I'll...:! ~,..:l ~ 
~Q) oM '.-l 

.oH 4.1 >. <~ :;l 
oM 0 Q) ~ c:: 0-

I 
O~ c:: c:: 0 c:: ell I ell 
~ c:: H Q) c:: tile~ . Q) oM Q) ~ c.;\ c:: a c:: 0 ~ r-f ).; ClIN 
C\'I Q) I'll 'I'"i Q) :;l 'I'"ij ~ r-f 

oM 1-1 oM'H 'H til :l :::: CJ 

~I 

I 

Knowledges and Skillsl 
"0 oM '1:) 0 'H c:: m~ > Q) :;l Q) ~ 'I'"i o :,; :l CJ Task Harkers ~C' ~p.. 0 U~~,..:l 

A. Police Responsibilities and Environ- j mental Relationships 

d1. the police history, role, mission, 
I task authority, and responsibility 3.2 2.6 .6 3 1 

d2. criminal justice system/ agencies/ 
" relationships 3.2 2.4 .8 3.2 tasks 12, 17 

,I 
d3. criminal/civil laws and legal 

procedures 2.9 2.7 .2 3 tasks 10, 23, 24 

c4. legal issues and trends in law 

I 
enforcement 3.1 2.5 .6 3.2 task 10 

dS. citizen rights and'processing of 
complaints 3.2 2.S • 4 3 task 21 . 

I c6. external pressure groups, radical 
groups, dissidents 3.0 2.2 .S 3.4 task 12 

I 
d7 .. conte~porary social proble1T!5 2.9 2'.4 .S 2.S 3.0 task 1 

cSa o police ethics 3.4 2.6 .S 3 3 task 16 

cSb. civil liability 3.4 2.6 .S 3 tasks 10, 21 

I d9a. communi ty needs and resources 3.3 2.3 1.0 3 tasks 1, 2, 17 

d9b. public policy and political con-

I 
side~ations 3.4 tasks 1, 14, 17 

B. Organization and Hanagement 

I 
.. 

I 

dID. leadership and supervision 3.6 2.S .8 3 3.2 added task 25 and 
job pervasive 

dU. police organization, administra- I tion and operations 3.S 2.9 .6i 3 3.2 job pervasive 

d12. fiscal and budget management 3.1 2.0 1.l12.SI3.0 tasks 1, 2, 7 

I 
d13. police labor relations 3.0 1.S 1.2'2.S 3.0 tasks 4, S 

d14. planning and research 2.9 2.0 .9 2.S 3.0 tasks 2, Sa, 5b, 
10, 11, 20 

I 1 
c and d a quad c and d knowledge/skill req~irements respectively; e = requirements 
added by consultants 

" 2 
··B1ank cells signify no future changes expected. 
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clS. 

d16. 

dl7. 

d18. 

d19. 

d20. 

d21 

d22 

b23 

Table VIII-Ill-50 (Continued) 

Kno~ledge/Skill Profile of Chief Executive Occupation 
-

Field Sample . Con-
Rul~ nta 

"0 u 
...-I CIlr-l ~ 
CIl u CIl CIl 

r-I > II) > e 
I CIl ..... CIl :2 CIl ~J 
CIl > "'~ ~~ ~ 
~ CIl ..... -M 
~ u» <u ::l 

.0 ..... () CIl u ~ 0' 
OU ~ ~ () ~ III III ,.., ~ H CIl ~ C1l e p:: . CIl ..... CIl u CIl 
~ a ~ () ~ r-I ~ CIlN 

'" CI) "' ..... III ::l -M ~r-I 
..... J.I ..... 4-1 4-1 ~ ~ ::l III 

Skillsl 
"tJ ..... "tJ 0 4-1 u ;> 

Knowledges and CI) :2 CI) ~ -M o III ::l CJ 
::E:t:7' ::E:p.., Cl UP::: ~~ 

decision-making 3.5 2.7 .8 3.2 

management by objectives 3.1 1.9 1.2 2.6 3.0 

motivation, morale, and police 
productivity 3.3 2.5 .8 2.6 3.0 

departmental goals and objectives 3.7 2.5 1.2 2.8 3.0 

written and oral communications 3.4 2.4 1.0 2.6 

personnel administration 302 2.4 .8 3 3.2 
-" 

human relations/group processes 303 2.3 .9 2.8 

needs assessment, resource alloca- i, 

tion and utilization 3.2 2.2 1.1 2.8 

data processing and the use of 
computers in agency management and 
operations .. 2.2 1.6 .6 2.8 

Police Operations 

c24. patrol administration, policies, 
procedures, techniques, problems 3.2 2.7 .5 3 

c2S. criminal investigation policies, 
procedures, techniques and 
J>rob1ems 2.9 2.6 .3 3 

c26. traffic supervision, safety, and 
accident investigation 2.8 2.3 .5 3 

c27. police tactical operations 2.8 2.4 .4 3 

c2S. crowd/riot control 2.8 2.3 .5 3 

c29. hostage and sniping situations 2.9 1.9 1.0 3 

c30. crime strike/task forces 2.8 1.9 .9 3 

c31. crime prevention (prevention of 
criminality 3 .... 1 2.4 .7 2.8 

c32. criminal behavior 2.6 2.2 .4 2.6 
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Task Harkers 

task 2 

tasks 1, 2, 3, 5, 
added task 26 

task 8, added 
task 25 

task 1 

task 12 

task 8 

task 12 

task 3 

task 2 

job pervasive 

job pervasive 

job pervasive 

tasks 9, 18 

tasks 9, 18 

tasks 9, 18 

tasks 10, 18 

task 10 

job pervasive 
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Table VIII-Ill-50 (Continued) 

Knowledge/Skill Profile of Chief Executive Occupation 
-

Field Sample Con- I 
~ult nt!'; I 

" 
"d ~ ! 

r-f ~.; C I Ql ~ Ci Ci 
r-4 > (/J :> E 

I Ql r-f Ql :3 Ql Ql 
Ql > I'd,..l or"')H ~ • 
~ Ql oM ~ +J,'; I H ~ :>-
.0 oM (J Ql +J ~ C" 
0.&.1 ~ ~ (J ~ aJ aJ ., ~ H Ql ~ t1l E!~ 

" " Ql oM Ql ~ ~I CiN I ~ 13 c:: (J H 
.. I'd Ql I'd ,~ Ql :3 'M H...-li 

oM H .~ lH lH (/J :l :3 01 

Skillsl 
"doM "d 0 lH ~t;1+J>1 

Y\llowledges and Q) :3 Ql H ,~ o :;1:: e,:! 
~C" ~p.. CI U C:::I>:-' H! 

a33. crime resistance techniques such 
as commercial, industrial, and 
residential security 203 1.9 .4 2.6 2.8 

c34. juvenile justice system and laws 2.8 201 07 3 

c35. prevention and control of juvenile 
delinquency '2.8 2.1 .7 3 

d36. interviewing and eliciting infor-
mation 209 2.5 .4 2.6 

d37. collecting, recording and analyz-
ing information 3.0 2.5 05 3 

d38. ·case reporting 2.9 2.6 .3 2.6 

c39. arrest and detention 2.7 206 .1 3 

a40. hot pursuit 2.2' 2.2 0 3 

c41. use of physical force, lethal 
and non-lethal \"eapons 3.1 2.7 .4 3 

Staff Services 

d42. police-corm~uni ty relations 3.1 2.5 .6 2.8 

d430 police-news luedia relations and 
public information 3.5 203 1.2 2.6 300 

c44. legal advice/services 2.6 2.1 .5 2.6 

d45. training 3.0 2.4 .6 3 

Auxiliary a~d,Technical Services 

c46. police communications 2.6 2.0 06 2.8 

d47. police records and information 
. s'ystems 2.7 2.1 .6 2.8 300 

b48. criminalistics/crime laboratory 2.2 ,1.7 .5 2.4 2.5 

b49. police supplies, equipment, and 
facilities 2.4 1.8 .6 2.8 
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Task Harkers 

task 10 

job pervasive 

job pervasive 

task 24 

tasks 6, 19 

task 22 

tasks 16, 22 

tasks 16, 22 

tasks 16, 22, 2.3 

tasks 14, 15 

task 13 

task 12 

tasks 16, 22 

task 22 

tasks 6, 22 

task 22 

task' 22 
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Table 50 also identifies the task markers for the knowledge and skill re

quirements. Eight of these (items 10, 11, 24-26, 32, 34 and 35) are job per

vasive, while the majority have one or more clearly identifiable task markers. 

The average number of task markers per knowledge/skill requirement is 1.4 

which is roughly equivalent to that for the manager occupation (1.3). The 

tasks most often associated with a variety (4 or more) knowledge/skill require

ments ~re abbreviated below with the number of requirements in parentheses 

(the identity of the requirements can be ascertained from Table 50): 

22. MOnitors operations (9) 

1. Formulates agency goals, etc. (7) 

10. Plans police service methodology (7) 

2. Plans operations (6) 

12. Exchanges information on interpersonal or informal basis (5) 

16. Receives and gives training (5) 

18. Prepares directives and SOP's (4) 

c. Training and Education Implications. With regard to training 

emphasis, we have already noted that the most prominent tasks of the executive 

occupation involve planning, organizing, evaluating and fiscal management. 

We have also identified the tasks with the largest number of different know

ledge/skill requirements. These tasks overlap somewhat with the other prominent 

tasks but also represent a greater proportion of planning activities. 

With regard to any knowledge/skill deficiencies which might characterize 

the status of newly appointed executives, there are no deficiency values equal 

to or greater than our arbitrary standard of 1.5. The average deficiency value 

for all knowledge/skill requirements for this occupation is .7, a value less than 

those for the manager and first-line supervision occupations. There are several 
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knowledge/skill deficiencies with a value representing at least one scale unit 

difference between the median job requirement level and the median initial 

proficiency level, and these are singled out below: 

9a. Community needs and resources 

12. Fiscal and budget management 

13. Police labor relations 

16. Management by objectives 

18. Departmental goals and objectives 

19. Written and oral communications 

22. Needs assessment, resource allocation and utilization 

29. Hostage and sniping situations 

43. Police-news media relations and public information. 

Task oriented training and education data are fragmentary and very limited 

for this occupation. There were too few executives who reviewed tasks in order 

to judge the one best way to learn each or to provide difficulty level estimates 

(another measure of difficulty, of course, could be derived from the number of 

knowledge/skill requirements per task, but has not.been done so here). There 

were, however, a sufficient number of executives who rated the sufficiency of train

ing actually received and the most valuable of sources from which the executives 

actually learned to perform their tasks. 

The percentage of executives who felt they received too little task oriented 

training ranged .from 18% to 67%" with the average for all tasks being 28%. 

There was only one task (task 4) in which a majority (67%) felt there was too 

little training received. This particular task involves labor relations acti

vities and it will be recalled that police labor relations (item 13) was one of 

the knowledge/skill requirements with a deficiency value greater than unity. 

With regard to the actual source of task learning judged most valuable, the 

VIII - 267 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I' 

--~ '- '----, 

majority of executives indicated informal job experience for all tasks. 

The same 10 tasks as in the mid-level manager profile have GED ratings 

suggestive of the desirability of a college course(s). 

d. Future Outlook for Chief Executive Occupation. The conclusion 

of the final occupational analysis conference was that no changes can realis

tically be expected to occur in the executive task profile during the next 

five years. Changes in emphases, however, are expected in knowledge/skill 

requirements during the next five years: 

7. Contemporary social problems - There will probably be an in

creased awareness of social problems. 

10. Leadership and supervision - There will be an improvement 

in the formal education of law enforcement personnel in this 

area. 

11. Police organization, administration and operations - The 

same rationale applies as for number 10 above. 

12. Fiscal and budget management - This is expected to increase 

as a result of the expected advent of program and zero bud

geting. 

13. Police labor relations - This is expected to increase as police 

unions continue to grow in number and activity. 

14. Planning and research - 'There is an increasing nationtflide 

emphasi,s on applied research in a wide variety of police acti

vities. 
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16. 

17. 

19. 

20. 

33. 

43. 

47. 

48. 

Management by objectives - This is expected to increase as 

executives become more accountable for agency efficiency and 

effectiveness. 

Motivation, morale and police productivity - There is incTeas

ing emphasis being placed by the public and government managers 

upon the productivity of public services. 

Departmental goals and objectives - As the need increases to 

be more sophisticated in management by objectives, so will the 

need increase in this area. 

Personnel administration - There is increasing awareness that 

personnel management and administration are central to the 

executive's job. 

Crime resistance techniques - There will probably be an in

creased emphasis placed on this area by police. 

Police-news media relations and public information - This is 

expected to increase in emphasis as a result ,of probable 

changes in federal and state legislation. 

Police records and information systems - An increased emphasis 

is expected to continue in computerized information systems. 

Criminalistics (crime laboratory) - An improvement in tech

nology is expected to occur. 
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12. Summary Findings and Conclusions 

Nine law enforcement occupations were selected for analysis as key 

occupations. Three of the occupations are relatively recent in origin; 

evidence technician/crime scene analyst, police planner and police legal 

advisor. The remaining six are the traditional ones in basic operations, 

line supervision, and management. The purpose of the occupational analyses 

was to generate task and knowledge/skill profiles which can then be compared 

against education and training programs. Projections about these profiles 

five years from now were also made to determine possible changes that will 

be needed in these programs to meet future requirements. 

a. Summary Comparison of Nine Occupations. Summary occupational 

analysis data for the nine occupations are compared in Table 51. We believe 

several conclusions can be drawn from these summary findings: 

• While generally three-fourths of the incumbents sampled 
in each of the occupations were satisfied with the 
sufficiency of job training received, several other 
findings sunnnarized below suggest not all training 
or learning needs are being satisfactorily met (that 
one-fourth of the incumbents felt dissatisfied is 
perhaps itself some indication of such unmet needs). 

• The fact that special training was most often judged 
to be the best way to learn, whereas on-the-job experi
ence was the actual source of learning judged most 
valuable, suggests either that training received was 
somewhat inadequate or was not received. 

• A number of knowledge/skill deficiencies apparently 
exist within law enforcement. The number, level, and 
content of these deficiencies varies by occupation. 
While our findings concerning these deficiencies 
are not derived from performance analysis or a com
parison of actual training c()~te!ltc'l,md emphasis, with 
job knowledge/skill content and empnasis, we believe 
the deficiency measures warrant some attention. 
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Table' VIII-Ill-51 

.. - - .. .. - .. -
Comparison of Summary Occupational Analysis Data on the Nine Key Law Enforcement Occupattons 

Host Valuable Average (J Tasks % Knowledgel Deficiency 
% Dissatisfied of Actual 'Way Judged Task loiith GED 'Skill Require- of E:::phasized 

II Tasks with Sufficiency Task Learning Best to Difficulty Ratings ments to be Requiret::e:1tsb 
Occupation In Profile of Task Training Sourc\!s Learn Tasks Levela > 5 Emphasized #~1.5 X Level 

Patrol 37 25% job expo spec. trng. 2.8 0 52% 12 1.2 

Patrol Supervisor 47 26% job expo spec. trng. 2.5 2 64% 7 1.3 

Detective 42 26% job expo spec. trng. 2.8 1 64% 14 1.3 

Detective Supervisor 47 23% job expo SpeC. trng. 3.0 2 70% 9 1.2 

Evidence Technician 20 347- job expo spec. trng. 3.0 0 58% 10 1.4 

Police Planner 19 23% job expo spec. trng. 3.ci 7 497- 6 1.3 

Police Legal Advisor 21 187- job expo no data 2.8 no data 62% 18 1.4 . 
Xiddle ~nager 26 27% job expo spec trng. 3.1 10 92% 1 .9 

< Chief Executive 27 28% job no data no data 10 100% 0 .7 I-f expo 
I-f .... 
I 

N a Difficulty scale: 1 - not at all difficult; 2 - slightly difficult; 3 - moderately difficult: 4 - very difficult: 5 s most difficult ....., .... b Deficiency measure is the difference between five point scale ratings of initial proficiency level of assignee and level required 
for capable performance. 
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For those occupations in which entry level or initial 
job training is normally provided new assignees, the 
existence of deficiencies presumabl'y represent learning 
needs which still remain following training. For the 
other occupations, these deficiencies ~resumably represent 
learning needs unaddressed, save perhaps py the incumbent 
who must rely on job experience. 

• Of the nine occupations, the police legal advisor had the 
largest number of prominent knowledge/skill deficiencies 
(those ~ 1.5 in value), even though most of the incumbents 
were satisfied with the sufficiency of training received. 
Many of the deficiencies involve lack of sufficient 
knowledge of police operations, policies and procedures. 
The implication is that the legal training of lawyers 
is not sufficient to prepare them in all aspects of their 
police legal work. 

• Although the occupational analyses are not, per se, tanta
mount to a training needs assessment, one might tentatively 
regard as priorities those specific tasks with the greatest 
percentage of incumbents expressing dissatisfaction over 
training and/or those tasks which require emphasis of 
knowledge/skill requirements that incumbents appear to 
be the most deficient in. 

• For all nine occupations, the findings suggest the value 
of a blend between special training and on-the-job experience. 
Several criteria were discussed for determining the relative 
emphasis of one over the other for given tasks. 

• To learn most of the tasks in the basic and line supervision 
occupations, academic education (college courses) was 
generally not regarded as essential or highly desirable 
by the job experts (usually knowledgeable incumbents) in 
our samples. The GED ratings tend to corroborate their 
opinion. A noteworthy number of tasks in the plal.ner, 
managerial and executive occupations have GED ratings which 
imply the desirability at least of some academic education 
(the police legal advisor occupation was excluded from this 
particular analysis). 

b. Future Outlook--System Impact on Occupational Requirements. 

Since they represent broad groupings of work within the public service field, 

the law enforcement occupations and their requirements are relatively stable 

compared to individual positions and even to job groupings of positions within 
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individual agencies. With the possible exception of the patrol occupation, 

few changes in task profiles are expected by our consultants to occur during 

the next five years. To varying degrees, changes in the knowledge profiles 

are expected to occur in all nine occupations. Almost all of these changes 

represent increases in emphasis of existing knowledge/skill requirements. 

Possible system changes which we can discern today would appear to have 

the greatest potential impact upon the patrol officer occupation. There are 

certain activities such as team policing, civilianization and specialization 

that could alter the patrol officer occupation if they become established 

trends. These activities are discussed elsewhere in this volume. The role 

of higher education is another factor which must be taken into consideration. 

Regardless of whether post secondary education can or cannot be justified 

as a minimum entry level requirement, the fact that there is an increasing 

proportion of recruits entering police work with some level of college 

education behind them is likely to shape the occupation of the future. 

If evidence mounts, for instance, that discontent, boredom, and turnover 

characterize the more educated patrol officer, there will be pressure to 

restructure the occupation. The less demanding tasks can be shredded out 

and assigned to paraprofessionals. This is already happening in some 

agencies, as is the creation of the police agent position, a parallel movement 

to professionalize the police officer of tomorrow. These changes appear 

likely to expand throughout the police field rather than the inconceivable 

scenario of discouraging or barring college educated applicants. Five years 

from now, the patrol occupation will still exist, and probably still pre

dominate, but it is expected to be altered in ways to make room for the emerging 
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occupations. These occupational changes will eventually have a reverse impact 

. upon the system, particularly the personnel subsystem. 

VIII - 274 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

E. ANALYSIS OF THE PERSONNEL AND TRAINING IMPLICATIONS OF SELECTED 
POLICE TRENDS OR INNOVATIONS 

One of the objectives of the NMS project is to assess the personnel and 

training implications of certain possible trends or innovations. In earlier 

sections within this chapter, we have discussed the implications of various 

developments in the police personnel system. In this section, we report on 

our field analysis of two other developments, innovative policing strategies 

and technological developments. Our field analysis approach consisted pri-

ma~ily of holding semistructured interviews, between one and two hours in 

length, with the cognizant official{s) of each development. While questions 

aimed at getting its description, history and future status were asked, the 

key questions inquired about the personnel and training effects. 

1. Innovative Policing Strategies--Team Policing 

... -,,;-- , . 
The conventional policing strategy involves central- command of the patrol 

and investigative operations. Only bureau commanders have around-the-clock 

responsibility for their operations. Patrol officers and fheir supervisors 

operate out of precinct stations on a shift by shift basis and are frequently 

rotated throughout the agency's total geographical jurisdiction. Patrol per-

sonne1 are not responsible for investigating the crimes to which they respond. 

These officers take the initial reports and then resume their patrolling 

duties. The reports are turned over to the investigative bureau and assigned 

to detectives. The detectives operate out of this bureau on a shift by shift 

basis and work on their cases primarily independently of the patrol officers 

who initiated the reports. 
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I 
I This organizational mode of operation was generally characteristic of 

I 
most of the 31 agencies visited. A substantially different organizational 

model, namely team policing, existed in only three of the agencies. A fourth 

I agency was experimenting with team policing, and a fifth agency was due to 

implement this model full blown within a few months of our visit (four other 

I agencies are contemplating team policing). A number of the other agencies 

I,: were experimenting with or had implemented different changes in their strate-

gies of policing. Since team policing represents the most marked policing 

I innovation with potentially greater implications for future personnel and 

training needs, it is treated first and separately from the other strategies. 

I 
~he actual organizational structure and mode of operation for team 

I policing varies from agency to agency throughout the United States, and some 

of thl~se variations were evident among the three agencies we visited which had 

I fully implemented this strategy. As Sherman, Milton and Kelley observed in 

I 
their case studies of seven other team policing agencies, there are certain 

basic featu~es, both st~uctura1 and functional, which distinguish these agen-

I . 26 
cies from conventional agencies. According to these investigators, 

there are three distinguishing operational elements of team policing; geo-

I graphic s.tabi1ity of patrol, maximum interaction among team members, and 

I maximum co·.mmunication among team members and the community. These elements 

roughly characterize our three agencieso In addition, greater authority was 

I 
.- , 

delegated to lower ranks, and detectives were assigned with patrol officers to 

each team. ~hi1e some specialization was retained at the bureau or division 

I level, and not all authority obviously was delegated, it would be fair to say 

I that the police teams in each agency visited approxima~ed miniature police 

agencies attempting to provide a broad range of police services. 

I 
I VIII - 276 



I 
I 
I 
I 
I 
I 
I' ',. 

I 
I 
I 
I 
I 
I 
I 
I 

r- . 

I 
I 
I 
I 

a. Manpower Implications of Team Policing. If a police agency 

completely reorganizes into a team policing mode of operation, what is the 

overall net effect of this change upon the agency's manpower requirements? In 

their study of team policing, Bloch and Specht conclude that it does not re

quire more personnel than conventional methods27 • Our field analysis findings 

tend to corroborate their conclusion with some possible qualifications. In 

none of the three agencies visited did the changeover to team policing itself 

necessitate the hiring of more patrol officers. One of the reasons, as a 

matter of fact, for adopting team policing was an attempt to increase the level 

of services without increasing the staffing level. 

In the larger agency, Agency C, however, it appeared that the reorganiza-

tion itself may have increased the overall staffing level. In this agency, 

there was a one percent increase over the previous year's budget allotted for 

the hiring of civilian personnel to replace off-street officers who were 

being reassigned to patrol duty. We cannot be certain though'that this in-

crease can be solely attributed to team policing. It is possible that the 

expanded patrol operation was a result not of the planned changover, but a 

result of the agency's analysis of its workload in planning how to redistrib-

ute officers among the teams. Bloch and Specht also noted that "a careful 

review of an officer's workload may lead to a conclusion that--regardless of 

how a department is organized--it will need more personnel to operate effec

tively.1I28 

The medium sized agency, Agency B, also added six civilians, but these 

were temporary hires funded by CETA. The civilians were to be utilized as 

community service officers to help the teams in their community relations 

efforts. 
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An analysis of our narrative data from interviews with the police 

executives, patrol and investigative managers, and project officers of the 

three agencies also suggested that the overall impact of a change to team 

policing upon total personnel requirements had been negligible, A few of the 

patrol officials did point out that there is less staffing flexibility within 

the teams than there was within the larger parent units (precincts or divi-

sions). Reduced flexibility may thus be more of a problem in team policing 

when a member of a relatively small unit is off duty because of illness or 

in-service training. When this happens, team managers must rely on coordina-

tion and cooperation among themselves. 

Two of the three investigative managers interviewed seemed to believe 

that their capability for investigating major and other special crimes had 

deteriorated because of team policingo This feeling is certainly understand-

able since their staff levels had been considerably reduced by the transfers 

of up to one-half their detectives to the new teams, but data do not enable 

us to test whether team policing itself did indeed produce a deterioration. 

Theoretically, however, creating teams of patrol officers and detectives 

should relieve the residual staff of detectives of all their general investi-

gative work, thereby allowing for more time to concentrate on major and other 

special cases. 

According to Bloch and Specht, in agencies such as the ones we visited 

where teams comprise both patrol officers and detectives, the latter continue 

as specialists, conducting local investigations, providing on-the-job train-

i t t I ffi d bl h ·· I 'b'l' . 29 ng 0 pa ro 0 . cers, an presuma y not s ar~ng ~n patro respons~ ~ ~tles. 

But the research literature does not provide a comparative task analysis 

of patrol officers and detectives in team policing and conventional agencies. 

As far as we know, the NMS project is the first opportunity to make some 
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limited comparisons because of the occupational analysis work that was done. 

The comparisons we shall present here are limited in two respects. First, 

the sample sizes are very small. Although over 150 patrol officer and 154 

detective inventories were completed and returned from the 31 ag~ncies 

visited, only four and three inventories for these positions respectively 

were available for comparison in a large municipal, team policing agency, 

and in its corresponding conventional agency (one roughly equal in size of 

sworn staff and of the same agency type). Secondly, and unfortunately, patrol 

officers and detectives did not complete identical inventories of tasks. A 

given inventory contained tasks more typically associated with either patrol 

or detective duties, but not both. Thus, while we can loakfor any differences 

which team policing might make in the relative amounts of time patrol officers 

spend on patrol tasks and detectives spend on detective tasks, we can only 

make some inferences about the extent of task overlap between the two position 

types. 

The patrol-oriented tasks on which team patrol officers either spend more 

or less time relative to conventional patrol officers are identified in 

Table VIII-Ill-52. We have two observations to make here about these task 

differences. First, in observing that less time is spent in the team policing 

agency on the first three tasks in Table VIII-Ill-52, tasks which are pre

dominantly patrol-oriented, we infer that team patrol officers are spending 

some of their r.emaining time on investigative work. Second, another dis

tinction between the two agencies is that a small amount of team patrol 

officers' time is spent on supervisory tasks; whereas these tasks are not 

part of the composite patrol officer profile in the conventional agency. 

Thus, reorganizaing a patrol bureau into a number of smaller groups means 

team officers share more of the supervisory responsibilities. 
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Table VIII-Ill-52 

Tasks which Differentiate Patrol Officers 
in a Team Policing and Conventional Agencya,b 

Task Description Team 
Policing 

1 

4 

Familiarizes self with assigned patrol area and 
its citizens, businesses and crime problems, 
and identifies potential trouble spots. 

Interviews suspects, complainants, witnesses, 
and victims to gain information on current 
or unresolved cases. 

12 Enforces law situationally exerc1s1ng judgment 
and discretion as to the most effective means 
for controlling or resolving problems. 

24 Makes castings of foot and tire prints, tool 
marks and other impressions at crime scene. 

28 Reports periodic and daily activities verbally 
and in writing to supervisor. 

29 Participates in staff meetings and conferences. 

30 Operates voice radio equipment to receive and 
give information. 

33 Records field actions and observations in note
book and transposes information into formal 
report of crimes, accidents, or other 
activities and action taken. 

34 Receives, reviews, revises, and forwards re
ports and files on daily activities, crime, 
accidents, and other incidents. 

35 Prepares, reviews, approves, and forwards 
summary and statistical reports on crime and 
police activity. 

36 Inspects police personnel and equipment for 
conformance to regulations. 

37 Assigns police and related personnel to duty. 
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Table VIII-Ill-52 (Con't) 

Tasks which Differentiate Patrol Officers 
in a Team Policing and Conventional Agencya,b 

Task Description 

38 Monitors, supervises, and schedules police 
operations and personnel. 

39 Receives, investigates reports and takes 
action on complaints against police personnel 

Team 
Policing 

A 

or unit operations. A 

40 Plans, organizes, and staffs unit operations 
utilizing available resources. A 

41 Performs personnel and administrative actions 
such as hearing grievances, evaluating job 
performance, taking disciplinary action, 
recommending awards, approving promotions, 
approving directives, and counseling sub-
ordinate personnel. A 

Conven
tional 

+ 

a Comparisons are based on composite profiles of four patrol officers' 
task inventories in each of two large municipal agencies. 

b A denotes a very small amount of time spent on task, B denotes a moderate 
amount of time spent on task, C denotes a condiderable amount of time 
spent on task, and a dash indicates the task is not part of the composite 
job profile. 
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The detective-oriented tasks on which team detectives either spend more 

or less time relative to conventional agency detectives are identified in 

Table VIII-Ill-53. An examination of the task content suggests that team 

detectives tend to spend less of their time relative to their conventional 

agency counterparts on investigative-oriented tasks and perhaps more time on 

patrol-oriented tasks. This observation is supported by the fortuitous circum

stance of one detective in the team policing agency who inadvertently was 

given the patrol-oriented task inventory. An examination of this officers' 

task profile (not represented in either Table 52 or 53) indicated that he was 

spending a moderate amount of his time on patrol-oriented tasks. 

As limited as our comparative task analysis has been, we can still con

clude that one definite effect of team policing is to blur the distinction 

between the patrol and detective occupations, even in agencies where teams 

comprise both occupations rather than only patrol officers trained to be 

generalists-specialists. It is apparent that detectives do share certain 

patrol responsibilities in addition to their other team duties. Adoption of 

team policing obviously requires a reanalysis of tasks, and this will un

doubtedly lead to a reclassification of patrol officer positions and detective 

positions (the same need for reanalysis applies to supervisory and middle 

manager positions, but time does not permit a comparative analysis of our 

task data for these positions). 

A recent study indicates that patrol officer activities at the crime 

30 scene accounts for most of the crimes that are solved. If there is any 

validity to this finding, and if team policing becomes an established trend, 

it is likely that the criminal investigative function will be deemphasized. 

Conceivably, there might thus be a need for fewer detectives in the future. 
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3 

6 

12 

13 

16 

Table VIII-III-53 

Tasks which Differentiate Detectives in a 
Team Policing and Conventional Agency1,2 

Task Description 

Reads, reviews, and evaluates crime investiga
tion report and related material on cases. 

Receives, inventories, stores, issues, accounts 
for and disposes of physical evidence of crime. 

Enforces law situationa11y, exercising judgment 
and discretion as to most effective means for 
controlling or resolving problems. 

Assists people with problems or refers them to 
public service agencies. 

Arrests, searches, and secures suspects and 
fugitives. 

Team 
Policing 

B 

B 

B 

C 

17 Informs arrested persons and suspects of legal 
rights. C 

18 Uses physical force and protective equipment 
such as revolver, baton, handcuffs, shot gun 
and tear gas when necessary to subdue resistance, 
prevent escape, or protect self or public. B 

19 Discusses charge and circumstances of arrest 
with arresting officer to insure they are 
in accord with law and department policy. C 

21 Conceives, plans, and recommends improvements, 
innovations, and changes in department policies, 
objectives, and procedures for coping with crime 
or providing public service. A 

28 Recruits informants on criminal activity and 
solicits information from them. C 

29 Reports periodic and daily activities verbally 
and in writing to supervisor. C 
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Table VIII-Ill-53 (Con't) 

Tasks which Differentiate Detectives in a 
Team Policing and Conventional Agencyl,2 

Task Description 

31 Prepares "wanted" advisories for distribution 
to other officers and agencies. 

34 Prepares and submits requests, and supporting 
affadavits and documents for arrest and search 
warrants. 

36 Receives, reviews, revises, and forwards 
reports and files on daily activities, crime, 
accidents, and other incidents. 

37 Prepares formal charges on suspects. 

49 Testifies at judicial proceedings. 

Team 
Policing 

A 

B 

A 

C 

B 

Conven
tional 

B 

A 

B 

A 

A 

1 Comparisons are based on composite profiles of three detectives' task 
inventories in each of two large muniCipal agencies. 

2 A denotes a very small amount of time spent on task, B denotes a moderate 
amount of time spent on task, C denotes a considerable amount of time 
spent on task, and a dash indicates the task is not part of the composite 
job profile. 
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We attempted to determine whether there were any workload or staffing 

characteristics in addition to the redistribution of detectives which would 

consistently distinguish our three team policing agencies. For each team 

policing agency, we selected an agency visited which was roughly equal in 

size of sworn staff and of the same type of ~gency. Each agency had been 

asked to provide a variety of the most current year-end statistics, including 

offenses reported, arrests made, calls for service, number of functional re-

sponsibi1ities, staffing strength and population census. The available 

statistics were used to develop indices of workload and staffing patterns, 

and these are included among the characteristics presented in Table VIII-III-

54. 

While there are a few inconsistencies among the pattern of characteris-

tics to be noted in Table VIII-Ill-54, certain observations can nevertheless 

be made about these particular comparisons: 

- Workload, whether measured by calls for service, number of 
. reported offenses, or number of functional responsibilities is 

higher for two of the three team policing agencies (although 
the particular agencies differ depending on which index is 
used). 

The number of sworn personnel per 1,000 population is higher 
for all three team policing agencies. 

The proportion of sworn personnel of the total staff is lower 
in two of the three team policing agencies •. 

If the proportion of arrests to offenses can be considered as 
on:e measure of effectiveness, then only one of the conventional 
agencies appears to be as effective as its counterpart. 

- Tbe ratio of patrol officers to detectives is higher in two of 
the three team policing agencies. 

The adequacy of the agency's staffing level as assessed by its 
chief is higher for all three team policing agencies. 
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Table VIII-Ill-54 

Workload, Staffing, and Selected Other Characteristics of Three Team Policing 
Agencies and Three Conventionally Organized Agencies 

Small City Medium Size 
Agencies A County Agencies B 

Characteristic Team Conventional Team Conventional Team 

Ca11s·for Service/Total Sworn 414 383 332 422 392 

Part I Offenses/Total Sworna 43.4 8.2 50.3 30.2 42.4 

Part I Arrests/I Offensesa .32 .17 .14 .09 .13 

Number of Functionsb 12 10 11 16 13 

Total Sworn/Population 2.25 1.02 1.29 .51 2.20 

Total Sworn/Total Staff .67 .83 .76 .90 .83 

Patrol Officers/Detectives 12.0 7.0 8.3 8.8 4.7 

Adequacy of Staffing Leve1:c a b a b a b a b a b 

Chief's Assessment +,+ -,- -,+ -,- +,+ 
Patrol Manager's Assessment -,+ NA -,+. -,- +,+ 
Detective Manager's Assessment -,+ NA -,- ;,,- -,-

. .., 
a Part II Offense data not available for all agencies represented here. 

b Number of different functional responsibilities of agency. 

a-, b+ inadequate staffing level where 
a+ means adequate staffing level 
a- means inadequate staffing level 

Large City 
Agencies C 

Conventional 

216 

58.0 

.'14 

11 

1.91 

.80 

2.0 

a b 

-,+ 
-,+ 
-',+ 

c a-, b- critical shortage of sworn perSOnnel} 

a+, b+ adequate staffing level b+ means no deterioration or cutback in services 
b- means deterioration or cutback in services 
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- There is as much agreement as disagreement between police 
chiefs and their managers over these assessments of staffing 
adequacy. Where there is disagreement, there appears to be 
a slight tendency for detective managers in the team policing 
agencies to view their staffing levels as less adequate. 

b. In-service Training Implications of Team Policing. If minor 

changes in standard police operating procedures are likely to necessitate at 

least a limited form of roll call training, then it stands to reason that a 

policing innovation which markedly alters basic operations will require sub-

stantia1 new learning and adaptation. 

The immediate effect upon the training needs of an agency planning to 

adopt the team policing model is naturally in the in-service training area. 

In their handbook on team policing, Bloch and Specht report on their survey 

of nine team policing agencies (not including the three agencies we visited). 

The amount of in-service training given, the training content, and the per-

sonnel trained varied considerably among these nine agencies. Surprisingly, 

there were two agencies where apparently no training whatsoever was given. 

Bloch and Sp~cht specify the administrative elements of what they believe 

would be an "ideal city" team policing organization. With regard to training, 
31 

these authors recommend "extensive training for supervisors and patrolmen." 

Elsewhere in their handbook, these authors list some of the specific manage-

ment skills which they believe are uniquely required of the team mode of 

operation and further state that different leadership skills are needed (how 

to handle the authority and responsibility that has been delegated). 

The NMS field analysis and occupational analyses enable us to add a sub-

stantial wealth of more detailed data and knowledge on both in-service and 

recruit training needs, even though most of our observations are based on 

only three team policing agencies and comparisons with their conventional 
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counterparts. We shall begin first with our analyses and observations con

cerning the impact of team policing upon in-service training. Our data set 

consisted of interview responses, budgetary information where available, 

training hours and topic descriptions where available, project reports, and 

profiles of skill and knowledge requirements from our occupational analyses. 

At the time of our visit to the small team policing agency, it had been 

operating in this new mode for slightly over six months. In preparing for 

and implementing team policing, this agency had relied heavily on informal 

on-the-job training. The two detectives in the agency, for example, would 

show patrol officers how to do criminal investigations. These two detectives, 

as a matter of fact, were instrumental in the whole operation. Had they 

wanted to, they could have torpedoed it. It was the police chief's opinion 

that his reorganization would require more in-service training in management

by-objectives for the team leaders and assistants and community relations 

training for all officers. He felt there was a critical need for sending 

patrol officers away for formal training in criminal investigations, yet the 

team policing schedule made it more difficult to break officers away from 

street duty for the required amount of trai.ning time, not only for that 

critical need, but for any other subject area as well. The team leaders 

expressed ~~eed for supervisory training for themselves and a need for 

formalized training of team officers in evidence collection. 

In sharp contrast to the level of training expended in the small munici

pal agency stands the medium sized county agency. Indeed, assuming for the 

moment that the latter agency's total in-service training program was really 

needed and job relevant, we would perhaps have a better estimate of the true 

level of effort required. This agency was able to support this level through 

a federal grant. Nearly 15 percent of its grant budget was allocated for 
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several thousand manhours of in-service training for team policing. Prior 

to starting up and during the first year of its team operation, therefore, 

this agency has undertaken a massive training program. Prior to implementa

tion, for example, all six teams were sent on a one-week retreat to develop 

a better understanding of the principles and techniques of team policing and 

to acquire experience in group decision making, group process training, and 

group goal setting. There was considerable management training, too. For 

example, during one month at the start-up period, all captains and team 

managers attended a three-day seminar at a local university to learn goal 

settinb$ programmed budgeting, and other management skills felt necessary for 

the changeover. Later on, all sergeants, several lieutenants, and related 

officers from each team attended an advanced management training seminar for 

a full week. 

We turn next to the in-service training consequences of the team policing 

reorganization of the large municipal agency. This agency had been experi

menting with team policing for a number of years before fully implementing it 

about seven months prior to our field visit. The long trial period may ex

plain to some extent why there seemed to be a relatively low level of in

service training activity undertaken to start up team policing full scale. 

According to the planning office, specialists had been brought in from out

side to give team officers training in basic photography and fingerprinting. 

According to the patrol commander, implementation of team policing required 

between two and four days of in-service training for all officers in the 

patrol division and all detectives transferred to the patrol division (agency 

documentation of the content of this training was not available). 

In an attempt to provide more information about the specific impact of 

team policing upon in-service training needs within a large agency, we briefly 
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report here our findings from the field visit to a fourth agency which at 

the beginning of 1975 had initiated a team policing program on ~n experimental 

basis in one of its districts. In this agency, detectives were not assigned 

to the team; rather, patrol officers were utilized as generalist-specialists. 

Pr-ior to team operation, therefore, 40 hours of investigative train:'.ng was 

given to those personnel (presumably most of them) who had never had that 

training before. Secondly, a 40-hour course on human relations and sensitivity 

training was given to team personnel. Finally, each team member was given 

16 hours of crime scene processing and techniques. This agency, which regards 

itself as being heavily committed to training regardless of the particular 

mode of patrol operation, plans to continue team policing, but not necessarily 

in the same form it was originally designed. 

Independently of the interview data, another assessment of the impact 

of team policing upon in-service training needs can be made from our q.ccupa

tional analyses. If task profiles in a team policing agency and a conventional 

agency differ, as our compatative task analyses reported above suggest ,is 

the case, then the skills and knowledges required to perform these tasks 

should also differ. It will be recalled that knowledge checklists were left 

with each visited agency to be completed and returned. As with the task 

checklist data, unfortunately, our sample sizes are extremely small for a 

given occupational category within a given police agency, and in some in

stances no knowledge checklist data are available for a given position in a 

given agency. Therefore, the comparisons to be discussed below should be re

garded as suggestive. 

In Table VIII-Ill-55 are presented the investigative skill and knowledge 

requirements for the patrol officer's position in the large team policing 
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Table VIII-Ill-55 

Investigative Skill and Knowledge Requirements for a Patrol Officer 
• in a Large Team Policing Agency and for a Detective in a 

Large Conventional Policing Agencya 

Team Patrol Officer Conventional 

C. Police Operations 'U 'U 
QI r-l QI r-l 
'"' QI QI QI U '"' QI QI QI 

Conduct of investigations: 'rIr-ltJ :> QI 'rIr-ltJ ~ QI 
::l ,.0 t:: QI QI QI til) ::l ,.0 t:: QI 
0'1\11\1 H ~ t:: tJ t:: 0'1\11\1 H ) t:: 
QI p. fl <Il tIO t:: 'M QI P. ~ QI tIO 
p:: 1\1 r-lZ'rI QlC'U p:: 1\1 r-l Z 'M 

U 0 1\1 Ul '"' 'rI ClJ U 0 1\1 Ul 
r-l "-< tJ "-< Ul QI I1l ClJ r-l "-< tJ "-< (I) 

QI '"' '"' 
'M 0 < "-<,",Z 

QI '"' '"' 
'M 0 < :> 0 QI P. "-<E-< :> 0 ClJ P. 

ClJ"-<P< t; 'rI ClJ"-<P< t; H t:l H 

1. preliminary inves tig.~ tions 4 3 1 4 3 

2. techniques for identification 
of lost/stolen items 4 2 2 3 2 

3. interviewing and eliciting 
inf'6rmation 4 3 1 4 2 

4. collecting, recording, . 
analyzing information 4 2 2 4 2 

5. information sources and 
informants. 4 3 1 4 2 

I 6. visual and audio surveillance 3 2 1 3 1 

7. field testing for intoxication 
or use of drugs 2 2 0 1 2 

: 

8. operation of breathalyzer 1 1 0 I 1 2 
I 

9. Investigation of specific 
crimes; e.g., arson, , 

burglary, rape, crime 4 3 1 4 1 

10. preparation of clear, c~mci!le 
reports 4 ., 2 1 3 .. 

----
a 

Level codes: 4 - Expert; 3 - High; 2 - Moderate; 1 - Slight . 

.., 

- - - - -
Detective 

II 
<II Cl) 
tJ t:: 
C'rI 
Qlt::'U 
'"' 'rI ClJ QI 1\1 QI 
"-<,",Z 
"-<E-< 
'rI 
t:l 

1 

1 

2 

2 
.. 

2 

2 : 

-
-

• 
3 

-
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agency (C) and for the detective's position in the large conventional policing 

agency (C). The requirements for either position are based on the judgements 

of a job expert in each agency who rated the specific position appropriate 

for his agency. 

The comparison of the two sets of knowledge requirements is revealing 

and seems to confirm the fact that a team patrol officer must know as much 

about investigative matters as does a detective in a conventional agency. The 

leve1 of knowledge required is the same whether preliminary investigations or 

specialized investigations is the subjecto The comparison lends weight to our 

earlier inference that patrol officers in teams are spending some of their 

time on investigative work. 

Another revealing comparison is presented in Table VIII-Ill-56. Two 

other skill and knowledge subject areas were selected from the knowledge check

list data to compare patrol officers in the team policing agencies and in the 

conventional policing agencies. These subject areas were community needs/ 

resources and police/community relations, and they were selected because team 

policing purportedly accentuates the need to be knowledgeable in these areas. 

Contrary to what might be expected, therefore, we find that with the possible 

exception of the small agency, the need to be knowledgeable in these three 

subject areas is really no more important in team policing than in conventional 

policing. This comes as no surprise to us, however. There is no reason that 

we can see why any patrol officer, whatever the geographical boundaries of 

his operation--whether it be within the confines of a neighborhood or with-

in a larger patrol district--should not be famil~ar with the community and 

howto relate to it. It is probably even more difficult for the conventional 

police officer because of operating in a larger geographical area. 
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Table VIII-Ill-56 

Skill and Knowledge Requirements in Two Selected Subject Areas for 
Patrol Officer Positions in Team Policing and Conventional 

Policing Agencies of Three Different Sizes a,b,c 

Level Required Typical Level Difference = 
Agency for Capable of New Training 

Subject Area Size Performance Assignee Need 

T C T C T C 

SMALL 3 2 1 1 2 1 
Connnunity Needs/ 

MEDlilll 2 (2) 2 (1) 0 (1) Resources 
LARGE 2 (2) 1 (1) 1 (1) 

SMALL 3 1 2 0 1 1 
Police/Community MEDIUM 2 (2) 2 (1) 0 1 
Relations 

LARGE 2 (2) 2 (1) 0 (1) 

a Level codes: 3 = high, 2 = moderate, 1 = slight, 0 = none 

bFigures in parentheses are total sample composites; checklist data were not 
returned in the specific conventional agencies used in other comparisons. 
All other figures based on single job expert ratingso 

cT = team; C = conventional 
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In team policing, authority ~,s supposedly delegated within limits to 

lower levels in the hierarchy. Patrol sergeants in teams, therefore, pre

sumably would be expected to know more about certain supervisory and manage-

ment principles and techniques than in counterpart officers in conventional 

policing agencies. We have compared the skill and knowledge requirements in 

four selected supervisory and management subject areas for team and conven

tional patrol sergeants. These comparisons are presented in Table VIII-III-

57. Overall, we see that team patrol sergeants are not expected to know 

more than their counterparts about planning, decision-making, and other super

visory and management principles and techniques (the somewh.:!.t higher require-

ment levels for the conventional patrol sergeant's position shown in Table 

VIII-III-57 are probably due to single rater bias; ratings of the patrol 

sergeant's position based on the total sample composite, but not shown in 

this table, are lower and more similar to the team patrol sergeant position 

ratings shown). This finding may indicate that middle level managers in team 

policing agencies need to learn how to delegate authority. Unfortunately, 
\ 

time does not permit a comparative analysis of skill and knowledge requirement 

data for middle level managers in team and conventional policing agencies. 

c. Recruit Training Implications of Team Policing. Since most, 

if not all, new recruits following graduation from an academy are first assig-

ned to patrol, team policing requirements must be reflected in the curriculum 

of the academy. From what we have already learned, it would seem that the 

greatest change required in the recruit curriculum would be for heavier em-

phasis on criminal investigations. 

Referring to our interview data, we find that in the small agency, team 

policing was such a recent innovation that no changes had taken place in 
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Table VII-Ill-57 

Skill and Knowledge Requirements in Four Selected Subject 
Areas for Patrol Sergeants in Team Policing 

and Conventional Policing Agencies of Three Different Sizesa,b,c 

Level Required Typical Level Difference = 
Agency for Capable of New Training 

Subject Area Size Performance Assignee Need 

T C T C T C 

SMALL NA 3 NA 2 NA 1 
Planning/Decision MEDIUM 3 4 I 2 2 2 Making 

LARGE 2 4 2 I 0 3 

SMALL NA 3 NA 2 NA I 
Dep~rtment Goals/ MEDIUM 2 4 2 0 0 4 Objectives 

LARGE 4 4 2 I 2 3 

SMALL NA 3 NA 3 NA 0 
Leadership/Super- MEDIUM 3 4 1 2 2 2 

vision 
LARGE .'2 3 1 I 1 2 

SMALL NA 3 NA. 3 NA 0 
Human Relations/ MEDIUM 2 4 I 1 I 3 
Group Processes 

LARGE ; 2 4 1 1 I 3 
i, 

a Level codes: 4 == expert, 3 = high, 2 = moderate, I = slight, 0 = none 

b Figures are based on single job expert ratings. 

c T = team; C = conventional 
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either the content or length of the recruit curriculum. Most of the agency's 

concern at the time of our visit was over in-service training needs. The chief 

of police did express concern over the general problem of regionalized recruit 

training programs which do not meet the specific needs of a local police 

agency_ The team leaders expressed dissatisfaction over what they regarded 

as inadequate training in evidence collection in the current recruit curricu

lum. The training officer stated there were no plans to change the recruit 

training program. From our interview data, therefore, it is perhaps not in

accurate to conclude that this agency had yet to articulate its plans con

cerning future recruit training needs as a result of its team policing opera

tion. On the other hand, it is only fair to recognize that a small agency's 

influence upon an outside recruit academy may be severely limited or neg

ligible if there are few or no other team policing agencies participating in 

the program. 

Like the small agency just described, the medium sized agency's team 

policing operation was relatively new, recruits are sent to a regionalized 

academy, and no articulated thoughts or plans were expressed to the inter

viewer over future changes in the recruit programs as a result of the new 

policing strategy. This agency is facing a possible retrenchment, and it 

may be sometime in the future before any new police officers are hired. 

In the large agency visited, it will be recalled, team policing had been 

a trial operation for several years prior to full implementation. While 

this agency has thus had more time to consider changes in its recruit curricu

lum, the agency no longer operates its own academy. At about the time team 

policing was fully implemented, the agency joined a regionalized community

college based recruit training program. The program serves this agency and 

approximately 16 other agencies in the region. According to a program 
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representative, the regionalized curriculum cannot be oriented toward a team 

policing agency because most, if not all of the agencies are conventional 

policing agencies. 

We have reviewed the recruit curriculum used by this particular agency 

the last year it operated its own academy and the new, regionalized curricu

lum now used by this agency and the other participating agencies of the re

gion. We have also compared several selected topics from these curricula 

with the corresponding topics from the curriculum of a conventional policing 

agency (the same control agency used for the earlier comparisons) and from 

the curriculum mandated as a minimum one for police agencies located in the 

same state as the team policing agency. The topics selected for comparison 

were those which one might expect to be more heavily emphasized in a team 

policing agency; namely, criminal investigations, community relations and 

crime preventiono These comparisons are presented in Table VIII-Ill-58. 

·We note in Table VIII-Ill-58 that the amount of time devoted to in-

struction in criminal investigations is essentially. the same for the old and 

new curriculum used by the team policing agency. According to the spokesman 

from the regionalized academy, the goal of its program is to provide minimal 

investigative skills to all participating recruits. It is interesting to 

note that the conventional agency gives over one and one-half as many hours 

of instruction in criminal investigations as does the academy for the team 

policing agency. It is also interesting to note that the state's mandate 

of minimum instruction in criminal investigations covers almost the same 

number of hours as for the team policing agenc~ located in that state. 

We also note in Table VIII-Ill-58, that the number of hours devoted to 

community relations is about the same for all curricula (although there 
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Table VIII-III- 58 

Number of Classroom Hours for Selected Topic Categories 

of Recruit Curricula for a Large Team Policing Agency, 

Large Conventional Policing Agency and for a 

State Mandated Course 

Team Policing a 

Pre Post Conventional 

Criminal Investigations c 47 (9%) 44 (9%) 75 (10%) 

Community Relations d 10 (2%) 6 (1%) 4 (1/2%) 

Crime Prevention e 3 

Total Classroom Hours f 520 480 720 

State 
w' b l.nl.mum 

42 (18%) 

4 (2%) 

240 

a Pre and post refer to recruit curriculum before and after team policing was 
institutionalized by this agency. 

bThe mandated minimum is for agencies in the state in which the team policing 
agency is located. 

cInc1udes both techniques, principles and laws. 
d Includes only topics specifically titled as community relations or community 
resources. 

e Includes only topics specifica1~y titled as crime prevention. 
f .. 
Estimated at 8 hours per day of instruction. 
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appears to be a slight deemphasis in the regiona~ized curriculum compared 

to the team policing agency's old curriculum}. Finally, we note that crime 

prevention is a specific topic of investigation only in the conventional 

agency's curriculum. 

The comparisons we have presented should be regarded circumspectly. 

There is considerable subjectivity involved in classifying curriculum topics 

based solely on their title descriptions. We cannot, at this time, offer any 

of our own assessments a~ to whether the amount of time devoted to the selec

ted topic areas is adequate or inadequate. If 45 hours is taken as the uini-

mum level needed to provide instruction in basic investigative skills, as the 

regional academy spokesman implied, then all of the agencies represented in 

Table VIII-Ill-58 essentially meet or exceed that minimum. Why the conven-

tional curriculum considerably exceeds this number is not clear to us. Whether 

the regionalized academy will meet the criminal investigation training re

quirements of the team policing agency remains to be seen. As for the other 

two topics, we can only comment here that the number of hours given to them 

seems low regardless of the agency involved. 

d. Educational Implications of Team Policing. None of the three 

team policing agencies visited had raised or were planning to raise their 

minimum entry level education requirement because of their new mode of opera

tion. Two of the three agencies currently require a high school diploma or 

equivalent, and the third agency requires a higher entrance level of educa
",. 

tion (to be more specific would risk losing agency anonymity). All three 

agencies tend to encourage and facilitate continued education through their 

personnel policies somewhat more than do conventional agencies of correspond

ing type and size. In two of the three agencies, the opinion was expressed 
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that team policing was more suitable for agencies in which officers at all 

levels have more than the typical level of college education. In one of 

these two agencies, it was said that their more college educated officers 

took a more objective, analytical and constructively critical view of the 

agency's concept of and plans for team policing. In this particular agency, 

however, the more college educated officers were also the younger and lower 

level officers. Age and rank thus probably helped to account for some of 

the observed difference in reaction to the agency's plans. 

Just as we cannot establish definitively from NMS data what the minimum 

levels of college education should be for recruits and for police officers 

at other ranks and levels within the conventional policing agency, so we 

obviously cannot for the team policing agency. But we can observe that 

team policing has been adopted and appears to be operating satisfactorily 

in a large agency which neither requires any college education of its re-

cruits nor has any more of a college educated sworn force overall than does 

the typical agency visited. 

2. Other Innovative Policing Strategies 

Our inquiry abo~t an agency's position within the last three years re

garding innovative policing strategies evoked a variety of responses. This 

is not surprising considering our broad definition of such a strategy. 

Agencies' responses to this inquiry are itemized and g~ouped into three cate

gories in Table VIII-Ill-59. The status of these categorized innovations 

among the agencies is depicted in Table VIII-III-60. Since we have already 
~ 

dealt with team policing, it is not represented in either table. 

~ 

As can be noted in Table VIII-Ill-59, the majority of the innovative 

strategies are geared to specific crimes, but there are also a number of 
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Table VIII-Ill-59 

Innovative Policing Strategies other than Team Policing 

Planned or Underway in the 31 Agencies Visiteda 

General Policing Strategies 

Community based patrol 

Community officer program 

Community oriented policing (neighborhood watch) 

Expanded public involvement in crime prevention 

Storefront cops 

Neighborhood - officer - interaction team 

Decentralization of general assignment detectives 

All female police sector 

C~mmunity services support 

Patrol emphasis project 

Crime Specific Strategies 

Breaking and entering strike team 

Tactical patrol team 

Special crime attack teams 

High crime response team 

Burglary reporting and neutralization detail 

Special burglary investigations unit 

Crime specific task force 

Anti-crime unit (formerly tactical, uses crime analysis) 

Robbery suppression unit (tactical units in unmarked cars) 

Crime impact p'rogram (expansion of tactical deployment) 

Intensive investigation of selected impact crimes 

Anti-commercial robbery project 

aAgency respondents were free to designate any changes in their policing 
strategies as innovative. Some strategies may not be commonly thought of 
as a bonafide innovation, but may be at least a change which should be 
examined for their manpower implications. 
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Anti-burglary project 

Table VIII-Ill-59 

(continued) 

Regionalized traffic enforcement 

Multi-jurisdictional anti-burglary teams 

Technologically Oriented Strategies 

Effective air to ground law enforcement 

Resource allocation study 

Patrol bikes 

TABLE VIII-III-60 

$tatus of Innovative Policing Strategies other than 

Team Policing in the 31 Agencies Visited 

Agencies by Size 
Innovative Status 
Policing in Small Medium 
Category Agency (N=7) (N-14) 

Not Relevant 6 (86%) 4 (29%) 
General Po~icing Desired 1 (14%) 1 ( 7%) 

Strategies Planned - 2 (14%) 
Exists - 7 (50%) 

. Not Relevant 7 (100%) 7 (50%) 
Crime Specific Desired - -

Strategies Planned - 2 (14%) 
Exists - 5 (36%) 

'" 
Not Relevant 7 (100%) 13 (93%) 

Technologically Desired - -
Oriented Planned - 1 (7%) 
Strategies Exists - -

Not Relevant 6 (86%) 3 (22%) 
All three Desired 1 (14%) -
Categories Planned - 2 (14%) 
Combined Exists - 9 (64%) 
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polici.ng strategies. Only three of the 28 strategies mentioned to us were 

technologically oriented. From Table VIII-III-60 it can be observed that 

the type of strategy is somewhat related to the size of the agency. Tech-

no10gica11y oriented strategies are unique to the large agencies, crime 

specific strategies predominate in large agencies, and general policing 

strategies are somewhat more characteristic of medium sized agencies. This 

is an understandable relationship since specialization and technology 

development typify large:r organizations in our society. From Table VIII-III-

60 it can also be observed that innovativeness is associated more with the 

large agencies (although it must be remembered that two of the seven small 

agencies had demonstrated substantial innovativeness by adopting or preparing 

to adopt team policing). 

Several of these innovative policing projects and proposals, especially 

the larger ones, were or will be funded to a large degree by outside grants. 

This financial underwriting helps account for several field observations. 

First, independent of whatever the desire or need for trying new policing 

strategies small agencies may have, they tend to have limited, if any, 

capability to prepare grant applications. Second, as there are different grant 

programs for support of either specialized or generalized policing projects, 

it is possible for a local police agency to have or seek one or more of 

each and this can lead to conflicting strategies. Third, the availability 

of outside funds is an opportunity for local police agencies to expand their 

manpower resources through increased overtime monies and/or positions and 

their level of training effort. The manpower increments from a grant often 

outlast the life of the grant since the local government is unlikely to fire 

the acquired personnel. The training increments always outlast the life of 

the grant (up to limits imposed by forgetting and obsolescence) since 
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training effects cannot be withdrawn, and there is also the multiplier effect 

of trained personnel subsequently "training' other personnel. Fourth, the 

external stimulation and reinforcement of grant programs can lead to both 

system "tinkering" and overload, as well as a few exemplary projects. In one 

of the agencies visited, it appeared that there was an excessive number of 

grant projects, and the chief was attempting to sort out the tinkering from 

the meaningful experiments. 

a. Manpower and Training Implications of Other Innovative 

Policing Strategies: Abstracted Cases. Time does not permit us to analyze 

these strategies as extensively as we were able to do for team policing. 

Fortunately, the latter justified it, whereas the manpower and training im

plications of some of the other projects are negligible or minimal. For 

instance, one project entitled "community officer program" involved a county 

agency assigning one of its officers full time to an underserved portion of 

the county. A medium sized agency had initially staffed a new neighborhood 

watch program with existing patrol officers and a civilian hired as a full 

time community education specialist. Voluntary auxilliary police have since 

replaced the patrol offic~rs in the program. Several of the crime specific 

strategies required no additional personnel or training, but were operated 

instead by reallocating existing personnel. For example, a large municipal 

agency formed robbery suppression teams from detectives who were formerly 

rob ery investigators in the central investigative division. A small lDlunici

pal. agency formed a crime impact team to investiga e the more serious offenses 

and to act as a backup for regular units. Exis~ing personnel resources were 

used and no training was required. Detectives worked with uniformed officers, 

and an informal cross training effect was assumed. This strategy thus 
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contains an element of team policing, bringing patrol officers and detectives 

into closer working relationships. 

From our review of the available information on the nearly 30 innova

tive policing projects and plans represented in Table VIII-Ill-59, it appears 

tp us that over one-half of them have no noteworthy effect upon the agencies' 

manpower and training needs. There does appear to be an effect to varying 

degrees in the remaining projects, and where the available information has 

been sufficient enough to do so, we have abstracted the salient and relevant 

elements. 

(1) A large municipal agency recently applied for a grant 

to start a patrol emphasis project. The objective is to broaden the 

capabilities of the patrol force rather than to rely unduly on specialized 

tactical and investigative units. This agency already has a grant which 

fostered such specialization, but now believes more attention should be given 

to making generalist patrol officers more effective. The proposed project 

would consolidate the support functions of intelligence, crime prevention 

and crime analysis into one unit. This unit would then be a training, 

intelligence and operational resource for the patrol division. The grant 

would increase the agency's authorized strength by 14 positions. Patrol 

officers would be given in-service training in how to use crime analysis in

formation after the crime analysis staff had been trained. Patrol officers 

would also receive instruction in crime prevention techniques from seven 

officers who had already attended a crime prevention training program. 

(2) A large municipal agency is in the third year of a grant 

project to conduct intensive follow-up investigations of all business 

burglaries and robberies. Personnel and equipment funded by the grant were 

decentralized to four patrol units. The personnel were primarily detectives 
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who were given responsibility for intensively investigating, interrogating 

and processing all arrested suspects for the two special crime categories. 

The personnel cost component of the budget was over three quarters of a 

million dollars. There was no training cost component for the third year 

phase of the grant. The personnel had obviously received whatever special 

training was necessary in the first and possibly second years of the grant 

(we were not able to re'.rlew the complete file on this project). 

(3) The same large municipal agency is also continuing a 

fourth year grant project to develop effective policing methods against 

special impact offenses of murder, rape, robbery, burglary and assault. There 

were 115 police officers hired during the first year of the four year period. 

These personnel are assigned to the tactical unit and continue to devote 

full time to impact offenses. When hired, officers were, of course, given 

basic training. As newly trained recruits were assigned to the tactical unit, 

the experienced crime team officers were distributed to new teams as soon as 

supervisors were acquired. This process continued with an equal number of 

new and experienced officers forming new teams until the full complement of 

authorized personnel was assigned to the tactical unit. This total process 

covered a longer period of time than anticipated because the agency had 

difficulty recruiting so many new personnel in such a short time. Addi

tionally, all crime team officers were sent to various specialized training 

schools. These included crime scene" search, investigations, interview and 

interrogation, surveillance and intelligence, crime control schools and 

several burglary and robbery conferences. Officers who were assigned the new 

recruits also attended the agency's field training officer school. 

(4) The same large municipal agency is also continuing a two 

year grant project to expand community involvement in crime prevention. Six 
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new civilian community service workers were hired to work with six existing 

police officers as a 12 member, full-time community awareness team. Another 

community service worker coordinates the efforts of this team with a support 

project, and another civilian information specialist directs a related media 

project. A lieutenant oversees the grant project. The most noteworthy 

training component involved the sending of 132 police officers to Dale 

Carnegie courses. 

(5) A medium size municipal agency is conducting a crime pre

vention oriented project using no outside funds. The team consists of eight 

sworn personnel and one civilian crossing guard coordinator. The team pro

vides back-up patrol service, but its primary function is to educate and 

assist the public in crime prevention. Several of the team members received 

specialized training in crime prevention at a national institute. Others re-

ceived less intensive training in this subject area in a nearby, large 

agency's in-service class. 

(6) The same medium size agency also has a one year grant 

project to assign a team of officers to a high burglary incidence area. The 

grant funds 15 positions, including 13 sworn personnel. All sworn personnel 

were sent to a specialized training seminar to upgrade their skills in burglary 

investigation techniques. 

(7) A large agency started this project five years ago with 

support from a grant and is now continuing the activity with local funds 

(this is the same agency which is currently experimenting with team policing 

in one of its districts). The project began by creating a speciality unit 

of 15 operational personnel which combined community relation, social service 

and progressive enforcement functions. The unit was located in and oriented 

toward the needs of a predominantly minority group community. Unit personnel 
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were given over 115 hours of formal instruction in sensitivity training, 

human relations, mental illness, family crisis intervention, psychology of 

delinquency, ethnic relations, urban problems, public agency resources and 

community leaders and residents. Some of this training is reflected in the 

most recent (1974) annual training report of this agency available to us. 

For example, nearly 900 patrol officers attended in-service training in crisis 

intervention in 1974. As turnover increases among the original staff and as 

the agency expands the program to other communities within its jurisdiction, 

more of the original training curriculum will presumably be reflected in the 

agency's in-service program. The agency participates in a community college 

based recruit academy which trains recruits from other participating agencies 

as well. A brief review of the daily blocks of topics (a summary tabulation 

is not available) for the most recent basic recruit classroom schedule indi

cates that about 5-1/2% of the 680 classroom hours covers topics related 

directly or indirectly to most of the training content described above. The 

agency is most dissatisfied with some of the specialty emphases it has had 

to sacrifice in joining this regionalized academy. Some of the reductions 

in emphasis are in areas which the agency feels it needs for its community 

services orientation. 

3. Technology 

As stated before, we looked specifically during our field visits for 

manpower related effects of technological advances in communications, manage

ment information/recordkeeping, and crime fighting. A description of the 

current state of technological advances in the agencies visited follows. 

We have broken the presentation down into agency size categories. 
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(1) Small Agencies - (100/less total sworn and nonsworn 

full time police personnel) - Technological advances are being applied in three 

of the seven small agencies visited in this category. One of the non-user 

agencies plans to initiate the use of crime fight.ing equipment in the near 

f~ture. The remaining three small agencies would like to use technological 

aids but have been unable to as yet. 

Within user agencies, technological advances in communications and manage

ment information!recordkeeping are being applied. These include portable 

radio equipment; portable dictating equipment for field reporting; microfilm 

equipment for reports and records; and upgraded base and mobile radio communi

cations equipment. The three agencies which would like to implement techno

logical advancements identify communications and management information! 

recordkeeping as areas of concern for them. One of these specified the need 

for a computerized law enforcement data system using a mini-computer. 

(2) Medium Size Agencies - (101/more, SOO/less total sworn 

and unsworn full time police personnel) - Of the 14 agencies visited in this 

category, 13 are applying technological advances to the delivery of their 

services. The remaining agency plans to expend and upgrade its radio communi

cations systems soon. 

Within user agencies, technological advances in crime fighting, communi

cations, and management information/recordkeeping are being applied. These 

include mobile-based intrusion and robbery alarm equipment; take-home marked 

patrol vehicles; drug and alcohol testing equipment; portable radio equipment; 

computer-directed radio communications systems; computerized record systems; 

computerized field activity reporting systems, and microfilm equipment for 

reports and records. 
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(3) Large Agencies (501/more total sworn and nonsworn full-

time police personnel) - All 10 agencies in this category a.re utilizing 

technological advances of one form or another. 

Within these agencies, technological advances in crime figQting, communi

cation, and management information/recordkeeping are being applied. These 

include mobile-based intrusion and robbery alarm equipemnt; drug and alcohol 

testing equipment; portable radio equipment; computer-directed radio communica-

tions systems, and computerized management information/record systems. 

An examination of our interview data concerning the technological ac

tivities described in the three categories above indicate that there has 

been a minimal impact within individual agencies on their personnel and train-

ing and education needs. This is not to suggest that there have been or will 

be ~ effects on manpower which can be traced to technology. What is sugges-

ted is that when viewed from the perspective of the entire law enforcement 

system, such effects are felt by such a small proportion of the human resources 

~nvolved that little serious attention need be give~ to these effects at this 

time by those doing manpower planning at the macro level. At the micro level, 

however, a law enforcement agency administrator who is contemplating the 

implementation of say, a computer-assisted or - directed communications sys

tem must consider what, if any~. will be the manpower-related effects of doing 

so and plan accordingly. 

Thus far, the technological advances which we have observed generally 

have service improvement effects. Many agencies have acquired portable 

''walkie-talkie'' radio equipment for use by field personnel. Consequently, 

the communications capability of agencies has been greatly expanded. The 

walkie-talkie equipped officer out of service taking a report of a petty 
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offense can now be dispatched to a "crime in progress" which might be occurring 

nearby. Computerized recordkeeping and retrieval systems have also had their 

impact on service improvements. More information in less time is now avail

able to field officers than ever before, and thE.\ continued expansion of these 

systems to provide more seems likely. Computers have allowed agencies to pre

dict the time and location of certain kinds of criminal acts and some agencies 

have adjusted their deployment strategies accordingly. New, highly mobile 

intrusion and robbery alarm systems have given investigators and tactical 

units improved opportunities for the apprehension of offenders. This type of 

equipment has been particularly useful to the crime-specific teams discussed 

in Chapter III, c.2., "Utilization of Personnel." 

We think the service improvements illustrated above are significant. 

One might even carefully analyze the efficiencies to be gained by equipping 

field officers with walkie-talkies and find that fewer officers could be 

deployed over a given geographic area with little effect on the level of 

police services. Today, at least, this level of sophistication is not being 

applied to the analysis of manpower needs, and, perhaps with the exception 

of the largest agencies, we can see little on the horizon that leads us to 

believe this will occur much in the near future. Executives managing law 

enforcement agencies today seems to be too heavily involved in managing on a 

daily basis and meeting the many crises they confront to seriously consider 

such things. In discussing why they felt the application of technology was 

important to their agency, most executives referred to the service improvements 

which could conceivably result from the investment required. 

Few executives referred to any significant manpower-related problems 

which could be traced to technological innovations. One agency of just over 

1,000 total agency personnel will soon be implementing an extensive management 
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information system which will affect nearly every agency employee in some 

way. A major orientation program is being developed and will be presented to 

employees just prior to initiating operation of the system. Even though 

this will necessitate a major effort, the agency official responsible viewed 

it as a one-time need which would be rather easily met. We heard of similar 

experiences in other agencies where relatively major technological advances 

have been applied. One agency which recently switched to a computer-directed 

communications system found the transition to be extremely smooth, with the 

required training planned much in advance. Many other technological advances 

being applied to law enforcement today require little, if any, advance prep

aration or training. Although it may be necessary to articulate some agency 

policy regarding their care and use, the expanded use of portable radio equip

ment is a relatively simple matter. So is the use of th~ intrusion and robbery 

alarm systems being used by many agencies. 

One area we probed into regarding the effects of technological advances 

on manpower centered on the attendant need for technically competent persons 

to operate some of the more complicated systems. The need for persons to fill 

positions such as computer operator/programmer; communications technician; 

data processive specialist; and security specialist has, according to what 

we learnedr. been met without much difficulty. In some cases, agency personnel 

were selected and sent to training programs to acquire the required skills 

and kno,~ledges. In others, persons with the required exptertise were re

cruited from outside the agency. We found no great preference for either of 

these two approaches expressed by agency officials. Both seem to produce 

the desired outcome, with minimal problems. 
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4. Summary Findings and Conclusions Concerning the Two Trends of 

Team Policing and Technolo~ 

a. Team Policing. Team policing was institutionalized in three 

of the agencies visited and under experimentation in a fourth agency. Our 

conclusions, based on the field analyses at these four agencies are presented 

below. 

• Our findings tend to agree with earlier research findings 
that team policing does not require more personnel (at least 
more sworn personnel). One rationale for adopting team 
policing is to increase the level of police services with-
out increasing the staffing level, and our findings do suggest 
that team policing is associated with greater productivity. 

• Team policing appears to be a feasible organizational model 
for different sizes and types of police agencies. An agency 
can be large or small, municipal or county, and still adopt 
team policing. 

• Team policing appears to facilitate civilianization (although 
the latter does not require this innovative strategy). Civilians 
replaced officErs transferred to street duty in one agency, 
and CETA funded civilian workers in a second agency. 

• Team policing appears to have a greater imp~ct upon the duties 
and responsibilities of patrol officers than upon detectives. 
Team patrol officers definitely assume detective responsibili
ties in addition to patrol responsibilities, but our findings 
also suggest that detectives do share patrol responsibilities 
to some extent. 

• Team policing is likely to contribute to a possible trend in 
the U.S. toward generalist police officers. Where team policing 
exists, it appears not to lead immediately to a reclassification 
of the patrol and detective positions, but there ultimately has 
to be a reanalysis and reclassification. This will have obvious 
implications for selection, training and salary administration. 

• Police-agencies of the future are likely to have fewer detective 
positions if team policing becomes more widespread and if it is 
true that the criminal investigation process accounts for little 
of all solved crimes. 

• Our findings indicate the greatest in-service training need 
created by team policing is in instructing patrol officers how 
to conduct investigations. 
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• Agencies believe team policing creates a special need for 
community relations training, but our occupational analysis 
findings indicate that this need is ~ot unique to team 
policing agencies. 

• Agencies believe certain critical supervisory and management 
training needs arise as a result of team policing, but our 
occupational analysis findings indicate that first line super
visory positions in conventional policing agencies have similar 
knm.;rledge and skill requirements in planning, decision-making 
and other supervisory and management areas. 

• Team policing may restrict scheduling flexibility, making it 
more difficult to send officers to formal in-service training 
courses. 

• If an agency has outside funds, a considerable amount of time 
and money is spent on orienting, preparing and training all 
Sl.;rorn personnel. 

• Institutionalizing team policing should ultimately affect the 
agencyfs recruit training program. There might not be an increase 
in the total number of hours or topics, but there presumably 
would be more emphasis upon learning investigative skills. 

• If a team policing agency does not conduct its own academy, there 
is likely to be dissatisfaction with the curriculum of a regional 
academy in which most participants represent conventional polic
ing agencies. 

• Neither a college level educational entrance requirement nor 
an above average educated police force appear to be a pre
requisite for institutionalizing team policing. There is also 
no evidence yet to suggest that the more college education 
officers have, the more successful team policing is. 

• The reasons an agency experiments with or institutionalizes 
team policing are varied. Because it requires substantive 
changes, an agency is more likely to be committed to it than 
to other innovative policing strategies it might try or has 
tried. It appears to us that many of the other policing 
strategies tend to be more opportunistic as well as more super
ficial. 

b. Other Innovative Policing Strategies. Many of the agencies 

visited were formally planning, experimenting with or using other innovative 

policing strategies. The majority of them are geared to specific crimes, but 

there are also a number of general policing strategies. From our review of 

nearly 30 strategies, it appears to us that over one-half of them do not impact 
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significantly upon agency manpower and training requirements. The other half 

do to varying degrees, and we have drawn the following conclusions: 

• Externally funded innovative projects are an opportunity for 
the agency to acquire more personnel and/or more trained 
personnel. These benefits spillover into the overall re
sources of the agency during the project and extend beyond its 
termination. Larger agencies more often than smaller agencies 
capitalize on this opportunity to augment their resources. 

• General policing strategies naturally produce a broader impact 
on personnel and training requirements and will probably be 
longer lasting than crime specific strategies since the effects 
of the former are wider spread in the agency and community. 
To give one less obvious example of the broader effects, general 
policing is more likely to increase civi1ianization. General 
policing is also more likely to be oriented toward community 
involvement and crime prevention. 

c. Technology. We looked specifically during our field visits for 

manpower related effects of technological advances in communications, manage-

ment information/recordkeeping, and crime fighting. 

• The technological advances which we found during these visits 
generally have service improvement effects, but we found little 
evidence to suggest that the application of technological inno
vation might supplant significant numbers of law enforcement 
perspnne1 or cause major adjustments in law enforcement man
power utilization and training in the foreseeable future. It 
seems likely, therefore, that law enforcement agencies will 
continue to be highly labor intensive and reliant upon human 
resources for the delivery of services. 

• These findings do not suggest that there have been or will be 
nQeffects on manpower in specific agencies which can be traced 
to technology, but when viewed from the perspective of the en
tire law enforcement system, any effects are felt probably by 
such a small proportion of the human resources involved that 
little serious attention need be given to these effects at this 
time by those doing manpower planning at the macro level. 

• Even at the agency level, it is our impression that those 
effects felt insofar as staffing and training/educ~tion are 
concerned will cause few problems and can adequately be dealt 
with little difficulty. 
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CHAPTER IV. ADULT CORRECTIONS 

This chapter presents occupational information and reports the results 

and findings of the various personnel systems analyses performed in the adult 

corr~ctiQns area. Information was collected at state departments of adult 

corrections, selected state administered institutions and community-based 

facilities, and fr.om city or county jails. The purpose of this multi-level 

look at adult corrections was to obtain in-depth field experience about the 

effects of significant personnel policies and trends on key corrections occupa-

tions and to gain insights on the job-knowledge requirements of these 

occupations. 

Most of this chapter is organized around four of the six key adult cor-

r.ections occupations. These four key occupations and their definitions are: 

Correctional Institution Administrator: The highest level position 
with overall responsibility for the daily operation of a correctional facility 
with more than 200 residents. The position also includes those assistants who 
have responsibility for a major portion of facility operations. Position title 
examples are: Warden, Deputy Warden, Superintendent, Sheriff, etc. 

Community Correctional Administrator: The person who has direct 
responsibility for the daily operation of a smaller, community-based correc
tional facility or program (200 residents or less). This position includes 
work camp or farms if the emphasis of the facility is on participation of the 
residents in work, school, and recreational activities in the community. These 
facilities usually emphasize a wide variety of programs and citizen-volunteer 
in'll"olvement. Position title example are: Community Facility Manager, Work 
Release Supervisor, Superintendent, Director, etc. 
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Correctional Officer: The person who has direct responsibility for 
the custody, security, and safety of residents of a correctional facility. 
Incumbents can work at the following types of fac;:il;ities: large medium
maximum security institutions; small, community-based facilities; local jails. 
Position title examples are: Guard, Custodial Officer, Jailer, Matrol, 
Residential Supervisor, etc. 

Counselor/Caseworker: The person who has "line" responsibilities 
for "treatment" and service delivery to residents of a correctional facility. 
The incumbent may be a highly skilled counselor/social worker or an ex-offender 
whose primary emphasis is advocacy of resident needs and priorities. Position 
titles may be Correctional Treatment Specialist, Classification and Parole 
Officer, C~se Manager, Advocate, Counselor, Social Worker, etc. 

The other two key adult corrections occupations--Probation Officer and 

Parole Officer--are discussed in Chapter VI. 

A. DESCRIPTION OF AGENCIES VISITED 

1. Distribution and Type of Agencies 

The information in this chapter was generated by field visits to 50 

adult corrections organizational entities in 10 states. These consisted of 

10 state departments of adult corrections, 19 state correctional institu-

tions, 12 community-based programs, and 9 city or county operated jails. 

Table VIII-lV-Ion the next page lists the specific headquarters and agencies 

visited. 

In terms of size, the jails all served major city or area populations 

and, with the exception of the Polk County jail, housed over 200 inmates. 

The state correctional institutions ranged from large, major institutions 

with approximately 2,000 beds (e.g •• Attica, San Quentin) to smaller, 

specialized institutions such as the California Rehabilitation Center and the 
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STATES 

MARYLAND 

ILLINOIS 

NEW YORK 

MASSACHUSETTS 

IOWA 

FLORIDA 

COLORADO 

TEXAS 

OREGON 

CALIFORNIA 

TOTALS 

Table VIII-IV-l 

Adult Corrections Headquarters and Agencies Providing Data.for NHS 

CORRECTIONS HEADQUARTERS INSTITUTIONS COMMUNITY-BASED PROGRAMS 

.Department of Corrections .Haryland Correctional Training .Community Vocational 
Center (Hagerstown) Rehabilitation & Release 

eMaryland House of Corrections Center 
(Jessup) 

.Adult Division, Department .Vienna Correctional Center .WIND Work Release Program 
of Corrections 

aDepartmellt of Correctional .Albion .Rochester Correct.ional 
Services .Attica Facility (pre-release) 

.Department of Adult Corrections .Massachusetts Correctional .MCI Shirley (halfway House) 
Institution Walpole .Massachusetts Halfway House 

(Boston) 

.Division of Correctional .Iowa State Men's eRiverview Release Center 
Institutions Reformatory 

.Division of Adult Services .Glades Correctional .Miami-North (pre-release 
Institution center) • 

.Division of Corrections .Buena Vista Reformatory .Bails Hall (work release) 
.Canyon City Penitentiary .Fort Logan (ed. rele"ase) 

.Employ X 
'. . 

.Texas Department of .Ferguson Unit 
Corrections 

.Corrections Division .Oregon State Penitentiary . 
.Oregon State Corrections 
Institution 

.Oregon State Women's 
Correctional Center 

eDepartment of Corrections .San Quentin .Central City Community , 
: 

.Susanville Skill Center Center 

.San Luis Obispo Men's Colony .Central Testing (Clini~) .. 
• California Medical Facility 

(Vacaville) .. , 
, . 

• California Rehabilitation 
. 

Center 

10 19 12 

"~"-O"'I " .. 
• ".~<\;~-~,,-~ ,. ' 

1/.. , 
\ ,! 

,~ 

JAILS 

.Baltimore Cit.y Jail 

.Cook County Jail 

.Monroe County Jail 

.Middlesex County House 
of Corrections 

.Polk County Jail 

.Dade County Jail 

.Dallas County Jail 

.Rocky Butte Jail 

.L.A. County Jail 

9 



innovative Vienna Correction Center in Illinois. The community-based pro-

grams were typically located in facilities which housed from 25-200 beds. 

The state administered institutions, community-based facilities and jails 

visited appeared to be representative of corrections agencies throughout the 

country. The jails visited, on the whole, housed pretrial detainees and 

sentenced offenders serving time or awaiting transfer to state or federal 

institutions. The state institutions ranged from maximum security, custody-

oriented institutions to those emphasizing various types of skill training 

or medical or drug abuse treatment. The community-based programs typically 

provided release programs, particularly work and/or study release programs, 

and emphasized integrating their programs with various community resources. 

2. Linkages With Other CJ Agencies 

In the main, the sample of corrections headquarters and agencies visited 

reflect the basic fragmented relationship with other LE/CJ components that is 

characteristic of corrections as a whole. Though conceptually a major com-

ponent of t~e criminal justice system, corrections continues to manage and 

supervise criminal offenders that have been "processed" by the law enforcement 

and judicial components of the system without a great deal of integrated 

planning or cooperation with those components. 

Within the corrections sector, there is a general semblance of a cohes.ive 

network among the various corrections services--institutions, probation, and 

parole--Iargely because planning is centralized. Unlike law enforcement and 

courts, in which planning tends to be very decentralized, plans for corrections 

institutions are almost always formulated at state headquarters locations. 

Even plans for community-based correctional facilities are usually coordinated, 

if not actually administered, at the state level. The most notable exception 
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to this is the case of jails, which gen,erally speaking are only under state 

control in the sense that the state must audit and maintain standards. 

In any absolute sense, however, the linkages among corrections services 

are not uniformly organized nor fully integrated. Table VIII-IV-2 on the 

next page illustrates the diverse nature of corrections in the ten states of 

the field sample. These states run the gamut from organizing adult and juve-

nile corrections under a single administrative department (e.g., Florida) to 

separating major services within adult corrections (e.g., Texas). 

The community-based facilities visited indicated they maintained close 

contact with local law enforcement agencies, partly to assuage the local 

citizenry and partly to supplement their own surveillance of the facility. 

Community-based counselors also typically seemed to work closelY,with parole 

agents in coordinating parole plans for-residents in various release programs 

about togo on parole. And in line with the philosophy of community-based 

programs, c6rrectional facilities have formed linkages with any number of other 

non-LE/CJ agencies, public and private, in order to provide work and educational 

opportunities and various treatment services for their residents. 

B. MAJOR FACTORS AFFECTING MANPOWER STAFFING 

Field interviews with corrections executives and agency administrators 

in the sample states indicated that all of the correctional systems visited 

were experiencing continued manpower shortages which ranged from "aggravating" 

to "critica1." Every state visited indicated that inmate populations were 

rapidlyincreasing--or were expected to rise in the immediate future--and 

that such increases far exceeded the ability of the state or local jurisdiction 

to respond with additional manpower. Such shortages inevitably placed 
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Table VIII-IV-2 

Organization of Parole, Probation and Institutional Services in Ten Sample States 

Juvenile Adult 

State Location Probation Institutions Aftercare Probation Institutions Parole 

Florida Local Dept. of DOR DOR DOR DOR 
Offender 
Rehabilitation 

Oregon Local Dept. of DOHR DOHR DOHR DOHR 
Human Resource 

Maryland Dept. of DOHMH DOHMH Dept. of nops DOPS 
Health & Public Safety 
Mental & Corrective 
Hygiene Services 

<: Colorado Local Dept. of DOl Local DOl DOl 
H 
H Institutions H 

I Iowa Courts Dept. of Social DOSS Courts DOSS DOSS 
w Services 
"" ~ California Local Health & Welfare H & WA Local H & WA H & WA 

Agency (Youth 
Authority) 

New York Local Dept. of DOCS Local Dept. of DOCS 
Correctional Correctional 
Services Services 

Illinois Local Dept. of DOC Local DOC DOC 
Corrections 

Massachusetts Local Human Services HSA Local HSA Parole 
Administration Board 

Texas Local Youth Council Youth Council Local Dept. of Board of 
Corrections Pardons and 

Parole 

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



additional burdens on existing staff and created stress on the personnel 

system. 

1. Shortages in Key Positions 

The most critical manpower shortages reported by virtually all the depart

ments of corrections and the agencies were for correctional officers, basic 

line custodial positions where maximum contact with the inmate population occurs. 

The shortages for correctional officers have existed for several years, with the 

recent acceleration in population increases exaggerating an already significant 

manpower shortage. A frequently cited problem was that major correctional 

facilities have a set number of posts which must be manned by custodial staff 

on a 24 hour per day basis regardless of daily population adjustments or 

facility activities and priorities. Because the pressures arising from in

creased population and variable schedules are coupled with those produced by 

sick leave, vacations, disability leave, and the usual number of vacancies 

or position shortages, most facilities are consistently faced with major short

ages of custodial staff. In addition, administrators cited the following 

factors as important in contributing to correctional officer shortages: 

- drastically increased transportation requirements, particularly trips 

to court for continuing inmate cases, appeals, post-correction remedies, 

etc. In addition, some institutions were using work or educational/ 

release programs which required substantial amounts of transportation 

arrangements on a daily basis. 

- increased use of furlough and/or community release activities which 

often required correctional officers to handle not only the routine 

but also specific administrative matters required for effective 

managemen t. 
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- increased emphasis on volunteer programs and activities which require 

custodial supervision. 

court decisions which require additional visiting privileges, custodial 

representation on hearing boards, and other personnel requirements to 

meet emerging due process guidelines issued by both state and federal 

courts. 

Shortages in casework/counseling positions were also cited, although these 

were seldom listed as "critical" shortages. The primary impact of reduced 

manpower for this position was simply to increase the caseload requirements of 

existing casework staff, a result which had little effect upon the agency itself 

other than to increase inmate dissatisfaction. 

While administrators were seldom mentioned as a "critical" area of manpower 

shortage, it was clear that many of the correctional institutions visited could 

make good use of additional management-level staff. When administrative staff 

was cited as a shortage, the most common reason given was increased responsi

bilities of administrators due to court decisions and requirements to assure 

due process. 

Most of the ,administrators interviewed indicated that, while inmate popu

lations have increased the importance of manpower shortages, many of the 

reported shortages have existed for many years. From their viewpoint, cor

rections has long been relegated to the bottom of the priority list at budget 

time. Administrators indicated that some attitudes have changed since the 

early 70's, but for the most part corrections continues to face stiff opposi

tion when proposals for increased staffing are presented. 
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The extent to which manpower shortages are and will be alleviated is 

a function of both the attitudes of the general public and the willingness of 

states to pay the cost of increased correctional staff. Some of the states 

reported that requests for additional correctional officers have been more 

favorably considered than those for program or casework staff, largely because 

the public is convinced that such measures enhance their safety. Some of the 

states reported that no matter how willing they were to improve correctional 

programs through better security or treatment, there is no guarantee the 

legislature or the state government is willing to pay the higher costs. 

Custodial and treatment staff is expensive. In some states correctional 

unions have lobbied extensively to further increase the salary and benefits of 

the correctional officer. w~ile these increases may well have made the position 

more attractive, they have also contributed to the high cost per inmate per year. 

And in times of economic recessions both the public and government are con

cerned more with maintaining custodial costs at a reasonable level than in 

providing more complete and effective care. 

2. Impact of Community-Based Programs on Manpower 

The use of smaller (100-500 beds) and community-based facilities has the 

potential, currently only partially realized, to affect the numbers and kinds 

of required staff and how they perform. 

In smaller, community-based programs, the need for custodial positions is 

reduced while the need for casework and specialized positions (employment, 

education, etc~) is increased so smaller caseloads can be created for more 

intensive treatment. Post-incarceration halfway houses have the most drasti

cally reduced manpower needs, as parolees usually require less direct super

vision than sentenced offenders. Small pre-release centers for sentenced 
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offenders often require substantial staffing needs per inmate, while medium-

sized (100-500 inmates) facilities can often make the most efficient use of 

correctional manpower in each of the selected occupations. 

In most of the community-based correctional facilities visited, specializa-

tion of staff had increased although not to optimal levels. Staff members in 

the smaller institutions typically had more clearly defined roles and were able 

to provide better services for smRller caseloads of inmates. Most of the 

specialization was in the areas of employment or vocational counseling and 

placement for inmates who were returning to their respective communities or 

who were on a pre-release status. Counseling specialists, such as drug and 

alcohol counselors, were frequently found on community-based facility staffs. 

While community-based facilities seem to employ more specialized staff they 

also greatly contribute to corrections use of existing community resources to 

provide specialized services for inmates in community-based facilities. This 

permits more diversified services for all inmates reentering the co~unity. 

Correctional administrators of small community-based facilities agreed 

that there is less pressure on correctional officers due primarily to the 

smallness of the facility and the ability of each correctional officer to 

have personal knowledge of the inmates residing in the facility. Correctional 

officers involved in providing transportation duties to the community, sup~rvi-

sing work site areas, and attending caseload meetings with the counseling 

staff are able to experience a more complete level of participation in the 

actual operation of the correctional facility. Correctional officers seem 

to be less frustrated in small facilities and more enthusiastic about their 

work. They appear to be much more open to new methods of training and to the 

new responsibilities incorporated into their job descriptions. 
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Community-based administrators also uniformly believed that the smaller 

caseloads of the community-based facilities, while more expensive, provide 

better services and less organizational problems. Counseling staff are 

generally more enthusiastic about the small caseloads and their consequent 

ability to create personal relationships with inmates as the latter face the 

pressures and problems of release activities prior to parole. The small case

loads and participation in community-based operations lead to increased staff 

morale and improved overall operations. 

Correctional administrators additionally noted that the smaller community

based facilities had contributed to a recent emphasis on more effective insti

tutional design. Newer community-based facilities emphasized individual privacy 

consistent with the security needs of the facility. Many of the facilities 

visited indeed seemed to resemble college dormitories and community recreation 

areas, but the needs and requirements of security were clearly evident in 

virtually every facility visited. Most often cited as a result of improved 

facility design and smaller caseload size was the perception among both staff 

and inmates that better communication existed between them in the smaller more 

personalized community correctional atmosphere. And staff members often 

perceived community-based facilities as offering better working conditions. 

While the field interviews do not provide, hard statistics for comparison 

and evaluation, it is clear that community-based corrections have played a 

significant role in improving staff morale and work environment for correc

tional workers. Correctional officials expressed much concern over the 

growing importance and power of correctional employee unions. It is probable 

that the small community-based facilities can provide the type of working con

ditions which will lead to increased cooperation between management and line 

staff to accomplish stated objectives and goals of the correctional process. 
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3. Impact of Resource Constraints upon Manpower 

In common with other government agencies, corrections must operate con-

tinually within tight fiscal constraints. Limited resources affect manpower 

in several interrelated ways. Most commonly cited is that of correctional 

workers, particularly those providing basic services in correctional institu-

tions of all sizes receive low wages. The majority of executives and facility 

administrators interviewed indicated that correctional officers and correctional 

caseworkers receive relatively low amounts of pay for duties and responsibili-

ties which are similar to those found in higher paying mental health and law 

enforcement jobs. Because of the lower wages, correctional staff often use 

correctional positions as required experience for entry into related positions 

in the law enforcement or mental health field. This turnover obviously leads ~ I 
to problems in the training process and in the overall operations of correc-

tional facilities and the larger correctional system itself. Current high 

costs of custodial services make it difficult for many correctional organiza-

tions to increase wages significantly for line staff in both treatment and 

custodial positions. 

Another impact of resource constraints is due to the current and rapid 

increase in inmate populations. Because of limited funds, the higher popula-

tions have resulted in dramatic increases in caseload size for correctional 

caseworkers. Administrators stated that such caseload sizes are difficult to 

reduce, particularly in light of general reluctance by legislatures to fund 

additional treatment/casework counselor positions in larger correctional insti-

tutions. High caseload size often leads to increased tensions in inmates who 

cannot obtain accesS to correctional caseworkers for the resolution of either 

routine or major problem$ and for help with decisions faced within the correc-

tional en:vironment. While. many administrators indicated that inmate population 
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increases may possibly lead to additional allocation of staff positions in the 

custodial areas, significant increases in caseworker and counselor positions 

were not anticipated. Consequently, general apprehension was expressed con

cerning the ability of correctional institutions to provide inmates with 

necessary services, which would ultimately prevent disturbances and larger 

problems affecting overall efficiency. 

Many administrators reported that resource constraints often made it ; 

difficult to respond to problems faced in running large institutions. For 

example, routine needs such as laundry services, food services, and basic 

medical care for inmates in large and small correctional institutions could not 

be met in some cases because resources to provide these services adequately 

were insufficient. With current correctional budgets heavily weighted toward 

custodial care and some minimal amounts of correctional treatment, there were 

often only limited funds available for services concerned with basic human 

needs. Such constraints have necessarily led to increased tensions among in

mates and staff and in turn have generated disturbances and major disruptions 

of correctional routine. 

When problems in facility improvement and renovation were faced by 

correctional departments resource constraints were almost always cited as a 

contributing factor. Most correctional agencies mentioned the extremely high 

cost for construction of new correctional facilities as one of the major 

problems faced when dealing with rapidly increasing inmate populations. The 

run-doWll state of many old correctional institutions has often necessitated 

that correctional administrators ignore fundamental facility deficiencies 

which lead to safety and/or security problems for both staff and inmates. 

When older facilities were in need of major renovation administrative staff 
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were generally reluctant to implement new programs due to lack of space and 

inadequate conditions. 

The majority of correctional administrators and executives interviewed 

were not optimistic about their ability to obtain additional resources for 

improved correctional programming and facilities. They do not anticipate an 

enthusiastic surge on the part of state legislatures to appropriate the large 

amounts of funds necessary to design and build new correctional facilities 

or to provide adequate security and treatment services to assure inmates well

being and insure humane confinement. They do not forsee a powerful constit

uency arising which will advocate increased funds for corrections~ nor a time 

in the near future when corrections will receive its "fair-share" of the 

annual budget. Finally, the unresolved status of the ongoing debate regard

ing the proper philosophical and operational goals of corrections--security 

or treatment--will continue to make it difficult for correctional executives 

to present legislatures with plans for long-term change backed by current and 

projected indicators of effectiveness. 
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C. ANALYSIS OF PERSONNEL SYSTEMS CHARACTERISTICS 

One of the major components of the field analysis program was to examine 

selected personnel policies, procedures, and issues in order to gain some 

insight into their impact on key corrections occupations. Toward this end, 
,. 

interviews were conducted with directors and staff members of personnel and 

training departments at the headquarters level in ten state departments of 

adult corrections. Training information also was sought at 19 state institu-

tions, 12 state community-based facilities, and 9 municipal and/or county jails. 

This section will discuss the following personnel issues in relation to 

key occupations: (1) recruitment and selection, (2) growth and turnover, 

(3) career development and promotion policies, (4) affirmative action programs, 

(5) labor management relations, and (6) training and education policies and 

programs. The general presentation of this section is organized around the 

four key adult corrections occupations--correetiona1 administrator, community 

correctional administrator, correctional offi,e.er, and correctional counselor / 

c.aseworker. 

1. Recruitment and Selection 

Selection standards and procedures are critical components of any person-

ne1 system because they dictate the nature of personnel recruitment and u1ti-

mate1y can contribute to overall effectiveness of an organization. While all 

the states sampled operated under the Civil Service system or something com-

parable, they reported that the Department of Corrections had final inputs 

into the selection standards and process. 

a. Correctional Administrator. In the majority of the states 

sampled the correctional administrator was an appointed position not subject 
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to normal regulation. The most often cited advantages of such an appointment 

process were that it gives the Director or Commissioner of the department more 

assurance that the persons employed in key institutional positions share his 

philosophical and operational perceptions. Replacement is more efficient 

because he is not hampered by Civil Service procedures for hiring or terminat-

ing such employees. However, a disadvantage of such a system is that it can 

be disruptive to continuity of institutional operations, since political 

changes can often result in rapid personnel changes at department and insti-

tutional levels. 

Detailed selection standards had not been developed for correctional 

administrator positions by most of the states. Work experience was cited by 

all as being important, but the amount of experience required varied from state 

to state. Interviews indicated that requirements for the correctional admin-

istrator position have not changed significantly in recent years and that there 

probably would not be significant changes in selection requirements in the 

immediate future. The few states which indicated that there might be a change 

in requirements cited a number of causes, most of them revolving around the 

increasing complexity and multidisciplinary approach required for the position. 

Management skill training will most likely take on increased importance for 

administrators. Tightening budgets, rising inmate populations, and facilities 

which are often badly outdated are requiring the correctional administrator to 

become more than simply a director with long years of custody-oriented career 

service. It will be critical for administrators to understand and apply 

effectively federal and state statutes concerning a variety of topics from 

Affirmative Action programs to the growing area of inmate rights. Court 

decisions have played an increasing role in the operation of correctional 

institutions over the past several years, and while it was not suggested that 
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future administrators should also be attorneys~ it was emphasized that at 

least minimal legal skills will be needed. In addition, administrators will 

need to acquire human relations skills for effective work with both staff and 

inmates. 

In sum, the administrator no longer has the "luxury" of managing an insti

tution from his isolated office, but rather he must play an increasingly active 

role in the daily interactions within the institution. While the anticipated 

changes and related factors cited in the interviews are not surprising, they 

do indicate possible modifications in the administrator position which future 

recruitment and selection standards will need to reflect. 

b. Community Correctional Administrator. Many of the comments 

related above also apply to the community correctional administrator. There 

is no uniforraity among the sample states as to the educational or experience 

requirements for connn.unity correctional administrators. The majority of the 

states indicated that no changes had been made in position requirements in 

the past five years, a fact that becomes less significant when the relatively 

recent emergence of the position is considered. Similarly, the majority of 

the states predicted no major changes in requirements for this position for 

the future. 

The community correctional administrator is a relatively new position 

that covers a wide range of programs and facilities. The selection require

ments are often the same or very similar to that of the correctional adminis

trator. While the facilities and programs he supervises are usually on a 

smaller scale than those for which the correctional administrator is responsi

ble, the mission of such operations requires similar management skills. Educa

tional. re.q1J!~rements which emphasize human relations training and management 
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skills will become increasingly important. It is likely that the next five 

years will see further development of this position as methods for the effec-

tive operation of community-based programs become more refined. 

c. Correctional Officer. On the basis of interviews at the sample 

states, correctional officer positions appear to be relatively standard. All 

but one state required at least a high school diploma or G.E.D. and most of 

the states had established minimum physical requirements. There was no 

uniformity among the states concerning prior work experience, however. 

If the sample states are in any way representative of the country, it is 

doubtful that there will be widespread and/or major changes in selection 

criteria for correctional officers in the near future. This position has 

essentially remained unchanged in the sampled states for many years and there 

was little indication that any major changes will be forthcoming. Only where 

departments are currently experimenting with newly defined community-based 

roles is there an opportunity for significant change in position requirements. 

Several states, however, indicated that the job analysis required by EEOC 

and Civil Service may well cause some job requirements for correctional 

officers to be modified. 

d. Correctional Counselor/Caseworker. The sample states revealed 

little standardization in entry requirements for counselors. The most signifi-

cant and surprising disparity found was in the area of educational requirements. 

Some states require only a high school diploma orG.E.D., while other states 

require a college degree. As with the correctional officer position, most 

states indicated they had not recently changed entry requirements for cor-

rectional counselors, and reported that it was unlikely there would be signifi-

cant changes in the near future. 
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Recruiting is another personnel systems function that has implications 

for the key adult corrections occupations. In the sample states, recruitment 

in the correctional departments focused primarily upon the entry level posi

tions, specifically those of the correctional officer and the counselor/ 

caseworker. 

In all of the ~ample states correctional officers were entry-level 

positions with recruiting sources most often listed as the "new hire." Three 

of the ten states used a "cadet" or pre-entry position which led to a "promo

tion" to the entry-level position. Most of the states required a high school 

diploma for appointment as a correctional officer, with only one state indicat

ing no educational requirement. 

All of the states reported that the correctional counselor position was 

considered to be entry-level. Most of the states recruited by new hires and 

most indicated that a college degree was necessary. 

While some states reported that they considered "transfers" to be a 

recruiting source, the survey interviews indicated that transfers made up 

only a relatively small proportion of the total new staff of a department. 

The reasons cited most often were j.ncomparability of salaries and benefits, 

non-transfer of accrued leave and/or fringe benefits, and rigid civil service 

standards which do not facilitate such transfers. It was mentioned in several 

of the interviews that emphasizing transfers as a recruiting source among states 

might be desirable, as often highly-qualified persons who are "passed-over" for 

promotion in one state may be extremely well-suited for a similar position in 

another state. However, current procedures do not make such transfers feasible 

for most state correctional personnel. 
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States were asked to report recruiting sources for each of the key occupa-

tions, with the results listed in the table below: 

Table VIII-IV-3 

Recruiting Sources for Key Adult Corrections Occupations 

(N = 6 States) 

Other 
Vocational Intra- Correc. Personal Political 

College School Agency Systems Contacts Contacts 

Correctional 
Administrator 3 1 6 3 5 -

Connnunity 
Correctional 
Administrator 2 1 5 2 4 -

Correctional 
Officer 2 3 2 2 3 -

Correctional I Counselor 6 1 2 1 3 -
" 

General 
Contacts 

-

-

6 

2 

It is interesting to note that intra-agency sources and personal contacts are 

an important method of recruiting. This would suggest that many state correc-

tional systems typically operate as closed-shops, relying upon correctional 

experience and personal reconnnendations for recruiting staff. 

Of those states which indicated that colleges were a recruiting source, 

the table on next page indicates the subjects which· were emphasized in the 

recruiting efforts: 
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Table VIII-IV-4 

Curriculum Emphas~s in Recruiting 

Sociology 

Criminal Justice 

Psychology 

Criminology 

Business 

States Reporting 

5 

3 

2 

I 

I 

It is interesting to note the low emphasis placed upon business-related majors 

although states would not be likely to recruit administrators directly from 

college campuses. Though personnel executives frequently acknowledged the 

increasing complexity of administrative responsibilities in both large and 

sInal1 correctional institutions,this has not been reflected in recruiting. 

Emphasis is put on the traditional behavioral science disciplines, with some 

attention to the newer criminal justice curriculum. 

The consensus among the states was that future recruiting efforts would 

be influenced by several key factors; the most often cited was affirmative 

action programs. They also indicated that community colleges would become an 

increasingly important recruiting source for correctional officers, while college 

programs would be used more often for recruiting counseling staff and adminis-

trators. One state indicated that recruitment would not be a major problem in 

the near future, as they expected to continue to have many more qualified 

applicants than needed for each vacancy. This likely holds for all states 

which are experiencing an economic recession. 

2. Growth and Turnover 

A portion of the interviews was concerned with determining the growth and 

turnover of each key occupation in order to gain insights into future manpower needs. 
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a. Correctional Administrator. There was no clear indication from 

the sample states of an overall growth pattern for this occupation. Some 

states reported consistent growth of authorized positions while some reported 

decreases. 

Growth in this position is clearly related to the opening of new correc-

tional facilities. With the current rise in inmate populations, averaging 11% 

over the past year,l it is certainly reasonable to expect that more states will 

construct new facilities to house the increasing numbers. Florida, for example, 

currently has plans for five new institutions with more than 2,280 beds (and 

with a price tag of more than $38 million). Such construction will doubtless 

result in increased needs for manpower in correctional administrator positions. 

There was little turnover reported for the correctional administrator 

position. Retirement was cited most frequently as the reason for the turn-

over that was reported. The stability in this position can be attributed in 

part to the fact that most administrators have made a long-term commitment to 

corrections and have achieved a level of success. In addition, states have 

provided impetus for administrators to remain in corrections. 

b. Community Correctional Administrator. Again, there was no 

clear pattern of growth discernable from the states sampled: some states 

foresaw growth, other states did not. Two states did not have community 

correctional adminis.trators and did not expect to add any in the near future. 

Any growth in this position is related to the utilization of new community-

based and smaller facilities. As correctional systems look to alternatives to 

meet rising inmate populations, the increased use of the small to medium size 

facility is not an unreasonable expectation. To the extent that states respond 
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to population growth through new facilities, there will be an increasing need 

for administrators. 

c. Correctional Officer. The sample states were unanimous in 

reporting growth in the correctional officer position. The most rapid growth 

reported was approximately 30% over a three year period. There was general 

agreement that correctional officers can be handled easily by most correc

tional systems and that the current economic slowdown has made recruitment 

and retention of "line staff" easier. A common fear expressed, however, was 

that if the nation's economy improves, many of the current correctional officers 

will begin to pursue other, more attractive employment opportunities. 

Even with the current economic recession, turnover for the correctional 

officer position was reported as being high enough to be troublesome by all of 

states in the sample. The majority of the turnover was due to voluntary 

resignations and the reasons most often cited were lower salaries than other 

agencies and the tension and overcrowdedness of institutions. Moreover, the 

location of institutions far away from urban populations was reported to be a 

major factor in staff turnover. Continued high unemployment rates might be 

the primary contribution to decreasing turnover in the correctional officer 

position. 

d. Correctional Counselor. The majority 'of the sample states 

reported zero or minimal growth in correctional counselor positions. As new 

facilities are opened and inmate populations increase, there will be need 

for additional counselors. 

None of the states predicted rapid growth for the near future. Practically 

all acknowledged the desirability of more counselors and lower caseload ratios, 
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but the pressures brought about by the increasing inmate populations has 

created a need to consider security first. 

The general consensus of the sample states was that turnover among 

counselors is generally lower than in previous years but high enough to create 

stress in the correctional system. The turnover rate is expected to increase 

as the economy improves. 

To supplement the information obtained from state headquarters, growth and 

turnover data were collected for key occupations from nine state-administered 

institutions (not community-based facilities). Information from the two sources 

was generally consistent. 

All but one correctional institution reported increases in the number of 

authorized correctional officer and counselor positions over the past 2-3 years. 

The increased number of positions is directly related to increased inmate 

populations, and the growth is seen as absolutely necessary in order to insure 

that the institutions deal with the rising populations with at least minimal 

effectiveness. All the institutions reported they needed still more correc-

tional officers and counselors. 

The highest turnover reported by the institutions was for correctional 

officers. Counselors had much lower turnover rates. Personnel staff at the 

institutions indica~ed that they expected turnover rates to stay the same or 

decrease in the near future because of generally high unemployment and tighten-

ing job market in corrections. 

As a summary of the reports given by departments of corrections and 

institutions concerning the growth and turnover of key occupations, it is 

reasonable to suggest that increasing inmate populations and the need for c, 
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additional institutions call for increased corrections staff. Correctional 

officer and counselor positions, as direct "service" provider jobs, are most 

sensitive to fluctuating inmate populations and, hence, can expect the most 

growth. Growth in correctional administrator/management positions is more a 

function of department philosophy than a change in the staff-inmate ratio, 

since increased inmate populations do not ne'cessari1y require new facilities 

or additional administrative positions. 

Even though a sluggish economy may slow down turnover of correctional 

officers and correctional counselors for the immediate future, these positions 

apparently will remain as "stepping-stones" to careers in alternative fields 

for a high percentage of incumbents. Poor working conditions and relatively 

low pay are two factors which most often combine to make these high turnover 

positions. There were no indications that these adverse conditions would be 

improved significantly in the near future. 

3. Career Development and Promotion Policies 

A significant aspect of any personnel system is the provision made for 

advancing job incumbents and helping them to develop careers. Data were 

collected from the ten sample state departments of adult corrections concern-

ing promotion standards and the existence of "career ladders." 

Table VIII-IV-5 below indicates the number of sample states reported they 

use some form of formal career ladder for each of the key occupations. 

Table VIII-IV-5 

Number of Sample States Using 
Career Ladders (N = 10) 

Correctional Administrator 

Community Correctional Administrator 

Correctional Officer 

Correctional Counselor 
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5 

5 

8 
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The career ladder was regarded as important by most of the personnel directors 

interviewed because it enables staff to view their current position in terms 

of a career, rather than merely a "job" which will provide the necessary experi-

ence for ultimate change to another career field. The smaller number of states 

reporting such a "ladder" for the administrative positions reflects the in-

creasing reliance upon these positio.ns as appointive rather than competitive. 

This is in marked contrast to earlier correctional practice in which the 

warden or superintendent almost invariably was a correctional officer who had 

successfully moved through the ranks to assume the key position for an insti-

tution or department. 

Career ladders for the correctional officer most often reflected upward 

movement through a quasi-military structure, usually beginning with the line 

officer position and resulting in a non-uniformed administrative position in 

which responsibilities were focused upon total institutional security-operations. 

Correctional officer career ladders had little of the flexibility which would 

permit incumbents to move to other career ladder opportunities (Le., casework 

or administrative). Most promotion systems examined tended to be rather rigid 

and closely supervised by the Civil Service or state personnel system. Since 

limited numbers of custodial personnel could be promoted to supervisoryposi... 
tions (Sergeant, Lieutenant, Captain, etc.), the vast number of line staff 

perceived only limited opportunity to use the career ladder. 

The career ladder reported for caseworkers/counselors typically consisted 

of several levels of expertise for each of the basic oounseling positions. 

The established career ladders offered little opportunity to move into institu-

tional administration, although most of the personnel directors made it clear 

that casework/counseling supervisory staff were often promoted to administra-

tive positions even if this was not written into the formal career ladder. 
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Promotions are usually controlled by standards and criteria determined 

by the state Civil Service; only one of the states in the sample reported 

that the department administered its own promotion program. The following 

table indicates key factors used to determine eligibility for promotion. 

Table VIII-IV-6 

Eligibility for Promotion in Six Sample States 

Supervisor Promotion Experience Formal 
Evaluation Seniority Exam in Rank Educa. Training 

Correctional 
Administrator 5 1 3 4 6 6 

Community 
Correctional 
Administrator 4 2 2 3 5 5 

Correctional 
Officer 6 2 5 5 4 5 

Correctional 
Counselor 5 2 6 5 5 4 

As can be seen in the table, promotional eligibility depends greatly upon 

supervisor evaluations, formal education, and training. There was relatively 

little emphasis reported on the criterion of seniority, but experience in a 

person's current position was given as an important factor. 

The reported emphasis upon education as a factor in promotion, particularly 

for the correctional officer position, is surprising in light of the minimal 

educational requirements for appointment to these positions. Even though no 

state indicated specific requirements for increased education at any position 

on the correctional officer career ladder, there appears to be pressure for 

more education. It is clear, however, that most states sampled look at current 

job performance (supervisor ratings), experience, and specialized training when 

making promotion decisions. 
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A noteworthy issue raised by several different personnel directors was 

that individual state corrections systems have few opportunities to improve 

overall administration of prison systems by taking advantage of experi"ence and 

expertise of staff from other jurisdictions--particularly at line operations 

and mid-levels of management. Talented staff in one state seldom can move to 

a neighboring correctional system without losing substantial accumulated benefits, 

making such transfers economically difficult. One suggested solution was for 

groups of states--most likely on a regional basis-to adopt policies which 

encourage transfer without the loss of benefits. Such policies would permit 

staff to engage in a flexible career planning process with greatly increased 

opportunities. Fresh inputs at all levels of the system--rather than at 

top-management only--would undoubtedly result in better operations and improved 

staff morale. 

4. Affirmative Action Programs 
I) 

All of the states sampled indicated they had adopted affirmative action 

programs to facilitate the recruitment and retention of women and minorities. 

Every jurisdiction reported increases in the hiring of women and mitlorities. 

One state, for example, reported that minority correctional officers had in-

creased from 4% to 12% of the total and another state department of corrections 

had increased minority representation from under 19% to 21%. 

On the basis of the information gathered from personnel department directors 

and correctional institution personnel staff, it appears that affirmative action 

in correctional systems is a state-level rather than localized initiative. 

Several personnel officers at local institutions indicated that only priorities 

were set at the state level. Other ofJicers indicated that specific numbers or 

p'roportions of minority applicants wel:e required to be hired to meet state-

issued guidelines. 
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All but one of the sample states reported that there were some restric

tions on who could hold department positions. Most often cited were limita

tions on the assignments which women could perform withiti the institutions. 

The majority of these restrictions for females were in effect because of 

highly dangerous posts, areas within the facility which were "off limits" to 

female staff, or general regulations which prevented women from working in 

male institutions. One state, however, indicated that, as a result of pressures 

from affirmative action, a major policy change had been implemented to remove 

all restrictions on the placement of women or minorities in institutions. There 

was no indication from any of the sample states that blacks or other minorities 

(other than women) were excluded from posts or assignments in the department. 

Wllether or not this was a result of affirmative action programs could not be 

determined. 

The most frequently cited obstacle to recruiting minorities was the iso

lated location of most correctional facilities--they are often some distance 

from minority populations. In Texas, for example, correctional facilities 

cluster about Huntsville in the eastern part of the state, many miles from the 

large Mexican-American population concentrated in the southern and western 

sectors. In many other states, the rural location of facilities makes them 

inaccessible to potential black staff members living in cities. One state re

ported developing a plan to overcome the problem by recruiting minorities in 

cities and then paying relocation expenses to towns near institutions. 

Another problem related to affirmative action is concerned with what 

happens after minorities are employed by correctional systems. While the 

correctional systems apparently have responded to affirmative action mandates 

through recruitment for line-level positions, there is little evidence that 
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they have been equally as conscientious about formulating procedures for staff 

development that facilitate the promotion of qualified minorities to super

visory positions. 

5. Labor Management Relations 

Increasing levels of union activity are now apparent in government and 

employee associations are displaying more active roles. The NMS was interested 

in exploring the effects of these movements and the more traditional Civil 

Service system on the key occupations. The following table indicates the 

number of sample states reporting key occupations affected by unions or Civil 

Service. 

Table VIII-IV-7 

Key Occupations Impacted by Unions or Civil Service 

Correctional Administrator 

Community Correctional Administrator 

Correctional Officer 

Correctional Coun~elor 

Number of States 

Civil Service 

4 

4 

7 

8 

(N=lO) 

Unions 

0 

0 

3 

1 

Correctional officer positions appear to be most affected by unions. The 

greatest union impact was in the areas of job assignment and bidding proce

dures for positions within correctional institutions. Bidding on jobs is 

usually accomplished by seniority, thereby assuring that certain posts within 

institutions--often those least accessible and thus least dangerous--will be 

assigned to older correctional staff. Newer and relatively untrained staff 

frequently are assigned to high visibility posts with attendant pressures and 

responsibilities. Bidding based on past assignment inhibits administrators 
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frem using staff to. meet needs as they arise and thus reduces institutienal 

flexibility. This inflexibility in assignment precedures eften results in 

the need fer additienal manpewer er for current staff to. werk ever time in 

erder to. meet the daily requirements ef the facility. 

The majerity ef the persannel staff interviewed expect that unians will 

increasingly became a significant factar far carrectians in the future, in 

the fallowing ways: 

- unians will have an increasing impact an the budgeting pracess, 

callective bargaining between state gavernment agencies and 

their empleyees will be cavered increasingly by legislative 

palicies and pracedures, 

mare carrectianal staff will became assaciated with unians, 

including clerical and prafessianal staff, and 

- unians will cantinue to. facus primarily upan salary and fringe 

benefits. 

In cantrast to. unians, Civil Service frequently affected staff salaries 

and fringe benefits, but seldom was significant far worklaad or working can

ditians. Civil Service regulatiens regarding prematian, retentien, and the 

develapment of jab descriptiens were also. mentianed as impartant. Civil 

Service has had little impact upan emerging accupatians, although ene state 

did indicate that the department and Civil Service werked clasely tagether 

to. develop new pesitian descriptiens in respense to. department needs. Mest 

personnel directars indicated, however, that the Civil Service system in use 

eften previded rigid guidelines that made it difficult to. create new pasitiens 
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or to hire highly-qualified staff who had not participated in the lengthy 

Civil Service examination procedure. 

6. Training and Education Policies and Programs 

.,... {l· 

"f;', tj, '. Training has long been acknowledged by correctional administrators as a 

critical aspect of any effective correctional system. Of particular interest 

to the NMS was the training provided for the key corrections occupations. 

Interviews were conducted with training directors and/or directors of train-

ing academies in the 10 sampled states, at 15 state-administered institutions, 

and at 9 municipal or county jails. 

Following a general description of the status of training, this section 

discusses the preservice and in-service training administered to key correc-

tions occupations. 

As a general description, the size of training budgets varied among 

states depending upon the size of the system. No state sampled had expecta-

tions that training budgets would decrease. Budgets for training consisted 

of combinations of state and federal (LEAA) funding, with federal support 

ranging from 90% to less than 15%. Federal funding was typically provided for 

a three-year period with the expectation that the state would gradually assume 

complete financial responsibility for departmental training. 

There was a definite move by state correctional headquarters toward de-

ve10ping centralized training facilities with full-time training staffs. The 

authorized full-time positions ranged from 4 to 40; none of the states relied 

on part-time trainers in the academies. Standards established for trainers 

varied greatly among the states. Work experience requirements ranged from 

none to a total of six years of related educational or work experience. One 

VIII - 350 



state had no listed educational requirements for the training positions, while 

other states either required a high school or college degree. 

Numbers of training personnel working at the state institution level were 

small, with training staff at most of the facilities numbering one or less. 

Several of the facilities visited used part-time trainers who had other line 

correctional duties. Qualifications for trainers at the institutional level 

often seemed to be quite vague; however, correctional officer experience was 

generally required. Educational requirements for training positions were also 

typically vague or non-existent, with most states reporting that training 

staff had wide-ranging educational backgrounds ranging from high school to 

MA degrees. 

Most of the jail facilities visited had no full-time training staff. 

Positions at jails typically combined custodial duties with part-time training 

responsibilities. 

Training needs were established by some type of empirical needs assess

ment at half of the state headquarters sampled. Several of these states used 

task analysis with supervisor inputs to determine training needs. The use 

of advisory groups to develop training curriculum was also reported. 

Evaluation of training was carried out at the headquarters level by all 

of the sample states. Most evaluations were based upon an assessment of 

trainee attitudes and performance posttests. Training staff were responsible 

for the evaluation effort in all the states, and data collected were used to 

modify training courses in each of the states. 

Most of the state institutions reported that some form of training 

evaluation had been attempted. Such evaluations typically relied upon feedback 
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from trainees themselves, who usually filled out written forms distributed 

at the conclusion of sessions. 

Jails also reported that evaluations were performed at the conclusion 

of all training sessions. Feedback from trainees was the most common technique 

employed. 

In summarizing the general status of training in corrections, it appears 

that extensive training is a relatively new phenomenon which has grown quickly 

in most correctional systems. Federal funds, most often provided by LEAA, 

have served as "seed money" for most of these efforts with some states only 

now beginning to fund training efforts with state monies on a fairly large-

scale. Federal monies provided to the states for training have been extremely 

valuable in the initiation of this expensive part of corrections; however, 

the real priority of correctional training will be determined in the near future 

by the extent to which states continue to provide funding for training. 

The trend toward statewide correctional training academies seems well 

established. The academy approach has led to more uniform training for all 

facilities in the state which allows use of preplanned training standards for 

all employees. The centralized facility permits preservice and in-service 

training for staff which will not easily be subject to the changes in daily 

priorities and staff requirements at local facilities. With a state training 

academy, staff from jails could and should be included in state training efforts 

as much as possible, with local jurisdictions reimbursing state correctional 

departments for such training. While the state training academy should provide 

comprehensive pre and in-service training programs, correctional institutions 

should emphasize OJT to update and reinforce academy skills. 
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Preservice Training 

As defined for the NMS, preservice training is that which is given to new 

employees before they begin work or within several months of employment. The 

following discussion focuses upon preservice training for each of the key 

occupations. 

a. Correctional Administrator. Half of the states reported they 

had established some type of preservice training for new administrators. For 

those states not providing training, the reason most frequently offered was 

that training was unnecessary, since most of the incumbents for administrative 

positions have been in the correctional system for significant lengths of time 

and are familiar with department or institution operating procedures and 

policies. In those states which did provide training, it was commonly felt 

that preservice training was desirable because it gives a picture of the 

operations of the department, its interaction and relationships with the other 

branches of government and specific institutions, and the perspectives of 

administrators of similar facilities in neighboring states. Since the position 

of administrator is invariably complex and demanding, the provisions of some 

type of non-pressured learning experience for newly appointed administrators-

regardless of their previous work experience--may well be useful in signifi

cantly improving the quality of their work and their contributions to the 

total organization. 

b. Correctional Officer. All the sample states indicated that pre

service training was provided for correctional officers, and all but one of 

these states has made such training mandatory. Training in these states ranges 

from two to ten weeks, with the most typical being three to four weeks. Content 
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typically covers orientation, all aspects of security and custodial proce-

dures, and some training on the role of treatment in a correctional facility. 

There was some indication that treatment topics will continue to receive more 

emphasis in the future. Virtually all trainees went to job responsibilities 

after preservice training with minimal additional OJT at the institutions. 

Training for correctional officers has changed dramatically over the past 

five years; the changes have most often focused upon pulling fragmented train-

ing efforts into integrated programs with specific goals and standards for 

accomplishment. A few states indicated that most of the changes in the past 

five years have focused upon the addition of treatment topics to the training 

curriculum. Over half of the states indicated that training in the next five 

years will be modified to include treatment topics such as inmate rights, 

humane methods of inmate treatment, and revisions in the role of the correc-

tional counselor. 

Over half of the state institutions report that preservice training was 

provided at the facility, while the remaining institutions indicated training 

was provided at statewide training facilities'. Institutions most often used 

an orientation format which included an overview of the institution's organi-

zation and program as a central theme. Lectures, meetings with staff super-

visors, and rotation experiences which assign the trainee to different posts 

within the institution were the most commonly used training methods. Content of 

training most often focused upon custody procedures, the use of weapons, report 

writing, institutional regulations, and state laws which apply to correctional 

settings. Training ranged from a total of four days to three weeks duration. 

Most of the changes over the last five years focused upon increased trai,n-

ing at the institutional level (several facilities offered no training five -, 
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years ago). Training has therefore increased significantly and the curriculum 

has become more human relations oriented. The problem most often cited con

cerning training was the lack of available funds to permit new staff to leave 

their positions within the institutions for training. There are no provisions 

for temporary coverage of empty posts at the facility. Alternatively, if 

trainees are asked to report for training after working a full shift, overtime 

funds for training becomes the primary issue. 

All of the jails in the sample had mandatory preservice training. 

Orientation to jail operations and custodial skills were most often cited as 

the primary topics in the training curriculum. Jail interviews in particular 

brought out the critical need for human relations training for correctional 

officers. Jail personnel indicated that there remains much resistance to 

preservice training for correctional offie-ers, particularly from older jail 

staff. Some local jail facilities have entered into agreements with state 

officials to send jail staff to the state academy for training consistent 

with state guidelines and standards; virtually all jail personnel interviewed 

felt that such training was a valuable addition to training efforts within the 

jail. 

In summary, the trends observed in correctional officer preservice train

ing point to (1) longer periods of training, (2) increased centralization of 

training at the headquarters level, and (3) greater emphasis upon treatment. 

c. Correctional Counselor. The majority of the states reported 

that they had developed preservice training programs for counselors; an 

additional state planned to initiate such a program in 1976. Such training 

was mandatory in only three of the states, with the length of the training 
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ranging from one and a half to five weeks. Training content usually focused 

upon various treatment modalities but usually included some security-related 

topics. Most the the states indicated that preservice training for counselors 

was relatively new and has grown rapidly in the past few years. All of the 

states predicted that training for counseling staff would take on increasing 

importance in the next five years. 

State institutions indicated that preservice training for counselors 

at that level was usually similar or identical to that received by correctional 

officers. No jails reported having preservice training for caseworkers. 

It is interesting to note the heavy emphasis upon preservice training 

for correctional officers in contrast to the less concentrated efforts for the 

counseling staff. Much of this contrast derives from historical roots of 

correctional institutions where security played the critical role in the 

operation of the institution, and treatment or counseling was merely a 

secondary effort that was isolated and of lesser importance. More recently, 

administrators have been prone to make a distinction between the "professional" 

college educated caseworker/counselor and the high school graduate correctional 

officer. Training for correctional officers has often been justified on the 

grounds of critical need to assure minimal competency, while the counselor 

has been assumed capable of carrying out responsibilities with a minimum of 

special training. 

In-Service Training 

In-service training, according to the NMS definition, occurs after the 

initial orientation or preservice training and continues throughout one's 

career. Departments vary greatly in their approach to in-service training, 
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some designating it as informal on-the-job training (OJT) and others establish-

ing more formalized training sessions at regular intervals for selected staff. 

a. Correctional Administrator. Only two of the sample states have 

developed mandatory in-service training programs for administrators. Most 

provide training topics on an "as needed" or "as desired" basis, and the bulk 

of these are directed toward management issues. The majority of states indica-

ted that no in-service training was provided for administrators five years ago. 

Projections for the future show more management-related training for adminis-

trators. 

At state institutions, administrators were quick to note that their most 

critical training need was for correctional officers at mid-level positions 

(beginning management training). No mention was made of perceived deficiencies 

in the education or training of administrators themselves. However, well-

organized in-service training programs for administrators can be identified 

as an important need in most of the states visited. Although administrators 

have often had many years of correctional experience before assuming their 

positions, much of the experience is not directly related to their new manage-

ment tasks and responsibilities. 

Only two of the jails visited used formal in-service training sessions 

for administrators, one hiring consultants to train in specific "need" areas 

and the other using an established "executive development" program for all 

administrative staff. The general consensus expressed was that more manage-

ment training is needed for administrators. 

h. Correctional Officer. All of the sample states indicated that 

in-service training was provided for correctional officers. Half have de-

veloped mandatory programs, while the remaining states used prepared in-service 

VIII - 357 



topics on an "as-needed" basis. Most in-service training occurred at correc

tional institutions, although some was scheduled in training academies. 

Wherever offered, this training has largely been developed over the last five 

years. The most frequently mentioned plans for in-service training involved 

putting increased emphasis on treatment topics and communication skills. A 

trend toward providing more total hours of training was also evident. 

All but one of the state institutions visited indicated that in-service 

training was provided for correctional officers, ranging from occasional sem~ 

inar on safety issues or firearms to formal programs requiring 40 hours of 

training per year for every officer. More informal OJT training involving 

lectures, review sessions, and job rotations, was also reported at several 

of these institutions. In-service programs included demonstrations and 

lectures on weapons, custody procedures, updating of institutional policies, 

self-defense tactics and report-writing techniques as well as human relations 

and communications skills. Most of the institutions conducted these in-service 

programs on a mandatory participation basis, with the most emphasis placed 

upon weapons and custody procedures. 

Changes in in-service training efforts have been focused primarily upon 

increasing training opportunities for staff, particularly for line supervisory 

personnel. Curriculum topics emphasizing riot control and crowd control tac

tics have become increasingly important. Human relations training has been a 

topic which has been stressed in the past two to three years, and several of 

the training personnel interviewed indicated that this topic would continue to 

have importance in the immediate future. 

Each of the jails indicated that some in-service training was offered, 

although the amount and topics varied greatly. Most jails centered their 
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in-service training programs for jails were responsive to state standards and 

priorities. Most jails centered their in-service training on custodial pro-

cedures and policies, although some were adding human relations and supervisory 

courses. 

c. Correctional Counselor. In-service training for counselors has 

been initiated by state departments of corrections, but has not been developed 

to any great extent in most states. Most of the states indicated that in-

service training was offered to counseling staff, although only two states had 

ade such training mandatory. One state was currently in the process of develop-

ing training programs for counselors. 

Virtually all of the state institutions reported that in-service training 

for counselors was not as well developed as that offered to correctional 

officers. When in-service training was provided, it usually involved fewer 

hours than similar training for correctional officers. Some institutions used 

in-service training to highlight treatment modalities useful to counselors 

working in drug and alcohol abuse areas. 

None of the jails sampled provided in-service training for counselors. 

d. Summary. One of the most glaring weaknesses observed in correc-

tional training programs was the general failure to make training more than a 

direct response to a specific problem or need. There was little evidence that 

training is currently being used as a career development tool for correctional 

staff. Without discontinuing basic training courses, plans need to be de-

veloped to individualize training for staff in a manner which enhances career 

progression and helps to identify persons most capable of assuming management 

positions. This might be accomplished by placing greater emphasis upon in-

service training programs for staff in each of the key occupations. Any such 
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programs developed must overcome current training problems, including provisions 

for overtime or staff relief for positions vacant because of trainee participa-

tion, increased funds for training resources, qualified trainers, and adequate 

training facilities in institutions which are currently overcrowded. 

The assumption that years of correctional experience automatically qualify 

a person for an administrative position in a correctional facility is faulty, 

and there needs to be increased emphasis placed upon creative preservrice 

training for new administrators. Such efforts might include formal classroom 

training, visits to other state correctional systems, national seminars, use 

of special reading and resource lists, and other initiatives which would pro-

vide as broad a perspective as possible for the newly appointed administrator. 

In-service training should also be emphasized for administrators, and should 

make use of outside resources or inputs whenever possible to assure 

that administrative staff develop and/or refine new and existing management 

skills. Training as a contribution to career development should be continued 

and even emphasized for administrators. 

Because of the rapid increase in the development of community college 

and criminal justice curricula at colleges and universities, state departments 

of adult corrections should make greater efforts to encourage staff to take 

advantage of continuing education opportunities. Availability of continuing 

education should be considered when planning training programs, and college 

curricula should be integrated with agency and departmental training to insure 

higher quality training results. A good opportunity now exists for state 

corrections systems to develop more systematic interrelationships with higher 

education. 
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7. Conclusions and Findings 

The following lists summarize the observations made in field interviews 

with personnel and training departments and staffs at selected departments of 

adult corrections, institutions, and municipal/county jails. Findings for't~6th 

personnel systems and training and education areas are given. 

a. Personnel Systems 

• Increases in inmate populations will continue to result 
in pressures for more correctional officers and correc
tional counselors. 

• The most rapid growth will occur in correctional officer 
and, at a lesser rate, correctional counselor positions. 
Both the correctional administrator and the community 
correctional administrator will be growth positions in 
many jurisdictions, but large numbers of personnel are 
not invo1~ed in these ,categories. 

• There is 're1ative1y little turnover in correctional ad
ministrator positions. However, turnover rates for 
correctional officers and, to a lesser extent counselors 
remain relatively high. 

• Career ladders for correctional officers and counselors 
are generally restrictive in that they do not provide 
options for moving into administrative positions. 

• There is little opportunity for correctional staff to 
transfer among state correctional systems without loss 
of benefits. 

• Affirmative action programs are widely implemented and 
have resulted in increased numbers of minorities in 
correctiofis. Less progress has been made in insuring 
promotions of minorities to managerial positions. 

• Unions will expand to more states and will have increas
ing influence upon personnel policies at both the institu
tion ,and department level. 

b. Training and Education 

• Correctional training has grown significantly since 1970, 
largely through the impetus of LEAA support. 
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• A training infrastructure has been developed in many 
departments of corrections in the form of centralized 
training facilities, full-time staffs, and training de
velopment resources. 

• Preservice training is generally more developed in correc
tions than in-service training, and training for correctional 
officers 1.8 more developed than for counselors. 

,r 

• Centralized training academies will continue to be the pri
mary focus of correctional training for state correctional 
systems. 

• Jails as a whole do,not provide much training and what they 
do offer is less developed than that gtven in state correc-, 
tional systems. 

• There is need for more and better management training for 
correctional administrators. 

• Training curricula for correctional workers continue to add 
topics dealing with treatment and interpersonal relations. 
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D. OCCUPATIONAL ANALYSIS OF KEY OCCUPATIONS 

This section presents the occupational analysis of the following adult 

corrections key occupations--institution correctional officers, institution 

and community-based counselor/caseworkers, and community-based administrators. 

Insufficient data were available for performing analyses on institution admin

istrators and community-based correctional officers. 

The objectives of the occupational analysis are to: identify and describe 

the tasks that key occupation incumbents perform on the job; identify the 

knowledges and skills required for performing these tasks; and assess the 

potential future task and knowledge/skill requirements and derive training 

and education implications of the current and future task-knowledge require

ments for each key occupation. 

The data on which the occupational analyses are based were developed 

through different stages of refinement following a Functional Job Analysis 

Model. 3 Briefly, tasks and requisite knowledges and skills were identified 

and described on the basis of observing and interviewing incumbents and from 

inputs received from experts and our staff specialists. These were incor

porated into Task and Knowledge Checklists for each key occupation. The 

Checklists were used in the field to collect incumbent responses as to whether 

they performed the tasks, the time spent on the tasks, the level of expertise 

needed in specific skills and knowledges, where they learned to perform tasks, 

and how the task could best be learned. This information, after review by 

corrections experts and occupational specialists, provide the data for each 

of the following occupational analysis. The specific occupational analysis pro

cedures are discussed in more detail in the methodology section of the Appendix. 
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To draw out training and education implications from the occupational 

analysis data, a general multi-step transformation is required. Since the 

occupational data collected are task-oriented, the first step is to identify 

the critical tasks as reported by incumbents. The second step is to identify 

the critical Knowledge Categories which underlie the tasks. This provides 

general information about knowledge and skill requirements, deficiencies, or 

training needs for each task. The third step is to identify the specific 

knowledges/skills subsumed within the Knowledge Categories, which generates 

specific information for suggesting conclusions and recommendations about 

training needs, deficiencies, and settings. It must be kept in mind that, 

given the small, nonrepresentative sample of key occupation incumbents on 

which the occupational analyses are based, all of the findings are suggestive 

only and cannot be generalized without qualification. The findings reported 

in the following section can best be used by policy makers and training 

managers for identifying possible training deficiencies and training issues 

deserving more systematic study. 
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1. Adult Institutional Correctional Officer 

A significant portion of the occupational analysis data was collected 

on Task Checklists from 70 correctional officers working in adult institutions 

in ten states. The median age of these correctional officers was 29 years, 

1\\. 92 percent of whom were male and 90 percent white. The median level of formal 

i"\ 

education attained by these correctional officers was high school plus some 

college level coursework and they had 3.3 years median experience in corrections. 

a. Task and Knowledge Requirements. On the basis of incumbent 

responses, reviews by correctional experts, and observations of incumbents in 

work settings, the job of adult institutional correctional officer comprises 

17 tasks and 73 specific know1edges and skills required to perform these tasks. 

Not all know1edges or skills are needed to perform all tasks and different 

tasks entail different levels of knowledge/skill proficiency. 

The current task and knowledge requirements for the job of adult institu-

tiona1 correctional officer is summarized in the Task-Knowledge matrix presented 

at the end of this analysis report. The cell entries of the matrix indicate 

the level of proficiency required in the specific know1edges and skills to 

perform specific tasks. 

As presented in the matrix, the 17 essential tasks performed by correctional 

officers working in adult institutional settings are: 

I.D. Code Tasks 

1. Accepts custody of a suspect or offender in order to obtain informa
tion and to place offender/suspect on formal record of the facility. 

2. Observes and controls movement of inmates in order to prevent dis
ruptions or incidents and account for location and activities of inmates. 

3. Monitors inmate visitations in order to maintain security and safety 
of inmates, visitors, and staff. 
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4. Intervenes in conflicts among inmates in order to prevent incidents 
which could trigger major disturbances. 

5. Monitors feeding of inmates in order to prevent disruptions, un
authorized retention of contraband materials, and to assure that all 
inmates are fed at designated times. 

6. Searches inmates, cell blocks and critical areas in order to detect, 
collect, and preserve evidence of contraband material. 

7. Conducts investigations of interpersonal incidents in order to 
gather facts and evidence for future analysis. 

8. Screens incoming and outgoing inmate mail and packages in order to 
efficiently process the mail and prevent transmittal of contraband. 

9. Assigns tasks to inmates and monitors performance of inmates on 
assignments. 

10. Advises inmates concerning personal, work, or adjustment problems 
in order to assist inmates to resolve problems. 

11. Escorts and/or drives inmates between correctional institution and 
points outside in order to ensure prompt and safe delivery. 

12. Talks/listens, discusses with inmates and staff members as a member 
of an Institutional Board in order to facilitate decisions concern
ing custody, discipline, treatment, and parole. 

13. Makes oral or written recommendations and reports and performs 
routine administrative duties in order to provide inputs to decisions 
which will respond to specific institutional needs. 

14. Responds to emergency situations in order to minimize adverse out
comes of events. 

15. Maintains perimeter surveillance (patrols, television) of a ~orrec
tional facility to prevent inmate escapes and introduction of ~on~ra
band into the facility. 

16. Orients, answers questions from, newly arrived inmates in order to 
acquaint new residents with the conditions, rules, benefits, aids, 
etc. of the correctional environment. 

*18. Conducts formal and informal training for correctional officers in 
order to assist the officer to gain proficiency and to improve job 
performance. 

In terms of the percent of incumbents who reported they performed the tasks 

and the amount of time spent performing them, the most critical tasks are #2, 4, 

5, 6, 9, 10, and 14. These tasks involve control and monitoring functions, 

conflict intervention, advising inmates, and responding to emergencies, thus 

representing the core of the correctional officer's responsibilities. 

*Task numbers relate to the number identifying tasks on the Task-Knowledge 
Matrix. During field work and analysis activities, some tasks from original 
lists have been deleted or combined into other tasks, which accounts for any 
missing number(s) above. 
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In contrast, tasks #1, 12, 13, and 18 are viewed as being less critical 

by incumbents. These tasks typically are not performed by all correctional 

officers, usually because they represent special assignments or are 

responsibilities of supervisors. 

The 73 different knowledges or skills presented in the Task - Knowledge 

matrix represent the capabilities required of adult institutional correctional 

officers for them to perform their various ~asks. The 73 specific knowledges 

or skills are classified under ten broad Knowledge Categories. These Knowl-

edge Categories and the number of specific knowledges/skills subsumed within 

each are: 

Knowledge Category 

A. Knowledge of the principles and procedures of correctional institution 
operations (18 knowledges/skills). 

B. Knowledge of policies and procedures for inmate transportation and 
movement (5 knowledges/skills). 

C. Knowledge of policies and procedures for handling emergencies 
(8 knowledges/skills). 

D. Knowledge of investigation and search procedures (7 knowledges/skills). 

E. Knowledge of policies and procedures for inmate intake to facility 
(8 knowledges/skills). 

F. Knowledge of supervision of corrections personnel and activities 
(10 knowledges/skills). 

G. Knowledge of work and. treatment programs (6 knowledges/skills). 

H. Knowledge of staff/inmate interaction procedures (7 knowledges/skills). 

1. Knowledge of procedures for dealing with the public (1 knowledge/ skill) . 

J. Knowledge of general skills (3 knowledges/skills). 

One way of 1"hinkin,g about the 73 specific knowledge/skills and 10 Knowledge 

Categories is that they represent the universe of what adult insitituional 

officers need to know in order to function acceptably on the job. It does 

not mean that all 73 knowledges/skills have to be known equally, that they 
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will be applied with the same frequency, or that they are important for per

forming all tasks. The meaning and significance of the specific knowledges/ 

skills are better understood when they are related to the specific tasks that 

are performed by correctional officers in adult institutions. The Task -

Knowledge matrix does this. 

b. Training and Education Implications. While the Task-Knowledge 

matrix describes current job requirements, it does not indicate whether incu~ 

bent adult institutional correctional officers have received the appropriate 

training or education or whether their training or education was received 

in the optimal learning setting. Part of the occupational analysis effort 

generated data relative to these issues. 

Three occupational analysis sources provide data for assessing training 

and education implications, (1) the Task - Knowledge matrix, (2) Task Checklist 

summaries which indicate incumbent responses on where they learned how to do 

specific tasks (i.e., in academic, formal training, or OJT settings) and 

whether their training was too little, about right, or too much, and (3) sum

maries from an equivalent set of incumbents as to where the tasks could best 

be learned. 

Table VIII-IV-8 on the next page condenses the essential information from 

these three sources for assessing T&E implications. The left portion of the 

Table indicates the percent of specific skills in each Knowledge Category (i.e., 

A, B, ••• J) that is required at a high level of expertise to perform. each 

relevant task. The middle portion shows the percent of incumbents indicating 

where the task can best be learned. The right portion indicates where the 

majority of incumbents actually learned to perform the task and whether the 

amount of training was sufficient. 
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c. Job Training/Education Requirements. The left columns of the 

Table summarize and describe the training/education requirements for adult 

institutional correctional officers, both in terms of general content and 

where training could best be administered. The column averages relate to 

content in that they indicate the percent of specific knowledges/skills within 

each Knowledge Category that the adult correctional officer must know at a 

high level of expertise. The column averages suggest too the relative critical 

significance of the various Knowledge Categories. Since 52% of the Knowledge 

Category H knowledges/skills (knowledge of staff/inmate interaction procedures) 

need to be known at a high level, we can suggest that they represent the most 

critical knowledge area for adult institutional correctional officers and, 

hence, represent a major training requirement. Likewise, ¥illowledge Categories 

A (knowledge of principles and procedures of correctional institution opera-" 

tions), C (knowledge of policies and procedures for handling emergencies), 

and D (knowledge of investigation and search procedures) would appear to be 

important training requirements. In contrast, knowledge of policies for 

inmate transportation (knowledge Category B) and knowledge of procedures for 

inmate intake to facility (Knowledge Category E) would not seem to be a major 

training requirement, given the relatively low percent of specific knowledges/ 

skills needed at high levels of expertise. 

The second dimension of T&E requirements is where training could best be 

administered. Above each Knowledge Category letter in Table 8 is indicated 

where the specific knowledges/skills within that category could best be learned, 

as determined by independent ratings of five occupational specialists. The 
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knowledges/skills of Knowledge Category A can best be learned in formal train

ing settings, those in Category B in a combination of formal training and OJT 

settings, and so forth. 

(1) Amount of training. The Table shows that, for the most part, 

adult institutional correctional officers reported they were getting enough 

training to perform their duties. Training was deficient for three tasks, how

ever. The first such task is task #1 (accepts custody of a suspect •.• ). Since 

Knowledge Category H is the single most important knowledge area for this 

task, our data would suggest that additional training in such areas as hand

ling disturbed inmates, counseling techniques, and communicating in stress 

situations may be needed. 

The second task judged to have too little training was task #7 (conducts 

investigations of interpersonal incidents ... ), for which Knowledge Categories 

D and H are the critical knowledge areas. This suggests that additional 

training for the same category H knowledges/skills mentioned above may be 

needed as well as for such Category D knowledges as investigation procedures, 

report writing, identifying and preserving evidence, and searching. 

The third task judged to have too little training was task #12 (talks/ 

listens .•• as member of institutional board •.. ). Categories G and Hare 

critical for this task. Besides the additional training requirements for 

the previously mentioned Category H knowleges/skills, our data suggest addi

tional training may be needed 1n such Category G knowledges/skills as the 

different types of work and treatment programs available and work release 

regulations. 

(2) Training settings. The Table clearly indicates that incum

bent adult institutional correctional officers have learned how to perform all 
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their specific tasks via on-the-job training. Hcw~vcr, 1n terms of where 

incumbents think the tasks could best be learned, the data suggest that, for 

some tasks, academic and/or formal training is desirable. There are apparent 

discrepancies between actual and optimal training settings for adult institu-

tiona1 correctional officers. 

On the basis of the occupational data and our considered judgments, the 

most critical discrepancies seem to be on how and where tasks 7, 10, 12, 13 

and 14 are learned. These tasks are seen by incumbents as best learned in 

some combination of either formal training and/or academic settings. Since 

these tasks generally involve high levels of expertise of either Knowledge 

Category G or H, we can derive the following implications for training: 

For Category G, know1edges relating to work and treatment programs 
can better be taught in academic and formal training settings than 
by OJT. For example, in the academic setting, such specific know1-
edges as types of programs and matching of inmate/institutional needs 
might be learned best. In the formal training setting, such know1edges 
as development of work plans, work release procedures and regulations, 
and criteria and procedures for entry and exit might be learned best. 

For Category H, know1edges relating to staff/inmate interaction pro
cedures can better be taught in academic and formal training settings 
than by OJT. For example, in the academic settings, such specific 
know1edges as personal characteristics of individuals and counseling 
techniques might best be learned. In the formal training setting, 
such specific know1edges as giving c1e~L and complete instructions/ 
information, handling of disturbed inmates, effect of staff actions on 
inmate behavior and communicating in stress situations might best be 
learned. 

d. Future Task and Knowledge Requirements. What correctional 

officers in adult institutions will do and what they will need to know in five 

years time is hazardous to project, since unforseen practical and political 

realities often interfere with accomplishing philosophical goals and good 

intentions. However, on the basis of this occupational analysis, which in-

c1udes both incumbent and expert viewpoints and interviews with corrections 
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executives and other corrections workers during field visits to state head

quarters and institutions, several estimates of future task and knowledge 

requirement can be offered. 

The correctional officer's job will continue to be defined by the pre

vailing philosophy and the size of institutions. To the extent that a depart

ment and institution emphasizes a treatment orientation over a solely custodial 

one, the correctional officer will be affected in how he interacts with inmates 

and what tasks he performs. All indicators suggest that, overall, correctional 

officers will become increasingly involved with casework/counseling, including 

drug and alcohol counseling, crisis intervention, and communication. There is 

evidence from some administrators of correcticTls institutions that some form 

of correctional officer - caseworker team approach will be initiated or 

refined which again will influence how correctional officers interact with 

inmates and what they need to know to ensure effective team functioning. This 

implies increased need for the specialized training mentioned above to com

plement the traditional security training, a trend which virtually every 

corrections executive and training director we interviewed listed as being a 

desired priority. In terms of the matrix, this means increased training in 

Knowledge Categories G and H. 

Correctional officer tasks increasingly will change as a function of 

implementing technological advances. The use of television monitors and 

computerized systems for tracking location and movements of inmates will 

change in degree if not in kind how some correctional officer tasks are 

performed as evidenced by the experiences of several institutions. Increased 

and expanded training in Knowledge Categories A and D should be developed. 

Greater differentiation between correctional officer tasks and functions 

in large, medium-sized (300-500 beds) and community based institutions needs 
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to be made. Smaller institutions tend to have more "open space," have dif

ferent program alternatives, and handle different types of inmates. Evidence 

suggests this is recognized as is the need to provide training specific to 

type of institution. Increased training in knowledge Categories F, G, and H 

is called for. 

To provide correctional officers with the knowledge and skills needed to 

perform effectively, more and better training can be expected over the next 

five years. The necessary training infrastructure, in large measure due to 

LEAA impact, is being established in increasing numbers of states--training 

staffs are on board, curricula are being developed, systematized, refined, 

and separate training facilities exist. Increased quality of training, added 

emphasis on in-service training, improved delivery systems, and sharpened 

definitions of objectives and standards can be expected in more and more states. 
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1. Accepts custody of a suspect or offender in 
order to obtain information and to place 
offender/suspect on formal record of the facility 

2. Observes/controls movement of inmates in order 
to prevent disruptions or incidents and account 
for location and activities of inmates 

3. Monitors inmate visitations in order to main-
tain security and safety of inmates, visitors, 
and staff 

4. Intervenes in conflicts among inmates in order 
to prvent incidents which could trigger major 
disturbances 

5. Monitors feeding of inmates in order to prevent 
disruptions, unauthorized retention of contraband 
materials, and to assure tha t all inmates are fed 
at designated times 

6. Searches inmates, cell blocks and critical areas 
in order to detect, collect, and preserve evi-
dence of" contraband material 

7. Conducts investigations of interpersonal inci-
dents in order to gather facts and evidence 
for future analysis 

8. Screens incoming and outgoing inmate mail and 
packages in order to efficiently process the mail 
and prevent transmittal of contraband 

9. Assigns tasks to inmates and monitors per-
formanre of inmates on assignments 

10. Advises inmates concerning persona~ work, or 
adjustment problems in order to assist inmates 
to resolve problems 

II. Escorts and/or drives inmates between correc-
tional institution and points outside in order 
to ensure prompt and safe delivery 

12. Talks/listens, discusses with inmates and staff 
members, as a member of an Institutional Board in 
order to facilitate decisions concerning custody, 
discipline, treatment, and parole 

.13. Hakes oral or written recommendations and 
reports and performs routine administrative 
duties in order to provide inputs to decisions 
which will respond to specific institutional needs 

14. Responds to emergency situations in order to 
minimize adverse outcomes of events 

15. Maintains perimeter surveillance (patrols, tele-
vision) of a correctional facility to prevent in-
mate escapes and introduction 0:: contraband into 
the faci.lity 

16. Orients, answers questions from newly arrived 
inmatgs in order to acquaint new residents with 
the conditions, rules, benefits, aids, etc. of 
the correctional environment 

18. Conducts formal and informal training for cor-
rectional officers in order to assist the officer 
to gain proficiency and to improve job performance 
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for future analysis 
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packages in order to efficiently process the mail 
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formance of inmates on assignments .-
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to resolve problems 

w w w w w w w w W N W W w 11. Escorts and/or drives inmates between correc-
tional institution and points outside in order 
to ensure prompt and safe delivery 
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members, as a member of an Institlltional Board in 
order to facilitate decisions concerning custody, 
discipline, treatment, and parole 

13. Makes oral or written recommendations and 
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duties in order to provide inputs to decisions 
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minimize adverse outcomes of events 
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16. Orients, answers questions from newly arrived 

inmates in order to acquaint new residents with 
the conditions, rules, benefits, aids, etc. of 
the correctional environment 
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to prevent disruptions or incidents and account ,I 
for location and activities of inmates 

3. Monitors inmate visitations in order to main-
w w tain security and safety of inmates, visitors, 

and staff 

4. Intervenes in conflicts among inmates in order 
to prevent incidents which could trigger major 
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for future analysis 
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packages in. order to efficiently process the mail 
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9. Assigns 'tasks to inmates and monitors per-

formance of inmates on assignments. 
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10. Advises inmates concerning persona~ wor~or 

adjustment problems in order to assist inmates 
to resolve problems 

w w W N w 11. Escorts and/or drives inmates between correc-
., tional institution and points outside in order 

'to ensure prompt and safe delivery 
12. Talks/listens, discusses with inmates and staff 

w N w members, as a member of an Institutional Board in 
order to facilitate decisions concerning custody, 
discipline, treatment, and parole 

13. Makes oral or written recommendations and 
w w w w reports and performs routine administrati~e 

duties in order to provide inputs to decisions 
which will respond to specific institutional needs 

14. Responds to emergency situations in order to 
minimize adverse outcomes of events 

15. Maintains perimeter surveillance (patrols, tele-
w w N N w vision) of a correctional facility to prevent in-

mate escapes and introduction of contraband into 
... tite facility . 

16. Orients, answers questions from newly arrived 
w w N inmates in order to acquaint new residents with 

the conditions, rules, benefits, aids, etc. of 
the correctional environment 

18. Conducts formal and informal training for cor-
rectional officers in order to assist the officer 
to gain proficiency and to improve job performance 
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1. Accepts custody of a suspect or offender in 
order to obtain information and to place 
offender/suspect on formal record of the facility 
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2. Observes/controls movement of inmates in order 
to prevent disruptions or incidents and account 
for location and activities of inmates 

3. Monitors inmate visitations in order to main-
tain security and safety of inmates, visitors, 
and staff 

,4. Intp~venes in conflicts among inmates in order 
to prevent incidents ~hich could trigger major 
disturbances 

5. Monitors feeding of inmates in order to prevent 
dis'ruptions, unauthorized retention of contraband 
materials, and to assure that all inmates are fed 
at designated times 

6. Searches inmates, cell blocks and critical areas 
in order to detect, collect, and preserve evi-
dence of contraband material 

7. Conducts investigations of interpersonal inci-
dents in order to gather facts and evidence 
for future analysis 

8. Screens incoming and outgoing 'inmate mail and 
packages in order to efficiently proc.ess the mail 
and prevent transmittal of contraband 

9. Assigns tasks to inmates and monitors per-
formance of inmates on assignments 

10. Advises inmates concerning persona~ wor~or 
adjustment problems in order to assist inmates 
to resolve problems 

11. Escorts and/or drives inmates between correc-
tional institution and points outside in order 
to ensure prompt and safe delivery 

12. Talks/listens. discusses with inmates and staff 
members, as a member of an Institutional Board in 
order to facilitate decisions concerning custody, 
discipline, treatment, and parole 
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til 
:0;
In 

. 13. Makes oral or ~ritten recommendations and 
reports and performs routine administrative 
duties in order to provide inputs to decisions 
which ~ill respond to sEecific institut:i"onal needs 

14. Responds to emergency situations in order to 
minimize adverse outcomes of events 

15. Maintains perimeter surveillance (patrols, tele-
vision) of a correctional facility to prevent in-
mate escapes and introduction of contraband into 

.' the facility -
16. Orients, answers questions from newly arrived 

inmates in order to acquaint new residents with 
the conditions, rules, benefits, aids, etc. of 
the correctional environment 

18. Conducts formal and informal training for cor-
rectional officers in order to assist the officer 

__ .to ,g~.in p.x:~f!..ciency and to improve job,y.erf~m_ance.; 

~~ 
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1. Accepts custody of a suspect or offender in 
i 

N I-' W W N W W c...> 
order to obtain information and to place 
offender/suspect on formal record o_~_he faci.~ity 

I-' W W W W W W 2. Observes/controls movement of inmates in -order 
to prevent disruptions or incidents and account ! 

for location and activities of inmates 
3. Monitors inmate visitations in order to main-

W N N N N N W 
tain security and safety of inmates, visitors, 
and staff 

! 

W W W W W W 4. Intervenes in conflicts among inmates in order 
to prevent incidents which could trigger major 

, 

disturbances J 
W W W W W W 

S. Monitors feeding of inmates in order to prevent ! 

disruptions, unauthorized retention of contraband 
materials, and to assure that all inmates are fed 
at designated times 

W W W W W W W 
6. Searches inmates, cell blocks and critical areas 

in order to detect, collect, and preserve evi-
dence of contraband material 

N W W W W 7. Conducts investigations of interpersonal inci-

i.n dents in order to gather facts and evidence 
for future analysis 

'8. Screens incoming and outgoing inmate mail and 
packages in order to efficiently process the mail 
and prevent transmittal of contraband 

~ 
til 

[% 

W N N W W 9. Assigns tasks to inmates and monitors per-
formance of inmates on assignments 

W N N W W W 10. Advises inmates concerning persona~wor~or 
adjustment problems in order to assist inmates 
to resolve problems 

w W W N N W W W 11. Escorts and/or drives inmates between correc-
tional institution and points outside ,in order 
to ensure prompt and safe deliver~ 

12 •. Talks/listens, discusses with inmates and staff -
w w w W W W members, as a member of an Institutional Board in 

order to facilitate decisions concerning custody, 
discipline, treatment, and parole 

13. Makes oral or written recommendations and 
reports and performs routine administrative 
duties in order to provide inputs to decisions 

~ --which will respond to specific institutional needs 

w w w w W W 14. Responds to emergency situations_ in order to 
minimize adverse outcomes of events 

IS. Maintains perimeter surveillance (patrols. tele-
vision) of a correctional facility to prevent in-
mate escapes and introduction of contraband into 

.' the facility 

"" 
16. Orients, answers questions from newly arrived 

W W I-' W W inmates in order to acquaint new residents with 
the conditions, rules, benefits. aids, etc. of 
the correctional environment 

18. Conducts formal and informal training for cor-
rectional officers in order to assist the officer 
t;o_gaj.l!~~oficiency and to improve.J2.U~~f2.~an.ce_ 

.~.,., 

r-- .,'f/." 



2. Adult Institution Caseworker/Counselor 

This occupational analysis is based on information obtained from 61 

counselor/caseworkers working in adult correctional institutions in ten states. 

The median level of education of these counselors is college graduate plus 

some graduate course work. They have a median 3-8 years experience in correc-

tions, and their median age is 29 years old. The sample comprised 87 percent 

male and 13 percent female counselors; 85 percent were white, 7 percent black, 

and 8 percent were other ethnic backgrounds. 

a. Task and Knowledge Requirements. The job of adult institution 

counselor can be described in terms of 15 tasks and 69 specific knowledges 

and skills needed to perform the tasks. Not all the knowledges and skills are 

required for all tasks and different tasks entail different levels of expertise 

in the knowledges/skills. 

The relationship of the knowledges/skills to the tasks is shown in the 

Task-Knowledge matrix at the end of this analysis. The cell entries of the 

matrix indicate the level of proficiency required in specific know ledges and 

skills in order for counselors to perform the specific tasks. The Task-Knowledge 

matrix essentially illustrates the current task and knowledge requirements for 

adult institution counselors/caseworkers. 

The 15 basic tasks performed by counselors in adult corrections institu-

tions are: 

I.D.Code Task 

2. Interviews client and administers tests to identify and classify client's 
skills, abilities and interests. 

3. Establishes periodic verbal or personal contact schequle with client 
and interviews client on conformance to conditions of incarcerationo 

4. Establishes and posts case file and evaluates information to determine 
client's progress and needso 
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5. Receives and takes action on complaints against client 

7. Negotiates and develops individual treatment program for corrections 
client and assists client in implementing program 

9. Advises and counsels clients, individually or in groups, concerning 
conditions of incarceration, employment, housing, education, community 
services, and management of personal affairs to establish realistic 
and socially acceptable behavior patterns 

10. Advises and counsels client's family, or complainants on problems in 
dealing with client 

11. Prepares recommendations, reports and dispositional plans on clients 
for court, parole board or classification board. 

12. Testifies at judicial proceedings, parole boards or committees as 
expert witness to evaluate client progress, and assist in decision 
making 

14. Establishes and develops contact with potential employers of clients 

15. Contacts and consults with community agencies, individuals and commer
cial firms to evaluate and establish resources for client treatment and 
assistance 

16. Promotes and explains correctional programs to improve public under
standing and support of programs 

17. Coordinates use of citizen volunteers in correctional activities 

18. Attends meetings, hearings and legal proceedings to gather and exchange 
information and provide input to decisions regarding clients 

*19. Coordinates information and plans concerning clients among law 
enforcement/criminal justice agencies, client's family, community 
agencies and commercial firms 

The most critical tasks, in terms of percent of incumbents reporting they 

performed them and the amount of time spent on them, are tasks #3, 4, 7, 9, and 

11. These tasks represent core job activities in that they involve direct 

contact with the client or entail recommendations and decisions based on 

relevant client information. 

*The task numbers above relate to the numbers which identify tasks on the 
Task-Knowledge matrix. Throughout field work and analysis activities, some 
tasks on original lists have b.een deleted or combined to make the job tasks 
more relevant, which accounts for the missing numbers above. 

VIII 381 

• 



.' 



I 

L~~~ __ . __ ~, ____ ~ ___ ~ __ _ 

I 

I 
J 

I 

! 
! 

\i 
ii 



The 69 specific know ledges and skills presented in the Task-Knowledge 

matrix represent the capabilities required of counselors to perform the tasks. 

These are placed under six broad Knowledge Categories as shown below: 

Knowledge Category 

A. Knowledge of the judicial and correctional system (10 knowledges/skills). 

B. Knowledge of case files and information gathering (8 knowledges/skills). 

C. Knowledge of planning, managing and administering a counseling program 
(18 knowledges/skills). 

D. Knowledge of theories, principles and techniques of individual and 
group counseling (9 knowledges/skills). 

E. Knowledge of l.Jman personality, dynamics, handicaps, communication 
and specialized terminology (14 knowledges/skills). 

F. Ability to organize data, interact with clients, and coordinate 
efforts (10 knowledges/skills). 

The Task-Knowledge matrix indicates what counselors in adult 

correctional institutions typically do and what they need to know at what level 

of expeI:!:ise in order to perform their job effectively. In addition, the matrix 

information has implications for the training and education needs of counselors. 

b. Training and Education Implications. While the Task-Knowledge 

matrix describes current job requirements, it does not indicate whether incum-

bent counselors have received the appropriate training or whether the train-

ing or education was rlceived in the optimal learning settings. Three occupa-

tional analysis sources provide data for deriving T&E implications, (1) the 

Task-Knowledge matrix, (2) Task Checklist summaries which indicate incumbent 

responses on where they learned how to do specific tasks (i.e., in academic, 

formal training, or OJT settings) and whether the training received was too 

little, about right, or too much, and (3) summaries from an equivalent set of 

incumbents as to where the tasks could best be learned. Table VIII-IV-9 on the 

next page summarizes the essential information from these three sources for 

assessing T&E implications. 
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AC/ FT FT 
FT 

Knowledge 

*rasks A B C 

2 10 100 20 

3 40 25 40 

4 30 75 40 

5 0 38 20 

7 50 25 60 

9 40 88 50 

11 20 25 20 

12 0 0 5 

14 10 0 20 

17 10 0 10 

18 40 13 25 

Average 23% 35% 28% Percent 

AC = Academic 
FT = Formal Training 
OJT = On-the-job training 

Table VIII-IV-9 
Occupational Summary Data for 

Adult Institution Caseworker 

! 

AC I AC FT/ One best way Where actually learned 
OJT to learn 

Category 

D E F AC FT OJ'l' 

50 19 80 21 46 29 

40 0 50 - - -

20 19 40 6 6 82 

20 25 80 - - -

30 25 90 17 21 49 

70 44 90 14 35 39 

.20 0 10 42 21 33 

0 0 10 14 57 29 

0 6 10 30 0 60 

10 6 10 20 47 13 

20 

25% 

0 20 22 

13% 45% 

- = too little 
OK = about right 

= = too much 

15 50 

AC FT OJT 

~ 

t/ 

v' 
./ 

vi 
~ 

./ 

./ 

./ 

./ 
./ 

Amount of Training 

- OK + 

.../ 

./ 

./ 

./ 

.,/ 

./ 

V-

~ 

./ 

../ 

./' 

c *Because of time limitations, the job experts did not review four of the fifteen tasks during the occupational 
conferences. These tasks were #10, 15, 16, and 19, all of which were rated by incumbents as being non-critical. 



c. Job Training/Education Requirements. The left portion of the 

Table describes the training/education requirements., in both terms of training 

content,and where training can best be administered. Required training content 

is suggested by the column averages, which indicate the percent of specific 

knowledges and skills in each Knowledge Category that must be comprehended 

at a high level of expertise. Where the specific knowledges and skills can 

best be learned, as determined by independent ratings of five staff occupational 

specialists, is indicated above each letter identifying the knowledge categories 

(Le., A, B, ... F). 

The data suggest that Knowledge Category F (ability to organize data, 

interact with client ..• ) is the most critical knowledge area for counselors 

working in adult institutions, since 45% of the specific knowledges/skills 

comprising that Category need to be known at a high level. The need for 

effective training in this area is directly implied. Similarly, adequate 

training or preparation in Knowledge Categories B (knowledge of case files ... ), 

C (knowledge of planning •.. counseling program), and D (knowledge of ..• 

individual and group counseling) would seem important, since 25% or more of the 

specific knowledges/skills comprising these categories are required at a high 

level of expertise for doing the job. 

(1) Amount of training. The data in the Table show that, overall, 

incumbent counselors deemed they had sufficient training to perform job tasks. 

The exceptions were tasks #7 ( ••• developes individual treatment programs •.• ) 

and #9 (advises and counsels client's family, .• ). Since Knowledge Category F 

is the most critical knowledge area for both, the need for more or better train

ing in such specific constituent knowledges/skills as how to instill confidence 

with client and family, how to handle reluctant interviewees and establish 

rapport is suggested. 
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(2) Training settings. As indicated in the Table, incumbent 

counselors reported learning all their job tasks by OJT. Yet, they view 

academic and formal training as desirable for learning some tasks. The dis-

crepancy between actual and desired training settings appears most pronounced 

for learning tasks #2, 9, and 11. Since these tasks generally involve high 

expertise in the specific knowledges and skills of Knowledge Categories B and 

F, the following implications for training are suggested: 

For Category B, knowledge of case files and information gathering can 
be taught and learned better in formal training than by OJT. For 
example, specific skills such as investigative techniques and prepar
ing case histories and specific knowledges about how to interpret and 
assess family history, behavior.al patterns, past criminal activity, 
and medical, social and educational history could all be learned 
effectively in formal training. 

For Category F, ability to organize data, interact with clients, and 
coordinate efforts can be learned in formal training as well as by OJT. 
How to identify pertinent data, organize it, and assess its relevancy 
are specific areas more efficiently learned in formal training. 
Learning basic interview skills and techniques for instilling confi
dence and establishing rapport with clients also is better in formal 
training setting. However, to apply and refine these skills can best 
be done by supervised OJT with actual clients and under normal working 
conditions. 

d. Future Task and Knowledge Requirements. Two major determinants 

of what counselors in adult correctional institutions will be required to do 

and what they will need to know in five years are the size of caseloads and 

the nature of the incarcerated inmate/clients. Incumbents, institution 

administrators, and corrections executives interviewed virtually all agree 

that caseloads will remain high and that the inmates in large institutions 

increasingly will represent "harder core," more difficult and complex clients. 

The counselor's job will be more demanding and difficult. Certainly, knowl-

edge about and skills in a variety of counseling principles and techniques 

will be a continuing need, but counselors will have to be more effective 

in such Knowledge Category D knowledges/skills as crisis intervention, 
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interpersonal skills, communicating with inmates, and methods of observing, 

evaluating, and assessing inmate's behavior. 

In addition, increased capability with dealing with drug abuser and 

alcoholic clients will be required to cope effectively with the increasing 

numbers of inmates who have a history of substance abuse. 

Increased knowledge about ethnic customs and mores will be needed by 

counselors to communicate, and make impact on inmates of different racial 

backgrounds. The majority of counselors are white and the majority of 

inmate/clients in many institutions are non-white. Counselors can be expected 

to increase competence in such Knowledge Category E areas as group dynamics 

and ethnic motivations and lifestyles. 

There is some movement toward team approaches. This points to a need to 

coordinate activities with correctional officers and the need to understand 

problems of custodial requirements. 

Trends toward mandatory minimum sentences and voluntary treatment point 

to the opportunity for much more intensive, individualized casework over a long 

period of time. As opposed to the present situation of very cursory interaction 

with inmates, caseworkers will probably have to apply their treatment skills in 

much greater depth. 
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2. Interviews client and administers tests to identify 
and classify client's skills, abilities and 
interests 

3. Establishes periodic verbal or personal contact 
schedule with client and interviews client on 
conformance to conditions of incarceration 

4. Establishes and posts case file and evaluates in
formation to determine client's progress and needs 

5. Receives and takes action on complaints against 
client 

7. Negotiates and develops individual treatment pro
gram for corrections client and assists client in 
implementing program 

9. 'Advises and counsels clients, individually or in 
groups, concerning conditions of incarceration, em
ployment, housing, education, community services, 
and management of personal affairs to establish 
realistic and socially acceptable behavior patterns 

I 

10. Advises and counsels client's family, or complain- J' 
ants on problems in dealing with client 

11. Prepares recommendations, reports and dispositional 
plans on clients for Court, Parole Board or Classi
fication Board 

12. Testifies at judicial proceedings, parole boards, 
or committees as expert witness to evaluate client 
progress, and assist in decision making 

14. Establishes and develops contact with potential 
employers of clients 

15. Contacts and consults with community agencies, in
dividuals and commercial firms to evaluate and 
establish resources for client treatment and 
assistance 

16. Promotes and explains correctional programs to 
improve public understanding and support of 
programs 

~ 
III 
Ul , 

~IIIIII III~II~ 11I~~1 I::: 
Coordinates use of citizen volunteers in correc
tional activities 

Attends meetings, hearings and legal proceedings to 
gather and exchange information and provide input 
to decisions regarding clients 

19. 

< .. -, .. ---~::~--~-

Coordinates information and plans concerning 
clients among law enforcement/criminal justice 
agencies, client's family, community agencies and 
commercial firms 
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2. Interviews client and administers tests to identify 
and classify client's skills, abilities and 
interests 

3. Establishes periodic verbal or personal contact 
schedule with client and interviews client on 
conforman( ~ to conditions of incarceration 

4. Establishes and posts case file and evaluates in
formation to determine cliene's orogress and needs 
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5. Receives and takes action on complaints against NI!"I e..> 
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client 

7. Negotiates and develops individual treatment pro
gram for corrections client and assists client in 
implementing program 

9. Advises and counsels clients, individually or in 
groups, concerning conditions of incarceration, em
ployment, housing~ education, community services, 
and management of personal affairs to establish I ~ 
realistic and socially acceptable behavior patterns 'I ~ 

- cIl 

10. Advises and counsels client's family, or cornplain- I 
ants on problems in dealing with client 

11. Prepares recommendations, reports and dispositional 
plans on clients for Court, Parole Board or Classi
fication Board 

12. Testifies at judicial proceedings, parole boards, 
or committees as expert witness to evaluate client 
progress, and assist in decision making 

14. Establishes and develops contact with potential 
employers of clients 

15. Contacts and consults with community agencies, in
dividuals and commercial firms to evaluate and 
establish resources for client treatment and 
assistance 

16. Promotes and explains correctional programs to 
improve public understanding and support of 
programs 

17. Coordinates use of citizen volunteers in correc
tional activities 

18. Attends meetings, hearings and legal proceedings to 
gather and exchange information and provide input !"I!"I~ 

\C-.J'" 0> ~ I tj ~ 
__ ._ I I I I I I I to decisions regarding clients 

.-.... ,-.. _-----_ .. _-_ .. _-----_ ..... 

19. Coordinates information and plans concerning 
clients among law enforcement/criminal justice 
agencies, client's family, community agencies and 
commercial firms 
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2. Interviews client and administers tests to identify 

and classify client's skills, abilities and 
, interests 

: 

I 
! 

, .--- .. 
3. Establishes periodic verbal or personal contact 

schedule with client and interviews client on 
conformance to conditions of incarceration 

I 4. Establishes and posts case file and evaluates in-
formation to determine client's progress and needs 

5. Receives and takes action on complaints against 
client 

7. Negotiates and develops individual treatment pro-
gram for corrections client and assists client in 
implementing program 

9. Advises and counsels clients, individually or in 
groups, concerning conditions of incarceration, em-
ployment, housing: education, community services, 
and manage~ent of personal affairs to establish 
realistic and socially acceptable behavior patterns 

10. Advises and counsels client's family, or comp1ain-
ants on problems in dealing with client 

11 • Prepares recommendations, reports and dispositional 
plans on clients for Court, Parole Board or Classi-
ficatior£ Board 

12. Testifies· at judicial proceedings, parole boards, 
or committees as expert witness to evaluate client 
progress, and assist in decision making 

14. Establishes and develops contact with potential 
employers of clients 

15. Contacts and consults with community ag~ncies, in-
dividuals and commercial firms to evaluate and 
establish resources for client treatment and 
assistance 

16. Promotes and explains correctional programs to 
improve public understanding and support of 
pr.ograms .-------

17. Coordinates use of citizen volunteers in correc-
tional activities 

-,--'-
18. Attends meetings, hearings and legal proceedings to 

gather and exchange information and provide input 
to decisions regarding clients -----_. 

19. Coordinates information and plans concerning 
clients among law enforcement/criminal justice 
agencies, client's family, community agencies and 
commercial firms 
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5. Receives and takes action on complaints against 
client 

7. Negotiates and develops individual treatment pro
gram for corrections ciient and assists client in 
implementing program 

9. Advises and counsels clients, individually or in 
groups, concerning conditions of incarceration, em
ployment, housing~ education, community services, 
and management of personal affairs to establish 
realistic and socially acceptable behavior patterns 

10. Advises and counsels client's family, or'complain
ants on problems in dealing with client 

11. Prepares recommendations, reports and dispositional 
plans on clients for Court, Parole Board or Classi
fication Board 

12. Testifies at, judicial proceedings, parole boards, 
or committees as expert witness to evaluate client 
progress, and assist in decision making 

14. Establishes and develops contact with potential 
employers of clients 

15. Contacts and consults with community agencies, in
dividuals and commercial firms to evaluate and 
establish resources for client treatment and 
assistance . 

16. Promotes and explains correctional programs to 
improve public understanding and support of 
programs ,0 

17. Coordinates use of citizen volunteers in correc
tional activities 

18. Attends meetings, hearings and legal proceedings to 
gather and exchange information and provide input 
to decisions regarding clients 

_ 19. Coordinates information and'plans concerning 

~ 
clients among law enforcement/criminal justice J' 
agencies, client's family, community agencies and 
commercial firms 
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3. Adult Community-Based Counselor/Caseworker 

This occupational analysis is based on information collected from seven 

counselor/caseworkers working in adult community-based correctional facilities 

in several states. The small number of incumbents dictates caution in inter-

preting findings. The median level of education attained by these counselors 

was a 4-year college degree and they have a median 3.5 years experience in 

corrections. The counselors all were male and their median age was 29 years. 

As previously noted, the findings and implications discussed in this section 

are suggestive only. 

a. T~sk and Knowledge Requirements. The adult community-based 

counselor's job can be described as consisting of 16 tasks and 68 specific 

knowledges and skills needed to perform the tasks. Not all skills and knowl-

edges are needed for all tasks and different tasks entail different levels of 

expertise in the knowledges/skills. 

The relationship of specific knowledges/skills to the tasks is shown in 

the Task-Knowledge matrix at the end of this analysis. The cell entries of 

the matrix, which were determined by incumbent counselors and corrections 

experts, indicate the proficiency required in specific knowledges/skills for 

counselors to perform specific tasks. 

The 16 tasks performed by counselors are: 

I.D.Code Tasks 

2. Interviews client to identify and classify client's skills, abilities 
and interests. 

3. Establishes periodic verbal or personal contact schedule with client 
and interviews client on conformance to conditions of incarceration. 
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4. Establishes and posts case file and evaluates information to determine 
client's progress and needs. 

5. Receives and takes action on complaints against client. 

6. Modifies correctional program in view of client's needs and progress. 

7. Negotiates and develops individual treatment program for corrections 
client and assists client in implementing program. 

9. Advises and counsels clients, individually or in groups, concerning 
conditions of incarceration, employment, housing, education, community 
services, and management of personal affairs to establish realistic 
and socially acceptable behavior patterns. 

10. Advises and counsels client's family or complainants on problems in 
dealing with client. 

11. Prepares recommendations, reports and dispositional plans on clients 
for court, parole board or classification board. 

12. Testifies at judicial proceedings t parole boards or committees as 
expert witness to evaluate client progress, and assist in decision 
making. 

14. Establishes and develops contact with potential employers of clients. 

15. 

16. 

17. 

Contacts and consults with community agencies, individuals and com
mercial firms to evaluate and establish resources for client treatment 
and assistance. 

Promotes and explains correctional programs to improve public under
standing and support of programs. 

Coordinates use of citizen volunteers in correctional activities. 

18. Attends meetings, hearings and legal proceedings to gather and 
exchange information and provide input to decisions regarding clients. 

*19. Coordinates information and plans concerning clients among law 
enforcement/criminal justice agencies, client's family, community 
agencies and commercial firms. 

*The task numbers above relate to the numbers which identify tasks on the 
Task-Knowledge matrix. During field work and analysis activities, some 
tasks on original lists have been deleted or combined to make the job tasks 
more relevant, which accounts for the missing numbers above. 
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The most critical tasks, in terms of the percent of incumbents reporting 

they performed them and the amount of time spent on them, are tasks #3, 4, 7, 

and 9. All of these tasks involve direct contact with clients or the use of 

client information to make recommendations. As such, these tasks constitute 

core job activities for counselors in community-based facilities. 

The 68 specific knowledges and skills presented in the Task-Knowledge 

matrix represent the capabilities required by counselors to perform the tasks. 

These all fall under the six broad Knowledge Categories shown below: 

Knowledge Category 

A. Knowledge of the judicial and correctional systems (8 knowledges/skills) 

B. Knowledge of case files and information gathering (8 knowledges/skills) 

C. Knowledge of planning, managing and administering a counseling 
program (19 knowledges/skills) 

D. Knowledge of theories, principles and techniques of individual and 
group counseling (9 knowledges/skills) 

E. Knowledge of human personality, dynamics, handicaps, communication, 
and specialized terminology (14 knowledges/skills) 

F. Ability to organize data, interact with clients, and coordinate efforts 
(10 knowledges/skills) 

The Task-Knowledge matrix indicates what counselors in community-based 

facilities typically do and what they need to know at what level of expertise 

in order to perform their job effectively. In addition, the matrix information 

has implications for the training and education (T&E) needs of counselors. 

b. Training and Education Implications. Three occupational 

analysis sources provide data for deriving implications about T&E issues: 

(1) the Task-Knowledge matrix, (2) Task Checklist summaries which indicate 

incumbent responses on where they learned how to perform specific tasks (i.e., 

in academic, formal training, or OJT settings) and whether the training 

received was too little, about right, or too much, and (3) summaries from an 

equivalent set of incumbents as to where the tasks could be learned. Table 

VIII - 393 



VIII-IV-lO on the next page summarizes the essential information from these 

three sources for assessing T&E implications. 

c. Job Training/Education Requirements. The left portion of the 

Table defines the training/education requirements for counselors, both in terms 

of training content and where training can best be administered. Required 

training content is suggested by the column averages, which represent the 

percent of specific skills and knowledges in each Knowledge Category that must 

be comprehended at a high level of expertise. Where specific knowledges/skills 

can be learned most effectively, as determined by independent ratings of five 

staff occupational specialists, is shown above each letter identifying the 

Knowledge Categories (i.e., A, B, •.• F). 1\ 1 

\. 

\ 
On the basis of the Table data, Knowledge Category F (ability to organize, 

interact with client ••• ) is the most critical knowledge area of community-

based counselors, since high proficiency is needed in 46% of its specific 

knowledges/skills. The need for effective training in this area is a con-

sequent implication. The need for adequate training in Knowledge Category C 

(knowledge of planning ••• counseling program) is similiarly indicated, given 

that 34% of its specific knowledges/skills entail high proficiency for job 

performance. 

(1) Amount of training. As shown by the Table, incumbent 

counselors reported that they had sufficient training to perform job tasks. 

The sole exception is for Task #18 (Attends ••• hearings and legal proceed-

tngs ••• to provide input regarding clients). Since Knowledge Category F 

is the most critical area for this task, the need for more or better training 

in its constituent knowledges/skills such as giving oral presentations, organiz-

ing information and assessing its relevancy, and coordinating individual 

effo~ts with others is suggested. 
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Table VIII-IV-10 
Occupational Summary Data for 

Adult Community-Based Counselor/Caseworker 

AC/ FT FT AC AC 
FT/ 

FT OJT 

Tasks A B C D E F 

2 10 25 30 20 21 50 

3 0 25 35 30 21 60 

4 10 88 60 30 29 40 

5 10 38 40 50 43 60 

6 0 0 60 50 14 70 

7 0 0 60 50 21 90 

10 0 38 20 20 29 30 

11 10 75 40 20 14 50 

12 0 50 30 0 14 60 

14 0 0 40 20 21 20 

15 0 13 35 20 36 20 

16 20 0 0 0 21 20 

17 30 0 20 20 21 30 

18 10 25 25 20 14 50 

19 30 25 20 0 14 40 
-

Average 9% 27% 34% 23% 22% 46% 
Percent 

= Academic - = too little AC 
FT 
OJT 

= Formal Training OK = about. right 
= On-the-job-training + = too much 

One best way Where actually 
to learn learned 

AC FT OJ AC FT OJ 

21 46 29 -/ 

- - - ,/ ./ 

6 6 82 ,/ 

- - - ./ 

6 6 82 V ../ 

17 21 49 ./ 

- - - ./ 

42 21 33 ./ 

14 57 29 a/ 

30 0 60 ./ ./ 
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(2) ~~ing settings. The middle two columns of the Table 

show incumbent counselors' reports about where they learned to perform specific 

tasks and where the tasks could better be learned. The greatest discrepancy 

between actual and optimal training settings is most pronounced for tasks #11, 

12, and 17. Since these tasks generally involve high expertise in the specific 

skills and knowledges of Knowledge Categories Band/or F, the following train-

ing implications are suggested: 

For Category B, knowledge of case files and information gathering can 
be learned more effectively in formal training than by OJT. Specific 
skills, for example, such as investigative techniques and preparing 
case histories, and specific knowledges about how to interpret and 
assess family history, behavioral patterns, post-criminal activity, 
and medical, social and educational history are all suitable for 
formal training. 

For Category F, ability to organize data, interact with clients and 
coordinate efforts with others can be learned in formal training as 
well as by OJT. Formal training seems more effective in learning 
how to identify pertinent data, organize it, and assess its relevancy. 
Learning basic interview skills and ways to build confidence and 
establish rapport with clients also is more efficient in formal 
training. However, refining these skills can best be accomplished 
in supervised OJT settings involving actual clients and normal 
environmental conditions. 

d. Future Task and Knowledge Requirements. The community-based 

correctional facility provides a working environment quite different from the 

traditional corrections institution. There is less emphasis on security, 

considerable interaction of residents with various sectors of the community, 

more highly motivated residents, and a general rehabilitative oriented philoso-

phy. Alt of these factors affect how counselors perform their job and the 

skills and knowledges they are required to apply. 

)1 
Incumbent counselors, community-based facility administrators, and correc-

tions executives -interviewed during our field visits all generally agree that 

changes in task and knowledge requirements will evolve gradually during the 
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next five years from current practices. The consensus of these sources suggest 

several trends that will affect future job requirements. 

The trend toward community-based corrections will continue, increasing 

both the number of facilities and size of correctional staff. With this expan-

sion of correctional staff will come the need for more specialization of counselor 

duties. Counselors specifically will need to have more effective capabilities 

to work with community volunteers, employers, education agencies, and client 

families. 

There is very little differentiation in the training given to counselors 

destined to work in community-based facilities and those in more traditional 

and larger institutions. The evidence collected from various corrections 

training academies and directors of training confirm this. While formal training 

for counselors is being implemented in an increasing number of states, minimal 

attempt to tailor training to eventual assignment is apparent. Increased 

effort to train community-based counselors in specific skills related to family 

counseling, community resource development, and utilization of volunteers can be 

expected during the next five years. 

The results of the executive survey conducted by BSSR and reported 

elsewhere in this series demonstrate that psychologists, social workers, case 

aides, vocational teachers and academic teachers are all used as counselors 

in corrections as well as individuals trained in counseling. Since this 

will very likely continue in the future, there will be increased need for 

petter skills in coordinating individual efforts with others and in developing 

multi-disciplinary but integrated counseling programs which accommodate a 

variety of client needs and corrections objectives. 
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N N N iN 2. Interviews client to identify and classify . . 
VI 011 client's skills, abilities and interests 

NN N N ~ 
3. Establishes periodic verbal or personal contact . schedule with client and interviews client on 

VI conformance to conditions of incarceration 

NN N N iN 4. Establishes and posts case file and evaluates in-· ...., formation to determine client's progress and needs 

t'>N 101 N ~ 5. ~eceives and takes action on complaints against 
~ client 

NN N ~ 6. Modifies correctional program in view of client's · VI VI needs and progress 

NN N N ~ 
7. Negotiates and develops individual treatment . . · · program for corrections client and assists client 

VI VI VI VI ~ in implementing program 

9. Advises and counsels clients, individually or in 

NN N ~ N 
groups, concerning conditions of incarceration, 

· employment, housing, education, community services 
VI 

and management of personal affairs to establish 
realistic and socially acceptable behavior ~ 
patterns 

NN N iN 10. Advises and counsels client's family or com-

III 

1:' 
plainants on problems in dealing with client 

NN N N N iN N 
11. Prepares recommendations, reports and disposi-

· · tional plans on clients for Court, Parole Board 
VI VI \0 

or Classification Board 

NN N N N ~ N 
12. Testifies at judicial proceedings, parole boards 

· · or committees as expert witness to evaluate 
VI VI 

client progress, and assist in decision making 

N iN 14. Establishes and develops contact with potential 
employers of clients 

N N iN 
15. Contacts and consults with community agencies, 

individuals and commercial firms to evaluate 
and establish resources for client treatment 
and assistance 

~!" N N N 
"'" N 

16. Promotes and explains correctional programs to · VI VI improve public understanding and support of 
programs 

w~ 101 
"" N 

17. Coordinates use of citizen volunteers in 
~ correctional activities 

N .... N ~ 
18. Attends meetings, hearings and legal proceedings 

~ · to gather and exchange information and provide ...., 
input to decisions regarding clients 

NN 101 101 N 101 !" 19. Coordinates information and plans concerning 

· clients allOng law enforcement/criminal justice VI VI 
agencies, client's family, community agencies and 
commercial firms 
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I!" I!" ~~ I ~ ,: ~ I I'-> I I'-> ~ ~ ~ 2. Interviews client to identify and "-c1assify 
,VI VI!VI . i :1 v. I v. V. client's skills, abilities and interests ~ 
!" I!" I..., ~ ~!..., !" ~ ~ ~ I'-> I'-> 3. Establishes periodic verbal or personal contact 
VI VI ! . i VI ~, V. schedule with client and interviews client on 

, ~. conformance to conditions of incarceration 

Lo>I!"F II~II~I!"I~I~I!"I!" I:->I!" I!"I I!"I~I ~ 1 4 . Establishes and posts cas~ fi~e and evaluates in-
VI IVI ,VI I I eo \0 V> '" V> eo formation to determine cl~ent s progress and needs 

~ ILo>I~ 1~ILo>I""1 l~r~1 II'-> I~I ~ I~I I~I~I ~ 15 • ~~~:!~es and takes action on complaint~ against 
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6. Modifies correctional program in view of client's 
needs and progress 

7. Negotiates and develops individual treatment 
program for corrections client and assists client 
in implementing program 

9. Advises and counsels clients, individually or in 
groups, concerning conditions of incarceration, 
employment, housing, education, community services 
and management of personal affairs to establish 
realistic and socially acceptable behavior 

I _ _J I I I _patterns. 

!" I!" r -r !".I' A 111'-> I'-> I'-> ...,!" !" W ~ W 10. Advises and counsels client's family or com-
VI V> I V> ~J V> VI • • 

b,~·:.!" -il-..,- ~l:~nwl~ ~ w ~ w ~ ~ ~ w w 11. ·;':~!:::'r:~o:::~:o::::::~:!:~~ :~:::1-
I IV> IV> . VI VI V> V> '" tional plans on clients for Court, Parole Board 
~_L ~ I 1__ . or Classificati:=o~n~B=o=a=rd=-______________________ ___ 

~INt 
1'->11'-> WINI..., 

V> Itj ~ I'-> NIl'-> I IWI!.> 12. Testifies at judicial proceedings, parole boards 
or committees as expert witness to evaluate 
client progress, and assist in decision making 

WINlw ...,IN 
,V> I IVI a. v. c" V. employers of clients r--r'" - .- - - -- ._ .. -. - - ._'-_.'-"-"._--'---.-- .. _--

...,..., t.) Nruw AH' 14. Establishes and develops contact with potential 

I 15. Contacts and consul~s with community agencies, 
I..., /N I~ -HI !" r~ I!" W !.> W W !" W N I'-> . individuals and commercial firms to evaluate 

V> I 1v>1~1 VI VI' and establish resources .for client treatment 
and assistance 

NIN 
VI 

N 

VI 

16. Promotes and explains correctional programs to 
improve public understanding and support of 

I I I programs 

I ... ...,;..., N N 1...,1 I'-> N '" N N 17. co~;d"i;~tes use of citizen volunteers in ,. I •• I "J
l 

. . . 
IV> i V> V> eo: V> '" .:~rres:io::.a~ .• .::~vities' ___________________ -I 

tN!N iw L N:N N ",,!w N W '" I'-> .... N 18. Attends meetings, hearings and legal proceedings 
',i. I Iv. i I v.lv. v. I v v. ~ v. to gather and exchange information and p. rovide 
:t I I input to decisions regarding clients 

l ! I I I I" I I 19. C~ordinates informati~~' ~nX-;i~~~rning ---

.... :..., N~!" N!"!,, N N ""i""l N I"" N J~" NIN lIN Nil ~ J . clients among law enforcement/criminal justice l_.;cc J !U,. U U1 LL1L ~ ____ I l V1 • _ ••••• ~~::~;:~~lc~~:;~'.s. ~~m~~~.'_.community agencies and 
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2. Interviews client to identify and ~.classify 
client's skills. abilities and interests 
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3. Establishes periodic verbal or personal contact 
schedule with client and interviews client on 
conformance to conditions of incarceration 

4. Establishes and posts case file and evaluates in
formation to determine client's progress and needs 

5. Receives and takes action on complaints against 
client 

6. Modifies correctional program in view of client's 
needs and progress 

7. Negotiates and dev.elops individual treatment 
program for correc~ions client and assists client 
in implementing program 

9. Advises and counsels clients. individually or in 
groups. concerning conditions of incarceration, 
employment, housing. education, community services 
and management of personal affairs to establish 
realistic and socially acceptable be~avior 
patterns 

10. Advises and counsels client's family or com
plainants on problems in dealing with client 

11. Prepares recommendations. reports and disposi
tional plans on clients for Court. Parole Board 
or Classification Board 

12. Testifies at judicial proceedings. parole boards 
or committees as expert witness to evaluate 
client progress. and assist in decision making 

14. Establishes and develops contact with potential 
employers of clients 

15. Contacts and consults with community agencies. 
individuals and commercial firms to evaluate 
and establish resources for client treatment 
and assistance 

16. Promotes and explains correctional programs to 
improve public understanding and support of 
programs 

I r r~IW 1~11 1~111~1~11 IIINI ~ . 111·1 w /17. ~~;~:!~~~::lu::t~!i~i!!zen volunteers in 

18. Attends meetings. hearings and legal proceedings N~lwlwlN ;~ I NININ I-> IN 
Vl 

N N 

0: 

w 
to gather and exchange information and provide 

t f I 1111 f 11111 1111 ~ 1\1\ I inputto deo~ionn,g'TdiDg eli,n" ~!'~ .~ . .N • ~ ~ .19. Coo,din,'" info~<1on ,nd p,"~ eone"niDg 
VlVl VI Vl clients among law enforcement/criminal justice 

agencies, client's family. community agencies and 
• ,,' commercial firms ._---,-
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2. Interviews client to identify and'~lassify 
client's skills, abilities and interests 

3. Establishes periodic verbal or personal contact 
schedule with client and interviews client on 
conformance to conditions of incarceration 

4. Establishes and posts case file and evaluates in-
formation to determine client's progress and needs 

5. Receives and takes action on complaints against 
client 

6. Modifies correctional program in view of client's 
needs and progress 

I 7. Negotiates and develops individual treatment 
program for corrections client and assists client 
in implementing program 

9. Advises and counsels clients, individually or in 
groups, concerning conditions of incarceration, 
employment, housing, education, community services 
and management of personal affairs to establish 
realistic and socially acceptable behavior 
patterns 

10. Advises and counsels client's family or com-
_, I I I pl_aina~ts on problems in dealing with client 

11. Prepares recommendations, reports and disposi
tional plans on clients for Court, Parole Board 
or Classification Board 

! 

:Ion 

wl~ ..... 
I 

wlw 
Jj... 
1 

~Il 
!"'I!'" 
Ion ,-Ion 
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12. Testifies at judicial proceedings, parole boards 
or committees as expert witness to evaluate 
client progress, and assist in decision making 

15. Contacts and consults with community agencies, 
individuals and commercial firms to evaluate 
and establish resources -for client treatment 
and assistance 

16. Promotes and explains correctional programs to 
improve public understanding and supp~rt of 

F F' f"'> I "'I I 
I I I I : p_rog:rams __ -'-____ _ 

I; 
lion 

17. Coordinates use of citizen volunteers in 
correctional activities 

Jw l.> w '" '" I w' I '" I W ,'18. Attends meetings., hearings and legal proceedings . .., I . . . to gather and exchange information and provide 
VI VI I '" , VI i ... input to decisions regarding clients 

L ~ '" '" ! ",t t Iw; w 1119. Coordinates information and plans concerning 
I r \" 1 I clients among law enforcement/criminal justice 

Ion I r agencies, client's family, community agencies and 
I' I ,'! . _-E~~,e~c:i~l.!i:rms 

, 
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4. Adult Community-Based Correctional Administrator 

The occupational analysis of this key occupation is based on information 

obtained from ten administrators of community-based facilities in eight different 

states. The median level of education attained by these administrators was some 

graduate course work beyond the 4.-year college degree, they had a median 10 

years experience in corrections, and their median age was 34 years. All the 

administrators were white males. 

a. Task and Knowledge Requirements. The job of community-based 

correctional adm~nistrator can be defined as consisting of 21 tasks and 40 

specific skills and knowledges needed to perform, the tasks. Not all 40 knowl-

edges and skills are required for all tasks, and different tasks require various 

levels of expertise in the knowledges/skills. 

The relationship of the 40 specific knowledges/skills to the 21 tasks is 

shown in the Task-Knowledge matrix at the end of this analysis report. The 

numerical,values in the cells of the matrix indicate the level of proficiency 

required in the specific knowledges and skills for administrators to perform 

job tasks. The Task-Knowledge matrix essentially depicts the current task 

and knowledge requirements of this occupation. 

,', 
I.D. Code Tasks 

1. Assigns tasks, evaluates and gives direction to staff in order to 
effectively achieve facility objectives and to make efficient use 
of available manpower. 

2. Receives informati,on and issues instructions on requirements and 
progress of facility programs and projects from staff and establishes 
priorities in case of conflict. 
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3. Develops plans for and directs management and daily operations of 
physical plant, food service, and auxiliary services in order to 
satisfy Federal/State/Department guidelines. 

4. Prepares and justifies additional or regular budget funds, new programs, 
and requests for additional personnel resources in order to provide an 
improving correctional program. 

5. Directs and reviews preparation of reports in order to provide current 
information, gain management support of programs, and to assist in 
long-range planning for facility. 

6. 

7. 

Reviews and revises facility policies and operating procedures in order 
to insure that facility/program regulations are updated. 

Reviews and approves responses to legislative, judicial, d~~artmental 
and facility inquiries. 

8. Reviews and approves findings and recommendations of facility Disci
plinary and Classification Boards. 

9. Meets with individuals or groups of residents, staff, or community 
volunteers in order to discuss personal or facility problems, to 
explain reason for decisions/policies, to consider other inputs to 
planning, and to reduce tension/frustration of residents and interested 
parties by providing definitive responses where appropriate. 

10. Develops and revises plans for effective utilizat:f.on of staff, resi
dents, resources and outside assistance for facility emergencies. 

11. Directs facility personnel in unusual or emergency situations (e.g., 
fire, riot, escape). 

12. Meets with government and private officials and interested citizens in 
order to promote programs, disseminate information and receive 
direct or indirect support for correctional programs/plans. 

13. Negotiates contracts with unions, public organizations, individuals, 
local governments, and businesses in order to acquire required ser
vices and resources. 

14. Screens potential residents for community programs in order to identify 
individuals with backgrounds which meet prerequisites for program 

}participation. 

1S. Testifies at committees, boards and judicial proceedings to provide 
official information. 

()' 

16. Plans orientation for newly arrived residents to acquaint them with 
conditions, rules, benefits, aids, and goals of programs or facili
ties and spot checks their reactions. 

17. 

18. 

19. 

Plans and conducts staff training to make staff more sensitive to 
residents' problems and to methods for solving those problems. 

Develops and maintains contact with potential employers and helping 
agencies in order to assess agency capabilities in light of resident 
needs. 

Consults with parole board and staff to facilitate a smooth transi
tion from a correctional to a community environment. 
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20. Monitors daily operations of facilities to anticipate problems or 
crises and take appropriate acti~ to prevent disruption of normal 
operations. 

21. Performs routine personnel and administrative duties. 

The single most critical task, in terms of the percent of incumbents who 

reported performing it and the amount of time spent doing it, is Task #1--

assigns tasks, evaluates and gives direction to corrections staff in order 

to effectively achieve facility objectives and to make efficient use of available 

manpower. This task represents the core requirement and, in this sense, sub-

sumes all the other tasks associated with the job. While the administrator 

may spend more or less time performing other tasks, overall he is responsible 

for assigning wor~ giving direction, and evaluating his staff. 

The 40 specific knowledges and skills listed in the matrix represent 

capabilities needed by administrators to perform the tasks of his job. These 

are organized under eight broad Knowledge Categories as shown below: 

Knowledge Category 

A. Knowledge of personnel management (7 knowledges/skills) 

B. Knowledge of fiscal management (6 knowledges/skills) 

C. Knowledge of principles and procedures of correctional planning, 
program development and evaluation (6 knowledges/skills) 

D. Knowledge of space and facility management (3 knowledges/skills) 

E. Knowledge of local and federal legal decisions which affect correc-
tional procedures and operations (2 knowledges/skills) 

F. Knowledge of systems management (5 knowledges/skills) 

G. Knowledge of the correctiona.l system (8 knowledges/skills) 

H. Knowledge of procedures and resources for institutional disruptions 
and emergencies (3 knowledges/skills). 

By virtue of relating tasks to specific skills and knowledges, the matrix 
i> 

provides an overall vie\~ of what community-based administrators need to do and 

know. In addition, the nu~trix contains information from which implications for 

training and education needs can be derived. 
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b. Training and Education Implications. Whether or not incumbent 

administrators have received appropriate training and whether their training 

was received in optimal learning settings has direct T&E implications. Two 

occupational analysis sources provide data for assessing these implications 0 

for this occupation, (1) the Task-Knowledge matrix and (2) Task Checklist 

summaries of incumbent administrator responses as to where they learned how 

to do specific tasks (Le., academic, formal training, or OJT settings) and 

whether training was too little, about right, or too much. Table VIII-lV-It 

on the next page summarizes the information relevant for assessing T&E 

implications. 

c. Job Training/Education Requirements. The left portion of the 

Table suggests the nature of the training/education requirements for admin-

istrators, both in terms of training content and where training can be best 

administered. The column averages indicate the relative importance of each 

Knowledge Category and, hence, suggest potential content for training. Above 

each letter identifying Knowledge Categories (i.e., A, B, •.. H) is the sug-

gested setting where specific knowledges and skills of each Category can be 

learned. Knowledge Categories C (knowledge of principles ••• program develop-

ment and evaluation), F (knowledge of systems management), and E (knowledge of 

legal decisions ••• ) would appear to be the most critical knowledge areas to 

cover by training, since a relatively high percent of their specific skills 

and knowledges are required at high proficiency levels. 

(1) Amount and setting of training. Inspection of the Table 

clearly demonstrates two points: (1) incumbent community-based administra-

tors feel they have had too little training for many tasks, and (2), they,~have 

learned to perform job tasks primarily by on-the-job tr.aining. ~hat there .is 
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FT FT AC 

Table VIII-lV-II 
Occupational Summary Data for 

Adult Community-Based Corr~ctional Administrators 

FT/ AC/ Where actually 
FT OJT OJT FT FT learned 

Knowledge Category 

Tasks A B C D 
1 43 66 50 0 

2 43 83 50 0 

3 0 83 0 40 

4 29 83 83 0 

5 0 17 66 0 

6 0 17 83 0 

7 0 0 80 0 

8 14 0 0 20 

9 14 0 66 0 

10 0 0 66 0 

11 14 0 0 20 

12 14 50 100 40 

13 43 0 66 0 

14 14 0 50 0 

15 14 17 33 0 

16 14 0 66 0 -
17 43 0 66 0 

18 14 0 66 0 

19 14 0 66 0 

20 43 17 0 0 

21 57 0 0 0 

Average 20% 21% 50% 6% Percent 

AC = Academic 
FT = Formal Training 
OJT = On-the-job Training 

E F G 
100 60 0 

100 60 13 

0 20 13 

0 40 50 

0 80 0 

100 80 13 

100 20 25 

100 40 0 

0 40 0 

0 40 14 

0 40 0 

100 40 25 

0 20 0 

100 20 13 

100 0 13 

0 20 13 

0 80 25 

0 40 13 

0 40 25, 

0 40 13 

0 40 0 

38% 41% 13% 

- = too little 
OK = about right 
+ = too much 
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~ general deficiency in the training received by administrators and a need 

for more systematic training was v~ry clearly articulated by virtually every 

administrator and corrections executive interviewed. While some states have 

instituted some form of management training for administrators, either through 

the Civil Service or by Department of Corrections initiative, there is little 

evidence to suggest that this training has been systematically planned and 

implemented, that it has been effective, or that it is a common offering of 

very many departments. 

d. Future Task and Knowledge Requirements. The field of corrections 

will continue to face heavy pressure, botll because of increased prisoner popu

lations and limited resources and because correctional systems have to face 

this situation with highly fragmented organization and inappropriate manage

ment orientations. Community-based corrections will expand during the next 

five years, staffs will become more specialized, and the competition 

for monetary and supporting resources will increase. The compelling current 

and future need is for more sophisticated and effective management. 

Almost without exception, the information and evidence collected from field 

visits to correctional departments and agencies point to the need for adminis

trators to have better planning and management skills. And almost without 

exception the evidence suggested that training in these areas was inadequate 

or non-existent. 

Increased capabilities in such specific Knowledge Category C skills as 

developing programs and creating policies that integrate community resources 

with resident and facility needs and aims will be called for in the next five 

years. Likewise, better and more extensive skills in appropriate evaluative 

techniques will be required so that revisions to programs and policies can be 

based on a rational, planned, and objective basis. 
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Increased abilities in Knowledge Category F (knowledge of systems management) 

skills and knowledges can be an expected requirement in the next five years. 

Administrators of community-based facilities will continue to operate as one 

component of a. very large and fragmented system. Increased ability to control 

the quality of community-based programs will necessitate better delegation and 

review procedures, more extensive relationships with parole, police, and 

perhaps, court agencies, and wider utilization of community agencies and citizens. 

1 
. ! 
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1. Assigns tasks, evaluates and gives direction to staff in order 
t~ effectively achieve facility objectives and to make 
efficient use of available manpower. 

2. Receives information and issues instructions on requirements 
and progress of facility programs and projects from staff and 
establishes priorities in case of conflict. 

3. Develops plans for and directs management and daily operations 
of physical plant, food service, and auxiliary services in 
order to satisfy Federal/State/Department guidelines. 

4. Prepares and justifies additional or regular budget funds, new 
programs, and requests for additional personnel resources in 
or~er to provide an improving correctional program. 

5. Directs and reviews preparation of reports in order to provide 
current information, gain management support of programs, and 
to assist in long-range planning for facility. 

6. Reviews and revises facility policies and operating procedures in 
order to insure that facility/program regulations are up-dated. 

7. Reviews and approves responses to legislative, judicial, 
departmental and facility inquiries. 

8. Reviews and approves findings and recommendations of facility 
Disciplinary and Classification Boards. 

9. Meets with individuals or groups of residents, staff, or community 
volunteers in order to discuss personal or facility problems, to 
explain reason for deCiSions/policies, to consider other inputs 
to planning, and to reduce tension/frustration of residents and 
interested parties by providing definitive responses. where 
appropriate. 

10. Develops and revises plans for effective utilization of staff, res-
idents, resources and outside assistance for facility emergencies. 

11. Directs facility personnel in unusual or emergency situations 
(e.g., fire, riot, escape). 

12. Meets with government and private officials and interested citizens 
in order to promote programs, disseminate information and receive 
direct or indirect support for correctional programs/plans. 

13. Negotiates contracts with unions, public organizations, individuals, 
local governments, and businesses in order to acquire required 
services and resources. i 

14. Screens potential residents for community programs in order to 
identify individuals with backgrounds which meet prerequisites I 

for program participation. 
I 

15. Testifies at committees, boards and judicial proceedings to I 

provide official information. I 
16. Plans orientation for newly arrived residents to acquaint them 

! with conditions, rules, benefits, aids, and goals of programs 
or facilities and ~ot checks their reactions. 

17. Plans and conducts staff training to make staff more sensitive to 
residents' problems and to methods for solving those problems. 

18. Develops and maintains contact with potential employers and 
helping agencies in order to assess agency capabilities in 
light or resident needs. 

19. Consults with parole board and staff to facilitate a smooth 
transition from a correctional to a community environment. 

20. Monitors daily operations of facility to antiCipate problems 
or crises and take appropriate action to prevent disruption of 
normal operations. 

,21. Perfo~s r~u~i~person~el and administrative duties. 
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1. Assigns tasks, evaluates and gives direction to staff in order 
to effectively achieve facility objectives and to make I etficient use of available manpower. ___ .-1 

2. Receives information and issues instructions on requirements 
and progress of facility programs and projects from staff and 
establishes priorities in case of co~flict ~_ .. _ . __ .. , _____ _ 

3. Develops plans for and directs management and daily operations 
of physical plant, food service, and auxiliary services in 
order to satisfy Federal/State/Dep3!.~ J~!!!,~~l;!.l!.e~" 

4. Prepares and justifies additional or regular budget funds: new 
programs, and requests for additional personnel resources in 
ord.er to provide an improving correctio~al prog:J::am •.. __ --'c-::---

5. Directs and revie~s preparation of reports in order to provide 
current information, gain management support of programs, and 
to assist in long-range planning for facility. 

6. Reviews and revises facility policies and operating pro".edures in 
order to insure that facility/program regulations are Up-dated. 

I 
I 

7. Reviews and approves responses to legislative, judicial, 
departmental and facility inquiries • 

8. Reviews and approves findings and recommendati;n~~facility I 
Disciplinary and Classification Boards. -1 

9. Heets with individuals or groups of residents, staff, or community 
volunteers in order to discuss personal or facility problems, to 
explain reason for decisions/policies, to consider other inputs 'I 
to planning, and to reduce tension/frustration of residents and 
interested parties by providing definitive responses where I . , ..., 
appropriate. ._--, I ~ 

10. Develops and revises plans for effective utilization of staff, res- i:f 
idents, resources and outside assistance for facility emergencies. ' 

11. Directs facility personnel in unusu~l or emerg~ncy'-situai:'iOri';-' 
(e.g., fire, riot, escape). 

i12. Heets with gover=ent and private officials and interested citizens 
in order to promote programs, disseminate information and receive 
direct or indirect sUPJ)ortKP_~ol"l"eS1: i,,-l!.'!! prc:>g_rams/plans, 

~3. Negoti<ites contracts with unions, public organizations, individuals. 
local governments, and businesses in order to acquire required 
services and resources. 

~4. Screens potential residents for community programs in order to 
identify individuals with backgrounds which meet prerequisites 
for program participation. 

~5. Testifies at committees, boards and judicial proceedings to 
provide official information. 

~6. Plans orientation for ne~ly arrived residents to acquaint them 
with conditions, rules, benefits, aids, and goals of programs 
or facilities and spot checks their reactions. 

117. Plans and conducts staff training to make staff more sensitive to 
residents' probleUls and to methods for solving those problems. 

8. Develops and maintains contact with potential employers and 
helping agencies in order to assess agency capabilities in 
light or resident needs. 

9. Consults with parole board and staff to facilitate a smooth 
transition from a correctional to a community environment. 

~o. Honitors daily oper~ti~~s of' facility to anticipate problems 
or crises and take appropriate action to prevent disruption of 
nOl:maloDerations. 

~l. Performs routine personnel and administrative duties. 
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1. Assigns tasks, evaluates and gives direction to staff in order 
to effectively achieve facility objectives and to make 
efficient use of available manpower. 

2. Receives information and issues instructions on requir;ments 
and progress of facility programs and projects from staff and 

_1-+--1 f--___ I __ ,es!..ab..!~_~E_~s_priorities in case o.f conflict. T ~l~ Iw I;:; 
N 

N 

N 

N 

IN NI 
V1 

ww 

W N N ,. 
~ C» 

Iw I!" w 
C» 

Iw IN IN 

N IN 

W 

w Iw 

3. Develops plans for and directs management and daily operations 
of physical plant, food service, and auxiliary services in 
order to satisfy Federal/State/Department guidelines. ,I 

4. Prepares and justifies additional or regular budget funds, new 
programs, and requests for additional personnel resources in 

I orde~ to provide an improving correctional program. 
5. Directs and reviel.s preparation of reports in order to provide 

current information, gain management support of programs, and 
to assist in long-range planning for facility. 

6. Reviews and revises facility policies and operating procedures in I 
I order to insure that facility/program regulations.':.lE,e. up:-dated. __ . ---j 

7. Reviews and approves responses to legislative, judicial, 
.. , 1M I department.:::l . .:. • ...:a=Ti::,d=-f=a:.c:.l.:.·l~l.:;:·:.ty=':-:-=in::.q.:!.u=ir.:..:::i.::e:.s:... ___ -:---; __ --;:--;;---:-::-:-__ _ 

8. Reviews and approves findings and recommendations of facility 
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I Disciplinary and Classirication Boards. 
9. ~!eets with individuals or groups of residents, staff, or community 

volunteers in order to discuss personal or facility problems, to 
explain reason for deCisions/policies, to consider other inputs 
to planning, and to reduce tension/frustration of residents and ! 
interested parties by providing definitive responses where I 
appropriate. . ~ 

O. Develops and revises plans for effective utilization of staff, res- I ~ 
idents, resources and outside assistance for facility emergencies. I 

1. Directs facility personnel in unusual or emergency situations ! 
(e.g., fire, riot, escape). I 

2. Meets with government and private officials and interested citizens 
in order to promote programs, disseminate information and receive 
direct or indirect support for correctionalprograms/plans. 

3. Negotiates contracts with unions, public organizations, individuals, 
local governments, and businesses in order to acquire required 
services and resources. 

4. Screens potential residents for community programs in order to 
identify individuals with backgrounds which meet prerequisites 
for pr~am participation. 

5. Testifies at committees, boards and judicial proceedings to 
provide official information. 

~6. Plans orientation for newly arrived residents to acquaint them 
with conditions, rules, benefits, aids, and goals of programs 
or facilities and spot checks their reactions. 

~7. Plans and conducts staff training to make staff more sensitive to 
residents' .J>..roblems and to methods for solving thos~ problems. 

~8. Develops and maintains contact with potential employers and 
helping agencies in order to assess agency capabilities in 
light or resident needs. 

~9. Consults with parole board and staff to facili:tate a smooth 
transition from a correctional to a communit~ environment. 

~o. Monitors daily operations of facility to anticipate problems 
or crises and take appropriate action to prevent disruption of 
normal operations. 

I!" yt IV! ;21. Performs routine personnel and administrative duties. 
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1. Assigns tasks, evaluates and gives direction to staff in order 
to effectively achieve facility objectives and to make 
efficient use of available manpower. 

2. Receives information and issues instructions on requirements 
and progress of facility programs and projects from staff and 
establishes priorities in case of conflict. 

3. Develops plans for and directs management and daily operations 
of physical plant, food service, and auxiliary services in 
order to satisfy Federal/State/Department guidelines. 

4. Prepares and justifies additional or regular budget funds, new 
programs, and requests for additional personnel resources in 
or4er to provide an improving correctional program. 

5. Directs and reviews preparation of reports in order to provide 
current information, gain management support of programs, and 
to assist in long-range planning for facility. 

6. Reviews and revises facility policies and operating procedures in 
order to insure that facility/prograc regulations are up-dated . 

7. Reviews and approves responses to legislative, judicial, 
departmental and facility inquiries • 

8. Reviews and approves findings and recommendations of facility 
Disciplinary and Classification Boards. 

9. Meets with individuals or groups of residents, staff, or community 
volunteers in order to discuss personal or facility problems. to 
explain reason for decisions/policies, to consider other inputs 
to planning, and to reduce tensien/frustration of residents and 
interested parties by providing definitive responses. where . 
appropriate. I Oi 

I~ I W lIN I'N 10. Develops and revises plans for effective utilization of staff. res- ~ 
VI' idents, resources and outside assistance for facility emergencies. 
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N~ I Ill. Directs facility personnel in unusual or emergency situations 
~ (e.g., fire, riot, escape). 
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12. Meets with governmen't and private officials and interested citizens 
in order to promote programs, disseminate information and receive 
direct or indirect sl1p~or_Vor~orrectional pr~rG\lII5/plans. 

13. Negotiates contracts with unions. public organizations, individuals, 
local governments, and businesses in order to acquire required 
services aud resources. 

14. Screens potential residents for community programs in order to 
identify individuals with backgrounds which meet prerequisites 
for program participation. 

15,. Testifies at committees, boards and judicial proceedings to 
provide official information. 

16. Plans orientation for newly arrived residents to acquaint them 
with conditions, rules, benefits, aids, and goals of programs 
or facilities and spot checks their reactions. 

17. Plans and conducts staff training to make staff' more sensitive to 
residents' problems and to methods for solvi~ those problems. 

18. Develops and maintains contact with potential employers and 
helping agencies in order to assess agency capabilities in 
ltght or resident needs. 

19. Consults with parole board and staff to facilita~e a smooth 
transition from a correctional to a community environment. 

20. Monitors daily operations of facility--to anticipate problems 
or crises and take appropriate action to prevent disruption of 
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E. ANALYSIS OF SIGNIFICANT TRENDS OR INNOVATIONS AFFECTING 
FUTURE DEPARTMENTAL AND AGENCY NEEDS 

Interviews with corrections executives indicated that all of the depart-

ments of adult corrections visited are improving operations by introducing 

innovative ideas and programs. Departmental philosophy, available funding, 

and management capabilities were cited as the more important factors in de-

termining both priorities for and feasibility of programs introduced. 

LEAA funding has significantly contributed to departmental adoption of 

new programs for correctional change. It was not the purpose of the NMS to 

collect information on all, or even the majority, of the new projects being 

conducted by the sample states. To determine the most significant trends 

which have affected (and will most likely continue to affect) correctional 

planning in the next ten years, both current practices and the recommendations 
, , . 

of the National, Advisory Commission (NAC) of Criminal Justice and Standards 

d G 1 . • 3 an oa s were g1ven attent1on. 

For adult corrections, two closely related trends were selected for 

closer examination: 

- the use of community based correctional facilities 

- the use of offender release programs 

An effort was made to select trends which might have substantial long-term 

implications for manpower, training and enucation. During the field visits 

interviews were held with star'f: responsible for community programs at the 
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department of corrections level and with ten administrators of community-based 

facilities. 

The construction of new correctional facilities is an issue the NAC 

studied in relative depth; consequently, a number of important standards were 

4 developed. l-fany correctional agencies will most likely be forced to build 

some type of new' facilities in the next ten years to increase their total 

available bedspace. In the past ten years, increased interest has been shown 

in development of co~~unity-based programs as alternatives to incarceration. 

For these reasons, community-based facilities could be identified as an im-

portant trend which will continue to affect correctional manpower, education, 

and training needs. 

Likewise, the National Advisory Commission recommended increased levels 

of responsibility for inmates progressing through the correctional system, 

with gradually decreasing emphasis on close custody and increasing reliance 

. d.. . 5 upon commun1ty resources an part1c1pat1on. Many departments likely will 

continue to utilize a variety of community release programs to provide oppor-

tunities for reintegration of inmates into the community. As these programs 

become more sophisticated and refined, increased pressures can be expected for 

changes in manpower, education, and training requirements for correctional 

personnel. 

1. Community-Based Facilities--Current Status 

a. General Description. Of the ten states sampled, eight reported 

current use of small, community-based correctional facilities. The use of 

community-based facilities is therefore not an isolated phenomena employed by 

a small number of states. While administrators were quite candid about the 
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problems associated with such facilities, there was a clear indication that 

the concept had been accepted and that only operational problems and long-range 

refinements remained as stumbling blocks. 6 

Most correctional departments used community-based facilities for inmates 

nearing the end of their prison sentence or for those approaching parole 

eligibility. These criteria have served as an automatic screening mechanism; 

none of the departments sampled indicated that such facilities were used for 

housing newly committed offenders or those persons with long amounts of time 

remaining until potential release. Community-based facilities are thus being 

used with greater emphasis as part of pre-release programs than as a long-term 

housing alternative for sentenced offenders. Staff will, in all likelihood, 

continue to be required for two distinct types of facilities; the large, 

older institution for inmates serving longer sentences, and the newer small 

facility for those approaching release. Each type of facility has different 

needs and requirements for both offenders and staff; training, recruitment, 

and educational standards will have to continue to be bifurcated to meet these 

dual needs. 

Within the sample, the largest number of community-based facilities 

located in a single state was 23, and the smallest number was 3. The capacity 

of these facilities ranged from 10 to 200 with the majority having between 

35 to 60 beds. The largest number of residents in state community-based fa-

ci1ities was 1700, and the smallest was 95. Ratios of inmates in institutions 

to inmates in community-based facilities varied, but in each state visited, 

the residents of community facilities represented only a small proportion of 

the total number incarcerated. This reinforced the fact that while the vast 

maj.ority of correctional administrators are committed to community corrections, 

" 
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a large amount of caution and selectivity is being exercised in placing 

offenders in community-based beds. Increasing inmate populations in virtually 

every state will maintain pressure on administrators to keep community faci1i-

ties filled to maximum levels and to exercise even greater selectivity with 

respect to residents, including only inmates who have demonstrated "readiness" 

for such an experience. 

Several of the states sampled indicated specific plans for new community-

based facilities. One state anticipated adding two new SOO-bed facilities, 

and five new 300-bed facilities. Another state planned two 100-bed facilities 

and still another has planned to add two facilities of unspecified size. A1-

though these states were faced with severe population growth problems which 

would make construction of large facilities seem most economical, each state 

was more inclined to invest capital in constuction or renovation of smaller 

facilities with an increased community emphasis. This type of facility may 

well be the most popular addition to future correctional building programs, 

as the 200-500 bed facility in a community location combines the advantages 

of a "workable" population size and a proximity to urban areas which facili-

tates community participation and support of'.correctiona1 programs. In 

addition, NAC has suggested that by building such facilities, departments can 

avoid adding " ••• excessive regimentation, surveillance, equipment, and re

pressive hardware.,,7 Increased use of this type of facility will undoubtedly 

affect manpower needs in the future in ways which will be discussed later in 

this chapter. 

Correctional departments have viewed the small, community-based facility 

as a pre-release residence rather than as an alternative following initial 

sentencing of offenders. It is significant that none of the departments or 
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agencies visited had established a classification process for making rapid 

initial assignments of new offenders to the small community-based facility. 

To institute snch a classification policy for new offenders while total com-

munity beds are concurrently being increased would produce significant changes 

in manpower needs--increasing numbers of inmates would be housed in smaller 

facilities, requiring a change in both programs and personnel. None of the 

departments visited indicated plans for such a dramatic change in the organiza-

tion of facilities and in progr.am priorities. The departments visited will 

most likely maintain the e:xi.sting dual correctional system using both large 

institutions and newer community-based facilities. Instead of being concerned 

with phasing Ollt or significantly changing the populations in either type 

of facility, departmental administrators are making efforts to determine the 

best mix of the two to insure desired "inmate flow" through the correctional 

process. 

b. Malipower Staffing. The types of correctional facilities 

visited included both large institutions with inmates serving relatively. long 

periods of time and smaller, community-based facilities with inmates who were 

nearing the end of their sentences. It was expected that there would be 

significant differences in the manpower, education, and training needs of each 

facility type according to the objectives of the facility. We found marked 

similarities in staffing, however,_ and for:the most part there was no effort 

to provide specialized training consistent with facility objectives. Most 

states had deliberately blurred the institutional distinctions between treat-

ment and custody staff in the community-based facilities. It was somewhat 

surprising that the states sampled did not report more specialization of 

commUnity correctional staff to meet the very specific needs and priorities 

of such facilities. One can assume, at least for the states surveyed, that 
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the community-based facilities are essentially operating according to an 

"institutional" model, with reduced inmate population being the only key differ-

ence between such a facility and the larger prisons. 

Personnel interviewed at community-based facilities were evenly di~ided 

on the issue of current critical manpower shortages; half the facilities re-

ported shortages and the remaining half indicated satisfaction with current 

staffing levels. There was no area where shortages consistently emerged, 

although the specific occupations of correctional officer and correctional 

counselor and those in clerical areas were frequently cited. 

The main reason indicated for manpower shortages was lack of adequate 

funding, most often expressed in terms of "austerity budgets," "budget cut-

backs," and "not enough money for needed positions." Transfer of staff was 

also mentioned as a possible cause of manpower shortages. 

Manpower shortages have had an effect on existing staff who have been re-

quested to put in longer hours, take shortened vacations and leave time, and 

assume additional duties outside the scope of their normal responsibilities. 

Agency executives reported pa~ticular concern about their ability to maintain 

acceptable levels of staff morale among counseling/administrative staff when 

the latter had to be given extra security assignments. Lower morale and 

heavier workloads have had effects on the ability of staff to provi4e needed 

client-services to inmates. 

None of the agencies which reported current manpower shortages believed 

that they would continue to have manpower problems in the next five years. 

Only one of the agency administrators allowed even the possibility of future 

~npower shortages, and he indicated that this depended greatly upon the 
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economy: if the economy improved significantly over the next five years, his 

staff would look to employment opportunities in areas where remuneration was 

higher and greater consideration was given to college and advanced degree 

work. 

Staff in the smaller community-based facilities must often be relied 

upon to perform more than the clearly defined functions listed in a job 

description. When staff shortages occur, persons are asked to do "doub1e-

duty;" counselors who are required to establish close working relationships 

on a personal level with inmates may be asked to perform security functions to 

cover for inadequate correctional staff. Even temporary assignments in such 

areas are clearly inconsistent with normal duties. Serious security problems 

can result due to a lack of adequate security training for counseling staff. 

In addition, staff morale may be adversely affected. It should be noted that 

often large institutions also face manpower shortages but counselors or case-

workers in such institutions would virtually never be asked to provide security 

coverage. Community-based facilities, when faced with such problems, seldom 

have acceptable alternatives. Administrators felt that a community-based 

staff member, by necessity, must become a "jack-of-all-trades" who providf'S 

varying and sometimes conflicting functions. Because little or no training 

may be provided for some functions, the facility may operate with inadequate 

staffing at multiple levels. 

c. Training Status. Corrections has traditionally operated with a 

marked split between treatment and security staff. As indicated above, com-

munity-based facilities tend to eliminate this split, although more by 

happenstance or as a result of crisis management than by careful planning. 

Only one jurisdiction had successfully made an effort to create a new position 
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which formally combined the counseling and security roles in a community-based 

setting. Such an approach appears to be promising; after long-range evalua-

tionand testing, this type of position may assume much greater significance. 

The security and treatment roles do not blend easily, however, and it is 

possible that positions which attempt to combine them will pose continuing 

problems. After adequate training and education standards are defined, use 

of the "combination" position may prove to be more economical and effective 

in small correctional facilities than using specialized staff on an ad hoc 

basis in different roles and positions. 

]WO sets of interviews were held to determine the extent to which train-

ing was given to prepare staff specifically for assignment to community-based 

facilities. Training personnel who were interviewed across states felt ade-

quate examples of this type of training were nonexistent. One notable ex-

ception was found in a jurisdiction which required a six-week training course 

for all new staff, to be conducted prior to actual assignment. The second 

set of interviews was held with corrections executives, who felt some training 

programs and efforts did merit recognition, yet acknowledged them to be 

generally insufficient. None of the states reported, for example, that train-

ing had been modified to meet the special needs of smaller, community-based 

facilities, or that standards for entry had been revised. 

The greatest deficiency in training was reported to be in counseling 

techniques for both paraprofessionals and senior counseling staff. Training 

deficiencies in management/business skills, contract monitoring/compliance, 

and public relations skills were also indicated. 

Eyen though corrections executives frequently expressed concern for 

better training, there was some doubt as to whether training has been perceived 

{l 
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to be as essential as some other needs. To determine priorities, administra

tors of ten community-based facilities were asked how they would spend a 10% 

increase in annual funds. All but two administrators reported they would use 

the additional funds to add personnel rather than fill gaps in~training. Un

fortunately, the interviews with corrections executives and facility adminis

trators consistently pointed out that the current state of training for com

munity-based corrections is far from satisfactory. 

2. Community Release Programs--Current Status 

a. General Description. Community release programs--work release, 

study release, furloughs and other similar opportunities--operate on many of 

the same principles and concepts as the small community-based facilities 

just discussed. The key difference--and the primary reason we have separated 

these two trends--is that release programs can be administered from virtually 

any size facility. Thus, correction departments can and often do operate re

lease programs in large, medium or minimum security facilities. One of the 

major arguments for the use of smaller facilities, however, is the potential 

for sound operation of these programs. 

Release programs are not new to the correctional scene, and they have 

been administered over sufficient periods of time so that most administrators 

are relatively confident of the programs and are willing to invest department 

resources to insure success. For the NMS, the issue was not the effectiveness 

of such programs, but the impact such programs might have on correctional 

manpower. Do line staff need specialized training to effectively handle the 

unique situations which are often presented in such a program? Are large 

numbers of additional staff required7 Do these programs have substantial 

impact on departmental operations? 
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A release program is defined as any program where pretrial detainees or 

sentenced offenders (not parolees) leave a correctional facility on a regular 

basis to attend community functions (school, etc.), be gainfully employed, or 

participate in activities which prepare them for return to that community when 

released. The concept of release programs is intuitively appealing. Providing 

carefully selected inmates with meaningful work and the opportunity to gradually 

assume greater social responsibility (earn a living, pay taxes, save money, 

support family, etc.) seems a reasonable way to reintegrate them into society. 

Similarly, by acquiring knowledge and new skills in education outside correc-

tional institutions, inmates may expand their opportunities and work to elimin-

ate self-destructive behavioral patterns. Release programs, however, are not 

without problems. The most critical factor for the success of such programs 

is the careful selection of participants; failure of individuals in such pro-

grams often results in dramatic headlines in local newspapers which dilute or 

eliminate whatever positive aspects are derived from overall correctional pro-

gram effectiveness. 

A 1972 study indicated that there were 28 corrections departments with 

community treatment programs featuring work release; 12 of these also involved 

8 educational release. Such programs typically included: individual and group 

counseling, prerelease orientation, family counseling, accelerated release 

for those participating in the program, community involvement and use of 

volunteers, and maximum use of all community resources. The study made the 

following observation: 

It may well be that the rate of growth in these programs 
will slow down or level off because of the shift in em
phasis to the beginning of the correctional process. It 
should be pointed out, however, that 21 of the states 
presently involved in community-based programs have spe
cific plans to expand existing programs substantially 
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and/or to increase their community-based facilities within 
the next 2-5 years. These inc,reases would account for an 
additional 64 units or facilities and 2,891 beds or program 
spaces. This represents an increase of approximately 70 per
cent over present level. 9 

All of the states sampled indicated that they were currently operating 

release programs. Most states had begun their wor.k release programs between 
10 

1968-70, a period of rapid nationwide growth in programs of this type. Whether 

or not the growth predicted in the 1972 study had actually occurred was diffi-

cult to determine. Several states did indicate that they had current plans to 

expand programs. 

Release program characteristics and number varied greatly in the states 

sampled. The number per state ranged from 25 to a single program. Residents 

assigned to such programs ranged from 1,150 to less than 100. The range for 

staff assigned to the programs was from over 200 to 4. Variation was also 

evidenced in the types of personnel employed in the programs. One state re-

ported having no counseling personnel, while other states indicated they used 

specialized positions, such as work or educational placement officers. Ex-

offenders and/or volunteers were used in some states, but not in others. 

Study release was not used as frequently or to the extent that work re-

lease was employed in the sampled states. Most of the states used work and 

study release programs concurrently, although one state did report using a 

facility designed exclusively for educational release participants pursuing 

college courses. 

b. Manpower and Staffing. The use of release programs has not 

significantly affected correctional manpower in the ten sample states. Half 

of the states indicated that no new positions have been created as a result of 
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adding release programs. In contrast to this, one state had instituted 

major changes in staffing and job responsibilities by adding three new 

positions and modifying correctional officer tasks in order to outline work 

requirements appropriate in a mimimum security situation. The overall im-

pression, however, is that states are generally administering release pro-

grams as part of their regular operations rather than attempting to make them 

separate functions by seeking special funding or creating new positions. Re-

sponsibilities have simply been given to current staff. While the economics 

of this approach are sound,a question might be raised concerning the quality 

of both "treatment" and custodial services provided to program participants. 

The use of existing staff for administration and operation of relea.se programs 

is consistent with the previously discussed finding that few states had really 

made much effort to utilize specialized staff in community-based facilities. 

In contrast to the information obtained at department-level regarding 

staffing of release programs, the majority of agency level administrators 

felt that new positions were being created and that changes had been made in 

existing positions to coincide with the requirements of new release programs. 

It is possible that most of these "position changes" simply reflect internal 

agency refinement or modification of existing job description; they may not 

have received new classifications by Civil Service or formal acknowledgement 

by the department. 

All of the states sampled reported that release programs have not sig-

nificantly affected existing caseloads or created manpower shortages in other 

institutions due to transfers. Such programs can be operated, for the most 

patt, with existing staff, which explains why the number of positions, avail-

able for new staff are usually limited. 
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Community resistance waB mentioned most frequently as the greatest obstacle 

to setting up and operating release programs, though most administrators did 

feel their programs were successful. Other problems facing work release in 

particular are lack of suitable jobs for residents and lack of money for effec

tive operations. 

c. Training Status. Implementation of release programs has not led 

to changes in training programs offered by states. There was little indica

tion that specialized training is currently being provided for correctional 

officers or counselors assigned to release programs. In contrast to the in

activity on the department level, most of the facility administrators reported 

that they offered in-service training relevant to work in release programs. 

Topics addressed included specialized treatment methodologies for dealing with 

drug and alcohol abuse and sex offenses, family therapy techniques, and the 

effective use of vocational rehabilitation services. The discrepancy between 

departmental and agency reports may indicate that agencies are taking initiative 

to meet perceived training needs for staff without specific support or guidance 

from departmental headquarters. 

3. Expected Future Status 

All of the facility administrators in our sample predicted that there 

would be changes in commu.nity-based facility manpower, education, and 

training needs in the next five years. No radical changes were anticipated; 

it was thought that trends already visible in the community-based system would 

be extended and more firmly established. 

Most ageucies felt that community-based facilities would further de

emphasize custody by expanding work and study release programs. They also 

indicated that the community would become increasingly involved in especially 
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pre-release facility work by offering financial assistance, direct assistance 

(volunteers, etc.), or increased support from the business community. In-

creased job training for residents, decentralization, liberalization of resi~ 

dential rules, and greater emphasis on academic programs were also predicted 

for the near future. 

None of the predictions indicated are at variance with what might be 

expected. For the most part, administrators were unwilling to move rapidly 

into the somewhat risky area of innovations for communi.ty-based facilities 

for fear of jeopardizing the support which has been established for existing 

programs. Changes and improvements will most likely be increm.el'ltal rather 

than rapid or dramatic. 

4. Implications for Staffing and for Training/Educat.ion Needs 

Although evidence of the trends toward community-based facilities and 

community release programs was extensive, states in the sample did not report 

major impacts upon manpower, education, and training standards for staff. 

The sample states, while apparently committing significant resources to com-

munity-based corrections and release programs, have not made corresponding 

changes in staffing by adding specialized or specially~trained personnel. 

It was clear from the field visits that the philosophy of reintegrating 

offenders into their communities is generally accepted. However, ·there are 

well-defined points beyond which most states will not proceed, which puts a 

limitation on the degree of growth to be expected in community facilities or 

manpower needs. 

In all likelihood, corrections departments will continue to cautiously 

expand current community-based programs and facilities. They will continue to 
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be limited by tight budget~, connnunity pressures against such growth, and the 

lack of uniformly effective procedures to select large numbers of offenders 

for community placement. Because personnel and Civil Service systems have 

seemingly worked against the creation of well-defined "emerging" occupations 

in the entire community correctional area, existing staff will most likely 

be transferred to newly created positions or will simply add new responsibili-

ties to their position desc·riptions. 

Occupations developed specifically for community-based systems, which 

were not in evidence in states sampled, are not likely to appear in the near 

future. No significantly modified education and training requirements for 

community-corrections staff are evidenced or expected. If corrections con-

tinues to utilize community-based programs in the current manner, there may 

be only a limited need for increased manpower or modified education and train-

ing standa'rds. If increasing emphasis is ever placed upon the small community-

based facility as a site for long-term (but truly different) incarceration, 

rather than only pre-release activities, there may then be an increased need 

for staff specialists who do not exist in the current corrections employee 

"pool." 

The field interview data suggest that three positions have begun to change 

asa result of communi.ty-based corrections, although indicators for change 

varied among sample states. 

". The correctional officer is being required to become more of 
a specialist. His skills are being developed in areas outside 
the traditional role of security, and while the roles of 
therapist and guard will continue to be mutually exclusive, 
there will be an acceleration of the blending of roles so as 
to create a new occupation for community-based facilities. 
This position will require more than the usual high school 
education; specialized preservice and continuing in-service 
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training will be necessary to assure that the new role remains 
clearly defined. Civil Service and personnel divisions will 
have to create new specifications for this nspecia~,ist" position. 

- The counselor or caseworker is becoming more of a l;esource 
and program developer for individualized inmate rehabilitation 
programs. This increased emphasis on "community a~i1areness" 
does not mandate a necessary lowering of education,al require
ments, but it does permit greater utilization of ~K-offenders 
and/or paraprofessionals. Where specialists are s.til1 needed, 
community-corrections will tend to "purchase services" rather 
than provide them routinely in all areas of counselling. The 
changing role of the community corrections counselor will re
quire increased in-service training to assure continuing <r.ompe
tency and professional growth. 

- The community corrections administrator is becomil;lg a position 
of increasing importance and scope. While the nmpber of admin
istrators required for large institutions remains. stable or is 
even decreasing, new facilities in the community iand the imple
mentation of offender community programs require ,additional 
"mid-level" administrators who possess sound management skills. 
Incumbents for these types of positions may best ,come from 
within departments if provisions are made to identify future 
managers from both custodial and treatment staff. Correctional 
experience, plus a solid background of basic management skills 
constitute the requirements which will be needed for such 
positions. Increased emphasis on in-service training, as well 
as continuing outside education will be needed to assure that 
minimum requirements in the future are adequate. 

The changes predicted for these occupations will probably :take place regardless 

of the rate of future growth of community facilities or prc)grams. Similiar 

changes might also be necessary in larger prisons, but fewl~r opportunities 

exist there for occupational modifications because of secul~ity requirements 

and caseload sizes. 

While the implementation of community-based correctioIlS has had few obvi-

ous impacts on manpower, it is clear that much work needs to be done in the 

area of education and training for community-based personn~~1. Community 

correctional facilities and programs operate on different lsets of principles. 

than the larger institutions; objectives and, procedures to .attain them can be 
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. more clearly defined and applied to daily operations. Th.e sample states have 

done little, however, to take advantage of these differences by instituting 

new preservice and in-service training programs and educational standards for 

the community-based area. Civil Service and state personnel systems have not 

been helpful in creating new position descriptions and educational require-

ments. More C,al1 and ought to be done; training and the redesign of key 

positions, with the involvement of department, Civil Service, and agency staff, 

can be significant in the O'ITerall improvement of community-based corrections. 

5. Conclusions and Findings 

Data from field visits to departments of corrections and community-based 

facilities yielded conclusions which must be treated as tentative for reasons 

previously cited and which are best interpreted in conjunction with other 

data included in this series. The conclusions are organized into the cate-

gories of general status, manpower, and training in community-based and re-

lease programs. 

a. General Status 

• Most states are committed, in varying degrees to the 
.collcept of commuIlity-based corrections. Stabilization 
or moderate growth is likely the immediate future. 

• Community-based facilities are currently being used, and 
will continue to be used, as short-term residence facili
ties for pre-release programs rather than long-term com
munity facilities for all offenders. 

• Community-based facilities will continue to serve a 
relatively small proportion of the total number of resi
dents. ReS1.dents will c0ntinue to be c·arefully screened 
and selected to minimize risk to the community. 

• Community release programs are generally accepted as 
being desirable by correctional administrators and 
executives, but it is unlikely that there will be rapid 
expansion of these programs throughout corrections as a 
whole. 
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b. Manpower 

• The most common effect of manpower shortages in community
based facilities is that treetment and administrative staff 
are required to assume 'ioles and responsibilities for which 
they are nQt trained. 

• There is no need for large-scale recruitment programs de
signed to make large numbers of specially quali.fied staff 
available for key positions in community-based programs. 
Special qualifications for community-based assignments are 
usually not required or desired. 

• Few states have created new staff positions or have signifi
cantly changed tasks of existing positions as a result of 
the use of release programs. 

c. Training 

• There are no consistent or widespread efforts to provide 
specialized training for newly assigned personnel in 
community-based correctional programs. 

• Although community-based facility objectives are clearly 
different from those of larger institutions, little effort 
has been made to modify education or training standards 
for new and incumbent staff in community positions. 

• When placed upon a list of priorities, training for community
based facilities assumes less importance than personnel addi
tions to counter shortages. 
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CHAPTER V. JUVENILE CORRECTIONS 

This chapter presents information about juvenile corrections collected 

at the state headquarters' level and at the individual agency level. The pur-

pose of this dual look at juvenile corrections was to obtain in-depth field 

experience to highlight operations, staffing and future plans as viewed by 

state headquarters personnel and as translated by local agencies. This 

phase of research is not meant to be representative of juvenile corrections 

across the country, but rather to suggest manpower and training issues and 

trends. 

This chapter is concerned with four of the five key occupations selected 

for study in the juvenile corrections field. These four key occupations and· 

their definitions are: 

Correctional Institution Administrator: the highest level position 

with overall responsibility for the daily operation of a juvenile detention/ 

treatment facility. Such a facility is usually designated as a training 

school although may also be termed a Learning Center or Youth Development 

Center. Regardless of terminology, the primary emphasis is upon treatment in 

a setting which provides at least minimum security.l 

Community Correctional Administrator: the position with responsib-

ility for overall delivery of services to juvenile offenders in a community 

or nonsecurity setting. This position may be Group Home Director or some 

f} 
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similar title which indicates responsibility for treatment service delivery 

to juvenile offenders in minimal or nonsecurity settings. 

Houseparent, Living Unit Staff, Youth Service Worker, etc.: the 

position with direct responsibility for the supervision or custody of 

children in a juvenile facility. This basic line custody position may involve 

some opportunity for counseling, but is mainly directed at supervision 

of children in detention areas. 

Counselor, Social Worker, Case Manager: the position with respon-

sibility for "treatment" programs for juvenile offenders. This usually en-

taiJs counseling, record-keeping, coordination with youths' families, recom-

mendation for release from detention facility, etc. This basic casework posi-

tion focuses primarily on treatment delivery in a juvenile facility. 

The label "Correctional Institution Administrator" has been shortened to 

Correctional Administrator for use in the remainder of this chapter. The 

label applies to executives of training schools and detention centers. 

The fifth occupation - Aftercane Worker, Court Service Worker, Probation/ 

Parole Officer - is discussed as part of Chapter VI, which deals with 

adult and juvenile probation and parole agencies. 

A two-step approach to data collection was used. First, personal inter-

views were conducted with key personnel to obtain intensive information in 

operational settings. Secondly, written instruments were completed by indi-

viduals in group sessions or left with designated coordinators who took re-

sponsibility for getting the forms filled out and returned. Description of 

the detailed sampling plan plus copies of the survey instruments are included 

in the Appendix. 
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Actual data collected about juvenile corrections are incomplete due to 

real world constraints. Some of the limiting factors include inappropriate-

ness of data collection instruments, time constraints, unavailability of 

relevant staff, and unavailability of requested information. 2 

Perspectives on juvenile corrections will be provided in five major sec-

tions. Briefly, these sections deal with agency characteristics, factors 

affecting manpower staffing, personnel system characteristics, key occupational 

analyses and analysis of trends affecting future manpower needs. For most 

topics, the general format will consist of a presentation of state head-

quarters information followed by separate discussions for each of three basic 

categories of juvenile agencies - detention centers, training schools and 

community-based programs. 

A. DESCRIPTION OF AGENCIES VISITED 

1. General Characteristics 

The sampling plan for juvenile corrections called for the selection of 

ten state juvenile headquarters and the subsequent selection of individual 

agencies within the states to represent different types of facilities. Nine 

state headquarters provided data. Juvenile corrections authorities in the 

tenth state eventually elected not to participate in the NMS. Thirty-five 

local agencies were visited in the nine states and a single agency was visited 

in the tenth state. The numerical breakdown, by type of local agency, was 

10 detention centers, 9 training schools and 17 community-based programs. 

Specific youth corrections headquarters and local agencies surveyed are listed 

in Table VIII-V-l. Descriptions of the three basic types of juvenile agencies 

are given below. 

0' 
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STATES 

MARYLAND 

ILLINOIS 

NEW YORK 

MASSACHUSETTS 

IOWA 

FLORIDA 

COLORADO 

TEXAS 

OREGON 

CALIFORNIA 

TOTALS 

Table VIII-V-l 

Youth Corrections Headquarters and Agencies Visited by Correction Team 

YOUTH CORRECTIONS DETENTION CENTERS TRAINING SCHOOLS 

.Department of Juvenile Services .Maryland Training School for 
Boys 

.Juvenile Division, Department of .Illinois Youth Center -
Corrections VCllley View 

.N.Y. State Division for Youth .Monroe County Children's .Industry School 
Detention Center .Urban Home #4 

.Department of Youth Services .• Roslindale Youth Center 
.Charlestown Overnight Arrest 

Program 
.Camp Halifax 
.DYS Detention and Assessment 

Center for Girls 

.Children Services Division, .Polk County Juvenile Home .Eldora Boys Facility 
Department of Social Services .Hitchelville Facility for 

Girls 

.Division of Youth Services .Youth Hall .Florida School for Boys at 
.Non-Secure Detention Okeechobee 

eYouth Services Division 

.Texas Youth Council .Dallas County Juvenile .Gainesville State Home and 
Detention School 

.California Youth Authority .Southern Reception Center .Fred C. Nelles School 
. and Clinic (Norwalk) 

9 10 9 

COMMUNITY-BASED 
PROGRAMS 

.Youth Services Center 

.Unified Delinquency Inter-
vention Services 

.Rochester Monroe County 
Youth Bureau 

.Cambridge Youth Resources 
Center 

.Hastings House 

.Community Advancement Prograa 

.Youth Guidance Program 

.ADAPT Inc. 

.Pentland Hall (halfway house 
for girls) 

.Dade Marine Institute 

.Miami 1'RY Center 

.Westside Youth 
Development Program 

.New Pride 

.S.W. Youth Employment Service 

.Jefferson County Dept. of 
Social Services 

.Morrison Center 

.Pomona Juvenile Diversion 
Project 

17 
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a. Detention Centers. Generally, detention centers provide hold

ing sites for juveniles awaiting court disposition. How long a juvenile stays 

at a detention center can vary from overnight to several months. 

Operationally, although some juvenile detention centers provide medium 

or maximum security, all detention centers surveyed in this study may be con

sidered minimum security. Grounds are surveyed, the whereabouts of juveniles 

are monitored and doors may be locked. 

The number of youths detained at anyone time in a center is usually 

small. For example, at two of the detention centers surveyed, space is avail

able for 12 and 14 juveniles, respectively. Another center holds 30-40 youths 

at anyone time and about 100 juveniles can be accommodated at one of the 

larger detention centers. 

Included in the category of detention centers is one facility which pri

marily serves as an interim stopover for juveniles officially committed to 

the juvenile corrections department. Because this facility specializes in 

diagnosing needs and recommending treatment programs, and because it serves a 

large geographic area, the population served at one time can rise to 350 

juveniles. In 1974, nearly 4,900 wards were processed through this facility. 

At one of the smaller centers, only 550 to 750 youth Eay be detained over the 

course of a year. 

b. Training Schools. Youths assigned to training schools repre

sent official commitments to juvenile corrections departments. Whereas adult 

institutions run the gamut from maximum to minimum security, juvenile train

ing facilities tend to be primarily minimal level security with only an 

occasional site set up on a more stringent security level. Many training 

schools do, however, have one or more secure "cottages" or units. 

VIII - 436 



Of the training schools visited, the number of youths at anyone site 

ranges from about 170 to 560 with the more modal response around 200. Over 

50% of commitments to the school with the largest ward population are from 

adult court. 

According to limited data provided, the number of admissions and releases 

on a yearly basis relative to the number of youths committed at anyone time 

roughly yields a ratio of 3 to 2. At one school, for example, about 600 

commitments are made per year, about 600 juveniles are released, and nearly 

400 young persons are incarcerated at anyone time. 

c. Community-Based Programs. This category includes the most 

diverse set of programs. Compared to offerings at the adult level, there is 

greater variety in type of programs available at the juvenile level. So far, 

the major thrusts have been toward diversion in lieu of court processing and 

development of community-based alternatives to training schools. It appears 

that attention has only recently turned to actual prevention of predelinquent 

behavior. This shift in focus means that juveniles are dealt with at poinj;s Ill'l 
~--3/ 

earlier in the system. 

The variety of types of community-based programs offered for juveniles can 

be illustrated with some examples. Included in this category are several state-

administered youth bureaus offering integrated sets of services such as resi-

dential programs and various special day programs. Examples of LEAA-funded 

projects falling into this category are programs that incorporate youth ad-

vocacy as a final alternative to commitment; those that present lea~ning 

modules especially designed for individual needs, including learning disabili-

ties; and those that provide prevocational education, job placement, on-the-

job training, and follow-up community services. 
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~pecialized programs are sometimes provided on a purchase of service 

basis. Drug treatment and marine sciences training (including practical ex

perience in boating and water skills) represent two specialized alternatives 

that are operated by groups or institutions contracted by, but not under the 

direction of, state headquarters or local agencies. 

The types of programs offered by community-based facilities are so varied 

that it is difficult to evaluate common characteristics such as number of youth 

served. A comparison of residential vs. non-residential programs provides the 

best context for consideration of this issue. 3 One residential program visited 

is a half-way house which accommodates about 20 girls. On a non-residential 

basis, a 4-week, several-hour-an-evening program is offered to about 15-20 

youths per session. Each of two other non-residential facilities offer a 

variety of services to about 100 and 400 juveniles, respectively. 

2. Linkages with Criminal Justice Agencies and Other Organizations 

A continuum will be used to illustrate how juvenile corrections organiza

tions relate to other criminal justice and governmental or commmlity organiza

tions. All of the criminal justice and related organizations can be arranged 

along the continuum which runs from most similar in purpose to the juvenile 

corrections agencies to most different. Juvenile corrections agencies them

selves represent one end of the continuum; there is likely to be a great deal 

of similarity in the services provided and the clientele served by all juvenile 

corrections organizations. State headquarters, regional offices, and local 

agencies which deal with juveniles can be placed at this end of the continuum. 

The next category on the continuum is represented by adult corrections agen

cies, which have some overlap with juvenile corrections. Agencies in the law 

enforcement and judicial sectors come next in the movement on the continuum 
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away from organizations similar to those in juvenile corrections. State plan-

ning agencies can be placed next, followed by LEAA, which is involved at least 

indirectly. Beyond the confines of criminal. justice agencies are governmental 

and private social servi.ce agencies plus a host of community resources, includ-

ing schools and local businesses. At the far end of the continuum come the 

legislative and!executive branches, which play significant roles on a fiscal 

and major policy level. 

Irrespective of agency level, both formal and informal relationships 

with other agencies and organizations tend to vary depending on the agency in 

question and the organizational structure in which it is embedded. Some 

uniformity undoubtedly exists to the extent that state headquarters and local 

agencies do interact with LEAA to obtain educational/training subsidies and 

to receive grants which are funneled through state planning agencies to estab-

lish programs that meet certain common criteria. The exact nature of such 

interactions depends upon key individuals in each agency as well as more formal 

interaction patterns. In some cases, a strong working relationship may have 

been cultivated; in other instances, any interaction that occurs is a function 

of necessity and formal requirements. 4 

Most detention facilities are administered by local government agencies 

(e.g., towns, cities, counties) whereas training schools are usually run by 

state departments of youth services. Some community-based programs are ad-

ministered at the state or local government levels. Other community-based 

programs may be run by private contractor, purchase of service arrangements, 

or court established alternative programs. Special projects which are at. least 

partially funded by LEAA, usually under the auspices of corrections, can be 

administered by social service/welfare departments. Since the above programs 
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~re not government administered, they require different linkages with other 

organizations. 

The movement toward community-based facilities for juveniles has forced 

programs to take advantage of existing community enterprises and to promote 

the development of new facilities to meet needs of special groups of juveniles. 

The purchase of service system allows juvenile corrections to require con

tractor accountability; if requirements for services to be provided are not 

met, contracts can be cancelled. 

Judicial involvement in the development of community-based programs can 

be illustrated by looking at the program found in one local agency. Developed 

in response to a judicially percei-ved need, the evening program lasts one month 

and offers a more structured direction for youths. The program thus provides 

a middle ground between traditional alternatives of straight probation and the 

constant supervision of a training school. 

}Iost of the special projects surveyed that are funded at least in part by 

LEAA are under the auspices of juvenile corrections. Two such projects focus 

on helping youths who are likely to be committed to juvenile corrections depart

ments because of previous offenses. Besides dealing with court referrals, 

another program in the survey also accepts referrals from the youth service 

bureau, the school and parents. 

Two other special programs are not being run under the auspices of juven

ile corrections, but under welfare/social service departments. In one program, 

youth and family counseling are provided to those on welfare to help improve 

the home environment. Some of the welfare families benefiting from this pro

gram include delinquent youths. Sources for funding this program are local 
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government, HEW and LEAA. The second program, supported by LEAA funds alone, 

is aimed at providing counseling to predelinquent/delinquent youths and their 

families during crisis situations and involves coordination of services with 

the juvenile court, law enforcement agencies and the schools. 

As illustrated above, a great variety of programs for juveniles has been 

developed to serve different purposes. Program relationships with the courts, 

law enforcement agencies, schools and businesses have been developed in dif-

ferent ways to meet different needs. Because of this diversity, services pro-

vided by juvenile corrections tend to be fragmented rather than wel~ integrated. 

Facilities for juveniles and adults are often administered under separate 

divisions of a state-level corrections department. Attempts to coordinate 

provision of services by juvenile and adult corrections divisions have been 

limited. 

The legal definitions of juvenile and adult officially determine whether 

an individual is tried in juvenile or adult court. Age typically defines the 

boundaries for court jurisdiction. The maximum age for juvenile court original 

jurisdiction is 17 years in most states. Individuals up to the. age of 21 can 

be handled by the juvenile court under continuing jurisdiction in some states. 

Individuals tried in adult court can, in some instances, be committed to the 

, '1 d f ' 5 Juven1 e epartment 0 correct1ons. 

The degree of court control exercised over a juvenile varies among states. 

In one state surveyed, courts have total control over juveniles - a youth can-

not be released without court permission. In other states, juvenile correc-

tions officials may exert substantial influence. 
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Interactions with law enf:>rcement agencies also vary aIllOng states. Police 

in one state cooperate with juvenile authorities when making investigations, 

but may complain that a youth is diverted before police finish the required 

paperwork. In another state, several juvenile corrections staff members 

serve essentially as law enforcement liaison specialists, working full time 

with law enforcement personnel to provide technical assistance. Alternatively, 

one state surveyed has little interaction with law enforcement agencies. 

The extent to which various agencies, including those for juvenile correc-

tions, come under the same umbrella administratively within a state has a 

marked effect on the interrelationships among agencies. The approach in some 

states is to establish a unified organizational framework for all human ser-

vice agencies, including law enforcement/criminal justice and social service/ 

welfare. Such a system has the potential of integrating delivery of services 

to meet youth needs. In more separate state systems, agencies may have no 

way of tracing the history and experiences of juveniles before they enter 
ill 

corrections compounds or after they move on. In some instances, one agency 

may not be aware of services being provided to youths by another agency at 

the same time. 

3. Conclusions 

Summary statements about the way juvenile corrections is organized and 

how it relates to other agencies are presented below. 

• There is a greater variety in types of juvenile facilities than 
in adult facilities, probably because more innovative approaches 
to dealing with youths have been attempted. 

• The proliferation of programs has led to fragmentation of ser
vices, so that there is a tendency for juvenile corrections to 
be poorly integrated. 
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• As the level of analysis is carried beyond the juvenile correc
tions department the level of fragmentation increases: 

Relationships with adult corrections are often a 
function of formality and necessity. Few and only 
sporadic attempts have been made to jointly coordinate 
juvenile and adult corrections for uniform provision 
of services. 

Some juvenile and adult diversion programs have been 
developed by the courts as alternatives to commitment. 

Informal programs involving police are available on 
a limited basis. 

Few attempts have been made to organize human service 
agencies under a common umbrella so that services to 
juveniles can be efficiently provided. Both poor co
ordination of efforts by different agencies and the 
absence of effective program monitoring have limited 
effectiveness of programs. 
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B. MAJOR FACTORS AFFECTING MANPOWER STAFFING 

The following discussion concerns three factors which affect manpower 

staffing: manpower needs, resource constraints, and legal issues. 

1. Manpower Needs 

At the state headquarters level, manpower needs tend to be a function 

of the relatively unique set of circumstances existing in each state. Histori-

cal development of juvenile corrections within a state, as well as prevailing 

department philosophy, have considerable influence over what manpower needs 

receive top priority. Despite differences in relative importance of variolls 

needs, some generalizations can be made across states. 

Because of the tight economy, juvenile corrections departments will need 

to show state executive and legislative branches that programs are effective 

and necessary. Staff will be required to evaluate programs to justify expendi-

tures of funds. These newly defined tasks will have to be accomplished by 

added staff or by reteaching the existing staff. 

Another set of manpower needs revolve around the ~'3ue of affirmative 

action. Rural parts of some states have nearly no minority populations so 

that hiring minority staff for facilities located in rural areas can be diffi-

cult. The problem is especially pronounced for training schools staffed pri-

6 
marily by rural whites. Beyond this issue is the general consideration that 

more training and promotional opportunities are needed for minorities and 

women. 

One effect of the recent trend towards closing of training schools is 

that staff with institutional backgrounds need retraining to better work with 
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~uveniles in community-based settings. The organizational frameworks of in-

stitutions and communities are sufficiently different so as to make transfer-

ability of skills difficult. With the greater diversion to community programs, 

youths who are now being committed to the remaining training schools represent 

the "hard core" recidivist offenders. Staff with better qualifications are 

needed to deal with these youths. 

At the local agency level, key occupations were analyzed for manpower 

needs and shortages. These are reviewed according to the three agency types. 

a. Detention Centers. Chief executives at half of the detention 

centers surveyed noted critical manpower shortages, especially for the posi-

tion of houseparent (direct-line youth supervisors) and secondarily, for 

counselors. A need for additional child care workers or houseparents in de-

tention centers has been created by current community pressure to keep alleged 

juvenile offenders locked up, the high level anxiety level that juveniles ex-

perience at this point in the judicial process, and the brevity of the stay. 

To over.come the counselor shortage, one program uses volunteers to do some of 

the work. 

Manpower shortages also develop when new progt;ams are added. At one 

center, for instance, a grievance mediator, fact finder and investigator are 

needed to support the new state mandated ward grievance program. 

A variety of reasons are given for the manpower shortages that have been 

identified by the agency administrators. These can be grouped into three 

major categories: budgetary cutbacks/freeze on hiring new staff, addition of 

new programs to be conducted by existing staff, and change in the ward popula-

tion over the last few yearsr-youths· in the correction system are older and 
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more sophisticated than before. Less criminally sophisticated youths are 

generally diverted to community programs or put on probation by the courts. 

Personnel shortages have significant and varied effects both within cor

rections agencies and outside them. Internally, the general effect of limited 

staff is the reduction or curtailment of program activities. Staff involve

ment is discouraged and because there is pressure to maintain security, staff 

become more custodial. Externally, the effects of being understaffed are 

felt by the community, which is potentially in danger from escapes. 

A few attempts have been made by administrators to reduce the shortages. 

Most usual is a direct request to headquarters to increase staff, but this 

approach is not often successful because it is difficult to convincingly 

demonstrate the need for additional staff. In addition, hiring freezes over

ride any request for more staff. One center has tried to get CETA positions. 

Another center has tried to permanently assign trained staff from regional 

facilities that have closed. 

b. Training Schools. As with detention center administrators, 

about half of the training school executives indicate current manpower short

ages in key occupations. Again, these shortages exist mainly in houseparent 

positions and less often in counselor positions. In contrast to detention 

centers, however, where shortages were generally limited to houseparent and 

counselor staff, a variety of other positions were mentioned for training 

schools. Some of the alternatives cited were in clerical, psychiatric, teach

ing, maintenance and medical fields. 

Causes of the manpower shortages include the usual reasons of lack of 

funding, budget cutbacks and ineffective budgeting. Other reasons include 
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high staff turnover, necessity of additional qualifications for staff working 

with tougher youth, change in department philosophy, and increased caseloads. 

Effects of shortages tend to be more severe internally than externally. 

Staff morale is generally low because of extra work with no overtime pay and 

no opportunity for compensatory time off. As the ratio of students to staff 

goes up, amount of interaction per student goes down as does the quality of 

interaction. Staff suffer from "battle fatigue." They receive little sup-

port in a high stress environment. As evidence of such an effect, use of 

sick leave is way up at one school. In addition to having a direct effect 

on staff, shortages curtail program activities and services. 

Externally, schools usually try to maintain a low profile in the commu-

nity and to keep the number of runaways down. Generally, community dissatis-

faction is absent or minimal but as 'runaways increase, so does community con-

cern. 

To attack the problem of personnel shortages, more positions are usually 

requested in new budgets. Such requests can include temporary as well as 

permanent positions to deal with overpopulation. 

c. CommunitY-Rased Programs. In sharp contrast to both detention 

centers and training schools, for which half of the administrators claim 

critical manpower shortages, few community-based programs suffer from under-

staffing. This can logically be expected for at least two reasons. First, 

the preferred method of dealing with juveniles in recent years has been directed 

toward community programs rather than toward some form of incarceration. 

Through public pressure, however, the tide may now be turning to a more strin-

gent handling of those juveniles who have committed major offenses. Secondly, 
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some of the programs included in this survey are exemplar¥ and often only 

recently established so that staffing is likely to be more appropriate for 

actual need, given the more recent evaluation of that need. 

Of the agencies expressing critical manpower shortages, all indicate that 

counselors are needed; counselors essentially make up the entire staff. Other 

personnel categories mentioned include specialists in education and job develop

~t. 

The usual reason given for manpower shortages is that of budget cutbacks. 

However, this is not always the case. One program, for example, was sold to 

the legislature as being cheaper to operate than a training school, but man

power needs were underestimated. The program did not take into account the 

possibility of high staff turnover and the problems associated with training 

new staff in an experimental program. 

The obvious effect of manpower shortages is the strain of additional work 

on whatever staff are available. This in turn implies a somewhat less effec

tive staff due to long hours and reduced morale. Some programs suffer from 

p.o~itical pressures which affect delivery of services. 

To overcome manpower shortages, additional positions have been requested. 

but usually not granted. One program has bolstered its provision of services 

through acquisition of an LEAA grant. 

2. Resource Constraints 

Two basic categories of resource constraints are included for discussion 

here. In order of presentation, they are financial limitations and training 

and education needs. 
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a. Financial Lindtations. Clearly, the most obvious limitation 

on efforts to expand staff and program services is money. In almost every 

case, money presents an obstacle. 

The economy, of course, affects the funds which are available. How these 

monies are allocated by the legislature depends to an ever increasing extent 

upon documentation and justification of existing programs and similar support

ing data for new programs. 

Such requirements put pressure on program staff to accurately document 

their activities in order to demonstrate fiscal responsibility. Because this 

type of paperwork is mandatory and increasingly specific, the amount of time 

devoted to other activities and provision of services is being reduced. 

Beyond the resource constraint produced by requirements for accountability 

is the general financial status of state governments. Some states are essenti

ally in financial crisis. To reduce current state budget deficits, agency 

budgets are slashed. In one state surveyed, for example, agency budgets were 

cut 10%. The bleaker the state fiscal picture, the cloudier are juvenile cor

rections' chances to obtain some of the limited resources. 

An additional complexity is provided 'by the effect politics can have on 

organizational structure and spending. The governor of one state sampled 

would not raise taxes even though operating expenses have clearly risen. 

Political influence in the form of patronage was cited by another stane 

juvenile corrections department as causing problems. 

Another influence on how funds are allocated is the visibility of juvenile 

corrections relative to other departments. 7 In one stat~, juvenile corr~ctions 
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is under the auspices of a much larger department of health (headed by a health 

specialist) and tends to be down played. Not enough priority is given to 

juvenile services, especially relative to adult corrections. Alternative solu

tions might be to separate juvenile corrections from the department and reassign 

priorities so that juvenile corrections are more easily visible to the governor 

and legislature, or to increase citizen awareness of the program and its prob

lems, thereby creating public pressure for attention to these activities and 

issues. One focus gaining this type of increased administrative and public 

support is delinquency prevention. 

A major source of funds for juvenile corrections is LEAA seed money. A 

variety of observations were made by state headquarters executives about LEAA 

funding policies. One executive acknowledged the importance of LEAA funds to 

develop and try out innovative prog'rams not otherwise possible. Another execu

tive felt that LEAA allocations were a little too short lived. Rather than 

provide project support for three years and then require local agencies to 

assume project costs, LEAA should make funds available on a continuing basis 

to support good programs. 

One complaint voiced by executives from several states focused on the 

percentage of funds allocated to corrections. The usual comment was that LEAA 

should decrease its emphasis on hardware in the law enforcement sector and 

insure that at least some monies be earmarked for corrections. 

An alternative method of distributing funds to states was suggested by 

one executive. Rather than basing distribution on state population, LEAA 

should allocate monies a.ccording to percent of crime relative to other states. 

States with the most serious crime problems would then receive the biggest 

pieces of the money pie. 
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b. Training and Education Needs. In addition to the obvious re-

source constraint of dollars, a factor affecting manpower staffing concerns 

training and education. Both influence the quality of manpower operating in 

the juvenile corrections domain. Training currently being provided is woe-

fully inadequate. Chief executives uniformly point to the need for training. 

In one state, the need for a centralized training department is evident. 

This need is echoed by another state headquarters administrator who notes that 

there is no systematized training provided to juvenile corrections personnel. 

Besides discussing how training could be comprehensively provided to per-

sonnel, most administrators list specific preservice and/or in-service train-

ing needs for key occupations. Some topic areas requiring attention include 

interpersonal skills, how to deal with different types of juveniles, and how 

to handle juveniles with special needs. These subjects are especially approp-

riate for the k~y occupations of houseparent and counselor. At the adminis-

trator level, the major area of instruction needed is management training. 

Another problem in offering necessary training is how to make staff avail-

able for training programs. Adequate release time is needed. 

One need related to training, as expressed by state headquarters execu-

tives, is LEAA provision of monies. Most executives feel the LEEP educational 

support program to be very worthwhile. Houseparents can get A.A. degrees and 

counselors with B.A.'s can get M.A.'s. Many staff members have relevant ex-

perience in dealing with youths, but not an adequate theoretical background to 

understand what they do and some of the reasons why. One problem with the LEEP 

program was noted, however. It is difficult to justify to the department the 
~ 

need to send experienced people for additional education to introduce new 

ideas and concepts. 
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At the local agency level, two thirds of the administrators questioned 

reported training needs. Most of these needs deal with improvin~ ",kills of 

houseparents and counselors. Rarely is training for administrators mentioned 

as a critical need. Other major categories of training needs include legal 

issues, how to deal with community resources, and how to exchange information 

and ideas with other programs. Even those administrators who responded as not 

having critical training needs expressed areas of training that would be desir

able, or offered the general statement that staff could always benefit from 

training. More detailed discussion of training needs at the local agency level 

will be presented as the needs relate to the three major groupings of juvenile 

agencies. 

(1) Detention center. Most correctional administrators feel 

the major training need for houseparents is instruction in how better to under

stand the different kinds of juveniles and interact with them. Some executives 

are concerned with keeping abreast of counseling techniques. Only one execu

tive felt supervisory training was urgently needed. Several other topics are 

listed as priority areas. These include description and implications of laws 

about juveniles, wards rights and what they mean (one aspect of the legal 

status of children), and security through self protection without a weapon. 

The centers which indicate no critical training needs do suggest training 

would be useful in some areas which could improve the quality of staff and 

client interactions. These include ways to avoid past mistakes, how to deal 

with explosive behavior in a confined area without the power to control signifi

cant others like parents, and workshops with staff from other detention centers 

tJo~exchange ideas and information. 
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(2) Training schooL~. A proportionately larger number of 

training school than detention center executives identify critical training 

needs. Most executives feel critical training needs exist for both houseparent 

and counselor positions. Other executives point to the need to train house

parents in particular. Training for correctional administrators in high 

level supervisory and management skills is infrequently mentioned as a critical 

need. 

Several other general topics for training were noted. These include 

security and custody operations and how the training school works. It was 

thought that recycling staff to other jobs would help to combat the "burn out" 

which is otherwise a problem. 

(3) Connnunity-based programs'. Most connnunity-based administra

tors who responded identified critical training needs. The focus was on the 

key occupation of counselor. It is the counselors, of course, who are the 

core of the connnunity-based staff. For one program, which interacts with 

the court system, the training needs highlighted included such subjects as the 

attorney relationship and how to present plans to the judge. The executive 

of a court-alternative program felt it important to know how best to exchange 

information with similar programs elsewhere. 

3. Legal Jss,ues 

A series of recent court rulings dealing with the issues of human rights 

and privacy of in:Etbrmation have potentially strong implications for juvenile 

corrections~ The court decisions in the area of human rights is expected to 

particularly affect youths who are committed to juvenile corrections depart

ments and who are classed as detainees. Grievance proceedings, including the 

right to petition, have resulted in the development of procedures to protect 
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these rights in some states and may require formal mechanisms in other states. 

Obviously, specialized staff would be needed to operate such programs. 

Privacy of information rights influence who has access to what informa-

tion. In the past, records developed by juvenile corrections departments about 

youths passing through the system have been available to a wide variety of 

other agencies. Restrictions are now being placed upon transmittal of such 

information. How privacy rulings are to be interpreted for juvenile correc-

tions needs additional delineation. On the other side of the coin is the right-

to-know issue. Although ~npower implications are Unclear at this time, a 

general need becoming apparent as a result of the court rulings is one of gate-

keeping. This activity may be absorbe.d into an existing occupation, or it 

may require separate, specialized staffing. 

4. Conclusions 

Factbrs affecting manpower staffing include manpower needs, financial 

limitations, training and education requirements, and the legal issues of 

human rights and privacy of information. Summary statements about these topics 

are presented below. 

Manpower Needs 

• Justification of expenditures for juvenile corrections programs 
will be required. State legislatures will request descriptions 
of how money is being spent to accomplish various objectives and 
will look closely at programs to determine to what degree they 
are successful. 

• Skills for dealing with the "ha~d core" juveniles committed to 
training schools need to be upgraded for houseparents (primarily) 
and counselors (secondarily). 

• Orientation to community-based programs vs. institutional programs 
is needed. The organizational frameworks are sufficiently differ
ent so that direct transfer of staff is not feasible. 
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• Manpower shortages for institutions (detention centers and train
ing schools) are greater and more pervasive than for community
based programs. Shortages are primarily for the houseparent posi
tions and secondarily for counselor positions. 

Financial Limitations 

• The amount of funds allocated to juvenile corrections is a 
function of the financial stability of a state, the political 
climate, and the visibility relative to other state departments. 

• Juvenile corrections usually takes a back seat to adult correc
tions in relative importance and in terms of amount of resources 
expended. 

• Corrections, both juvenile and adult, is often given low prior .... 
ity relative to law enforcement and judicial sectors, both in 
the public image and in amount of federal monies received. 

Training and Education Needs 

• There is a critical need to provide comprehensive training to 
juvenile corrections staff. 

Legal Issues 

Most training needs deal with i~proving skills, 
especially for houseparents and counselors. 

Rarely are training needs indicated for facility 
administrators. 

• Human rights and privacy of information/right-to-know issues 
have implications for juvenile corrections. What effect this 
will have on manpower staffing are presently unclear • 
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C. ANALYSIS OF PERSONNEL SYSTEMS CHARACTERISTICS 

An examination of the personnel system is at the core of manpower ana1y-

sis. The organizational structure and process found in personnel systems 

clearly have an effect on persons in key occ~pations. The various features 

of personnel systems which will be scrutinized here include staffing, se1ec-

tion and turnover, EEO/affirmative action, career development, training and 

unions/civil services. Based on this review, the most needed personnel system 

improvements are identified. 

1. Staffing of Key Occupations 

For the four key occupations of interest, growth patterns can be identi-

fied by state over the four year period 1973-1976. Within this period, two 

time frames are considered. To indicate short-term growth in personnel, the 

differences between the then current and previous year data are considered 

(i.e., 1975 vs. 1974). To arrive at an impression of long-term growth, 

differences between 1973 and estimated 1976 figures are used. 

On both short- and long-term bases, all key occupations increased in 

numbers. Growth patterns for each of the key occupations are briefly describ-

ed below. 

For correctional administrators in training schools and detention cen-

ters, short-term growth is minimal, with most states essentially maintaini~g 

status quo. Long-term growth generally reflects small increases in personnel. 

Only one state surveyed indicated more substa~tia1 growth for this category. 
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Correctional administrators in community-based programs experienced 

somewhat greater increases over both the long- and short-terms. Several of 

the states exhibited considerable long-term growth (more than 20%), which may 

reflect a .continuing emphasis on community-based programs. However, a few 

other states indicated a basic stability over the short- and long-term 

. d 9 perl.O s. 

For the key occupations of houseparent and counselor, short-term growth 

patterns are identical to each other, and long-term growth patterns are near-

1y identical. Both of these positions exhibit greater growth than correc~ 

tiona1 administrator positions, both short- and long-term. More than half the 

states responding indicate moderate short-term growth. Long-term growth for 

most states is spread over a range that runs from moderate to considerable 

(5% to more than 20%). 

The key occupations of houseparent, counselor, and community correctional 

administrator all show consistent growth. The more halting growth of the 

correctional administrator position in training.schoo1s and detention centers 

could be anticipated. The large facilities typically managed by correctional 

administrators do not proliferate as quickly as comparatively small community-

based programs. 

Consideration of the same four-year period (1973-1976) at the local 

agency level is given by basic agency type. 

a. Detention Centers. Paralleling the trend which is apparent at 

the state headquarters level, the numbe~ of correctiotia1 administrators tends 

to remain constant for a given facility over time. The number of administra~' 

tors remained relatively constant over .the period 1973-74 with a 11linor change 

.. 
,. 
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in th~ number of youth served. Across the board, 1976 projections of the n~ 

ber of administrators per agency is the same as the 1975 staffing. The num

ber of detainees is also projected to remain the same in 1976. 

rbe number of correctional administrators has no direct relationship with 

the number of detainees at centers at any one ti~. For exawple, two admin

istrators may have responsibility for groups of detainees that range in size 

from 14 to 94. 

At centers with no counseling staff, houseparents represent at least 

three fourths the number of detainees. Examples of houseparent/youth ratios 

for three different centers are: 9:12, 13:14, and 74:94. 

For detention centers which do have counselors on board, the houseparent! 

detainee ratio is more discrepant. Examples representing two sites are 9:22 

and 17:40. In these sites, the number of houseparents is generally close to 

one half the number of detainees while the number of counselors per center 

relative to detainees ranges from 1:4 to 1:8. 

For most agencies projecting 1976 staffing ratios, the number of house

parents relative to youth is expected to be roughly the same as for 1975. 

b. Training Schools. According to personnel at the state head

quarters level and, as is true for detention centers, the number of correc

tional administrators for training schools tends to remain constant over the 

years. In fact, based on available survey data, the number of administrators 

per location remains the same for the four-year period in question. The num

ber of executives per agency varied between one and four. 
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~The number of wards at training schools visited in 1975 varied from 

150 to about 625. The growth patterns in terms of number of youth served 

show no consistency and appear to be idiosyncratic. For one school visited, 

the curve indicating increases in wards is basically flat for the four-year 

period. At another school, a gradual decrease in number of wards occurs. 

The reverse is the case for a different school with an estimated gradual 

increase in youth population. Still a different picture is given by a school 

which shows an increase of about 85% in 1975 - a drastic departure from 

previous years. Projected 1976 figures yield a decline of about 25% relative 

to the 1975 levels for this agency.10 

The number of houseparents tends to fluctuate in direct response to in

creases and decreases in the youth population. Of the schools providing 

data, the ratio of houseparents to wards in 1975 'Varies f'rom 1;2 to 1:6. At 

the school with the 1:6 ratio, 1976 projections indicate the ratio will be 

lowered to 1:4. In absolute numbers, houseparent staff at schools in 1975 

ranged from 72 to 111. 

The number of counselors tends to remain constant with some signs of a 

decreasing over the four-year period. Year by year, the number of counselors 

remains about the same or increases or decreases by one or two at anyone 

school and does not appear obviously related to the size of the youth popula

tion. Available data indicate the number of counselors per school in 1975 

ranges from 4 to 12. 

In overall projections for 1976, staff tend to maintain the same ratio 

to number of wards. The manpower requfrements for training schools is not 

likely to change in the immediate future. 
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c. Community-Based Programs. Most community programs tend to be 

relatively small, so the number of administrators is usually one or two. One 

agency made use of a part-time director until the fall of 1975, when a full

time administrator was appointed. In general, the number of administrators 

in a program ti.:mds to remain the same over time. 

The houseparent position at the community level is essentially nonexis

tent - counselors make up the staff. Typically, they perform some of the 

traditional houseparent functions involving minimal levels of security and 

surveillance. The number of counselors tends to remain the same within estab

lished programs, but the number of counselors specializing in certain areas 

may change as program emphases change. 

One program visited had no counselors in the usual sense. Offering 

marine sciences education, on a purchase of service basis, it is staffed by 

those expert in boating, diving, oceanography, etc. A counselor with the 

juvenile corrections department serves as liaison to the program. 

2. Selection and Turnover 

Several aspects of personnel selection and turnover will be discussed 

in this section. In order of presentation, these topics are: job entry re

quirements, recruitment, quality of personnel, new hires arld turnover. 

a. Job Entry Requirements. With the exception of houseparent 

positions that require a high school or GED diploma, key occupations in ju

venile corrections generally require B.A. level degrees. Neither age nor 

physical requirements are important factors in selection for key occupations. 

Both correctional administrator and community correctional administrator 

will increasingly be required to have M.A. degrees. One influence on the 

VIII - 460 

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



educational requirements for the key occupations has been the trend toward 

smaller, community-oriented treatment approaches. Rather than the state ju-

venile corrections director appointing administrators, there seems to be 

some movement to include them in new career service categories. Major factors 

contributing to possible changes in requirements include increased numbers 

of qualified applicants, continued trend toward community treatment, state 

licensing of social workers and continued impact of affirmative action. 

Entry-level requirements are profiled in TIOre detail according to the key 
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Center). No age or physical requirements are reported by any participating 

state for this position. At least a Bachelor's degree, but more often a 

Master's, is needed to assume the position of correctional administrator. Work 

experience ranging from one to six years may also be a requirement. In some 

states, work experience can be substituted for years of education, i.e., a 

Bachelor's degree with. several years work experience may be comparable to a 

Master's degree with little or no work experience. ll 

Few states report changes over the last five years in entry-level require-

ments for correctional administrator. Changes that were noted include the 

upgraded educational requirements of a Master's degree, position grading so 

that jobs can be filled by either promotion or transfer, and inclusion of the 

position as part of a new career service class. In a projection of entry-level 

requirements over the next five years, states reported that no significant 

changes were expected. 

(2) Community Correctional Administrator. Entry-level require-

ments for this position closely parallel those for the previous types of 
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correctional administrators. Such similarity in requirements is logical given 

that the major difference between positions is the type of organization to be 

directed--in one case, a secure setting, in the other, a more open environment. 

Administrative functions tend to be similar regardless of type of organization; 

differences are more a matter of relative emphasis. 

Community correctional administrator positions, like those for training 

schools and detention centers, have no age or physical requirements and an 

educational requirement of at least a Bachelor's degree, with a Master's degree 

preferred. Again, as with the correctional administrator position described 

earlier, changes in entry-level requirements for community correctional admin-

istrator include both position grading so that the job may be filled by promo-

tion or transfer, and position inclusion in a new career service class. 

(3) Houseparent. Surprisingly few entry-level requirements were 

listed by participating states. Only one state specified a minimum age require-

ment (21). No state indicated having physical requirements. 

Half of the states noted that a high school diploma or GED was a necessary 

prerequisite for becoming a houseparent. Other requirements listed by various 

states are preservice training and work experience related to dealing with 

children. Some states view rearing one's own children as the most relevant 

experience~ 

Some changes were reported in entry-level requirements for houseparents 

":.It:;!r.;.':-;L~"..;:o':,,"'::r··"·. 
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added as a prerequisite for employment. This is in contrast to the 
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liberalization of requirements in another~tate where the emphasis is not on 

educational background, but on ability to deal with juveniles. 

Overall changes forecasted in entry-level requirements over the next five 

years tend toward more specialized, not liberalized, requirements. One state 

anticipates increasing the educational requirement to a B.A. level degree. 

Another contemplates the added requirement of experience in community treatment. 
t 

A third expects that bilingual skills will be needed to work effectively in 

certain areas of the state. An important impetus for this is coming from the 

courts, i.e., Spanish-speaking juveniles should be allowed to converse in 

either language. 

(4) Counselor. As with the other key occupations discussed 

above, there are no age or physical ability requirements for counselor positions. 

At least a B.A. level degree is required of all would-be counselors. In a few 

states, an M.A. with no work experience and a B.A. with relevant work experience 

are alternative requirements. 

In general, there have been few significant changes in counselor job 

requirements during the last five years. Changes suggested. for the future 

include both broadening of the type of work experience acceptable as an entry 

requirement and the addition of a specialized counseling degree as a pre-

requisite for the job. l2 

b. Recruitment. Different aspects of policies and ~thods for re-

cruiting key occupations were examined during state headquarters personnel 

interviews. Included were such items as hiting sources and whether or not 

any key occupation was entry-level and/or required a Civil Service examination. 

l-lost states reported that correctional administrator and conununity cor-

rectional administrator ar~ not entry-level. Accordingly, the ~jor methods 
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of filling such positions are primarily promotions and secondarily transfers. 

States overwhelmingly responded that a Civil Service examination must be 

successfully completed. 

Without exception, responding states consider houseparent an entry-level 

position. It follows, then, that the majority of houseparents are new hires. 

Others are transfers, are vo1tmteers who change status, or are promoted from 

vositions like part-time assistant or administrative aide. States are split 

according to whether or not a Civil Service entrance examination is required. 

With one exception, the counselor position is also considered entry-

level by reporting states. Recruiting sources, however, are fairly equally 

divided among new hires, transfers and promotions. Only two states responded 

that no Civil Service examination was required; the majority of states do re-

quire successful completion of this type of test. 

Collectively, transfers comprise a fair proportion of houseparent and 

counselor positions. Juvenile corrections thus has a somewhat "closed shop" 

or intrasystem characteristic. Consistent with the "closed shop" phenomenon, 

juvenile corrections departments rely heavily on intra agency and personal 

contact recruiting to fill positions in key occupations. 

Other sources of recruitment exist, however. The state-wide job announce-

ment systems typically employed by Civil Service are the major means of re-

cruiting from the "general population." Not surprisingly, colleges are also 

heavy recruiting sources for counselors since positions usually require co1-

lege degrees. Of particular interest are social science maJors
o 

The major change in the recruiting process over the last five years is 

that there are now many wore applicants than jobs. This is certainly 
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advantageous from a systems point of view. Essentially, it is a buyer's 

market. Economics plays a major role in the availability of many qualified 

applicants. When a significant upturn in the economy occurs, juvenile cor-

rections may be affected by a variety of factors. It can be anticipated 

that problems obtaining qualified personnel, especially for certain positions, 

will be an issue as it has in the past. Other problems to be encountered in 

the recruiting process may include low salaries as compared with the federal 

government and industry, lack of resou~ces for contacting top candidates, 

difficulty of recruiting minorities for certain areas of the state, and 

difficulty in locating candidates with experience in residential settings. 

c. Quality of Personnel. Overall, across local agency types, 

present entry-level personnel are better or equally qualified as those serving 

in the positions five years ago. The abundance of applicants with good cre-

dentials helps to contribute to such a positive picture. The data, divided 

according to agency type, is presented below. 

(1) Detention Centers. Just over half of the agency executives 

note that personnel are better qualified now than five years ago. A major con-

tributing factor to improved qualifications is that current employment short-

ages result in better educated, more motivated personnel than could be found 

in previous years. To illustrate, ex-servicemen at one center were hired in 

the past because jobs focused on discipline; positions are now filled by those 

interested in helping youths. An explanation for the generally positive 

attitude toward today's youth, offered by one executive, is that in today's 

society more attention is paid to "people issues" like the Vietnam war, women's 

lib, and children's rights. 
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Less turnover in personnel is also a factor. One advantage of reduced 

turnover is that a more consistent approach can be used with the juveniles. 

Of those agencies indicating no change in staff qualifications, several 

observations were made. The agencies may now have personnel with degrees in 

criminal justice or specialities in corrections, or with experience in other 

youth service programs. However, these characteristics do not seem to lead 

to a significant difference in performance. According to one viewpoint, 

attitude is the salient characteristic affecting performance. 

(2) Training Schools. Administrator opinions about quality of 

personnel are more diversified for training schools than for detention centers. 

Some directors considered personnel better qualified. Others thought they 

were about the same or had both pluses and minuses, and still others felt 

personnel were less qualified than they were five years ago. 

Better qualified usually means having more formal education or more 

relevant experience for entry-level positions. The general state of the 

economy is cited as a major contribution to the present ease in finding better 

qualified candidates. Furthermore, in one state, entry-level positions are 

not protected by law so that ineffective staff are let go. In the same state, 

another reason for finding better qualified personnel at entry levels is that 

the salary offered for houseparent positions has been raised. 

The major reason given for no operational differences in staff perform-

ance even though the educational level of candidates now is generally higher 

is that those with only high school diplomas perform as well if not better than 

those with Bachelor's degrees. The opinion of some administrators is that 

staff is less effective; factors seen as influencing their performance are 
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low salary, lost motivation, depleted morale, and the fact that they applied 

for and took jobs in juvenile corrections because jobs in other areas were not 

available. 

(3) Community-Based Programs. Comparison of entry-level require-

ments over a five-year period is not possible for many of the community-based 

programs visited because they have been established only within the last few 

years. A mixed picture about entry-level qualifications emerges from the 

examination of programs for which data do exist. 

One position change in staffing is that personnel in community-based 

programs have better educational credentials than they did five years ago. 

Furthermore, intern programs were cited as important additions to college 

programs because they build experience into the educational process. Staff 

quality is also improved by being able to select from the abundance of candi-

dates for entry level positions those who have previous experience in working 

with juveniles. 

d. New Hires. At the state and local agency levels, the greatest 

new hiring activity occurs for houseparent and counselor positions because 

these occupations represent the largest numbers of employees. In contrast', 

few institutional or community-based administrators have been hired. In some 

states surveyed no administratoris have been newly hired. 

j 

I 
1 
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Newly-hired correctic..lal adminis trators for detention centers, training 

schools, and community-based programs usually have previous management and 

supervisory experience. Appointment of individuals to key management positions 

in an agency may depend on such experience as a prerequisite. 

In contrast to the above, newly hired houseparents probably have no ex

perience in similar positions. For example, of 78 houseparents hired at one 

agency, only 13 had any type of similar experience. One reason for this is 

that the position of houseparent is usually considered to be entry-level-- it 

demands few formal qualifications. Any relevant experience brought to the 

job are considered to be a bonus. Establishing strict requirements for house

parent employment is usually impractical because of the low salaries typically 

offered and the nature of the job. If the job focus were to be changed or 

the position were to be expanded and the salary increased, more formal re

quirements for the job would need to be specified. 

More recently, there has been a tendency to hir~for work in detention 

centers and training schoo~ counselors who have appropriate experience. For 

example, at least half of the counselors hired at reporting training schools 

had experience in like positions. Whether or not newly hired counselors for 

community-based programs have previous experience seems to be program specific 

and probably reflects the importance of experience from the administrator's 

perspective. To illustrate this difference, one agency hired new counselors 

who all had previous experience while during the same period, another agency 

hired 13 residential counselors, only 3 of whom had previous experience, and 

13 outpatient counselors, none of whom had previous experience. 

e. Turnover. Turnover represents another part of the picture 

depicting manpower movement. As could be anticipated from the low rate of 
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new hir~s, turnover for administrators is low. Whatever turnover does exist 

is due primarily to voluntary resignation, retirement, transfers, or promo-

tions. 

Turnover for houseparents is lower now than in previous years. Strains 

in the economy have reduced movement within the usually volatile position of 

houseparent. At one agency, for example, 21 houseparents voluntarily re-

signed and 4 were let go during one year, but the year before, 50 left volun-

tarily and 3 were separated. 

For recent-years, turnover for counselors has been stable. It is probable 

that greater opportunities for other jobs are more available to counselors 

than to houseparents. 

Most persons leave the key occupations of houseparent and counselor vol-

untarily. Few are dismissed and avery small proportion of the turnover in 

either job category is due to retirements or transfers. 

Two primary factors contribute to turnover. One, as could be expected, 

is the opportunity to get better jobs. The other is the poor career progres-

sion available for personnel in key occupations within the juvenile correc .... 

tions system, especially for those having positions in institutional facili-

ties. 

In community-based programs, reasons for turnover tend to be more program 

specific. The vari,ety of reaSons offered include intensity of the work, lack 

of regular time off, lack of seeing very many juveniles become successful, 

disinterest in the program, change in management, and requirement for longer 

term program commitment by staff than previously. Estimates across the vari-

ous agencies indicate that future turnover will remain about the same or will 
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be lower, assuming that the current status of the economy remains essentially 

unchanged. 

How executives would respond to a budget crunch requiring a reduction in 

personnel varies according to agency type. For detention centers, no clear 

cut approach emerges. Some directors would cut houseparent positions while 

others would make cuts in all others, including counselor and administrator, 

before eliminating the houseparent. The approach likely to be followed in 

trainin~ schools is more consistent. Houseparent staff would be retained and 

treatmelt, support, or teacher staff would be cut if necessary. The result 

would be more focus on custody and less on treatment. When possible, staff 

other han counselors would be cut in community-based programs, implying the 

elimination of some support or administrative positions. 

EEO/Affirmative Actipn 

A major issue that has affected juvenile corrections departments and 

is the EEO program and affirmative action plans that have been 

All state juvenile correction departments providing information have 

affirmative action plans. 

In general, as a consequence of affirmative action, more women and minori

ties are employed today than five years ago. In one state, for example, 29% 

of the work force were minority members in 1975 vs. 26% in 1973. In another 

state, 50% of professional positions are presently filled by females. 

Some unusual effects of affirmative action are worth noting. For example, 

male child care workers (houseparents) have been added to a previously all 

female staff at one facility. At another, the goal is to hire whites, females, 

and Hispanics to integrate into a mainly black male staff. Overall, the 
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+esult of incorporating affirmative action programs into hiring and promo-

tional policies is that agencies are moving in the direction of trying to 

hire personnel in other categories of sex and racial/ethnic groups than are 

now represented. 

One frequently expected effect of affirmative action hiring of minority 

and femal!e staff is that the morale of existing staff can suffer. This is 

no·t supported, however, by the data: there seems to be no widespread adverse 

influence on existing staff morale. In a few cases, morale was noted as 

higher. 

Generally, there are no restrictions on what positions women or minori-

ties can hold. There are some operational constraints for women, however. 

In attempting to implement affirmative action plans, special recruiting 

problems can develop. Most typically, these problems include low availability 

of qualified minority members, difficulty in hiring and retaining minorities, 

and difficulty in locating qualified minorities in rural and isolated 

areas. Because of the large number of applicants for each vacancy, some states 

and local agencies claim that they have no recruiting problems. 

4. Career Development and Promotion Policies 

Promotional policies and the extent to which career ladders exist are in-

terrelated features of personnel systems. The existence of career ladders, 



which stress quality work and education and training as means for job advance

ment, indicates that serious planning has gone into enhancing job potential. 

Career ladders typically amount to job specifications, issued by state 

merit systems and personnel departments, that outline the years of experience 

and amount of education and training (if any) needed for advancement from 

one level to another in a key occupation. The career ladder for counselor is 

the most well defined with all responding states indicating that opportunities 

for career progression have been delineated. For the other key positions 

(Correctional Administrator, Community Correctional Administrator and House

parent), only half the states claim to have developed formal career ladders. 

t~en career ladders do not exist, advancement for these key positions is 

evidently circumstance specific, hiiphazard, or at best, informally defined. 

In addition to considering formal career ladders, the survey attempted 

to uncover factors used to detennine eligibility for promotion. Factors e~ 

phasized lllOSt for promotion in key occupations include supervisor evaluations, 

promotion examinations and experience in rank. Seniority and, somewhat sur

prisingly, amount of training 'receive little weight in promotion decisions. 

A combination of sources are usually involved in determining standards 

for promotion, including the Department of Juvenile Corrections (almost 

always), state Civil Service (sometimes), and the State Department of Person

~el (occasionally). ~ile it is probably true that Civil Service somehow 

gets involved in certifying and disseminating promotion criteria, juvenile 

correction department staffs and special job studies provide significant in

put to the process. 
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5. Training and Educational Policies and Programs 

This section provides information about the status of training given for 

key occupations and about historical and projected changes in training. 

Sources of training information are state headquarters and local agencies. 

Some level of training is provided by all states surveyed. However, at the 

local-agency level, only one in four juvenile agencies is involved in any.way 

with training. Various levels of involvement are exhibited; related activi-

ties include identifying training needs, identifying existing training pro-

grams, developing training packages, providing resource materials, and ad-

ministering training sessions. 

As might logically be expected, formalized training at the local agency 

level is predominantly provided by the larger, more traditional facilities-

training schools and detention centers. Little or no training is provided at 

community-based facilities on an on-going basis. Whatever training is pro-

vided is given informally by staff experts in special subject areas. 

As part of a detailed discussion of training, an overall description of 

administrative features will first be given. Other topics to follow in order 

of treatment, include general training characteristics, preservice training, 

in-service training, other training, and impacts upon training. With the ex-

ception of the last topic, which is limited to the state level, discussions 

take into account both the state and local agency levels. 

a. Administrative Factors. Training in most states is delivered 

in a variety of modes, but most often on a regional or institutional basis. 

Less common is the provision of training at centralized academies. 
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A major obstacle encountered in providing formal training, whether pre-

service or in-service, is the scheduling of employees. To the extent that 

local agencies require post coverage and shift work, the scheduling problem 

becomes further complicated. At one school, training has even been given at 

the job site. Because of the 1Ilany possible interruptions, and the resulting 

loss of continuity, this method is not preferred. Employee training, when 

optional and on-going, can also suffer because supervisors do not realize sub-

or.dinate staff need and/or could benefit from training. 

With respect to size of state training budget, a substantial range was 

reported, due in part to the fact that the size of state interacts with size 

of department and level of training. Over the last two or three years, 

training budgets have increased, sometimes quite substantially. 

In their projections for the next five years, most states expect train-

ing budgets either to increase or~~main about the same. Reasons cited for 
" ~ ,.," ,":' "'; '0; ,_ " ~ 
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developing juvenile training to its present levels; whatever training is now 

available in states is largely due to funds provided by this federal agency. 

Little or no information was provided about estimated budgets for agency 

level training in the future. The one notable item, however, is that agen

cies presently having no for~l training budget do not anticipate receiving 

monies earmarked specifically for training within 'the next several years. 
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b. General Training Characteristics. Statewide, the number of 

full-time trainers ranges from 0 to 24. Half of·- the states use part-time 

trainers and some states supplement their training staffs with consultants. 

~t the local agency level~ the number of staff assigned to the training 

function at a single site varies from one to four. One full-time trainer, 

with or without a part-ti1lle trainer, is the -most common staffing arrangement. 

The staff of four works as a team at a training school where two are full-

time and two are half-ti~. This particular arrangement is unusual, accord-

ing to team members, in that many of the training materials developed by the 

team for local use are disseminated for training at other facilities in the 

state. 

It is sometimes the case that some of the individuals assigned to train-

ing at separa1:e s·ites are not formally labeled trainers, Le., they may be 

given a different official title, like counselor. The purpose here, however, 

is to describe training from a functional point of view, not from a POi.l,lt of 

view concerned with organization or labelling. 

The ratio of trainers to agency staff varies from approximately 1:260 

to 1:30. The larger ratio appears to be the most usual; the small ratio is, 

in fact, a function of special circumstances. A consultant for one grant is 

developing training materials for key occupations to be formatted in a manual. 

Qualifications for t'rainers vary greatly among states. Requirements for 
"", 

work .experience range from'zero to four years. 
.~ 

Educationally, a B.A. level 

degree appears to be a ndnimum requirement, with some states requiring an M.A. 

At the local agency level, qualifications to be a trainer or assistant. 

trainer range from none to at least one year work experience and from high 
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school graduation through a B.A., usually in any field. Reflecting the state

level req ui re~en t, "the B.A. is 1I10S t typical. Work experience requirements, 

which mayor may not replace or supplement educational requirements, range 

from gene~al employment at a youth-related facility to 1I10re specific job ex

periences. In one state, several paths can lead to becoming a trainer~ in

cluding working in different jobs and participating in management development 

training in a trainer position. 

There is a trend toward centralized, systematic preservice and in-service 

training development in juvenile corrections. In a few s~,ates, management 

training is also centTally planned and developed. 

Types of training provided to local agency personnel by on-site training 

staff may be general orientation to the facility, including institutional 

policies and procedures; training Tegarded as mandatory by a department or 

legislature and not handled through a centralized academy; and specialized 

training for staff working directly with the youth, including communication, 

interview, interpersonal skills, and some career planning and promotional 

level skills. One agency operates by simply identifying existing training 

programs which meet staff training needs. No direct training is provided ex

cept for the orientation given to new employees. 

Establishment of training requirements is most often. done empirically, 

or at least systematically, and not on the basis of "expert judgment." Needs 

assessment is the usual method used. Sources for needs assessment can vary, 

however, from1l1erit system specifications, to special needs assessment stud~ 

ies, to management input and observations. 
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Most states rely on some combination of'training staff, curriculum 

writers, and departmentally established task forces to actuall~ develop train-

ing materials and courses, although consultants may be utilized for this. 

One state had no formal development group. 

The training provided locally appears to be developed predominantly in-

house. In one case, generalized department level training for certain ~opics 

(e.g., Title 20) is administered at the local level in addition to locally 

developed materials. One institution provides only training developed by 

specialists at the headquarters J~eve1. 

Most states systematically evaluate their training programs. At the lo~ 

cal agency level, training is evaluated at least informally. Major evalua-

tion methods used are surveying trainee attitudes about the course and assess-

ing pre- and post-training performance. Also used are job observation and 

supervisory perceptions of whether training seemed to help performance of line 

staff. 

The trainer or training staff usually evaluate the training at both 

agency and the state levels. As a result of such evaluations, the staff may 

modify or delecte parts of training, strengthen weak areas, drop programs, 

develop alternate programs, or revise training methods and program materials. 

c. Preservice. Training. P:reservice training refers to training 

given early in key correctional careers. It is typically the first formalized 

training received. As a general introduction, new employee orientation is 

given, usually ,after the employee has been hired and preferably before he or 

she is given job responsibility. Such orientation can include a tour of the 

facility, and a description of what is done at the facility by the various 
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units and how that facility relates to other elements in the state correction

al system. This basic orientation is usually four to eight hours in length 

and is mandatory for new employees. For those facilities that use volunteers, 

the same orientation program is usually given. 

{l) Adm.i.nistrator. None of the states providing data offer 

preservice training for administratbrs. This is probably because administra

tors are typically experienced both in supervision and management and in the 

correctional area. 

(2) Houseparent. For, the key occupation of houseparent, the 

situation is different. Most reporting states have preservice training for 

houseparents and in over half these states, the training is mandatory. Length 

of training is usually two weeks, but ranges from one to four weeks in the 

states surveyed. Training content includes orientation and security and treat

ment topics. The most emphasis appears to be placed on security. 

Over the last five years, preservice training for houseparents has in

creased in scope and sophistication. Several suggestions were offered as to how 

such training might change in the next five years. States which now offer train

ing on an optional basis may be required by law to make it mandatory. 

(3) Counselor. Most states have no mandatory preservice train

ing for cou~selors. Some states have two-week programs and one state provides 

some ad hoc training at the regional level. As could be expected, training 

content emphasizes treatment. Future trends for counselor preservice training 

are unclear. 
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d. In-Service Training. In-service training is defined as any 

formally provided training beyond introductory preservice training and can 

occur at any time during career employment. In-service training tends to deal 

with more specialized topics of a wide variety whereas preservice training 

tends to be more general. In contrast to OJT, which tends to be variable and 

individualized, in-service training is more formalized. This distinction may 

become blurred within agencies so that discussion of in-service training 

needs to be treated with caution. 

(1) Administrator. Ten states reporting data offer some type 

of mandatory in-service training to administrators. Those that do,include 

one state which gives two days of training on legal issues and labor relations, 

and another which offers training of variable length on management and resource 

utilization. 

In the next five years, however, availability of administrator-level train-

ing will be on the upswing. Half the states reporting will increase or initiate 

in-service training for administrators, which may involve expanding training 

to include research skills and management of economic conditions, starting a 

live-in training program, or simply adding hours to existing in-service train-

ing programs. 

Only one example of administrator-related training was uncovered at the 

local agency level. The trainer searches for existing management training pro-

grams to respond to specific administrator reque~ts or identifies programs 

that appear relevant and brings them to the attention of administrators. 

e2} Houseparent. Nearly all states offer formal in-service train

ing to houseparents while half of the states make this training mandatory. The 
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typical length of training is one week. Some states have variable amounts 

of training depending upon need or desire. 

In-service train:i.llg content is typically treatment oriented. It can be 

recalled that preservice training, in contrast, was more security and custody 

oriented. Topics dealing with treatment include drug-related issues, reality 

therapy, group counseling, interper,sonal skills, and behavior modification. 

Other topics include legal rights and report writing. Few differences were 

predicted for training offered five years hence. 

At the local agency level, most training seems to focus on upgrading job 

skills, including interview techniques, youth management, dynamics of child 

care, communications, and interpersonal relations with youth and staff. Other 

emphases in houseparent training at this level are career development and pro

motional skill development. 

In-service training varies in length according to topic, but ranges from 

one hour to several days. One notable exception is a program offered by a train

ing school to improve skills relating to youth. The program lasts two weeks 

and has applicability for both the houseparent and the counselor. 

Five years ago, little or no in-service training was offered. Even now, 

some of the training is newly designed or still in the developmental stages. 

Future plans generally call for continuing such training or even expanding it. 

Additional topics which could be added to in-service training deal with commu

nity resources and the use of family counseling to make better placements. 

Factors that influence whether and when in-service training is offered include 

changes in policies and procedures, changes in the law as it relates to juvenile 
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delinquents and status offenders, need for promotional level training, and 

the general need to update and refresh professional skills. 

(3) Counselor. Most states offer in-service training to coun-

selors. Length of training varies from a few days to about two weeks. In 

half of the states this training is mandatory. 

As with preservice training, in-service programs are typically treatment 

oriented. Some of the topics offered include family dynamics, group counseling, 

human relations, and interviewing. 

Over the next five years, in-service training for counselors will most 

likely include more management skills. How to deal with youth wi(c'h special 

needs (e.8., learning deficiencies, physical handicaps) will receive more 

attention. 

Some local agencies have in-service training for counselors. As mentioned . Ii· 

above, a two-week program at one training school, which is designed to help 

personnel relate more successfully with youth is relevant for counselors, as 

well as houseparents. Informal, after-regular hours training in special topic 

areas like family counseling and group dynamics is provided for counselors at 

another agency. Training being developed at still another agency includes 

psychological testing, interview skills and placement procedures to help youth 

ready to leave the center. 

As with houseparents, couns.elors had little or no training in the past. 

Future efforts involve maintaining or expanding current programs. Scheduling 

counselors for training is somewhat easier than scheduling houseparents, but 

is nonetheless a problem. 
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(4) General. In addition to the training tailored for spe-

cific occupations, some agency level training is provided for all staff to 

varying degrees. This kind of training can involve the use of physical re-

straints and how to. handle potentially explosive situations, and has most ap-

plicabiiity for training schools and detention centers. 

One noteworthy item concerning training occurs at a training school, 

which offers personnel training on what the law enforcement officer does and 

how it relates to the correctional facility. This seems unique in that it is 

the only illustration, in all the available data, of training given about a 

sector of the LE/CJ system other than corrections. 

e. Other Training. Besides pre- and in-service training, other 

types of training are not widely planned or administered by juvenile correc-

tions headquarters. Several states provide training in OJT and/or management 

skills. It should be kept in mind that OJT may be underestimated, and that 

management/supervisory training often is made available to corrections staff 

from sources other than juvenile departments of corrections. 

At local agencies, OJT is usually accomplished informally, on a case-by-

case basis when time permits. For example, a trainer may try to provide some 

experiences in the use of management skills for a new supervisor. In one agency, 

the training staff provides the resources and budget for OJT while supervisors 

actually do the training. At another facility, designated supervisors provide 

subordinates with OJT training as needed. OJT training essentially does not 

take place in any systematic way. Management training at the local agency level 

is virtually non-existent. 
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f. Other Impacts on Training. In general, the impact of affirma-

tive action, unions and Civil Service on training has been negligible. Ex-

ceptions to this occur in several states. Training is being developed for 

women to facilitate upward mobility in one state. Because of unions, another 

state was required to add physical defense to training. In still another 

state, Civil Service administers the entire training package and monitors its 

implementation. 

6. Labor Management Relations/Civil Service 

Currently, unions appear to have little significant effect on key occupa-

. 1 1 h h h· . fl ·11 b bl . h f 13 t10n personne a t oug t e1r 1n uence W1 pro a y grow 1n t e uture. 

Unions rarely represent the positions of houseparent and counselor in the states 

surveyed. The two administrator positions are not represented by unions in any 

of these states. When unions do exist, they can affect salaries, benefits re-

ceived, and working conditions directly or indirectly, depending upon whether 

they have official collective bargaining rights.
14 

The effects of Civil Service are more widespread. Civil Service covers 

the houseparent and counselor positions in all states and covers both admin-

istrator positions in half of the states. Major features of personnel ad-

ministration are affected by Civil Service in all states. These include 

salaries, benefits, and promotion and retention policies. Also affected by 

Civil Service, but to a lesser extent, are working conditions, job assignments, 

and workload. Control over these last three features is usually exerted at an 

in~titutional level. 

Civil Service generally has a positive image among state executives. It 

is viewed as an important safeguard against budget cuts, and insures standardized 
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wages and personnel practices. Although the red tape is lengthy, Civil 

Service procedures can facilitate the acquisition and retention of quality 

staff. It was thought that the influence of Civil Service might decline with 

growing support for union representation. 

7. Most Needed Personnel Systems Improvements 

_A major factor affecting personnel systems today is provided by EEO and 

associated affirmative action programs. Although all of the states and agen

cies providing data claim to have programs promoting affirmative action, their 

present job selection criteria may not have been analyzed and modified to fit 

the programs. According to EEO requirements, all aspects of the selection pro

cess need to be job related, including any minimum standards given for age and 

educational levels, as well as any formal tests, such as physical performance, 

medical, or written examinations. It is questionable whether or not the entry 

level requirements that have been established for juvenile corrections positions 

are job related; they may simply be traditionally or generally acceptable 

standards. Is is necessary, for example, that a houseparent have a high school 

diploma or GED or that a counselor hold at least a Bachelor's degree in order 

to function effectively? To properly answer this and similar questions, an 

analysis is required of what is needed to do each job. Entry level requirements 

should be reviewed for their appropriateness for job selection. Promotional 

standards should also be reviewed for their relevance. 

Besides the problems connected with establishing criteria for job selec

tion and promotion, personnel systems may be affected by the extent to which 

basic positions will remain the same in content. There are some indications 

that the occupations of houseparent and counselor should be upgraded and pro

fessionalized. It has been suggested that nationwide credentialling be 
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instituted. Given the general impression that such a change is necessary, 

a rationale and specific details need to be set down. Exactly how would the 

positions of houseparent and counselor be expected to change? Would there be 

greater emphasis on treatment by houseparents? Would more sophisticated 

techniques be used by counselors to deal with youth? 

Serious consideration should be given to the issue of educational levels 

require} for the key occupations. One contingent in juvenile corrections pro-

poses an increase in educational standards to promote professionalism. An-

other camp suggests that the significant issue is the ability to deal with 

the youth, irrespective of educational level; perhaps the distinctions made 

between houseparent and counselor functions are artificial and can be elimin-

ated. This has already occurred to some degree in community-type programs 

where counselors perform some custody and security tasks, as well as treatment-

oriented ones. Increasing the educational. standards for these positions may 

only put meaningless requirements on paper and may not necessarily contribute 

to improved performance. 

If major changes in job content are imminent, these should be delineated 

prior to performing job analyses and establishing selection/promotion require-

ments. If such changes are likely to occur in the more distant future, there 

is a need for analysis of the present jobs and development of new selection 

standards or review of current requirements. Whenever major changes in a 

job take place, consideration should be given to whether and how selection 

criteria should be changed. 

Another issue worthy of attention is career development. Career laddera 

exist for aome occupations in some states. Some form of career ladder exists 

for counselors, but paths of career development generally are not available 
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~or administrators and houseparents, Those career paths that do exist usually 

involve progression in the same job category. Little opportunity exists to 

brancn into other fields or specialty areas. To make juvenile corrections a 

viable career choice, greater emphasis should be placed on the development of 

career ladders that offer multiple opportunities for advancement in the same 

and related fields. 

A major feature of the juvenile corrections personnel sy,stem is training • . 
Although current programs and applications are limited and fragmented, the 

potential benefits of development in this area are great. 

Although steps have been taken by some states to establish centralized 

academies for training, this is only a beginning. Based on data from the 

field visits, personnel in key occupations do not all necessarily receive com-

parable training. Whether or not some personnel receive training is sometimes 

a function of variables other than actual need for training. Personnel may be 

required to cover agency posts, for example, or pre service and in-service 

training may not be offered because OJT is considered to be sufficient. 

Training should be given higher priority. Introductory training needs to 

be mandatory, not optional. Training materials should be developed based on 

job needs and should be periodically evaluated to determine their relevance and 

to identify areas of training that need revision, updating, or elimination. 

Not only should orientation training be provided to new employees, but 

skills training should also be offered. Although now provided by some states, 

~t is unclear as to how appropriate and effective current skills training is. 

This type of training should be available not only to new staff, but to per-

sons who have been on their jobs for some time and who need to learn about 

new te~hniques and approaches. 
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Staff sometimes need to be retrained, especially houseparents and coun-, . 
selors who work closely with youth. The need stems from a "burn-out" that 

results from prolonged, intense interactions with youth. A way of monitoring 

and identifying such needs as they develop should be available. Alternative 

skills training may be needed for staff who continuously work with youth. 

Although it was not strongly demonstrated by responses to survey instru-

ments, the need to provide management/supervisory training should be an area 

of concern. That the key supervisory positions were both at top management 

levels probably explains why this area received less stress in the survey. 

Executives in these key positions may have obtained skills through experience 

at other supervisory levels. It is at the lower levels~- ones not covered 

in the survey-- that the need for supervisory training is most urgent. 

With the anticipated increase in union representation, chief executives 

will need training in collective bargaining and labor relations in general. 

The potential influence of unions is likely to expand in both scope and 

intensity in the future. 

8. Conclusions 

Personnel management issues are summarized according to the following 

topics: job qualifications, affirmative action, new hires and turnover, 

career ladders and promotion criteria, training, unions/Civil Service. 

Job Qualifications 

• Houseparent positions usually require a high school diploma or GED. 
Key occupations of counselor, correctional administrator and com
munity correctional administrator generally require at least B.A. 
level degrees, with some trend toward requiring M.A. level degrees. 

• Entry-level personnel are generally better qualified today than 
five years ago. Economics playa major role in that more appli
cants with educational degrees and (to a lesser extent) relevant 
experience are available. 
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Affirmative Action 

• All state and local agencies have affirmative action programs. 

• Generally, as a consequence of implementing affirmative action pro
grams, more women and minorities are employed today than five years 
ago. 

• The goal of affirmative action plans is to hire employees in sex 
and ethnic groups not already represented in adequate numbers. 
Usually, this translates to hiring women, blacks, Hispanics and 
other ethnic group members. Sometimes whites must be hired to 
balance out a staff which is mainly black, or males must be added 
to a primarily female staff. 

New Hires and Turnover 

• Few administrators have been hired over the last few years for exist
ing institutions and community-based programs. 

• 

• 

• 

• 

Most hiring occurs for houseparents. The next greatest number are 
hired as counselors. These occupations typically represent the 
largest number of employees. 

It is' thought that numbers of staff in key occupations for the upcom
ing year will be essentially equal to :j:!urrent year figures. Basic
ally, the policy is one~f maintenance, not growth. 

Most turnover for key occupations of houseparent and counselor is 
"due to voluntary resignations. 

Turnover for houseparents and counselors has been less recently be
cause of the poor economi,c situation. Other jobs are hard to find. 

Career Ladder and Promotion Criteria 

• The career ladder for counselor is most well defined with the admin
istrator and houseparent positions having less well defined career 
progression opportunities. 

• Generally, standards for promotion take into account educational 
level and amount and type of work experience. 

Training 

• In general, training efforts in juvenile corrections have made little 
headway so far. 

• There is a, trend, however, toward the systematic and centralized 
development of preservice and in-service training. 
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• Almost no training at all origina~e~ at the local agency 1evelo What
ever training is provided is usually orientation, and is provided at 
the larger, more traditional facilities - training schools and deten
tion centers. 

• Although most states claim training is evaluated, the quality .of such 
evaluation is unknown. 

• Most preservice training is provided for houseparentso 

• In-service training is provided most consistently across states for 
houseparents, with counselors as the next most frequent beneficiaries. 

• Little or no in-service training for admini~trator is now provided. 
Projections indicate that the development and dissemination of in
service training packages will increase. 

Unions/Civil Service 

• Unions now have little significant affect on key occupations but 
their influence will probably grow. 

• Effects of Civil Service are more widespread. Houseparents and 
counselors are usually covered by Civil Service, whereas adminis
trator positions mayor may not be covered. 
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D. OCCUPATIONAL ANALYSIS OF KEY OCCUPATIONS 

A major focus in the survey of juvenile corrections is the detailed 

analysis of key occupations. In addition to the positions of ~orrectional 

~dministrator, the position of counselor was analyzed according to the break

down of institution vs. community-based. Houseparent is limited to the institu

tional setting because the position is essentially non-existent in community

based programs. 

The objectives of the occupational analysis are to: identify and describe 

the tasks that key occupation incumbents perform on the job; identify the 

knowledges and skills required for performing these tasks; assess the potential 

future task and knowledge/skill requirements and derive training and education 

implications of the current and future task-knowledge requirements for each key 

occupation. 

The data on which the occupational analyses are based were developed 

through different stages of refinement following a Functional Job Analysis 

Model. Briefly, once task lists were developed and described in behavioral 

terms for each key occupation and required knowledges and skills were identified, 

they were reviewed for adequacy by juvenile corrections specialists. These 

were incorporated into Task and Knowledge Checklists corresponding to each key 

occupation for use in the field to collect incumbents' responses about which 

tasks they performed, the relative amount of time spent on the various tasks, 

the level of expertise in specific skills and knowledges needed to perform the 

tasks where they learned to perform the tasks, and how the tasks could best be 

learned. This basic task and knowledge requirements information, after review 
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by juvenile corrections experts and staff occupational specialists, provided 

the data for each of the following occupational analyses. The specific occu-

pationa1 analysis procedures are discussed in more detail in the methodology 

of the Appendix. 
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1. Juvenile COIIUnunity-'Based Counselor / Caseworker 

The data for this occupational analysis were collected from 26 counselor/ 

caseworkers working in juvenile conununity-based facilities in nine states. 

Some jurisdictions make very clear distinctions between counselor and caseworker 

roles, but most do not. For purposes of this discussion they will be considered 

one category and will be referred to as counselors. The median age of the 

counse.lors was 26 years, their median education was a 4-year college degree, 

and their median corrections experience was 3 years. Half of the counselors 

were female, 73% were white, 15% black, and 12% were other ethnic groups. 

a. Task and Knowledge Requirements. As determined by Functional 

Job Analysis procedures, the job of community-based counselor comprises 17 tasks 

and 67 specific skills and knowledges needed to perform the tasks. Not all 

skills and knowledges are required for all tasks and different tasks entail 

various levels of expertise in the knowledges/skills. 

The relationship of the knowledges/skills to the tasks is shown in the 

Task-Knowledge matrix at the end of this analyses. The numerical values in 

the matrix cells, indicate the level of expertise needed in specific knowledges/ 

skills for ,~ounselors to perform specific tasks. The Task-Knowledge matrix 

provides an overall picture of the current task and knowledge requirements for 

counselors in community-based facilites. 

VIII - 492 



The 17 basic job tasks performed by counselors are: 

* I.D. Code Tasks 

1. Investigates and verifies by phone, correspondence, interview and 
observation, client's background and progress related to program 
expectations. 

2. Interviews client to identify and classify client's skills, abilities 
and interests. 

4. Establishes and maintains case record to evaluate client's progress 
and needs. 

5. Receives information about client's behavior and takes approf,iate 
actions. 

7; Negotiates, develops, and modifies individual treatment plan with 
the client and assists client in implementing plan. 

8. Evaluates home and family environment in order to develop treatment 
plan. 

9. Advises and counsels clients, individually or in groups, concerning 
employment, educati~n, community services, and management of personal 
affairs to establish realistic and socially acceptable behavior 
patterns. 

10. Advises and counsels client's family, substitute parents, about prob
lems in dealing with client. 

11. Prepares recommendations, reports and dispositional plans on clients 
for Court staff. 

12. Testifies at judicial and/or administrative proceedings, to client's 
progress. 

14. Establishes and develops contact with employers of clients and school 
personnel. 

15. Contacts and consults with community ag~ncies, individuals and com
mercial firms to establish resources for client ~reatment and 
assistance. 

16. Promotes and explains community-based programs and philosophies to 
improve public understanding and support of programs. 

17. Coordinates the involvement of community citizenry in program 
activities (e.g., tutors, big brothers). 

19. Coordinates information and plans concerning clients smong law en
forcement/criminal justice agencies, client's family, comma\nity 
agencies.' 

*The tlask numbers above correspond to the numbers that identify tasks on the 'i 

Task-Knowledge matrix. Some tasks have been deleted or combined during analysis 
to make them more relevant, which accounts for missing nUmbers in the above 
list of tasks. For this occupation, Tasks 1120 and 21 were added by pur, expert 
consultants as representing important dimensions of the job not covered in 
previous task lists. "II 
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20. Screens and evaluates diagnostic and other materials for pur
poses of determining intake. 

21. Coordinates provision of services to meet basic needs (medical, 
psychological, recreation). 

The most critical tasks performed by counselors are tasks #4, 7, and 9, 

on the basis of the percent of incumbents reporting they performed the tasks 

and the amount of time spent on them. These tasks represent core activities 

in that they all bear directly on the counselor-client relationship and de-

cisions based on this relationship. 

The 67 specific knowledges/skills in the Task-Knowledge matrix are sub-

sumed under six broad Knowledge Categories as shown below: 

Knowledge Category 

A. Knowledge of the judicial and correctional systems (8 knowledges/ 
skills) 

B.,Knowledge of case files and information gathering (8 knowledges/ 
skills) 

C. Knowledge of planning, managing and administering a counseling 
program (17 knowledges/skills) 

D. Knowledge of theories, principles and techniques of individual 
and group counseling (10 knowledges/skills) 

E. Knowledge of human personality, dynamics, handicaps, communication 
and specialized terminology (14 knowledges/skills) 

F. Ability to organize data, ,interact with clients, and coordinate 
efforts (10 knowledges/skills). 

b. Training and Education Implications. Two significant training 

issues are whether counselors have received appropriate training and whether 

training received was in the optimal, most efficient setting. Three occupa-

tional analysis sources provide data for assessing the implications of these 

training and education issues: (1) the Task-Knowledge matrix, (2) Task 
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Checklist summaries indicating where incumbents reported they learned to per-

form tasks (i.e., in academic, formal training, or OJT settings) and whether 

their training was too little, about right or too much, and (3) summaries of 

an equivalent set of incumbents about where tasks could best be learned. This 

info~~tion is summarized in Table VIII-V-2 on the next page. 

The left portion of Table VIII-V-2 defines juvenile community-based 

counselor training requirements. Required training content is suggested by 

the column averages because they indicate the percent of specific knowledges/ 

skills in each Knowledge Category needed at expert levels. The settings where 

the knowledges/skills can be most effectively learned, as determined by inde-

pendent ratings of five staff occupational specialists, are noted above the 

letters identifying the Knowledge Categories (i.e., A, B, ••• F). 

Table VIII-V-2 data quite clearly suggest that on the basis of percent of 

specific knowledges/skills needed at a high level of expertise, KnowledgeCate-

god.es F (ability to organize coordinate efforts), B (knowledge of case 

files ••• ), and E (knowledge of human personality ••• ) are criti.cal knowledge 

areas. for community-based counselors • It is reasonable to imply from this 

information that, given the importance of the constituent knowledges/skills 

for the job, training in these Knowledge Categories is a critical requirement. 

(1) Amount of training. As shown in Table VIII-V-2, the 

incumbent 6ounselors reported they did not have sufficient training for' tasks 

112, 8, and 11. Task 2 entails identifyirtg and classifying client's skills, 

abilities and interests. This suggests apparent deficiencies in unders.tand~ 

ing and asse~ng human personality, aptitudes, interests, and motivations 

(Knowledge Categories E and C) and in how to organi;?:e: 'data and ~$sesstheit 

relevancy (Knowledge Category F). 
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Table VIII-V-2 

Occupational Summary Data for Juvenile Community-Based Counselor/Caseworker 

AC/ 
FT FT AC AC ~T/ 

FT OJT 
Knowledge Category 

Tasks A B C 

1 11. 75 40 

2 0 75 15 

4 0 100 45 

5 11 75 45 

7 11 50 60 

8 0 63 20 

9 44 63 55 

10 0 63 30 

11 67 100 30 

12 33 38 20 

14 11 38 40 

15 11 13 40 

16 11 0 10 

17 0 0 40 

19 44 50 65 

20 11 63 10 

21 0 13 35 

Average 
p'ercent 16% 52% 35% 
-<---

AC = Academic 
FT = Formal Training 
OJT = On-the-Job Training 

D E F I 
20 57 80 

20 57 80 

10 57 50 

30 71 60 

50 64 60 

30 7.1 80 

50 71 90 

20 57 60 

20 50 50 

10 21 40 

10 57 30 

10 21 20 

0 21 30 

0 21 40 

50 50 60 

10 64 50 

10 29 20 

21% 49% 53% 

- = too little 
OK = about right 
+ = too much 

One best way Where actually 
to learn learned 

AC FT OJT AC FT OJT 

- - - V 

21 46 29 t/ 

6 6 82 c/ 

./ - - -

17 21 49 v 

- - - ./ 

• /' 14 35 39 

./ - - -

42 21 33 ./ 

14 57 29 ,/ 

30 0 60 ./ 

./ - - -

- - - v 

20 47 13 ./ 

- - - V 

- - - - - -
. - - - - - -
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Task 8 involves evaluating home and family environment for purposes of de-

ve10ping client treatment plans. This suggests possible deficiencies in how to 

conduct investigations to collect relevant case file information (Knowledge 

Category B) and how to organize and assess the information (Category F). 

Task 11, since it involves preparing recommendations and dispositional 

plans on clients, again suggests possible deficiencies in how to collect and 

assess appropriate information (Knowledge Categories B and F). 

(2) Training settingso The incumbent counselors, without ex-

ception, reported learning their tasks by OJT. Formal training and academic 

settings, however, were viewed as heing important for learning some tasks. 

The most significant discrepancy between actual and optimal settings appears 

for learning ~asks #2, 11, 12, and 17. These tasks generally require high ex-

pertise in Knowledge Category Band/or F skills and know1edges suggesting the 

following implications. 

For Category B, knowledge of case files and information gathering 
can be learned more effectively in formal training than by OJT. 
Skills in investigative techniques, identifying significant cate
gories of client information, and preparing case histories are all 
suited for systematic presentation in formal training. 

For Category F, ability to organize data, interact with clients, 
and coordinate efforts can be learned efficiently in formal train
ing as well as OJT. Some skills such as giving oral presentations, 
interview techniques, methods for interacting with clients and 
their families, and how to coordinate individual efforts with others 
can be learned quite effectively in formal training. On-the-job 
training to apply these various skills and techniques with actual 
clients in normal working conditions is necessary for refining 
skills to the point the counselor is effective and confident using 
them. 

b. Future Knowledge and Task Requirements. Counselors in juven-

i1e community-based facilities typically are college graduates, most often 

trained in counseling or a related social science field. For the most part, 

they tend to be knowledgeable about current counseling theory and prevailing 
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techniques and practices. A general lack cited frequently by incumbent 

counselors and juvenile corrections executives is that counselors are ill-

prepared to deal with yo~th with serious adjustment and behavioral problems 

stemming from disruptive homes and backgrounds. Survey visits to various 

training academies and training departments moreover reveal that planned 

training for counselors is inconsistent or non-existent. During the next five, 

years, counselors will clearly need more effective skills for dealing with. 

youth in correctional settings. 

The importance of counselors being able to relate to youth may even be 

more important than having an intellectual repertoire of counseling theories 

and approaches. One state has deliberately de-emphasized the significance of 

formal training for staff who work with youth in community-based facilities. 

Skills to react warmly to youth and the commitment to helping youth are con-

sidered in this state to be more important, suggesting that counselors ought 

to be prepared in interactive, as well as in intellective knowledges in the 

future. 

Community-based programs will continue to increase--both in number of 

facilities and population served. Counselors particularly will require more 

and better skills to develop community resources and translate them into overall 

programs for youths. Training in this area currently is sporadic with little 

differentiation being made between the training received by ~ounselors in the 

institutions vs. community-based facilities. 

E:xpected placement of increased numbers of youth in commun~(~y-baSed pro

grams suggests that counselors increaSingly will be rquired to work with. a 

wider range of social and emotional disorders. Added specialbation will be 

required to tailor counselors skills and abilities to the specific needs arid 

problems of clients. 
-= 
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1. Investigates and verifies by phone, correspondence, 
interview and observation, client's background and 
progress related to program expectations. 

Z. Interviews client to identify and classify client's 
skills, abilities and interests. 

4. Establishes and maintains case record to evaluate 
client's progress and needs. 

5. Receives information about client's behavior 
and takes appropriate actions. 

7. Negotiates, develops, and modifies individual 
treatment plan with the client and assists client 
in implementing plan. 

8. Evaluates home and family environment in order to 
develop treatment plan. 

9. Advises and counsels clients, individually or in 
groups, concerning employment, education, community 
services, and management of personal affairs to 
establish realistic and socially acceptable be-
havior patterns. 

10. Advises and counsels client's family, substitute 
parents, about problems in dealing with client. 

11. Prepares recommendations, reports and disposi-
tional plans on clients for Court staff. 

lZ. Testifies at judicial and/or administrative pro-
ceedings, to client's progress. 

14. Establishes and develops contact with employers of 
clients and school personnel. 

15. Contacts and consults with community agencies, in-
dividuals and commercial firms to establish re-
sources for client treatment and assistance. 

16. Promotes and explains community-based programs and 
philosophies to improve public understanding and 
support of programs. 

17. Coordinates the involvement of community citizenry 
in program activitiei (e.g., tutors, big brothers). 

19. Coordinates informati~n and plans concerning cli-
ents among 1m" enforcement/criminal justice agen-
,cies, client's family, communi~agencies. 

Izo. Screen and evaluate diagnostic and other materials 
for purposes of determining intake. 

IZ1. Coordinates provision of services to m2et basic 
needs (medical, psycholcgical,.}'ecreatlon). 
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TASK-KNOWLEDGE MATRIX 

Juvenile Community-based Counselor 
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Knowledges 

C. Knowledge of planning, managing and administering 
a counseling program 

l.role of home, school, work, agency in youth's 
adj us tmen t 
2.use of volunteers and community resources 
3.coordinating client and employer interests 
4.development and assessment of individual 
treatment plans 
s.capabilities and limitations of local social 
service agencies 
6.evaluation of client progress and adjustment 

7.principles, purposes and benefits of training 
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8. community resource development 1 1 Z j Z 1 11 IT fl -3~ 3 3 3 1 

9.reports and correspondence' writing 2.5 2 3.5 2 2 1 1.5 1 3.5 1 2 2 1 1 3 5 1 2 
lO.supervision and management techniques 1 2.9 2.9 1 1 1 3 2.5 3 
ll.systems for maintaining forms, records and files 2 2 3.5 2 2.5 1 1 2.5 2 2 2 ,.~ ~ , 1 
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i4:identification of individual client needs, 
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ls.institution's administrative vrocedures 1.5 1 1 1 1.5 1 1 1 1 1 1 
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1- Investigates and verifies by phone, correspondence, 

interview and observation, client's background and 
VI 

progress related to program expectations. 

.... N N .... V> 2. Interviews client to identify and classify client's 
VI skills. abilities and interests. 

N N N N .... 4. Establishes and maintains case record to evaluate 
VI VI client's progress and needs. 

, 

N· NN N N IN 5. Receives information about client's behavior 
VI VI VI and takes appropriate actions. 

N I.o>N .... N W 7. Negotiates, develops, and modifies individual 
VI V. V. treatment plan with the client and assists client 

in implementing plan. 
W W .... N N 8. Evaluates home and family environment in order to 
VI develop treatment plan. 

9. Advises and counsels clients, individually or in 
W ww N W groups, concerning employment, education, community . . 

\0 \0 services, and management of personal affairs to 
establish realistic and socially acceptable be-
havior patterns. 

N WN N N 10. Advises and counsels client's family, substitute 
VI VI parents, about problems in dealing with client. 

;i' 
en 
~ 

W N .... .... .... N 11. Prepares recommendations, reports and disposi-
VI tional plans on clients for Court staff. 

N ..... 'N N .... 12. Testifies at judicial and/or administrative pro-
VI VI ceedings, to client's progress. 

!" N .... N .... .... 14. Establishes and develops contact with employers of 
VI VI clients and school personnel. 

N NN .... .... .... 15. Contacts and consults with community agencies, in-
VI VI dividuals and commercial firms to establish re-

sources for client treatment and assistance •. 

.... N .... .... .... .... 16. Promotes and explains community-based programs and 
VI VI philosophies to improve public understanding and 

support of programs. 

!" NN .... N N 17 • Coordinates the involvement of community citizenry 
VI VI VI VI VI in program activities (e. g., tutors, big brothers). 

I.» I.» I.» N .... 19. Coordinates information and plans concerning cli-
ents aDong law enforcement/criminal justice'agen-
cies, client's family, community agencies. 

.... N I.» N .... 20 • Screen and evaluate diagnostic and other materials 
VI for purposes of determining intake. 

N 

I~ ~I"" .... l!" 21. Coordinates proviSion of services to meet basic 
VI 

IVI needs (medical, psychological, recreation). 
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1. Investigates and verifies by phone, correspondence, 
interview and observation, client's background and 
progrc!ls related to program expectations. 

2. Interviews client to identify and classify client's 
skills, abilities and interests. 

4. Establishes and maintains case record to evaluate 
client's progress and needs. 

, 

5. Receives information about client's behavior 
and takes appropriate actions. 

7. Negotiates, develops, and modifies individual 
treatment plan ,.ith the client and assists client 
in implementing plan. 

8. Evaluates home and family environment in order to 
develop treatment plan. 

9. Advises and counsels clients, individually or in 
groups, concerning empioyment, education, community 
services, and management of p=rson~l affairs to 
establish realistic and socially acceptable be-
havior patterns. 

10. Advises and counsels client's family, substitute 
parents, about problems in dealing with client. 

11. Prepares recommendations, reports and disposi-
tional plans on clients for Court staff • 

12. Testifies at judicial and/or administrative pro-
ceedings, to client's progress. 

14. Establishes and develops contact with employers of 
clients and school personnel. :// 

15. Contacts and consults with cocnunity agencies, in- , 
dividua1s and commercial fires to establish re-
sources for client treatment and assistance., 

16. Promotes and explains comcunity-based programs and 
philosophies to improve public understanding and 
support of programs. 

17. Coordinates the involvement of community citizenry 
in program activities (e.g., tutors, big brothers). 

19. Coordinates information and plans concerning cli-
ents among law enforcement/cri:::inal justice'agen-
cies. client's family, commu~ity agencies. 

20. Screen and evaluate diagnostic and other materials 
for purposes of determining intake. 

21. Coordinates provision of services to meet basic 
I 

needs (medical. psychological. recreation). 
-------------- --- ---
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2. Juvenile Institution Counselor/Caseworker 

The major portion of the occupational analysis data was collected on Task 

Checklists from 24 counselor/caseworkers working in juvenile institutions in 

nine states. While some jurisdictions made distinctions between caseworker 

and counselor roles, most did not. Consequently, for purposes here they are 

considered as one category and will be referred to as counselors. The median 

age of these counselors was 28 years, 67 percent of whom were male. Seventy-

five percent were white, 21 percent black, and 4 percent were other ethnic. 

The median level of formal education attained by these counselors was college 

graduate plus some graduate course work and they had 2.8 years median experi-

ence in corrections. 

a. Task and Knowledge Requirements. The job of institution coun-

selor as it is now constituted can be described in terms of 14 tasks and 74 

specific knowledges and skills required to perform these tasks. Not all 

knowledges or skills are needed to perform all tasks and different tasks require 

different levels of knowledge/skill expertise. 

The relationship between specific knowledges/skills and specific tasks is 

summarized in the Task-Knowledge matrix at the end of this analysis. The cell 

entries of the matrix suggest the level of proficiency needed to effectively 

perform the tasks. 

As presented in the matrix, the 14 essential tasks performed by counselors 

working in juvenile training schools and detention centers are: 

., 
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LD. Code* 

2. 

3. 

4. 

6. 

7. 

9. 

Task 

Interviews youths and administers tests to identify and classify 
client's skills, abilities and interests. 

Establishes periodic verbal or personal contact schedule with 

\. 

youth and interviews youth on conformance to conditions of residency. 

Establishes and posts case file and evaluates information to de
termine youth's progress and needs. 

Recommends modification of correctional program in view of youth's 
needs and progress. 

Assists in developing individual treat1!le!lt program for corrections 
client and assists in implementing probc~~~Un • 

Advises and counsels clients, individually or in groups, concern
ing management of personal affairs to establish realistic and 
socially acceptable behavior problems., 

11. Prepares recommendations, reports and dispositional plans on clients 
for Parole Board. 

12. Testifies at judicial proceedings, Parole Boards or committees as 
expert witness to evaluate client progress, and assist in decision 
making. 

14. Helps establish and develop contact with potential employers of 
youth. 

15. Contacts and consults with community agencies, individuals and com
mercial firms to evaluate and establish resources for youth's 
treatment and assistance. 

16. Promotes and explains correctional programs to improve public under
standing and support of programs. 

17. Coordinates use of citizen volunteers in correctional activities. 

18. Attends meetings, hearings and legal proceedings to gather and 
exchange information. 

20. Responsible for establishing a position relationship with youth and 
functions as an advocate for youth., 

The most critical tasks in terms of both the percent of institutional 

counselors reporting that they perform them and the relative amount of time 

*Task numbers correspond to the numbers that identify tasks on the Task-Knowledge 
matrix. During field work and analysis activities, some tasks from original 
lists have been deleted or combined, which accounts for missing numbers above. 
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typically devoted to them are #3, 4, 6, 7, 9, 11, and 20. These tasks repre-

sent direct interaction with institutional residents and involve activities 

relating specifically to counseling programs, obvious reasons for being rated 

critical by incumbent counselors. In contrast, tasks. 112, 16, and 17 are less 

typically performed and less critical for a counselor, largely because they 

are either a function of special job assignments or are performed on a volunteer 

basis. 

The 74 specific different know1edges and skills presented in the Task-

Knowledge matrix are classified under six broad Knowledge Categories. The 

categories and the number of specific know1edges/ski11s subsumed under each 

are: 

Knowledge Category 

A. Knowledge of judicial and correctional systems (10 knowledge/skills) 

B. Knowledge of case files and information gathering (8 knowledge/skills) 

C. Knowledge of planning, managing and administering a counseling pro
gram (20 knowledge/skills) 

D. Knowledge of theories, principles and techniques of individual and 
group counseling (10 knowledge/skills) 

E. Knowledge of human personality, dynamics, handicaps, communication 
and specialized terminology (16 knowledge/skills) 

F. Ability to organize data, interact with residents and coordinate 
efforts (10 knowledge/skills) 

b. Training and Education Implications. While the Task-Knowledge 

matrix describes current job requirements, it does not indicate whether incum-

bent institutional ~ounse10rs have received the appropriate training or educa-

tion or whether their training and/or education was received in the optimal 

learning setti~g. Part of the occupational analysis effort generated data 

relative to these issues. 
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Three occppationa1 analysis sources. provide data for assessing train:i.ng 

and education (T&E) implications, (1) the Task-Knowledge matrix, (2) Task 

Checklist summaries which indicate incumbent responses about where they learned 

how to do specific tasks (i.e., in academic, formal training, or OJT settings) 

and whether the training received was too little, about right, or too much, 

and (3) summaries from an equivalent set of incumbents as to where the tasks 

could best be learned. 

Table VIII-V-3 on the next page summarizes the essential information from 

these three sources for assessing T&E implications. The left portion indica-

tes the percent of specific skills in each Knowledge Category (i.e., A, B, ••• 

F) that is required at a high level of proficiency to perform each relevant 

task. The middle portion shows the percent of incumbents who indicated where 

the task can best be learned. The right portion indicates where the majority 

of incumbents actually learned to perform the task and whether the amount of 

training was sufficient. 

c. Job Training/Education Requirements. The left portion of Table 

VIII-V-3 describes the training/education requirements for counselors, both 

in terms of general content and where training could best be administered. 

The column averages relate to content in that they indicate the percent of 

specific know1edges and skills of each ~now1edge Category that must be acquired 

at a high level for a counse"lor to perform effectively. The column averages 

in addition suggest the relative critical significance of the various Knowledge 

Categories. Above each Knowledge Category letter is indicated whare the spe-

cific know1edges/ski11s can be learned as determined by independent ratings of 

five occupational specialists. For example, the know1edges/ski11s of Category 

R can best be learned in formal training settings, Category D in academic 
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*20 

Average 
Percent 

Table VIII-V-3 
Occupational Summary Data for Ju~eni1e Institution Counselor/Caseworker 

AC/ 
FI' FI' AC AC FI'/ One best way Where actually 

Fr OJT to learn 

Knowledge Category 

A B C D E F lAC 

50 100 45 60 31 50 21 

40 - 10 20 6 20 

40 88 45 10 6 30 6 

40 88 45 20 19 70 6 

30 0 10 0 6 30 17 

50 88 60 70 75 70 14 

30 75 35 10 19 40 42 

40 88 35 0 63 20 14 

20 50 30 0 13 20 30 

20 88 50 0 81 60 

80 0 0 0 6 0 

30 0 10 10 13 20 20 

30 75 35 0 13 60 22 

40 100 25 10 75 70 

39% 53% 31% 22% 30% 40% 

*added by experts, no field data available 
AC = Academic 
FI' = Formal Training 

OJT = On-the-job training 
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settings, Category A in some combination of foram1 and academic training and 

so forth. By implication, optimal preparation and training of institution 

.counse1ors should comprise academic, formal, and on-the-job training, depending 

upon the specific knowledge and skill being learned. 

The data in Table VIII-V- 3 suggest that the most critical knowledge area 

is Knowledge Category B (knowledge of case files and information gathering), 

since 53% of its specific knowledge/skills need to be known at a high level of 

expertise. This too suggests a critical training requirement for counselors. 

Likewise, Knowledge Categories F (ability to organize data, interact with 

residents ••• ) and A (knowledge of judicial and correctional systems) would 

appear to represent important areas for training. 

(1) Amount of training. Table VIII-V- 3 shows that, overall, 

incumbents feel that they have received about the right amount of training 

for performing tasks. Only with respect to task 112 did they feel they were 

not sufficiently trained. Since Knowledge Category,B is the most critical area 

for performing this task (100% of the specific knowledge/skills are needed at 

high proficiency),the data suggest that additional training for counselors may 

be needed in such areas as investigative techniques, preparation of case 

histories, and significant information to collect on residents. Following the 

same criteria, additional or more pertinent training in Knowledge Category D 

may also be in order, to include crisis intervention, sources of community 

assistance, individual and group counseling procedures, and methods of observ

ing and assessing resident progress. 

(2) Training settings. Ta~le VIII-V-3 clearly indicates that 

incumbent counselors have learned how to perform their specific tasks primarily 

by on-the-job training. However, in terms of where incumbents think the tasks 

VIII - 508 



could best be learned, academic or formal settings 'are important. It would 

appear that there may be discrepancies between actual and optimal training 

for institution Clounselors. 

On the basis of the occupational data and our considered jud.gment, the 

most critical discrepancies seem to be about how and where tasks #9, 11, and 

12 are learned. These tasks are seen by incumbents as best learned in.formil 

or academic training. Since these tasks generally involve expert levels of 

knowledges in Categories B, C, and E, the following training implications are 

suggested: 

For Category B, knowledges and skills relating to case files 
management and related information gathering can better be 
taught in formal training rather than by OJT. This would 
include training on how to gather and record information per
taining to family history, behavior patterns, past criminal 
history and how to prepare case histories. 

For Category C, specific knowledges relating to planning, manag
ing, and administering counseling programs could best be learned 
in formal training rather than OJT. This training would include, 
for example, how to construct client histories, conduct evaluations 
of client progress and adjustment, identify and develop community 
resources, and how the institution works and treatment opportuni
ties available. 

For Category E, specific knowledges relating to personality de
velopment, physical, emotional, and mental handicaps, group dynamics, 
ethnic customs and mores, and abnormal behavior are best taught and 
learned in academic settings and college-type courses rather than by 
OJT. 

d. Future Task and Knowledge Requirements. The indicators gene ... 

rated during the National Manpower Survey by occupational analysis procedures, 

interviews with juvenile corrections executives, various department directors 

and training staffs, and expert inputs all suggest that there will be no revolu-

tionary changes in either task or knowledge requirements for institution counsel-

ors during the next five years. The changes in future requirements will tend 
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to be evolutionary in nature, reflecting continuation of present trends and 

renewed emphasis on existing issues. 

It would seem likely that counselors in juvenile institutions will devote 

increasing amounts of time and efforts on professional counseling activities, 

either in one-to-one, small, or large group settings. Some related but per

ipheral activities (e.g., posting case files, testing) will be the responsi

bi1ity,oI other, less professionally qualified staff members or incumbents 

in specialized assignments. 

Although research findings have consistently failed to demonstrate 

positive impact of counseling interventions, continued attention will be directed 

toward identifying and applying techniques that will make a positive difference. 

In addition, the fact that institutions will increasingly serve more difficult 

re3idents raises the need for more formal, corrections-oriented counseling 

techniques, procedures, and know1edges. Evidence from juvenile corrections 

executives and training specialists suggests that increased and more sophisti

cated training in crisis intervention, family therapy, human behavior and per

sonality, effects of institutionalization, human relations, and so forth will be 

apparent during the next five years. 

Understanding of the laws governing juvenile institutionalization and 

"due 'process" will continue to grow in significance in the future. Counselors 

in general will spend more of their time and effort to testify at judicial 

proceedings because of the ever increasing number of court actions involving 

residents in juvenile institutions. 

Counselors will need to understand better the potential of volunteer 

groups/individuals and various human services agencies and organizations for 
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supplementing and extending their services. Planning, rationalizing, and 

organizing these resources to develop more effective helping programs and 

alternatives will become a more important requirement and more prevalent. 
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2. Interviews youths and administers tests to 
identify and classify client's skills, 
.abilities and interests 

3. Est~blishes periodic verbal or personal 
contact schedule with youth/interviEws youth 
on conformance to conditions of residency 

4. Establishes and posts case file and evalu-
ates information to determine progress and 
needs 

6. Recommends modification of correctional 
program in view of youth's needs and 
progress 

7. Assists in developing individual treatment 
program for corrections client and assists 
in implementing progra~ • 

9. Advises and counsels clients, individually 
or in groups,' concerning management of 
personal affairs to establish realistic and 
socially acceptable behavior patterns 

11. Prepares recommendations, reports and 
dispositional plans on clients for Parole 
Board. 

12. Testifies at judicial proceedings, parole 
boards or committees as exper,t witness to 
evaluate client progress, and assist in 
decision making 

14. Helps establish and develop contact with 
potential employers of youth 

15. Contacts/consults with community agencies. 
individuals and commercial firms to evalu-
ate and establish resources for youth 
treatment and assistance 

16. Promotes and explains correctional programs 
ta improve public understanding and support 
of programs -. 

17. Coordi~ates use of citizen volunteers in 
correctional activities 

18. Attends meetings. hearings and legal pro-
ceedings to gather and exchange information .. -.... __ . 

20. Responsible for establishing a positive 
relationship with youth and functions as 
an advocate for youth 
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2. Interviews youths and administers tests to 
identify and classify client's skills, 
abilities and interests 

3. Establishes periodic verbal or personal 
contact schedu1~ with youth/interviews youth 
on conformance to conditions of residency 

4. Establishes and posts case file and eva1u-
ates information to determine progress and 
needs 

6. Recommends modification of correctional 
progr~m in view of youth's needs and 
progress 

7. Assists in developing individual treatment 
program for corrections client and assists 
in implementing program 

9. Advises and counsels clients, individually 
or in groups, concerning management of 
personal affairs to establish realistic and 
socially acceptable behavior patterns 

11. Prepares recommendations, reports and 
dispositional plans on clients for Parole 
Board 

12. Testifies at judicial proceedings, parole 
boards or committees as expert witness to 
evaluate client progress, and assist in 
decision making 

14. Helps establish and develop contact with 
potential employers of youth 

15. Contacts/consults with community agencies, 
individuals and commercial firms to eva1u-
ate and establish resources for youth 
treatment and assistance 

16. Promotes and explains correctional programs 
to improve public understanding and support 
of programs 

17. Coordinates use of citizen volunteers in 
correctional activities 

18. Attends meetings, hearings and legal pro- . 
ceedings to gather and exchange information 

20. Responsible for establishing a positive 
relationship with youth and functions as 
an advocate for youth 
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2. Interviews youths and administers tests to 
identify and classify client's skills, 
abilities and interests 

3. Establishes periodic verbal or personal 
--::;:.:: 

contact schedule with youth/interviews youth 
on conformance to conditions of residency 

4. Establishes and posts case file and evalu-
ates information to determine progress and 
needs 

6. Recommends modification of correctional 
program in view of youth's needs and 
progress 

7. Assists in developing individual treatment 
program for corrections client and assists 
in implementing program 

9. Advises and counsels clients, individually 
or in groups, concerning management of 
personal affairs to establish realistic and 
socially acceptable behavior patterns 

11. Prepares recommendations, reports and 
dispositional plans on clients for Parole 
Board 

12: Testifies at judicial proceedings, parole 
boards or committees as expert witness to 
evaluate client progress, and assist in 
decision making 

14. Helps establish and develop contact with 
potential employers of youth 

IS. Contacts/consults with community agencies, 
individuals and commercial firms to evalu-
ate and establish resources for youth 
treatment and assistance 

16. Promotes and explains correctional programs 
to improve public understanding and support 
of programs 

17. Coordinates use of citizen volunteers in . correctional activities 

18. Attends meetings, bearings and legal pro-
ceedings to gather and exchange information 

20. Responsible for establishing a positive 
relationship with youth and functions as 
an advocate for youth 
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2. Interviews youths and administers tests to 
identify and classify client's skills. 
abilities and interests 

3. Establishes periodic verbal or personal 
contact schedule with youth/interviews youth 
on conformance to conditions of residency 

4. Establishes and posts case file and evalu-
ates information to determine progress and 
needs 

6. Recommends modification of correctional 
program in view of youth's needs and 
progress 

7. Assists in developing individual treatment 
program for corrections client and assists 
in implementing program 

9. Ad~ises and counsels clients, individually 
or in groups .. concerning management of 
personal affairs to establish realistic and 
socially acceptable behavior patterns 

11. Prepares recommendations, reports and 
dispositional plans on clients for Parole 
Board. 

12. Testifies at judicial proceedings, parole 
boards or committees as expert witness to 
evaluate client progress, and assist in 
decision making 

14'. Helps establish and develop contact with 
potential employers of youth 

15. Contacts/consults with community agencies, 
individuals and commercial firms to eva1u-
ate and establish resources for youth 
treatment and assistance 

16. Promotes and explains correctional programs 
to improve public understanding and support 
of programs 

17. Coordinates use of citizen volunteers in 
correctional activities 

18. Attends meetings, hearings and legal pro-
ceedings to gather and exchange information .-- ".---~ ... ----~-.-----

20. Responsible for establishing a positive 
relationship with youth and fun~tions as 
an advo~ate for youth 
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2. Interviews youths and administers tests to 
identify and classify client's skills, 
abilities and interests 

3. Es~~blishes periodic verbal or personal 
contact schedule with youth/interviews youth 
on conformance to conditions of residency 

4. Establishes and posts case file and evalu-
ates information to determine progress and 
needs 

6. Recommends modification of correctional 
program in view of youth's needs and 
progress 

7. Assists in developing individual treatment 
program for corrections client and assists 
in implementing program 

9. Advises and counsels clients, individually 
or in groups, concerning management of 
personal affairs to establish realistic and 
socially acceptable behavior patterns 

11. Prepares recommendations, reports and 
dispositional plans on clients for Parole 
Board 

12. Testifies at judicial proceedings, parole 
boards or committees as expert witness to 
evaluate client progress, and assist in 
decision makine: 

14. Helps establish and develop contact with 
potential employers of youth 

15. Contacts/consults with community agencies, 
individuals and commercial firms to evalu-
ate and establish resources for youth 
treatment and assistance 

16. Promotes and explains correctional programs 
to improve public understanding and support 
of programs 

17. Coordinates use of citizen volunteers in 
correctional activities 

18. Attends meetings, hearings and legal pro-
ceedings to gather and exchange information 

20. Responsible for establishing a positive 
relationship with youth and functions as 
an advocate for youth 
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2 • Interviews youths and administers tests to 
identify and classify client's skills. 
abilities and interests 

3. Establishes periodic verbal or personal 
contact schedule with youth/interviews youth 
on conformance to conditions of residency 

4. Establishes and posts case file and evalu-
ates information to determine progress and 
needs 

6. Recommends modification of correctional 
progr~m in view of youth's needs and 
progress 

7. Assists in developing individual treatment 
program for corrections client and assists 
in implementing program 

9. Advises and counsels clients, individually 
or in groups, concerning management of 
personal affairs to establish realistic and 
socially ,acceptable behavior patterns 

11. Prepares recommendations, reports and 
dispositional plans on clients for Parole 
Board 

12: Testifies at judicial proceedings, parole 
Doards or committees ,as expert witness to 
evaluate client progress, and assist in 
decision making 

14. Helps establish and develop contact with 
potential employers of youth 

15. Contacts/consults with community agencies • 
individuals and commercial firms to evalu-
ate'and establish resources for youth 
treatment and assistance 

16. Promotes and explains correctional programs 
to improve public understanding and support 
of programs 

17. Coordinates use of citizen volunteers in . correctional activities 

lS.Attends meetings, hearings and legal pro-
ceedings to gather and exchange information 

20. Responsible for establishing a positive 
relationship with youth and functions as 
an advocate for youth 
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3. Juvenile Institution Youth Service Worker (Houseparent) 

Most of the data on which this occupational analysis is based were ob-

tained from 53 Youth Service Workers (YSW) working in juvenile institutions 

in nine states. The YSWs had 4.8 median years of experience in corrections, 

their median educational level was between one to two years of college, and 

their median age was 31 years. About 71% were male, 28% female; of these, 65% 

were white, 29% black, and 6% were other ethnic groups. 

a. Task and Knowledge Requirements. The YSW job can be defined 

as consisting of 20 tasks and 63 skills and knowledges that are needed for 

performing the tasks. Not all the knowledges and skills are required for all 

tasks and different tasks entail different levels of expertise in the knowl-

edges/skills. 

The relationship of the specific knowledges/skills to specific tasks is 

shown in the Task-Knowledge matrix at the end of this analysis. The values 

entered in the matrix cells, which were determined by incumbent YSWs and juvenile 

corrections experts, indicate the level of expertise required in specific skills 

and knowledges for YSWs to perform specific tasks. As an entity, the Task-

Knowledge matrix presents an overall view of current task and knowledge require-

ments for YSWs. 

The 20 basic tasks perfol:med by YSWs are: 
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I.D. Code Task 

1. Accepts custody responsibility for adjudicated delinquent. 

2. Observes and controls movement of youth in order to prevent 
disruptions or incidents and account for location and 
activities. 

3. Monitors youth visitations in order to maintain security and 
safety of residents, visitors, and staff. 

4. Intervenes in conflicts among youth in order to prevent incidents 
which could trigger major disturbances. 

5. Supervises feeding of youth to assure that all youth are fed at 
designated times. 

6.' Searches youth living areas and other critical areas in order 
detect, collect, and preserve evidence of contraband material. 

7. Conducts investigations of interpersonal incidents in order to 
gather facts and evidence for future analysis. 

8. Screens incoming and outgoing youth mail and packages in order 
to efficiently process the mail and prevent transmittal of 
contraband. 

9. Assigns tasks to youths and supervises performance on assignments. 

10. Advises youth concerning personal, work, or adjustment problems 
in order to assist youth to resolve problems. 

11. Escorts and/or drives youth between correctional institution and 
points outside in order to ensure prompt and safe delivery. 

12. Talks/listens, discusses with youth and staff members, as a member 
of an Institutional Board in order to facilitate decisions con
cerning custody, discipline, treatment, and parole. 

13. Makes oral or written recommendations and reports in order to 
provide inputs to decisions which will respond to youths' needs. 

14. Responds to emergency situations in order to minimize adverse out
comes of events. 

15. Maintains perimeter surveillance (patrols, television) of a correc
tional facility to prevent escapes and introduction of contraband 
into the facility. 

16. Orients, answers questions from newly arrived youth in order to 
acquaint new residents with the conditions, rules, benefits, aids, 
etc., of the correctional environment. 

17. Schedules/assigns/monitors assignments of ~outh service workers 
under his supervision in order to assure that designated areas are 
properly covered for safety/security of youth and institution. 

18. Conducts formal and informal training for youth service workers 
in order to assist them to gain proficiency and to improve job 
performance. 
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19. Evaluates personnel and institution facilities in order to improve 
job performance, to increase safety and efficiency, and to make 
recommendations to superior. 

20. Conducts and attends meetings for key personnel to disseminate and 
receive information, encourage input to decision-making, and pro
vide overall guidelines and direction. 

Tasks #17 - 20 typically are performed by supervisors, but since some 

aspects of them are often performed by YSWs they will be retained for discussion 

here. In terms of the percent of incumbent YSWs who reported performing them 

and the amount of time spent doing them, the most critical tasks for this job 

are #2, 4, 6, and 14, all of which represent custodial and order-keeping 

activities. 

The 63 specific knowledges and skills listed in the Task-Knowledge matrix 

are classified under 10 broad Knowledge Categories as shown below. 

Knowledge Categ~JS[ 

A. Knowledge of the principles and procedures of correctional insti
tution operations (15 knowledges/skills). 

B. Knowledge of policies and procedures for youth transportation and 
movement (5 knowledges/skills). 

C. Knowledge of policies and procedures for handling emergencies 
(7 knowledges/skil1s). 

D. Knowledge of investigation and search procedures (7 knowledges/ 
skills). 

E. Knowledge of policies and procedures for youth intake into facility 
(6 knowledges/skills). 

F. Knowledge of supervision of corrections personnel and activities 
(10 knowledges/skills). 

G. Knowledge of work and treatment programs (4 knowledges/skills). 

H. Knowledge of staff/youth interaction procedures (6 knowledges/skills). 
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I. Knowledge of procedures for dealing with the public (1 knowledge I 
skill). 

J. Knowledge of general skills (2 knowledges/skills). 

b. Training and Education Implications. Two training areas of 

interest are whether the incumbent YSW has received appropriate training and 

whether training received was in the optimal setting. Three occupational 

analysis sources provide data for deriving implications regarding these T&E 

issues, (1) the Task-Knowledge matrix, (2) Task Checklist summaries indicating 

incumbents' responses on where they learned to perform tasks (i.e., in academic, 

formal training, or OJT settings) and whether training was too much, about 

right, or too little, and (3) summaries from an equivalent set of incumbents 

about where tasks could best be learned. This information is summarized in 

Table VIII-V- 4 on the next page. 

The left portion of Table VIII-V-4 describes YSW training/education re-

quirements, Required training content is suggested by the column averages, 

which show the percent of specific knowledges/skills in each Knowledge Category 

needed at a high level of expertise. Where the specific knowledges and skills 

can be learned most effectively, as determined by independent ratings of five 

staff occupational specialists, is shown above the letter identifying each 

Knowledge Category (i.e., A, B, ••• J). 
(. 

The most critical knowledge area suggested by Table VIII-V-4 data is 

Knowledge Category H (knowledge of staff/youth interaction procedures), since 
':1' 

41% of its specific knowledges/skills need to be known at a high level of ex-

pertise for performing the job. By the same criterion, Knowledge Categories A 

(knowledge of ••• institution operations), G (knowledge. of ••• programs), 

and I (knowledge of • • • the public) are also critical YSW knowledge are~s. 

VIII - 521 



<: 
H 
H 
H 

I 

VI 
N 
N 

i 

Tasks 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 ---
12 

13 

14 

IS 
16 

17 

18 

19 

20 

Average 
Percent 

Table VIII-V-4 
Occupational Summary Data for Juvenile Institution Youth Service Worker (Houseparent) 

1 ~~l TIl Acl Acl Fr Fr Fr Fr OJT 
Fr Fr 

Knowledge Category 
A B C D E 

17 40 38 0 25 

44 40 63 0 0 

44 40 63 0 0 

11 40 63 14 0 

13 0 13 0 0 

22 0 0 29 13 

22 0 0 14 0 

11 0 0 29 0 

33 0 0 0 13 

17 0 0 0 13 

22 60 13 0 0 

22 0 0 0 13 

28 0 0 0 13 

11 20 50 0 0 

33 40 25 0 0 

17 0 0 0 25 

44 0 25 0 13 

50 100 88 100 63 

67 100 38 100 63 

67 100 88 100 63 

30% 29% 28% 19% 17% 

AC = Academic 
Fr = Formal Training 

OJT = On~the-job training 

F 

30 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

30 

90 

90 

90 

17% 

G H I 

0 14 100 

0 14 0 

0 14 100 

17 43 0 

17 29 0 

17 29 0 

0 29 0 

0 0 0 

17 71 0 

17 57 0 

0 57 0 

33 l4 0 

33 57 0 

17 43 0 

0 29 100 

33 43 100 

17 14 0 

67 86 100 

67 86 109 

67 86 100 

34% 41% 35% 

- = too little 
OK = about right 
+ = too much 

TIl One best way Where actually 
OJT to learn learned 

"1 . 
J AC FT OJT AC FT OJTI 
0 7 27 53 ..",. ./ 

0 3 40 47 t/ 

0 0 50 40 ,/ 

0 0 50 50 vi' 

0 10 20 70 ./ 

0 0 36 61 .,/ 

0 12 47 29 vi 

0 0 25 56 V 

0 19 15 69 ,/ 

0 31 25 38 t/ 

66 7 36 57 ,/ 

0 33 22 22 V 

0 23 37 31 ./ 

0 0 80 10 ,/ 

33 0 0 0 v 

0 0 0 0 v' 

33 - - - ..; ./ 

33 29 21 50 v .,/ 

0 - - - ./ ./ 

33 - - - v' ./ 

10% 

Amount of 
training 

- OK + 
.,-

t/ 

t/ 

v 

vi' 

V' 

./ 

v 

t/ 

, .,/ 

./ 

./ 

v' 

V-

./ 

./ 

./ 

./ 

./ 
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That there is a requirement for adequate training in these Knowledge Categories 

is a direct implication of the above information. 

(I) Amount of training. Incumbent YSWs reported that, in ;general, 

they had received about the right amount of training. The two exceptions re-

ported (tasks #18 and 20) are both supervisory tasks which YSWs typically do 

not perform. It should be kept in mind that this does not necessarily mean YSWs 

received training under optimal conditions or that this training was effective. 

(2) Training settings. Youth service workers almost universally 

reported that they learned how to perform required tasks by on-the-job training. 

However, they also indicated formal training (and to a lesser extent, academic 

settings) as being more desirable for learning some ta.sks. The most pronounced 

discrepancy between actual and optimal settings is for learning tasks #7, 10, 

12, and 1~. Since these tasks, in turn, generally involve high expertise in 

Know1ed/ge Category A and/or H skills and know1edges, the fo11oiwng imp1ica-
{ 

tions for training are suggested: 

For Category H, knowledge of staff/youth interaction procedures can 
be learned more efficiently in formal training and, perhaps, academic 
settings rather than by OJT. Specifically, skills on how to handle 
disturbed youth, to determine effect of staff actions on youth be
havior, and to give complete instructions to youth can be learned 
effectively in formal training. Possibly, how to communicate in 
stress situations and understanding the important personal character
istics of humans could be taught efficiently either in academic or 
formal training settings. 

For Category A, knowledge of the principles and procedures of correc
tional institution operations would be learned more effectively in 
formal training than by only OJT. Formal training almost certainly 
would be more appropriate for learning about observation and sur
veillance techniques, search procedures, institution rules and regula
tions, youth rights, and the purposes of disciplinary and board hear
ings. 

VIII - 523 



c. Future Task and Knowledge Requirements. The current trend of 

diverting as many youth from juvenile institutions as possible and feasible, 

the increased use of halfway houses and community-based facilities, and the 

separation of status offenders from adjudicated delinquents, will result in 

smaller, but more difficult, institution populations. The YSW will continue 

to require, during the next five years, effective custodial skills represented 

in Knowledge Categories C, D, and H. 

The importance of youth rights and the frequency of actions involving due 

process will increase from present high levels as the courts become even more 

involved in juvenile corrections procedures. The YSW will need more and better 

knowledge of correctional institution principles and procedures (Knowledge 

Category A). 

While certain YSW responsibilities will be assumed increasingly by spe-

cialists (e.g., feeding youth, conducting investigations), the YSWwil1 par-

ticipate more and more in both disciplinary and treatment decisions. Institu-

tion staffs will be structured increasingly as teams composed of different 

specialists, necessitating as a consequence that the YSW be more knowledgeable 

about available programs and alternative treatment plans (Knowledge Category G), 

as well as how to communicate more effectively with youths and understand their 

personal motivating characteristics (Knowledge Category H). 
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1. Accepts custody responsibility for adjudicated delinquent. 

N 
loll "'" I~"'" 

\II 

Iw I I W IJ:- ~ I 3. Monitors youth visitations in order to maintain security 
VI and safety of residents, visitors, and staff. 
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4. Intervenes in conflicts among youth in order to prevent 
incidents whi~h could trigger major disturbances. 

5. Supervises feeding of youth to assure that all youth are 
fed at designated times. ~ 

6. Searches youth living areas and other critical areas in order 
to detect/collect/preserve evidence of contraband material. 

7. Conducts investigations of interpersonal incidents in 
order to gather facts and evidence for future analysis. 

8. Screens incoming and outgoing youth mail/packages in order 
to efficiently process mail and prevent transmittal of 
contraband. 

9. Assigns tasks to youths and supervises performance on 
assignments. 

10. Advises youth concerning personal, work, or adjustment 
problems in order to assist youth to resolve problems. 

tion and points outside in order to ensure prompt and ~ 
ll.Escorts and/or drives youth between correctional institu-I>-i 

safe delivery. ~ 
12. Talks/listens, discusses with youth and s·taff members, as a 

member of an Institutional Board in order to facilitate de
cisions concerning custody, discipline, treatment/parole. 

13. Makes oral or written recommendations and reports in order to 
provide inputs to decisions which will respond to youth I s 
needs. 

14. Responds to emergency situations in order to minimize 
adverse outcomes of events. 

15. Maintains perimeter surveillance (patrols, television) of 
a correctional facility to prevent escapes and intro
duction of contraband into the facility. 

16. Orients, answers questions ·from newly arrived youth in 
order to acquaint new residents with the conditions, rules, 
benefits, aids, etc., of the correctional environment. 

17. Schedules/assigns/monitors assignments of Youth Service 
Workers ~nder his supervision in order to assure that 
designated areas are properly covered for safety/ 
security of youth and institution. 

18. Conducts formal and informal training for Youth Service 
Workers in order to assist them to gain proficiency and 
to improve' job performance. 

19. Evaluate!; perso'nnel and institution facilities in order to 
improve job performance, to increase safety and 
efficiency. and to make recommendations to superior. 

20. Conducts and attends meetings for key personnel to dissemi
nate and receive information, encourage input to decision
making, and provide overall guidelines and di1."eccion. 

r:r~~ 
.".# .• 



, "".' 

......... a-!Ul ~!"""O"'" I-' 

.0 ~ciclir, ~le ~;",.o 
>1 .... lIIl-'rD.Ii>OlQ..rD 
.... Q..rts:"O, .... rDrDl1 
::IrD:rrDOI-'I1::1Ol 
n::lrDOlI1 <rtO 
.... rt >1 rt 1\1 1\1 .... ,:;! 

I-' :;!:r ~ Q.. ........ I-' 
"0 Ol .... rt :;! rt .... 11\1 

rD OQIII>1 on 
{/l III"'::'; -g :;! ~i ~ 
o .... 
[ 
(1) 
{/l ,.. .... 
'!ll ,.. 
g 

N 

:;! 1\1 .... I'n 0 ..... ; Q.. Q.. ::1:0;" ...... 0 
{/l OQ III :;! 1\1 

(1)(1) (JQrD w l1 
< II> (1) < rD 
II> 11 ..... n II> 
I-'n .... Q..O 
s::r ;:l(1)1-'0l 
1\1 Ol ;:l I-' rD 
rtOl "OnrDlI> 
.... :r (1)rDnl1 
::I 0 n rt n 

(JQ s: rt .... :r 
I-' .... OrD 

.... Q.. 0 :;! Ol 
::I ;:l w 
.... a- Ol 
o (1) a a 
11>111> ,.. Q.. 

grD 
~ 
o 
s: 
rt 

N 

Q.. 
o n 

m 
rt 
1\1 
rt .... g 

i 
~ 

t:I 

~ l~ ':"1'f"I~ ~ ~ o .... rDcn>1n 
~ :;!E!OlI .... rDs: 
I-' I roT (Dllt

l
< Ol (D (D (D11 ..... 00l 

Q..11(JQ01-'1-' 
OQI<(DI .... < .... (D(D:;! 1-' .... 0 

I
:;! n ......... :;! 11 

o rt '< , .... 1\1 (JQ 
........ 11 cr 1\1 

o "0 Ol ..... 'tl :;! 
.... ~ ~tl'"t ...... r1 " 

~ Irt ~ 1\1 ::'; g. h 
(D ~0l .... '<1-' ..... 

~ ::r~Q..0 m-g 
.... ~ 11 1\1 .... Ol rt 

~~gg,Ol~~ 
::(D~(D~~OQ 
o Ol s: a .... ::r rt 
;:l .... ·11(D .... 011 

;:l (D 11 s: 0 
1\1 < Ol (JQ rt C 

So::' ~ -g. ~ 
< n '< rD 

Ol .... '< Ol 
(D ;:l .... ' 
l!l (JQ 2 n 
n Ol s: 1\1 
:r 0 .... I-' 

a "0 ..... 
(D a ;:l 

~ I .... ' n 0 
(1) >1 
Q.. n 
~ (1) 
(D 
Ol 

..., 

(D rt 
:;! (D 
rt 11 

...,1...., 

~ 
:;! 
rt .... g 

..., 

C'l 

:r::o: 
Ql :;! 
::: 0 
Q..~ 
1-'1-' 
.... (D 
:;! Q.. 

(JQOQ 
CD' 

(D 
E! 0 
(D .... 
11 

OQ"O 
(D 0 
:;! I-' n ..... 
..... n 
(D .... 
Ol (D 

Ol 

1\1 
:;! 
Q.. 

"0 
11 o 
n 
(D 
Q.. 
s: 
11 
(D 
Ol 

.... 
o 
>1 

~ 
~ 
I-' 

~ 
OQ 
rD 
Ol 

9Z~ - IlIA 
2' 
< 
rD 
:;! 

::: 
(1) 

t;' 
(/l ,.. 
.... 
g 
rt 
I) 
;:l 

..: o 
s: 
rt 
:r 

CIl 
rD 
11 
< .... 
n 
rD 

~ 
~ 
>1 

.Ili.i.:..iJrI: -

~ 
CIl 

~ 

i 
Cl 
t'l 

~ 
~ 
>< 

1. Accepts custody responsibility for adjudicated delinquent. 
2. Observes and controls movem .. nt: 01 yuut:[l In oraer t:o prevent: 

...,..., ..., N"" ..., disruptions or incidents and account for location and 
I I l I I I 1 N ~ctivities. 
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N ...,...,...,..., ..., 3. Monitors youth visitations in order to maintain security 
:.... w and safety of resi~ents, visitors, and staff . 
..., ~..., ..., N ~ ..., 4. Intervenes i"'t conflicts among youth in order to prevent 

..., 
Ul 

l:'= 

Ul..., incidents which could trigger major disturbanc=e~s~. ________ ~ 
,..., 5. Supervises feeding of youth to assure that all youth are 

fed at designated times. 

6. Searches youth living areas and other critical areas in order i 
to detect/collect/preserve evidence of contraband material. ! 

7. Conducts investigations of interpersonal incidents in I 
I I I I order to gather facts and evidence for future analysis. : 

8. Screens incoming and outgoing youth mail/packages in order 
to efficiently process mail and prevent transmittal of 
contraband. 
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9. Assign~ tasks to youths and supervises performance on 
assigt!ments. 

10. Advises youth concerning personal, work, or adjustment 
problems in order to assist youth to resolve ·problems. 

11. Escorts and/or drives youth between correctional institu-; 
tion and points outside in order to ensure prompt and Ei 

12. 
safe delive ~ 
Talks/listens, discusses with youth and staff members. as a 
member of an Institutional Board in order to facilitate de
cisions concerning custody. discipline. treatment/parole. 

13. ~lakes oral or written recommendations and reports in order to 
provide inputs to decisions which will respond to youth IS 

needs. 
14. 

15. 

16. 

17 • 

18. 

Responds to emergenc'y situations in order to minimize 
adverse outcomes of events. 
~intains perimeter surveillance (patrols, televiSion) of 
a correctional facility to prevent escapes and intro
duction of contraband into the facility. 
Orients, answ~r.s .. ,questions from newly arrived youth in 
order to acqua:i.:afnew residents with the conditions, rules, I 

benefits ,aids. :·etc., of the correctional environment. ___ ~I 
Schedules/assigns/monitors assignments of Youth Service 
Workers under his supervision in order to assure that 
designated areas are properly covered for safety/ 
security of youth and institution. 
Conducts formal and informal training for Youth Service 
Workers in order to assist them to gain proficiency and 
to impr~ve~job performance. 

19. Evaluates personnel and institution facilities in order to 
improve job performance, to increase safety and 
efficiency, and to make recommendations to superior. 

20. Conducts and .attends meetings for key personnel to dissemi
nate and receive information, encourage input to decision-

L-~--~~~~~ __ ~ ____ ~~~I-1-J.-1--- ~~~ng. and provide overall guidelines and direction. 
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1. Accepts custody responsibility for adjudicated delinquent. ~1 
2. Observes and controls movement of youth inoi-der to prevent 

disruptions or incidents and account for location and 
activities. 

3. Monitors youth visitations in order to maintain security 
and safety of residents. visitors. and staff. 

4. Intervenes in conflicts among youth in order to prevent 
incidents which could trigger major disturbances. 

5. Supervises feeding of youth to assure that all youth are 
fed at designated times. 

6. Searches youth living areas and other critical areas in order I 
to detect/collect/preserve evidence of contraband material. : 

7. Conducts investigations of interpersonal incidents in t 

,) ~~''';' order to gather facts and evidence for future a~alysis. 
, 6'. Screens incoming ~nd outgoing youth mail/packages in order 

to efficiently process mail and prevent transmittal of 
contraband. 

I 9. Assigns tasks to youths and supervises performance on 
assignments. 

110. Advises youth concerning personal. work. or adjustment 
Eroblems in order to assist Iouth to resolve poroblems. 

11. Escorts and/or drives youth bet~.een correctional institu-' .., 
tion and points outside in order to ensure prompt and ~ 
safe delivery. rr 

112• Talks/listens. discusses with youth and staff members. as a 
member of an Institutional Board in order to facilitate de-
cisions concerning custody. discipline. treatment/parole. 

113• l-lakes oral or written recommendations and reports in order to 
provide inputs to decisions which will respond to youth's 
needs. 

14. Responds to emergency situations in order to minimize 
adverse outcomes of events. 

15. Maintains perimeter surveillance (patrols, television) of 
a correctional facility to prevent escapes and intro-
duction of contraband into the facility. 

116 • Orients, answers questions from newly arrived youth in 
order to acquaint new residents with the conditions. rules. 
benefits. aids. ~etc •• of the correctional environment. 

117 • Schedules/assigns/monitors assignments of Youth Service 
Workers under his supervision in order to assure that 
designated areas are properly covered for safety/ 
securityof youth and institution. 

18. Conducts formal and informal training for Youth Service 
Workers in order to assist them to gain proficiency and 
to improve job performance. 

, r l.mprove Job performance, to l.ncrease safety and 

, , r' I 5, /~f'f ,"" t I I~ ]20. Condu'.ts and ~ttend. s meet~ngs for key per.sonnel to d~s~emi-
VI nate and rece~ve informat~on, encourage l.nput to decl.sl.on-

~ __ ~~~ __ L-~~~~ __ ~ ______ ~~~~ __ L-L--L ________ ~ __ ~m~a~k~ingJ~~d-Erovide overall guidelines and direction. 

l~f.-1W1ITv. 119. ~valu.ate. s .. , personnel and insti~ution facilities in order to 

D efficiency, and to make recommendations to superior. 
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T'''1tr-- r-w--r- -r--~ --7. Acc~pts custO-d! resp-onribi~it!.!or adj~fu;~ed del~~. -! 
I , I 2. Observes and controls movement of youth in order to prevent 

N I!" "" disruptions or incidents and account for location and N N 

Ul activi~~~~~ _______________________________________________ ~ 

"'" I I I I!" "" ~ 3. Monitors youth visitations in order to maintain security 
Ul Ul and safety of r.esj.dents_, visitors, and staff. 

W 4. Intervenes in conflicts among youth in order to prevent 
incidents wh~~h could trigger major disturbances. 

~~----~-------+-4-~+-~--4----+~-~+-----~~5~.·~S~u=p=e==rv~i~s~e~s feeding of youth to assure that all youth are 

W liN I:-'/!" I "" 
Ul Ul 

NIWI IW W 
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fed at designated times. 

6. Searches )'outh living areas and other critical areas in order 
to detect/collect/preserve evidence of contraband material. 

:-' I IN Iwr--tt:,·--jI--r-jI,-I----j1--7-.--c-o-n-d-u-.c-t-s-'-~-·n--v-e~tigations of interpersonal incidents in 
Ul I I order to gather facts and evidence for future analysis. 

WI Iw W 

8. Screens incoming and outgoing youth mail/packages in order 
to efficiently process mail and prevent transmittal of 
contraband. II I IT~ IT I~ n I r I" 'ooigM ,"oks '0 you," .. nd oupmio~ perfo~noe = 

W w;:; "" !" "" o,NWIO. ;:~~!::e;~:~h concerning personal, work, or adjustment 
ru, Ul ' _Jlroblem~ in orde:r.to assist-'youth to resolve p-roblems. 

~I"'" f I I rr'r IWI!" IW 1111 rl. Escorts and(or drive~ yo~th betlV'een correctional institu-tiU' 
Ul tion and po~nts outs~de ~n order to ensure prompt and ,~ 

safe delivery. jtll 
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12. 

~4. Responds to emergency situations in order to minimize 
adverse outcomes of events. 

15. Maintains perimeter surveillance (patrols, television) of 
a correctional facility to prevent escapes and intro
duction of contraband into the facility. 

16. Orients, answers questions"from newly arrived youth in 
_order to acquaint new residents with the conditions, rules, 
benefits, aids, etc., of the correctional environment. 

17. Schedules/assigns/monitors assignments of Youth Service 
Workers under his supervision in order to assure that 
designated areas are properly covered for safety/ 
security of youth and institution. 

0, Workers in order to assist them to gain proficiency and 
WHf-CB. Conducts formal and informal training for Youth Service 

Iw II.> P Iw ~ 1?"-r~~-IIf:-:-,~-+.t:-'-,- --t9_i_mp"r_Q.v.!LJoUer~9rm~nce. 
Ul Ul Ul Ul 

19. Evaluates personnel and institution facilities in order to 
improve job performance, to increase safety and 
efficienc:y', __ and to make recommendations to superior. 

:-' t ~ r 120 • Conducts and rittends meetings for key personnel to dissemi-
Ul r ~ r nate and receive information, encourage input to decision-

I I-----L,-L I---LL_, ___ ~_~ak.ill~.!_<;':~~ provide overall guidelines and direction. 
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4. Juvenile Community-Based Correctional Administrator 

The occupational analysis of this key occupation is based on information 

obtained from 13 administrators of juvenile community-based facilities in nine 

states. The median level of education of these administrators was some graduate 

work beyond a 4-year college degree. They had a median of 4.5 years experience 

in corrections, and their median age was 30 years. Three-fourths of the ad-

ministrators were male; 50% were white, 25% b1~ck, and 25% were other ethnic. 

a. Task and Knowledge Requirements. The job of community-based 

correctional administrator consists of 20 tasks and 42 specific skills and 

know1edges needed to perform the tasks. All 42 know1edges and skills are not 

required for all tasks, and different tasks require various levels of expertise 

in the knowledges/skills. 

The relationship of the 42 specific knowledges/skills to the 20 tasks is 

shown in the Task Knowledge matrix at the end of this analysis. The numerical 

values in the cells of the matrix, which were determined by the incumbent ad-

ministrators and corrections experts, indicate the level of expertise required 

in the specific knowledges/skills for administrators to perform job tasks. The 

Task-Knowledge matrix essentially depicts the current task and knowledge require-

ments of ti:lis occupation. 

The 20 tasks performed by community-based administrators are: 
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I.D. Code* Tasks 

1. Assigns tasks and gives direction to program staff in order to 
effectively achieve program objectives and to make ef;ficient use 
of available manpower. 

2. Receives information and issues instructions on program require
ments and establishes priorities. 

3. Develops plans for and directs management and daily operations of 
physical plant, and basic care (e.g., food service, medical, dental) 
in order to satisfy federal/state/local department guidelines 

4. Prepares and justifies additional or regular budget funds, new 
programs, and requests for additional personnel resources in order 
to provide and IDaintain new and existing programs. 

5. Directs, reviews, and prepares reports in order to provide current 
information, gain support of programs, and to assist in long-range 
planning. 

6. Reviews policies and operating procedures and IDakes reV1S10ns as 
necessary to meet federai/state/local or departmental requirements. 

7. Assures responses to legislative, judicial, departmental, program 
and other inquiries. 

9. Meets with individuals or groups of youth and parents, 
staff, community citizenry, community agencies, and institutions 
(eog., school) in order to discuss problems, explain reasons for 
decisions/policies, consider inputs to planning and to involve 
interested parties in the total program. 

10. Develops and revises procedures for effective response by staff, 
and other resources (e.g., police, fire) to emergencies/crises. 

12. Meets with government and private officials and interested citizens 
in order to develop or expand programs. 

13. Negotiate~ contracts and/or agreements with public and private 
organizations, individuals (e.g., doctors, therapists), local 
governments, and businesses in order to acquire needed services 
and resources. 

14. Reviews referrals of candidates for community programs in order to 
maintain consistency with program capability_ 11'" • 

--------------------------------------*The task numbers above correspon.d to the numbers that identify tasks on the 
Task-Knowledge matrix. During analysis activities, some tasks were-deleted 
or combined to make them more relevant to the job which accounts for missing 
numbers in the above list. Task #22 was added by our expert consultants during 
the occupational analysis as representing a job task not previously covered in 
earlier lists of tasks. 
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15. 

16. 

17. 

18. 

19. 

20, 

21. 

22. 

Provides official information to boards and committees as requested. 

Assigns responsibility for program participants to be acquainted 
with conditions, rules, benefits, aids, and goals of programs. 

Assists with staff training to make staff more sensitive to needs 
of youth responding to these needs. 

Identifies community resources for youth (e.g., employment oppor
tunities, tutoring services) and facilitates utilization of these 
resources on behalf of youth. 

Consults with staff to facilitate the progressive movement of youth 
toward greater self responsibility. 

Assumes responsibility for monitoring daily operations of programs 
to insure conformance with program standards and guidelines. 

Performs routine personnel and administrative duties. 

Assumes responsibility for collection of data for evaluation purposes. 

The single most critical task, in terms of the percent of incumbents who 

reported performing it and the amount of time spent doing it, is task 1 which 

involves assigning tasks and giving direction to program staff in order to 

effectively achieve program objectives and to make efficient use of available 

manpower. This task aptly states the core requirement of administrators and, 

in this sense, subsumes all the other tasks associated with the job. While 

the administrator may spend more or less time performing other tasks, overall 

he is responsible for assigning work and giving direction which achieve program 

objectives. 

The 42 specific knowledges and skills listed in the Task-Knowledge matrix 

are organized under eight broad Knowledge Categories as shown below. 

~owledge Category 

A. Knowledge of personnel management (7 knowledges/skills). 

B. Knowledge of fiscal management (6 knowledges/skills). 
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c. Knowledge of principles and procedures of correctional 
planning, program development and evaluation (6 knowledges/skills). 

D. Knowledge of space and facility management (5 knowledges/skills). 

E. Knowledge of local and federal legal decisions which affect correc
tional procedures and operations (2 knowledges/skills). 

F. Knowledge of systems management (5 knowledges/skills). 

G. Knowledge of the correctional system (8 knowledges/skills). 

H. Knowledge of procedures and resources for institutional disruptions 
and emergencies (3 knowledges/skills). 

b. Training and Education Implications. Whether or not incumbent 

administrators have received appropriate training and whether their training 

was received in optimal learning settings has direc~ T&E implications. Two 

occupational analysis sources provide data for assessing these implications for 

this occupation, (1) the Task-Knowledge matrix and (2) Task Checklist summaries 

of incumbent administrator responses to where they learned how to do specific 

tasks (i.e., academic, formal training, or OJT settings) and whether training 

was too little, about right, or too much. Table VIII-V- 5 on the next page 

summarizes the information relevant for assessing T&E implications. 

c. Job Training/Education Requirements. The left portion of 

Table VIII-V- 5 suggests the nature of the training/education requirements for 

administrators, both in terms of training content and where training can be best 

administered. The column averages indicate the relative importance of each 

Knowledge Category and, hence, suggest potential content for training. Above 

each letter identifying Knowledge Categories (i.e., A, B, ... H) is the suggested 

setting where specific knowledges and skills of each category can be learned. 

In terms of the percent of specific knowledges/skills needed at expert levels, 

the most critical areas to be covered by training are Knowledge Categories C 
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Table VIII-V-5 

Occupational Summary Dat~ for Juvenile Community-Based Correctional Administrator 

Tasks 

1 

2 

3 

4 

5 

6 

7 

9 

10 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

Average 
Percent 

AC/ AC/ AC FT OJT FT/ AC/ 
Fr 

'F'T' 'F'T' OJT Fr 
Knowledge Category 

A B C D 

43 17 33 20 

14 33 83 60 

71 100 100 60 

57 100 50 60 

43 83 83 a 
86 67 50 40 

71 67 50 a 
86 67 50 a 
71 a 33 80 

29 50 50 40 

43 50 50 a 
14 a 33 40 

43 50 83 a 
14 17 33 20 

57 33 67 20 

14 17 17 a 
14 17 50 a 
43 33 33 40 

71 83 33 a 
a 17 33 a 

41% 41% 48% 22% 

AC = Academic 
Fr = Formal Training 

OJT = On:..;;the-·job training 

• 

E 

100 

100 

100 

100 

100 

50 

100 

20 

100 

100 

100 

50 

50 

50 

50 

0 

a 
50 

a 
a 

55% 

F G H 

60 50 67 

100 63 100 

60 a 67 

40 38 a 
40 50 a 
40 50 33 

40 50 100 

20 88 100 

80 25 100 

40 63 33 

40 25 a 
20 38 33 

60 38 67 

20 38 67 

40 38 67 

20 a 33 

20 13 a 
60 13 67 

,100 a a 
40 a a 

45% 34% 47% 

- = too little 
OK = about right 
+=too much 

Where actually 
learned 

AC FT OJT 

vi' ./ 

,/ ./ 

V ./ 

./ ./ 

v v-
v" ./ 

./ 

./ 

./ v' 

V' ./ 

v 
..,/ 

r,' v" 
,,/' v" 

v .' 
V- v 
'v ./ 

v r/ 

,yI' ./ 

Amount of 
training 

- OK OJT 

v 
v 
./ 

V' 

t/ 

./ 

./ 

./ 

./ 

./ 
./ 

./ 
.. / 

"'" 
.,; 

./ 

./ 
,/ 

./ 
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(knowledge of ••• program development and evaluation), E (knowledge of legal 

decisions), F (knowledge of ' 'systems management), and H (knowledge of pro-

cedures •. 0 crises). 

(1) Amount and setting of training. Inspection of Table VIII-

V-5 clearly demonstrates two points: (1) incumbent community-based administra-

tors feel they have had too little training for many tasks, and (2) they have 

learned to perform job tasks primarily by on-the-job and formal training. This 

suggests that there currently are deficiencies in both the amount and quality 

of training given to administrators of community-based juvenile facilities. 

Since administrators primarily manage, and since most of the tasks on which 

too little training was given involve some form of management t'echnique or re-

sponsibi1ity, the data in Table VIII-V- 5 appear to suggest that the greatest 

need is management training. Interviews with incumbent administrators and 

juvenile corrections experts generally confirm this need. Moreover, based on 

visits to various state personnel and training departments and training 

academies, only in a few instances had steps been taken to provide adminis-

trators ~ith systematic training in management and planning. Far more 

often, either no management training was offered or corrections administra-

tors were required to compete for slots in infrequent management training 

administered by state civil or merit systems. Far more could be done to assure 

juvenile corrections administrators receive systematic management and planning 

training, whether throug~formal training offered by departments of corrections 
/ 

, or by increased use of academic resources. 

d. Future Task and Knowledge Requirements. From the preceding 

discussion, it is quite evident that incumbent administrators, juvenile correc~ 

tions executives, and the occupational analysis data all agree that more effec-
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tive management skills will be needed by administrators. The competition for 

scarce operating funds will not diminish during the next five years nor will 

the demands placed on juvenile corrections systems and facilities, 

Administrators can expect increasingly to be held accountable, both in a 

fiscal and performance sense. Fiscally, better knowledge and techniques of 

fiscal management will be required (Knowledge Category B) to include internal 

fiscal administration, accounting and auditing procedures, and budget prepara-

tion, presentation, and justification. Performance-wise, administrators will 

need more and better planning and evaluation skills (Knowledge Category C) to 

include program development, policy development, and quantitative and qualita-

tive evaluation techniques. 

The need to develop community resources will continue to be a significant 

requirement during the next five years. The potential and limitations of 

community agencies, public and private, and methods for effectively orches-

trating volunteer citizens in corrections programs will become more important 

skills for community-based administrators. 
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1. Assigns tasks and gives direction to program staff in order to 
effectively achieve program obj ectives and to make efficient 
use of available manpower. 

2. Receives information and issues instructions on program 
requirements and estab1ishes~iorities. 

3. Develops plans for and directs management and daily opera
tions of physical plant, and basic care (e.g., food service, 
medical, dental) in order to satisfy Federal/State/Local 
Department guidelines. 

4. Prepares and justifies additional or regular budget 
funds, new programs, and requests for additional person
nel resources in order to provide and maintain new and 
existing programs. 

5. Directs, reviews, and prepares reports in order to provide 
current information, gain support of programs, and to assist 
in long-range planning. 

6. Reviews policies and operating procedures and makes revisions 
as necessary to meet Federal/State/Local Dept. requirements. 

7. Assures responses to legislative, judicial, departmental 
program and other inquiries. 

9. Meets with individuals or groups of youth and parents, staff, 
community citizenry, community agencies and institutions 
(e.g., school) in order to discuss problems, explain rea
sons, for decisions/policies, consider inputs to planning 
and training interested parties in the total program. ,.., 

... 

I-' 10. Develops and revises procedures for effective response & 

N it-' 11-'- t I~ 
~ V! 

s: ~ Iw I-> Ie..> 

~ II II .... II-' 
VI 

~ IN IW t> Iw 
\J1 

N 

V! 

I I!" 4> II 
\.11 

w II IN 4> II 

. -, II-' II-' II II 

w II IN II II 

N t~fI 1'->1-' 
V! 

r'" ·rwlw .., ~ 
\.11 

s: II r t ~ 

W 

V! 

w 
V! 

N 

VI 

W 

\.11 

I-' 

I-' 

w 

N 

N 

W 

I-' 

. \.11 

W Iw 

00 N IN r- ~ I~ 

IW I~ 
I. 

1\.11 ~r~ ~ I~ 
I II I ~f-o ~ Iw 

~I~ ~I~ ~ Iw 

~ IS: I ~t ~ IN 

~ IN II II r It: 
~ i I II r II r IS: 

f.>11 II'ml~ 

~t--' t-'f->~~JW 

~ ~ ~t->\->r'I~ 
V! 

II 
It t_ .... II-' 

by staff and other resources (e.g.,po1ice files) to ~ 
emergencies/crises. 

12. Meets with government and private officials and inter
ested citizens in order to develop or expand programs. 

13. Negotiates contracts and/or agreements with public and pri
vate organizations, individuals, (e. g. , doctors, dentists), 
local governments, and businesses in order to acquire 
needed services and resources. 

14. Reviews referrals of candidates for community programs in 
order to maintain consistency with program capability. 

15. Provides official information to boards and committees 
as requested. 

16. Assigns responsibility for program participants to be ac
quainted with conditions, rules, benefits, aids, and goals 
of programs. 

17. Assists with staff training to make staff more sensitive 
to needs of youth and responding to these needs. 

18. Identifies community resources for youth (e. g., employ
ment opportunities, tutoring services) and facilitate 
utilization of these resources on behalf of youth. 

19. Consults with staff to facilitate the progressive 
movement of youth towards greater self responsibility. 

20. Assumes responsibility for monitoring daily operations of 
programs to insure conformance with program standards and 
guidelines. 

21. Performs routine personnel and administrative duties. 

22. Assumes responsibility for collection of data for evalu
ation purposes . 
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W , N N N ..... W N I-> w, 1. Assigns tasks and gives direction 1:0 program staff in order to 
~ V1 I.n 1.0 effectively achieve program cbj ectives and to make efficient 

use of available manpower. 

, 
~ I N IN IN N IN IN "":" N 2. Receives information and issues instructions on program I 
IV' co ~ V1 ~ 1.0 reCluirements and establishes priorities. I 

3. Develops plans for and directs management and daily opera- I 
jI..> N N IN "" po "" W "" IN IN tions of physical plant, and basic care (e.g., food service, 

V1 1.0 V1 1.0 medical, dental) in order to satis Ey Federal/State/Local 
Department guidelines. 

4. Prepares and justifies additional or regular budget 
fw I-' N W WNW N"" W N funds, new programs, and requests for additional person-

V1 jV. \J1 \J1 j.o 1.0 V1 nel resources in order to provide and maintain new and 
existing programs. ~ 

Ni-'l-' N N N "" W """'" N 5. Directs, reviews, and prepares reports in order to provide ~ 
V1 \J1 Vt \J1 co co v, Ion \J1 current information, gain support of programs, and to assist 

in long-range planning. 
N , N "" W NNW"" I 6. Reviews policies and operating procedures and makes revisions . . . t: as necessary to meet Federal/State/Local Dept. requirements. 

N , N N N N "" N ~ ~ N 7. Assures responses to legislative, judicial, departmental 
• • ~ h- 1.0, orogram and other inquiries. 

9. Meets with individuals or groups of youth and parents, staff, 
N i-' N N N NNW"" "" N community citizenry, community agencies and institutions 
V, \J1 V1 \J1 VI \J1 (e. g., school)' in order to discuss problems, explain rea.. I 

sons, for decisions/policies, consider inputs to planning 
and training interested oarties in the total program. 

W W "" N "" I-' i W ~ "" IN 10. Develops and revises procedures for ef:ective response 
V, V, v, V, by staff and other resources (e.g.,pol~ce files) to 

emergencies/crises. 
wIN N "" N N N ~ "" "" 12. Meets with government and private officials and inter-

• ~n I~ ested citizens in order to develop or expand programs. 

N N N N N N N "" '"" "" I-' 13. Negotiates contracts and/or agreements with public and pri-
i.n V, V, \J1 vate organizations, individuals, (e. g. , doctors, dentists), 

local governments, and businesses in order to acquire 
needed services and resources. 

N N "" N "" i-' W N iN W N 14. Reviews referrals of candidates for community programs in 
• •• ~n ~ order to ,maintain consistency with program capability. 

N, i-' N i-' N N "" "" '"" "" "" 15. Provides official information to boards and committees 
• • :R :R :" as requested. 
i-' i-' W i-' N 'i-' "" iN "" N 16. Assigns responsibility for program participants to be ac-

\J1 quainted with conditions, rules, benefits, aids, and goals 
of programs. 

i-' I i-' i-' N i-' W "" 1'-":" N 17. Assists with staff training to make staff more sensitive 
V1 to needs of youth and responding to these needs. 

N , i-' I-' N 'N I N W I 18. Identifies community resources for youth (e. g •• employ-
\J1 ment opportunities, tutoring services) and facilitate 

utilization of these resources on behalf of youth. 
I-' , i-' ,; NNW"" "" I-' 19. Consults with staff to facilitate the progressive 

\J1 \J1 movem~9t of youth towards greater self responsibility. 

, i-' WNW I-' I-' "" I-' "" I-' 20. Assumes responsibility for monitoring daily operations of 
\J1 \J1 programs to insure conformance with program standards and 

guidelines. 
N i-' i-' I-' N N...,:"...,..., I 21. Performs routine personnel and administrative duties. 

V1 
Ii-" i-" N t.>' N ~ W I-' 22. Assumes responsibility for collection of data for evalu-

VI 0 ation purposes. 
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1. Assighs tasks and gives dircctioll' to program staff in order to 
effectively achieve program objectives and to make efficient 
use of available manpower. 

2. Receives information and issues instructions on program 
requirements and establishes priorities. 

3. Develops plans for and directs management and daily opera-
tions of physical plant, and basic care (e.~., food service, 
medical, dental) in order to satisfy Federal/State/Local 
Department guidelines. 

4. Prepares and justifies additional or regular budget 
funds, new programs, and requests for additional person-
nel resources in order to provide and maintain new and 
existin~_programs. 

5. Directs, reviews, and prepares reports in order to provide 
current information, gain support of programs, and to assist 
in long-range planning. 

6. Reviews policies and operating procedures and make,,> revisions 
as necessary to meet Federal/State/Local Dept. requirements. 

7. Assures responses to legislative, judicial, departmental 
program and other inquiries. 

9. }Ieets with individuals or groups of youth and parents, staff, 
community citizenry, community agencies and institutions 
(e.g., school) in order to discuss problems, explain rea-
sons, for decisions/policies, consider inputs t'? planning 
and training interested parties in the total program. 

10. Develops and revises procedures for effective response 
by staff and other resources (e.g.,police files) to 
emergencies/crises. 

12. }!eets with government and private officials and inter-
ested citizens in order to develop or expand programs. 

13. Negotiates contracts and/or agreements with public and pri-
vate organizations, individuals, (e.g., doctors, dentists), 
local governments, and businesses in order to acquire 
needed services and resources. 

14. Reviews referrals of candidates for community programs in 
order to.maintain consistency with program capability. 

15. Provides official information to boards and committees 
as requested. 

16. Assigns responsibility for program participants to be ac-
quainted with conditions, rules, benefits, aids, and goals 
of or02rams. 

17. Assists with staff training to make staff more sensitive 
to needs of youth and responding to these needs. 

18. Identifies community resources for youth (e. g., employ-
ment opportunities, tutoring serVices) and facilitate 
utilization of these resources on be,half of youth. 

19. Consults with staff to facilitate the progressive 
movement of youth towards greater self responsibility. 

20. Assumes responsibility for monitoring daily operations of 
programs to insure conformance with program standards and 
Iluidelines 

21. Performs routine personnel and administrative duties. 

22. Assumes responsibility for collection of data for evalu-
ation purposes. ~ ~_ : ,~ 
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3. Develops pla;s for and directs management and daily opera
tions of phys'ical plant, and basic care (e.r,., food service, 
medical, dental) in order to satisfy Federal/State/Local 
Department~uidelines. 

4. Prepares and j'\stifies additional or regular budget 
funds, new prugrams, and requests for additional person
nel resources in order to provide and maintain new and 
existing programs. 

5. Directs, reviews, and prepares reports in order to provide 
current information, gain support of programs, and to assist 
in lo~-range planning. 

6. Reviews policies and operating procedures and makes revisions 
as necessary to meet Federal/State/Local Dept. requirements. 

7. Assures responses to legislative, judicial, departmental 
program and other inquiries. 

9. ~!eets with individuals or groups of youth and parents, staff, 
co=unity citizenry, community agencies and institutions 
(e.g., school) in order to discuss problems, explain rea
sons, for decisions/policies, consider inputs to planning 
and trainin interested arties in the total' ro"ram. .., 

0; Develops and revises procedures for effective response ~ 
by staff and other resources (e.g. ,police files) to ~ 
emergencies/crises. 

112. }leer;s with government and private officials and inter
este:! citizens in order to develop or expand programs. 

13. Negotiates contracts and/or agreements ,~ith public and pri
vate organizations, individuals, (e. g. , doctors, dentists), 
local governments, and businesses in order to acquire 
needed s~rvic~s and resources. 

14. Reviews referrals of candidates for community programs in 
order to .maill~ainconsi~teni=~_",-~progra~~ability. 

15. Provides official information to boards and committees 
as requested. 

16. Assigns responsibility for program participants to be ac
quaintedwith conditions, rules, benefits, aids, and goals 
of programs. 

17. Assists with staff training to make staff more sensitive 
to needs of youth and responding to these needs. 

18. Identifies community resources for youth (e.g;, employ
ment opportunities, tutoring services) and facilitate 
utilization of these resources on behalf of youth. 

19. Consults with staff to facilitate the progressive 
move~ent of youth towards greater self ~esponsibility. 

20. Assu:nes responsibility for monitoring daily operations of 
programs to insure conformance with program standards and 

__ -ft~~ ______ +-__ ~~i~d~e~l~i~n~e~s~. ____________________________________________ __ 

~~. ,21. Performs routine personnel and administrative duties. 
VII VI VI 

WI'"'I ..... "'IW ~I~ 122 • Assumes responsibility for collecti~n of data for evalu-
'VI VI ation purposes. _( 
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5. Juvenile Institution Correctional Administrator 

Occupational analysis data were obtained from 26 administrators of 

juvenile correctional institutions in nine states. The median age of these 

administrators was 39 years, they had 11.2 median years experience in correc-

tions, and the median level of education they attained was just short of a 

master's degree. 

a. Task and Knowledge Requirements. This occupational analysis 

will be somewhat shorter than for the other juvenile corrections key occupations. 

There are several reasons for this. First, the Functional Job Analysis proce-

dure used in the National Manpower Survey generated essentially the same list of 

tasks and skills and knowledges requirements as for community-based administra-

tors. With a few minor exceptions for specific knowledges and skills involving 

developing and utilizing community resources, the Task-Knowledge matrix pre-

sented for community-based administrators also adequately represents the current 

job requirements for administrators of juvenile institutions. 

Second, the unavailability of juvenile corrections experts during the 

limited time fr.ames when the occupational analysis conferences were held pre-

cluded any chance for verifying the levels of expertise needed in specific 

knowledges/skills for the performing of specific tasks. Consequently, there 

is no information available for conducting a knowledge-skill analysis for this 

occupation. 

Third, the evidence and information obtained from incumbent administrators 

of juvenile institutions and corrections executives during field interviews 

were consistent and practically unanimous in ~sserting that the primary knowledge/ 

skill deficiency and, consequently, the most significant training need, current 

and ~uture, is in management. Institution administrators manage programs, staff, 
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youth residents, and resources involving large sums of pUDlic money. The 

need for effective management far outweighs any need for greater skills in 

specialized operational areas on the part of institution administrators. 

b. Training and Education Implications. The youth committed to 

juvenile correctional institutions will continue to decrease in number during 

the next five years, but will represent more complex and "harder core" cases 

of delinquency. To deal with this population, administrators will have more 

specialized, and expensive staffs, increasingly demanding unions or em-

ployee associa,tions, increased pressure to be accountable, and tight.~r, 

harder-to-get budgets. 

A national survey of just under 600 juvenile correctional administ~ators 

conducted by the Bureau of Social Science Research as part of the National 

Manpower Survey (discussed in more detail in Volume III of this report series) 

quite compellingly points out the need for more and better management training. 

Almost two-thirds of the juvenile institution administrators repoTted that 

the most difficult and frequent problems and decisions involve management. 

Moreover, about 80% of the administrators recommended additional training in 

facility, budget, and personnel management and/or in planning and evaluation 

as being especially beneficial. 

While the need for more effective management skills and, hence, more 

and better management training is clearly indicated, the response of most 

jurisdictions is typically meager. Few state departments of juv~ile correc-

tions offer frequent and progressive management training and few make well 

planned and articulated use of outside training or academic sources to provide 

the training. More effective management skills and more effective mana:gementr! 

training will be increasingly important over the next five years. 
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E. ANALYSIS OF SIGNIFICANT TRENDS OR INNOVATIONS AFFECTING FUTURE AGENCY 
MANPOWER NEEDS 

1. Current Status 

A variety of issues which impinge upon future manpower needs in juvenile 

corrections are discussed in this section. The following topics are included: 

impact of the Juvenile Justice and Delinquency Prevention Act of 1974, emerg-

ing occupations, program emphases, programs other agencies should adopt, 

projected changes in agency work, and future agency needs. 

a. Impact of Juvenile Justice and Delinquency Prevention Act of 1974. 

One initial focus of this Act is the deinstitutionalization of status offenders 

and many delinquent youths. The degree to which states have achieved this goal 

varies. As a first step, most states are presently grappling with the problem 

of moving status offenders elsewhere but are at various stages in their activ-

ities. At least one state surveyed has completely separated status offenders 

from the institutional setting. The approach adopted by another state involves 

eliminating the problem at the core by working toward deinstitutionalization 

coupled with early intervention. By contrast, another state is only contemplat-

ing the problem; over 50% of status offenders in this state are in institutions 

and would have to be transferred. Some states have passed legislation to mandate 

the separation of status offende~s from the general category of delinquents. 

In other states, such legislation is still needed to make local counties comply 

with the objectives of the Act. 

The deinstitutionalization of status offenders and delinquents has impli-

cations for manpower planning in that institutional populations are reduced and 

alternative programs must be implemented. Deinstitutionalized juveniles are 

most often routed into diversion programs or individual family, foster care, or 

group homes. As long as the responsibility for status offenders remains 

\'\ 
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within the juvenile corrections department, staff may be needed to provide 

community-based services to status offenders as well as delinquents in a 

community setting. One solution to the staffing problem has been adopted 

almost exclusively by one state. Private purchase of services for status 

offenders and some delinquents is the key. Advantages to this approach are 

reduced economic costs to the department and increased control over the kinds 

of services provided to special youth groups because of contractual arrange-

ments. 

Whatever provisions are made to give separate care to status offenders 

will determine how manpower is affected. If care is to be provided within 

the juvenile corrections d~partment itself, more personnel with skills for 

dealing with youths in a community environment are needed. Alternatively, if 

care is to be provided on a contract purchase of service basis, more personnel 

with skills in finance and management are needed to oversee programs. Add i-

tional requirements for staff are skills in evaluation (to determine how well 

the needs of targeted youth are being met) and knowledge of community resources 

(to identify appropriate existing programs). When no resources exist, it may 

be necessary for staff to be experienced in developing community resources to 

respond to different needs. 

b. Emerging Occupations. The develo~ment of new occupations and 

influences on the numbers of people needed to fill them are important con-

siderations in an analysis of f,uture manpower staffing. Emerging occupations 

are developed to respond to previously unmet needs or are the result of 

restructuring ex;is'ui:.'lg occupations. 

Most states surveyed indicated that they have positions which could be 

regarded as emerging occupations. These include planner, recruiter, foster 
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home parent, community service worker, and youth counselor (essentially a com-

posite of counselor and houseparent roles). The reasons cited for the emer-

gence of these occupations include the emphasis on treatment over custody and 

the group treatment approach, the need for planning to achieve objectives, and 

the trend toward nonsecure facilities. Only a small proportion of staff in 

any department included one or more of these new positions. 

At the agency level, the development of emerging occupations can be more 

easily traced. This is partly due to the fact that new positions can be 

examined as they relate to specific types of programs and organizational 

structure. New occupations will be reviewed according to the three agency 

types. 

(1) Detention centers. Detention centers in the sample indicated 

that staff specialization might occur in several areas: juvenile laws and 

legal procedures, diagnosis of youth needs, educational evaluation, and dif-

ferent modes of therapy. At one agency, two new positions can be identified. 

A recreational specialist uses recreation as a mode of therapy and a tool to 

better understand juvenile detainees. An educational specialist has been 

hired to screen and evaluate the educational experiences of juveniles. These 

positions have been created at the suggestion of the agency staff. 

Other agencies claim that new positions are needed, although no moves are 

being made to establish them. One agency reports a need for a diagnostic 

specialist to supervise a token economy system for the youth in the center. 

Another agency has expresse~ a desire to use court advocates. Staff in this ,., 

position would represent the juvenile in court and recommend a plan of action 

to meet the youth's assessed lleeds. It has been suggested tha't counselors 

serve in this capacity, since they are the persons closest to the juvenile 
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during the detention period. ~owever, there are limitations placed on who can 

testify in court. 

In general, agencies that indicated no new positions also state that. no 

substantial changes have taken place in the content of existing key positions. 

Agencies with emerging occupations, however, note that existing occupations 

have undergone some modifications. At one agency, additional skills and 

knowledges are recommended for administrators and hOllseparents, who must 

learn implications of laws relating to juveniles and how to deal with a wide 

range of youths, respectively. At another agency, counselor and child 

supervisor positions have become less authoritarian; personnel act more like 

friends to encourage more honest interaction with juveniles. At still another 

agency, the introduction of a token economy to make youth expectations more 

uniform is also having an eff~ct ong!..()~~_.w~;-.k~~_;:::.:: .. __ they are now held more 
,0 : * 

accpu,ntab,J.e fpJ;', the~r ·actipns. 

f~-- ---.-- ... ---... -----..--- ---. j"r,.rlr- ::- .. ;~--:-~--- }::t; .... ¥·~ 
(2) Training s'chools. New occupations- 'aTe<geO~:~~::~~': 

evidence at training schools. Only one institution has adopted a new position--

that of cottage coordinator. Another agency has expressed the need for new 

positions, however; the addition of a training officer and a coordinator for 

volunteers would improve services. 

(3) Community-based programs. In contrast to other types of 

juvenile agencies, community-based programs are relatively new. Some programs 

were expressly established to better meet perceived needs of juveniles and, 

therefore, have incorporated new positions into their operations from the 
() 

start. These new positions may have been created by modifying those found 

in more traditional settings to correspond to the requirements of community-

based work. Because the new or modified positions have been a part of the 
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, 
programs since their inception and may still be adequate as originally designed 

for community-based needs, few recent additions or significant changes may be 

evident in community-based manpower surveys. Therefore, to establish occupa-

tional trends for community-ba3ed programs by considering only recent additions 

and changes could be misleading; the programs and positions were innovative 

at the onset and remain so in spite of the relative stability in types of 

personnel utilized. 

Only a few community-based programs report emerging occupations. One 

agency recognizes the need for an outreach worker to manage resources in the 

community. Another agency is using "job developers" to help reintegrate 

juveniles into the community. 

There are essentially no major differences in key occupations. Whatever 

modifications have occurred tend to be a function of changes in state level 

policy or in types of services offered. For example, the adoption of an 

alternative type of shelter care program has produced changes in job content 

at one agency. In another, the traditionally custody-oriented position of 

youth supervisor has been modified to allow staff to take a more helping role. 

At still another agency, the administrative paper work added as a result of 

changes in state organization has influenced both supervisory positions and 

key occupations further down the line. 

c. !rogram Emphases. A survey of what state headquarters and local 

agency executives would do with a 10% annual budget increase provides some 

indication of how staffing may be affected in the future. Changes in staffing 

can be predicted by identifying programs that administrators would emphasize. 

In several states, administrators would concentrate on using additional 

funds in community programs. Particular attention would be focused in one 
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state on creating delinquency diversion day programs and youth service centers, 

especially for school dropouts. The programs and centers encourage positive 

activities on the assumption that juveniles are more apt to get into trouble 

if they have nothing to do with their time. 

Given the proposed budget increase, another state would emphasize follow-

up programs for youth released from institutions. Treatment begun in training 

schools (as an example) may lose effect after release, and follow-up is needed 

to prevent recidivism. Still another state would focus on providing services 

to youth with special needs by hiring additional staff or training existing 

personnel. Special skills are needed, for example, to work effectively with 

youths who have learning disabilities. 

Funds would be equally divided between two areas of juvenile corrections 

by one state executive. One goal would be to enrich parole and training school 

programs by adding more staff. A second goal would be to support delinquency 

prevention efforts by giving the funds to youth service bureaus. Another 

executive would also split the hypothetical funds, but would assign different 

spending priorities. Sixty percent of the money would be spent on purchasing 

contracts to enrich program offerings, and the remaining forty percent would 

go to staff training. 

Headquarters executives indicate a variety of funding priorities, then, 

but no one program area assumes importance over others. Administrator prefer-

ence tends to be given to community-based rather than institutional programs. 

Much variation in funding preferences is also present at the agency level. 

Here, however, the specific characteristics of the agency more directly inf1u-

ence administrators when they consider priorities for spending the extra 10%. 

The data are summarized below by agency type. 
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(1) Detention centers. Most detention center executives provided 

mUltiple responses to the question of how additional funds would be spent if 

they became available. The responses can be sorted into four major categories: 

staff additions, equipment and supply purchases (usually with a focus on 

recreation), staff salary increases, and expansion or addition of programs or 

services. 

Most detention center administrators would spend extra financial resources 

on staff additions or equipment and supply purchases. What type of staff 

should be hired varies among the centers. Some executives would increase 

numbers of personnel in existing positions, adding teachers, group supervisors 

and security staff, and counselors. Possibilities for new positions include 

program coordinators to direct programs and encourage staff innovation, staff 

specialized in diagnostic assessment, and personnel who are responsible for 

transporting youths. Equipment and supply purchases would center on recrea

tional improvements and activities; those include movies, crafts like pottery 

and ceramics, and money for parties and picnics. 

Administrators are less inclined to spend additional funds on salary 

increases and expansion or addition of programs or services. Falling within 

this category are suggestions for shelter care and improvement of diagnostic 

services to insure the well being of juveniles (e.g., hearing tests, dental 

work). 

(2) Training schools. A greater variety of responses is 

provided by school administrators. who (like the detention center administrators) 

offer multiple preferences. Administrators in the two types of agencies put 

emphasis in different areas. 
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The most frequent response for tr2lining school administrators is in the 

area of staff increases. Hous~parentsi~ counselors, support staff, teachers, 

and drama and music specialists would be added by different administrators. A 

significant number of other administr:ators express interest in expanding or 

adding programs and/or services, such as family therapy, psychiatric counseling, 

vocational skills training, study release, and programs for youth with special .J 

needs. 

Lower priority areas for spending, as indicated by the number of admin-
.\ 

istrator responses, are equipment and supply purchases, reorganization, wage 

increases for support staff, addition of research and evaluation, and staff 

training. 

(3) Community-based programs. Administrators of community-based 

programs offer extremely diverse responses to the question of how additional 

funds should be spent--probably reflecting the great variety in types and 

needs of programs within the category. The only responses which are given 

with any frequency are in the areas of program expansion and staff salary 

increases. 

Possible uses for additional funds include those which are program 

specific as well as those given by administrators of detention centers and 

training schools: staff increases, staff training, program evaluation, provid-

ing health care for youths, and purchase of equipment and supplies. 

d. Programs Other Agencies Should Adopt. Programs that adminis-

trators consider especially successful and worthy of dissemination are likely 

to receive priority in the future and may have an influence on manpower levels. 
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A new program which one state headquarters executive has suggested for 

adoption by other agencies is BEST (Breaking and Entering Strike Team). Juve

nile counselors go with law enforcement officials to the scenes of crimes 

involving youths in order to determine whether or not detainment is necessary. 

Programs involving community arbitrators, who have authority and responsibility 

to settle community-related disputes, has been recommended by the same state 

as worthy of adoption. 

A unique non-residential foster care program has been successfully used 

j.n another state. A variety of day programs are available to provide services 

to youth; these include academic and vocational education, family counseling, 

and survival training in a natural environmental setting. 

Recommended as a superior approach to ombudsman is the ward grievance 

program underway in California. The goal is to resolve grievances informally, 

but a formal structure has been provided and can be used when necessary. A 

committee with equal representation of youth and staff determines the worth of 

a particular grievance. If a decision is unfavorable for the youth, it can 

be appealed to the superintendent and then go to outside arbitration. A panel 

of three, including an outside, neutral individual and administration and youth 

representatives, is convened to hear the case. 

e. Projected Changes in Agencies' Work. Agencies at the state 

level offered suggestions for changes in existing programs. Several trends 

can be noted. One is an orientation toward the community as opposed to the 

institution. Increased community involvement will involve more coordination 

with other state level departments and community groups. An increased focus 

on delinquency prevention is evident in the expansion of community programs; 

there is a concern for dealing with the problems of juveniles before they are 
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picked up for an apparent crime. A consequence of earlier and greater diver-

sion into community programs is that the youths who do end up formally committed 

to the juvenile corrections department will be harder core and more violent. If 

juvenile corrections programs continue to sort themselves into categories of 

community prevention and formal institutionalization for hard core offenders, 

staff must be capable of dealing with youth who are marginal problems as well 

as identifying or developing community resources. Handling difficult cases 

in a more formalized setting with a greater stress on security requires rather 

different skills. 

Trends were also established by questioning administrators. Their responses 

are documented according to agency type. 

(1) Detention centers. When executives were asked whether or 

not work of the agency would change over the next five years, some clearly 

envisioned changes, a few hoped for changes and some felt the work would essen-

tia1ly remain the same. Anticipated changes include improved security, pro-

vision of basic education, instruction in how to pursue careers., use of court 

advocates and better follow-up after court decision, better diversion and intake, 

use of day centers and better diagnosis of youth needs. 

One change which may occur, according to executives, is in the use of 

volunteers as teachers for crafts, sewlng, music, and other skills or recrea-

tions. The idea is to provide enrichment, but not to interfere with treatment; 

screening of volunteers might be required. Whether or how and to what extent , , 
, i 

volunteers are used in detention centers and throughout juve~ile corrections 

has direct implications for manpower planning. Volunteers present one way of 

reducing the numbers of new staff needed in key occupations and thus must be 

considered a factor in analyses of manpower needs. 
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(2) Training .Schools. For the most part, executives at training 

schools expect changes to occur over the next five years. Changes anticipated 

include greater emphases on practical/vocational areas, increased attention 

toward family counseling vs. institutional adjustment, greater community 

involvement to include a sharing of facilities (e.g., gym, library) with the 

community, development of effective methods for dealing with more aggressive 

youth, and an influx into training schools of juveniles once classified as 

disturbed and "warehoused" in hospitals. Changes which are regarded as 

possible, but not as certain as those listed above, are an expression of treat-

ment services for juveniles with special problems (e.g., mental retardation, 

emotional disturbances), provision of vocational awareness experiences, and a 

multiple approach to treatment. 

(3) Community-based programs. Not many community-based program 

administrators anticipate changes over the next five years, since most of the 

programs represented departures from the traditional when they were first 

implemented. The possibility for still further change is minimal. 

The changes that were projected by executives are shifts in emphasis 

rather than additions or deletions of program components. For example, one 

program expects to increase research and planning efforts to the point where 

the agency will be planning comprehensive youth services for the community. 

The administrator for another program expects resources to be conce~trated 
" 

more on delinquency prevention than treatment. The shift of resources,,,!rl' 

one halfway house is toward administration and away from child care. 
~, 

'~\ 
f. Future Agency Needs. Both state headquarters executives and 

local agency officials offered comments about future manpower needs, which are 

a direct function of ant~~ipated program emphases. If programs do not assume 
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dominance, the need for personnel with program-specific skills dissipates. 

Programs and personnel needs interact with other factors in manpower analyses. 

Changes in programs run by the agency, for example, may affect training and 

standards for new personnel. 

At the state level, there is a trend toward providing family services 

rather than dealing with the youthful offender in isolation. This requires 

staff to undergo training in family counseling. The emphasis on getting jobs 
/), 
c.) 

for juveniles means that staff must know how to work in the community, makfd.g 

contacts with employers and "selling" the juveniles. If, however, these 

programs are operated on a purchase of service arrangement, there will be 

little need for changes in basic staffing. Staff may need to learn methods 

for dealing with local government and private agencies in order to acquire 

contracts for services. 

With an increase in purchase of service arrangements, zoning may become 

a problem. Is a group home, for example, a commercial venture or can it be 

accepted as a residential complex? Other statutes may present stumbling 

blocks to contract services. When new programs require the acquisition of 

property, open bidding may provide a complication. An alternative to dealing 

with problems like these is to use the facilities and/or programs of an exist-

ing social service agency. 

At the local agency level, questions about future agency needs were focused 
+ 

on manpower shortages. 4dministrators were asked whether they anticipated 

shortages five years from now and, if so, why. Answers to these questions are 

summarized by agency type. 

(1) Detention centers. The majority of administrators expect 

no manpower shortages five years from now despite difficulties that may occur 
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in areas related to manpower. For example, one administrator notes that the 

country will continue to be financially strained, but will somehow maintain 

adequate staffing levels. The number of qualified people available £or work is 

expected to be high. One administrator expects more people to become interested 

in 'working in a place like a center. Furthermore, many social and voJ,.unteer 

organizations will continue to have a high interest in working with juven-

iles. 

(2) Training schools. In contrast to detention centers, most 

of which do not anticipate manpower shortages, training schools generally 

expect to contend with understaffed facilities in the future. An anticipated 

budget cutback represents one administrator's basis for predicting reduced 

manpower. Another school is presently surviving reasonably well in spite of 

short-term, tideover funding which puts staff on an hourly wage and gives them 

no assurance of permanence. This frail system is likely to fold over the 

next five years. At another school, staff is already short, but is not expected 

to worsen since the maximum number of residents has already been assigned. 

Staff shortages seem to be a function of a variety of factors. At one 

school, these include increased demands by new and required programs, over

crowding, and the fact that no new monies are available. The situation is 

further aggravated when staff take increased leave and disability time and 

when staff who are not suited for the work stay only because salaries are not 

competitive and the line jobs are generally unpleasant. 

(3) Community-based programs. Only a few community-based 

programs expect shortages in the future. The recent and generous staffing of 

many of these innovative programs accounts for the low number of anticiapted 

shortages. 
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Current shortages noted at one agency are the result of offering more 
IJ 

services to larger numbers of youths using the same sized staff. The sho,ftages 

are expected to continue. At another agency, a staff position which has'" 

remained unfilled is expected to continue vacant. 

2. Implications for Staffing and Training/Education 

The previous section has listed trends and possible implications for man- a 

power staffing and training. Those trends that are most likely to occur, 

those that are likely to have significant impact on manpower staffing and 

training, and those that appear worthy of further exploration will be indicated 

in this section. 

The focus will continue to shift toward diverting juveniles out of the 

f.ormal corrections system at early stages; prevention of juvenile delinquency o 

will receive increased attention. Schools and other human services will need 

to be involved in the early detection and identification of youth problems. 

Schools will also be required to provide better support for related issues like 

special education. 

With the shift towards early detection and prevention of delinquency, staff 

will need to be able to operate in the community environment. The ability to 

coordinate operations among agencies will assume greater importance as a 

standard for entry. Training in early detection, of behavior problems will be 

required for staff working with juveniles. 

The need to offer special services to special groups of youths is related I 
" 

to the prevention of delinquency. Traditio~a11y, juveniles with special proQ~ 
j 

·t 
lems or handicaps are treated no ,.differently than others, or treatment is 

haphazard with no guidance on how to deal with special needs. As a first S,t~p 
" 

in the treatment,of special problems, diagnostic screening must be fmproved. 
o 

\1, 
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Special programs should then be developed to deal with the special groups. 

Staff will at some point need additional training to work effectively with the 

mentally retarded, the emotionally disturbed, and those juveniles with speech 

and hearing difficulties. 

With the diversion of many youths into community programs, those who are 

committed to juvenile corrections departments will be more violent and hard 

core. Staff will need to develop skills and knowledge appropriate for coping 

with the more difficult residents. Besides taking training to handle tough 

behavior pro'blems, corrections personnel ID;ay need to become aware of or apply 

[, additional security measures. 

Staff in community-based corrections work will need to make more use of 

existing community resources and to develop new community programs rather than 

depend ,on programs administered by juvenile corrections departments. As 

involvement with the community increases, training in how to identify and 
o 

develop community resources will be necessary. Staff must be able to find 

out what resources are already available in a community and how to develop 

new resources to respond to unmet needs. Probation and parole officer models 

can offer some input to the task of establishing training sequences for 

community-based staff. 

Two major areas of concentration in community-oriented corrections work 

are job development and development/identification of alternative educational 

and vocational programs. To have a job is an important goal for youths who 

have no feelings of self-worth or who feel little responsibl~ty to society. 

Vocational awareness--knowledge of the duties involved in a variety of careers--

may be necessary for some youths. In addition, survival skills must be learned 

by youths who are not familiar with the responsibilities involved in working 
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and supporting themselves. Communications skills and how to get a driver's 

license, buy a car, get a social security card, or open a bank account are 

necessary topics to cover in preparing youths for vocations. Staff who work 

in community-based programs need training in order to provide youths with 

information on locating, acquiring, and holding jobs. The field of personnel 

administration might offer input in these areas since it is concerned with 

finding jobs, assessing what employers look for, and establishing potel'itia~ 

sources of employment. 

Juvenile corrections departments, for both practical and economic reasons, 

will most likely come to use purchase of service arrangements rather than 

directly provide youth services themselves. Staff will need to acquire 

knowledge in contract monitoring. Less direct interaction with youth will be 

another modification to which departmental staff will need to adjust. 

As a result of the tightening economic situation, more day and fewer 

residential programs are expected to be conducted. IS Many residential)ser~.rices 

previously provided by the department will be contracted out or transformed 

into less expensive day programs. Because of this transition, there will be 

a reduced need for staff to merely supervise youth. Instead, staff will be 

more actively involved in day programs. 

The present budget crunch in corrections, which is expected to continue, 

is requiring administrators to better document program operations and outp~t 

relative to costs. With this stress on accountability, administrators Will 

need both accounting and budget-related skills to handle fiscal matters and 

an understanding of program evaluation methodology to assess program 

effectiveness. 16 
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3. Conclusions 

Summary statements about factors affecting future manpower needs are 

presented below, organized into the following topic areas: 1974 Juvenile 

Delinquency Act, emerging occupations, programs with dissemination potential, 

major trends, future agency needs and manpower shortages. 

Juvenile Justice and Delinquency Prevention Act of 1974* 

• The extent to which states acquire funds under this act to separate 
status offenders from institutions has implications for staffing 
diversion programs or using purchase of service arrangements. 

Emerging Occupations 

• Few new occupations now exist in juvenile corrections, but 
need for certain new skills is generally acknowledged. 

• Possible new speciality positions include planner, educational/ 
vocational specialist (to find alternatives to traditional programs), 
job developer, and community resource developer and manager. 

Programs with Dissemination Potential 

• The creation of a community arbitrator to resolve LE/CJ disputes 
is recommended. 

• Change from residential to day programs offers greater potential 
for developing tailored programs at lower cost. 

• Establishing a ward grievance program for protecting juvenile 
rights represents one alternative to relying on legal rulings. 

Major Trends 

• Fewer residential and more day programs will be provided by 
juvenile corrections departments. 

• Fewer direct services will be provided ~nd more contracting for 
services will be undertaken. 

may be somewhat offset 
iW:p~.!rit' }tout<li. s~e~i!:aIid""'of,r~c:: 

'~~A."", .• -_l,~t11~~:<:~,~ ,~: ';:'.' ';i~ ,:,~ '\;;; 
----- .- .... _'.-~'C:. '.... _ ,.,-:~ _. 

*It was this act (Section 521) that established the National Institute of 
Corrections "with authority for training correctional personnel. This same act 
provided f~r LEAA to coordinate programs for preventing and controling juvenile 
de1inquenC:y-\and created the Office of Juvenile Justice and Delinquency Prevention 
and the National Institute for Juvenile Justice and Delinquency Prevention. 
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• Delinquency prevention will receive increased attention as an 
extension of the trend toward earlier diversion out of the formal 
juvenile corrections system. 

• Accountability is becoming increasingly important--how efficiently 
money is spent to accomplish various objectives will be a concern 
for administrators. 

Future Agency Needs 

• Training in family counseling is needed so that family services, 
not just services to the youth alone, can be provided. 

• Personnel will need to focus on developing skills to help juveniles 
acquire and keep jobs. 

Manpower Shortages 

• While detention centers and community-based programs anticipate no 
critical manpower shortages in the future, training schools do 
expect to contend with understaffed facilities. 
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CHAPTER VI. PROBATION AND PAROLE AGENCIES 

As part of the National Manpower Survey, questionnaires and personnel 

interviews were used to gather data from ten agencies specializing in juvenile 

probation or parole activities, from nine parole/probation departments or 

agencies that provide services for adult offenders and from headquarters in 

the sample states having responsibility for parole or probation services. 

The instruments used to collect data included: 1) Personnel Survey Form, 

2) Training Interview Form, 3) Executive Interview for Agency/Headquarters 

Administrators, and 4) Trends in Parole/Probation Practices and Procedures. 

For the NMS, the following definitions apply: 

Probation Officer. The person who provides direct supervision and 

support for persons currently on probation (juveniles and/or adults). 

Parole Officer. The person who provides direct supervision and 

support for persons currently on parole (juveniles and/or adults). 

A. AGENCY DESCRIPTIONS 

1.' Size, Type and Functions 

a. Probation and Aftercare Services for Youthful Offenders. Within 

the sample of probation/parole agencies, about half were committedt"o providing 

services for juveniles. Most of these offered aftercare services (parole only).· 

Others dealt solely with probatiorfers or provided for both aftercare and pro-

bation. The number of parolees under supervision at specific agencies ranged 

from 158 to approximately 600. The agencies which .handled strictly proba.tion 

functions supervised from 290 to 2200 probationers. Some of the agencies a.lsQ 
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had responsibility for from 100 to 225 statutory offenders who were assigned 

to community facilities. 

State headquarter interviews which focused upon juvenile probation and 

parole functions were carried out in almost half the sample, with representa-

tion from fairly populous states with a wide geographical distribution. 

b. Parole Services for Adults. Somewh~t greater attention was 

accorded manpower issues surrounding adult probation and parole. Seven field 

agencies and two state headquarters were included in the sample of adult 

agencies. Field agencies included, for the most part, offices that had com-

bined parole/probation functions. Other offices in the sample were concerned 

solely with probation functions or focused totally on providing supervision 

for parolees. 

The number of persons under supervision in these offices ranged from 500 

parolees in a rural field office to 2,368 parolees in an urban center. The 

number of probationers handled by particular field offices varied greatly from 

632 adults under supervision in an agricultural state to 6,696 probationers 

under supervision in the probation department of an urban county. 

2. Organization of Parole and Probation Services 

The organization of and responsibility for the delivery of probation and 

parole services took several different £.orms in the states included in the 

National Man,power Survey. In general, the organizations vary in the degree to 

which field services (Le., probation and parole) are independent of or inte-

grated with the administration of institutional services. As described by 

Skoler,1 the administration of parole and probation services has recently moved 

toward integration; such functions are organized into comprehensive systems which 

encompass field and institutional activities for both juveniles and adults. 
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State correctional systems vary in the extent to which they have moved 

in the direction of integrated administration. At one end of a ~ontinuum, one 

finds "fully integrated" systems where adult and juvenile probation, parole, 

institutions and detention facilities have been brought under a single organiz-

ing authority or super-agency. At the opposite extreme, there exist state 

correctional programs in which parole, probation and institutional components 

are functionally and administratively independent. 
,.,.' 

Based upon this trend toward integration in the correctional system, it is 

relatively easy to generate typologies for characterizing the organization of 

parole and probation agencies that have been included in the NMS sample. The 
. ! 

information used to describe sample agencies is built upon data from the 1975-

1976 Directory of the American Correctional Association, as well as information 

gleaned from field visits. 

As shown in Table VIII-VI-l, the most integrated systems in the sample 

included states which developed correctional systems encompassing juvenile 

aftercare, juvenile institutions, adult parole and probation and adult institu-

tions under the same administrative body. One of these, Florida, had for a 

number of years operated an independent state-level parole and probation com-

mission which was recently (April 1976) incorporated into a state Department 

of Offender Rehabilitation, which has a broad range of field and institutional 

responsibility (not including juvenile probation'services). Another state 

fitting this typology, Oregon, had established the Department of Human 

Resources as a governing body having responsibility for juvenile institutions. 

and aftercare, adult parole, probation and institutions. 

Maryland is an example of a second type of correctional system integra-

tion where juvenile field and institutional activities, and adult field services 
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State Location 

Florida 

Oregon 

Maryland 

Colorado 

Iowa 

!:alifornia 

New York 

Illinois 

Massachusetts 

Texas 

Table VIII-VI-I 

Administrative Organization of Parole, Probation and Institutional Services 

Probation 

Local 

Local 

Dept. of 
Health & 
Mental 
Hygiene 

Local 

Courts 

Local 

Local 

Local 

Local 

Local 

Juvenile 

Institutions 

Dept. of 
Offender 
Rehabilitation 

Dept. of 
Human Resource 

DOHMH 

Dept. of 
Institutions 

Dept. of Social 
Services 

Health & Welfare 
Agency (Youth 
Authority) 

Dept. of 
Correctional 
Services 

Dept. of 
Corrections 

Human Services 
Administration 

Youth Council 

Adult 

Aftercare Probation Institutions 

DOR 

DOHR 

DOHMH 

DOl 

DOSS 

H & WA 

DOCR 

DOR 

DOHR 

Dept of 
Public Safety 
& Corrective 
Services 

Local 

Courts 

Local 

Local 

DOC Local 

HSA Local 

Youth Council Local 

DOR 

DOHR 

DOHMH 

DOl 

DOSS 

H & WA 

Dept. of 
Correctional 
Services 

DOC 

lISA 

Dept. of 
Corrections 

__ .... """'"" ______________ IIIIIiII __________ ........ ~_ ..... 'k~· _-" ___ ~~_~_~ 

Parole 

DOR 

DOHR 

DOHMH 

DOl 

DOSS 

H & WA 

DOCR 

DOC 

Parole 
Board 

Board of 
Pardons and 
Paroles 



and institutions were organized by age of clients. Juvenile probation, after-

care and institutions were all administered by the State Department of Health 

and Mental Hygiene. Adult parole, probation, and institutional services were 

coordinated by the Department of Public Safety and Correctional Services. 

A third form of organizational integration was characterized by integra-

tion of institution and parole services under one agency with probation handled 

independently on a local basis. For example, Colorado consolidates juvenile 

and adult institutions, adult parole and juvenile aftercare under a single 

state-level Department of Institutions. Similarly, the Department of Correc-

tions in Illinois assumes responsibility for juvenile aftercare, adult parole, 

as well as juvenile and adult institutions. Probation serVices (for both 

adults and juveniles) were handled on a local basis. Iowa combines its 

institutional and parole (aftercare) services for juveniles and adults under 

a Department of Social Services. Responsibility for probation field services 

in this state were delegated to local authorities, which in this case meant 

the courts. 

Other states in the NMS sample had correctional systems in which inte-

I, 
gration had not occurred; field and institutional services were operated inde-

pendently at the state level. A pertinent example is Massachusetts where 

juvenile and adult institutions and juvenile aftercare services were adminis-

tered by a Human S.ervices Administration with juvenile services falling under 

the Department of Youth Services, a subunit. Parole services for adults were 

within the purview of a State Parole Board, while juvenile parole was organized 

on a local basis throughout the state. The least integrated system within the 

NMS sample is Texas where juvenile aftercare and institutions were operated 

by a Youth Council. Adult institutions in this state were administered by a 
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Department of Corrections and adult parole services were provided by a Board 

of Pardons and Paroles. Adult and juvenile probation were operated inde-

pendently on a local basis. 

Consistent with Skoler's analysis, the general movement along these lines 

appears to be in the direction of integration of functions under super-agency 

auspices. Most typically, parole services are first combined with institu-

tional programs which together provide a continuum of services for those 

persons who are sent to institutions. Probation appears to be one of the 

last services integrated into the system because clients do not come,~o rely 
! 

upon institutional and post-institutional field services. The process of 

integration outlined here appears to represent the modal case where institu-

"'~-1 

o 

l . , 

i 
; 

1 

., 
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tions and post-custody field services are brought eventually under the umbrella 

of the same super-agency. It is evident from the above discussion that the 

agencies sampled were reasonably representative of the differing types of 

administrationalintegration currently being implemented. 

3. Personnel Distribution 
. 

The current distribution of personnel, as reported by the various staff 

members interviewed in the probation and parole field offices is shown in 

Table VIII-VI-2. (These agencies are not identified by name by prior agree-

ment.) Generally speaking, the ratio of supervisors to probation and/or 

parole officers in any given agency is roughly one-to-ten. As an example, 

in one state a juvenile probation office employed twenty-two caseworkers and 

two administrators. With several exceptions., the size of probation/parole 

offices was not large, ranging from nine professional staff (one administrator 

and eight aftercare workers) in one parole" office to sixty-six pr()£~~'si()naas 

(two administrators and sixty~four officers) in an adult. probatiolJ. "office in 
.', ,', ':'(~.'r.:;"":. 
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Agency 

112 

113 
<.: 
H 
H 
H 

114 
I 

VI 
0\ 
\0 

115 

116 

fI7 

118 

119 

1110 

Table VIII-VI-2 

Personnel Distribution of Juvenile and Adult Probation and Parole Field Agencies 

JUVENILE AGENCIES 

Probation 

2 Supervisors 
22 Caseworkers 

4 Supervisors 
29 Officers 

2 Administrators 
64 Officers 

2 Administrators 
19 Officers 

Number of Staff by Agency Function - - - Number of 
Parole! Parole! Clients 
Aftercare Probation per Agency 

1 Administrator 
10 Officers 

1 Administrator 
8 Aftercare Workers 

ADULT AGENCIES 

Unavailable 

2 Administrators 
9 Officers'. 

158 

Data Unavailable 3,025 

390 

275 

2,368 

6,696 

6,093 
(Paro1e-644 ) 

(Probation-5,449) 

696 

575 
(Paro1e-500) 

(Probation-75) . 

632 
(Probationers) 

Average 
Case10ad 

15.8 

17.7 

34.4 

71. 7 

104.6 

36 

66 
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the same state. This last office represents the exception rather than the 

rule; the remaining offices have staff sizes ranging from eleven to thirty-three. 

In juvenile agencies, the caseload ranges from 15.8 (in a new agency only 

two months old) to 34.4. The lowest caseload was being maintained to provide 

more in-depth services. 

The caseload in adult agencies was considerably higher and went up to 

104.6 per officer in one agency. In general, adult parole/probation offices 

included in the sample were larger, having twice the staff and at least 

twice the number of clients as juvenile agencies. 

An attempt was made in the course of visits to state juvenile and adult 

headquarters to develop an overview of staffing on a state-by-state basis. 

Unfortunately, little data relevant to this effort were forthcoming. This 

was in part due to discrepancies between the format of the data gathering 

instruments and the nature of available data. Because of varying record-

keeping procedures at agencies and headquarters, respondents were not always 

able to supply data in the designated format. Some of the missing data was 

also due to oversight on the part of respondents. 

For the purpose of better describing parole/probation staff distribution, 

it was worthwhile to place current staffing patterns in the historical per-

spective of growth in this area. Probation has been considered the "growth 

industry of corrections,,2 and both state level and agency-level information 

gleaned from our data gathering efforts show considerable short-term, as well 

as long-term increases in parole and probation manpower. 

a. Juvenile Probation and Aftercare. Juvenile probation and after-

care are usually operated on a local basis. Information gathered in juvenile 
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headquarters indicated that a few states had experienced growth in manpower 

over the short-run (i.e., 1974-1975) and all states had increased the number 

of authorized aftercare positions between 1973 and 1976. For half of the 

latter states, this growth was in excess of 10%. None of the state~ provided 

information indicating decrease in manpower over the long-term (i.e., 1973-1976), 

although there were a few states that indicated short-term decreases in person-

nel between 1974 and 1975. 

Less than half of the juvenile parole/probation field offices provided 

information on changes in staffing patterns of key occupations. The data from 

these individual field offices appear to fit the general pattern established 

from headquarters information. 

b. Adult Probation and Parole. Growth in adult parole/probation 

manpower was also ev.ident from data collected both at headquarters and field 

offices. Manpower information provided from headquarters indicates there has 

been relatively rapid growth in parole officer manpower. As illustration, the 

number of parole officers increased in one state from 105 to 132 between 1973 

and 1975, and in another from 544 to 780 between 1973 and 1976. 

Personnel information gathered from the field offices was representative 

of the major trends found in headquarters offices. Increases have occurred in 

the numbers of both probation and parole officers and supervisors over the 

years 1973 to 1976. Over this time frame, a probation office in one state 

showed an increase from 66 officers and supervisors to 73 and a parole office 

increased officers and supervisors from 33 to 41. Similar pictures emerged 

in other states from a variety of geographical regions. Thus, agencies included 

in the NMS sample appear to reflect the generalized growth pattern in field 

services described by Wa11ace. 3 
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4. Conclusions and Findings 

The field interviews with a limited sample of probation/parole agencies 

and headquarters suggest several tentative conclusions. 

• There is a trend toward integrating field services with the 
administration of institutional services. Parole functions are 
more integrated within corrections than are probation functions. 

• There has been growth in manpower for both adult and juvenile 
probation/parole, but this growth has not kept pace with caseload 
growth. 

• Probation/parole caseloads typically are higher for adults than 
for juveniles. 

B. MAJOR FACTORS AFFECTING MANPOWER STAFFING 

NMS field interviews indicate that probation and parole agencies are now 

operating under conditions of manpower shortage, with long-standing gaps in 

staffing resulting from both increasing workloads and more stringent legal and 

functional requirements placed upon existing staff. Shortage conditions were 

evident in both juvenile and adult agencies; however, the manpower shortage in 

adult programs appeared to be more extensive. 

All of the adult probation and parole agencies sampled indicated they 

were experiencing a critical manpower shortage. In over half of the agencies, 

the shortage was confined to parole/probation officers. Other agencies indi-

cated a need for more supervisory personnel and staff who specialize in inves-

tigatory functions or a need for manpower in all categories of personnel 

including administration and training officer and casework positions. 

Adult agencies claimed that there was a sizeable discrepancy between 

existing and optimum staffing levels. Estimates of need for additional staff 

ranged from ten to thirty staff members per agency. 
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Available data rega~ding the length of existing manpower shortages 

indicates that they have been long-standing; such shortages have been apparent 

for at least three and one-half years and in one instance for as long as thir-

teen years. 

In contrast to the adult agencies, there is no consistent pattern of 

manpower shortages in the juvenile probation and aftercare agencies included 

in the NMS sample. A little less than half of the agencies sampled indicated 

that they had less than optimum staffing. Positions desired by agencies 

include: 1) paraprofessional aides to assist parole officers, 2) specialized 

parole officers, 3) personnel to assist in job and educational placement of 

youthful offenders, 4) counselors and 5) clerical personnel to reduce the paper-

work burden confronting parole and probation officers. Available data indicate 

that these shortage conditions in juvenile agencies have existed for at least 

two years and for as long as three and one half-years. 

In both adult and juvenile agencies, then, the existing manpower shortages 

are not recent developments, but have beep manifest for several years. These 

manpower problems have been influenced by: 1) exogenous forces emanating from 

other components of the LE/CJ spectrum, 2) recent trends and innovations in the 

provision of parole (aftercare) and probation services and 3) resource con-

straints affecting manpower retention and the development of solutions to 

staffing problems. 

1. Input of Exogenous Forces Upon Functions and Workloads 

Three major exogenous factors appear to have increased the workload of 

probation and parole agents: 

- Recent court decisions have influenced roles played by and 
responsibility assigned to parole and probation activities. 
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- Increa~ing numbers of offenders have been paroled or assigned to 
supervised probation. 

- Bureaucratization and flow of paper work have increased. 

a. Effects on Juvenile Probation and Aftercare Manpower. Recent 

court decisions concerning the rights of adult parolees to due process pro-

ceedings prior to return to institutions (e.g., 1972 Supreme Court decision, 

Morrissey vs. Brewer; 1973 Supreme Court decision, Gagnon vs. Scarpelli) have 

sensitized youth service authorities td the rights of juvenile offenders. This 

condition has become manifest despite the fact that the Morrissey and Scarpelli 

decisions are strictly concerned with adult offenders. Aftercare workers are 

not highly protective of the rights of youthful offenders, and as noted in one 

state, the indirect effect of the Morrissey decision has been an increased need 

for parole and aftercare workers to acquire legal expertise. The net impact of 

these court decisions and their more or less informal app1ieation to the juvenile 

correctional system has markedly increased the workload of aftercare workers. 

For example, in order to provide sufficient background information and evidence 

for hearing concerned with the status parole of juvenile offenders, aftercare 

personnel have had to carefully document their interchanges with clients, 

noting violations and related infractions. In addition, these staff members 

must also conduct investigations and interact with law enforcement agencies 

in support of these hearings. Given no net increment in the number of after-

care workers, there has been a movement away from provision of rehabilitative 

services and intensive follow-up and towards increased investigation, sur-

vei11ance, crisis-management and report preparation. Not surprisingly, this 

increased workload creates a discrepancy between the number of parole officers 

needed and the number of officers currently available. 
\1 
\\ , ~, 
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Court decisions and changes in the legal climate which have transformed 

the role of probation workers into child advocates have been another influence 

on the activities of probation officers. As part of the increasing emphasis 

on.child's rights, probation officers are often placed in an advocacy position 

before the court. Since other factors have remained constant, this movement 

has increased the burden upon probation officers. 

Recent increases in crime and arrest rates have also impacted heavily 

upon correctional facilities and services. Almost all offenders (young and 

old) come to rely eventually upon probation and/or parole services. Field 

services are under increasing pressure to seL'"Ve a larger pool of young offenders" 

and there has not been a proportional increment in detention and institutional 
r: 

facilities to assume a share of the increased burden. Thus, the number of cases 

that proba~ion and aftercare systems have to handle has increased, and while the 

number of juvenile caseworkers has also increased somewhat, a discrepancy exists 

between the two, resulting in considerable pressure to increase caseloads. 

One of the most frequently mentioned factors influencing workload and 

manpower needs in youth probation and aftercare services has been the increas-

flow of paperwork that agents must confront. In part, increased paper work 

and report writing requirements are a function of court decisions mandating 

detailed documentation of activities and actions with clients, but in large 

measure, this'problem may stem from increasing bureaucratization within field 

agencies and between field services and headquarters. The movement noted by 

Skoler towards integration of field and institutional services under super-

agencies may have as its cost increased paperwork and bureaucratic delays and 

obstacles. 
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Agency administrators have focused on several different approaches to 

handling the increased workload without boosting the number of clients that 

a given probation/parole officer must handle. The primary technique used by 

most administrators is that of creating new specialist positions and/or 

revamping current positions to handle particular elements of the parole and 

probation officer's job. For example, in one aftercare/corrections facility, 

a court liaison position was established to assist in developing an advocacy 

role for youthful clients in the court. The person holding this position was 

given a small case10ad and responsibilities that would otherwise be taken on 

by a number of caseworkers. 

:In a probation office in another state, an intake specialist position was 

developed from an existing personnel slot to focus on decisions pertaining to 

court appearances. The position required specialization in intake procedures 

and was not involved with field work; probation officers were thus relieved 

of much of the burden of court appearances. 

In an aftercare service in one industrialized state, unit supervisors 

who previously did not have case10ads assumed responsibility for supervising 

a small number of cases. This office also developed a vocational specialist 

position to provide youthful clients with vocational counseling and to assume 

these duties for parole officers in a team context. 

A second type of approach used by administrators to deal with increasing 

workloads has been to try to hire clerical and paraprofessional personnel to 

take over some of the paper work that has put a strain upon caseworkers. In 

one state, administrators obtained CETA funds to hire clerical personnel and 

students to assist caseworkers in carrying out some of their administrative 

duties. 
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b. Effects on Adult Probation and Parole Manpower. The Morrissey 

and Scarpelli decisions have had their most direct impact upon the activities 

of adult parole agents. In general, these decisions have meant that parole 

officers have to perform tasks previously not considered within their purview 

and/or have more stringent requirements for performing existing functions. As 

was evident within juvenile field agencies described earlier, parole and pro-

bation officers who serve adults have an increasing amount of paper work 

associated with documenting evidence and investigations for revocation hearings. 

For example, one agency noted that increased requirements for reporting were 

produced by insuring pre-revocation hearings to all paro1ees~ The increased 

workload has made it difficult, if not impossible, for parole officers to 

involve most clients in planning and development of meaningful treatment plans. 

Instead, officers focus their energies upon those in their case10ad who need 

the most help. In addition, several agencies indicated that parole officers 

must now make more frequent court appearances, further reducing the time avai1-

able to provide supportive and follow-up services. 

The number of offenders has increased sharply and this has been felt most 

keenly by probation and parole agencies. For example, one regional parole 

office indicated that the number of clients is up 20% over two years ago. 

This increase has been accompanied by an increase in the number of police, 

judges, and prosecutors which tends to exacerbate and increase the number of 

persons who flow through the system and the speed with which they move from 

institutional to field service. In addition, the nature of offenders has 

changed; they are more difficult to deal with and parole board members are 

reluctant to release such offenders directly into the community without some 

form of supervision. 
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The bureaucratic context within which probation and parole agencies 

function appeared to inflate workloads through increased paperwork, require-

ments for more investigations and delays associated with processing parolees 

and probationers through the system. One parole office reported that the 

growth of community-based correctional facilities and increased use of fur-

loughs has led to a requirement for a larger number of" investigations to support 

decisions regarding sentencing to community programs and eligibility for week-

end furloughs. In another state, headquarters established a management infor-

mation system to aid in developing data and tracking of clients for management 

purposes. Unfortunately, the data has to be entered into the system by hand, 

a task which has been passed on to parole/probation officers. As might be 

expected, this work requirement has forced the agencies to stretch their man-

power a bit further, and in adult parole and probation agencies such pressure 

is not without its costs. 

The manpower picture that emerges in adult field agencies is strikingly 

consistent across the states included in the NMS. All of the agencies feel 

understaffed and under a great deal of pressure. A common description of the 

manpower situation voiced by agency administrators was that their people are 

"tired and frustrated." The requirements for increased parole and probation 

manpower have not yet been adequately satisfied. 

2. Effects of Recent Trends in Parole and Probation Practices on the 

Manpower Picture 

In the course of the National Manpower Survey, an attempt was made to 

pinpoint the impact of four recent trends and innovations in parole/probation 

practices upon manpower and the need for additional personnel. Innovations 

or services which had become more firmly established included: 
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- Community Resource Management--probation/parole (aftercare) 
officers function as managers of existing resources in the com
munity to coordinate the provision of services for clients. 

- Purchase of Service--special treatment services are provided to 
clients on a contract basis, with the department assuming the 
burden of costs. 

- Employment of Ex-offenders--ex-offenders are hired to serve in 
professional roles in parole and/or probation and aftercare. 

- Use of Volunteers--professional or non-professional members of 
the local community volunteer their services to work directly 
with clients and thereby provide additional resources. 

Two major questions had to be answered with respect to each of these 

trends. First, to what extent were these innovations taking place in agencies 

and states included in the NMS sample? Where such innovations were in evidence, 

a second question was asked to determine the impact of altered practices upon 

manpower and staffing. 

a. Effects on Manpower in Juvenile Probation/Aftercare Agencies. 

Table VIII-VI-3 shows the number of agencies that have adopted different innova-

tions in probation/aftercare practices. As illustrated in the table, community 

resource management approaches were adopted in 60% of the field agencies in-

cluded in the sample. In one state, juvenile parole agents made use of schools, 

and recreation facilities. In another state, aftercare programs have developed 

contacts with police, schools, and social service agencies to collaborate in 

providing clients with employment opportunities and counseling services. 

Purchase of service was clearly the prevalent innovation used by the youth 

agencies contacted. Nine of ten agencies relied upon purchase of service 

agreements in one form or another. A division of youth services in one state 

used a purchase of service approach to initiate family group treatment homes, 

in which counselors worked with parents and youth siinultaneo~sly to provide 

short-term (not more than six months) treatment capabilities. This sort of 
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Table VIII-VI-3 

Use of Innovative Probation/Aftercare Practices 

in Juvenile Field Agencies 

Geographic 
Location of Community Innovative Employment 
Agency by Resource Purchase of of Use of 
Region Management Service Ex-Offenders Volunteers 

Far West X X X X 

Industrial 
Midwest X X X 

Southeast X X 

Mid-Atlantic X X 

South X 

Southeast X 

Northeast X 

Northwest X 

Industrial 
Midwest X X X X 

Mid-Atlantic X X 
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operation is illustrative of the manner in which purchase of service techniq~es 

can provide services to youthful offenders. Many of the other agencies involved 

in the NMS also had contracts with group homes to provide living facilities 

and treatment services, particularly for status offenders. 

As might be anticipated, few agencies hired ex-offenders. Those that did 

were located in diverse geographical regions. The most typical assignments for 

ex-offenders were counselor roles in which they could achieve immediate recogni-

tion and rapport with clients. 

Several states had considered the employment of ex-offenders in probation/ 

aftercare agencies, but had overtly rejected such proposals. It appears that 

one impetu~; for hiring former offenders has come from federal (LEAA) funds 
. 

designed to be used in special projects involving ex-offenders. 

Volunteers were employed in five of the ten agencies, and contribute to 

programs in a variety of ways. In one agency, for example, volunteers some-

times served as craft teachers or as "buddies" of offenders when they are in 

institutions and have continued to play the same role when youth move to parole 

status. In another office volunteers served as caseworkers,and, in some 

instances, as clerical workers. 

The direct impact of these innovations has not been felt in terms of 

manpower or workload. Administrators were not able to identify significant 

changes in. personnel requirements that have accompanied the development of 

community resource management techniques, purchase of service arrangements, 

hiring of ex-offenders, or the use of volunteers. Where such innovations were 

employed, benefits wer.e frequently noted, but at present there appear to be no 

identifiable costs in manpower terms. 
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b. Effects on Manpower in Adult Probation/Parole Agencies. As 

shown in Table VIII-VI-4, the agencies providing information concerning the 

use of innovative practices have come to rely upon community resource manage-

ment techniques. Community resources have been developed to provide social 

services and mental health services on a local level and community resources 

management techniques have been applied to job development and vocational 

counseling services. 

~n the states which had established purchase of servic~contractual 

arrangements were designed to provide clients with emergency lodging and 

accommodations or were set up for provision of psychiatric evaluation, voca-

tional training and medical and dental services. 

A very sma.ll proportion of agencies sampled have used ex-offenders in a 

professional capacity. Volunteers were infrequently used to provide supportive 

and job development services, but there were plans to develop volunteer 

programs. 

" In general, the effect these innovations have had upon manpower and work-

load has not been significant. The innovations have increased the range of 

services available to clients and thus have the potential for reducing the need 

for probation/parole workers who are then not required to provide similar 

services. However, the innovations discussed above have required coordination 

and developmer(t that increases the workload, thereby compensating for any 

workload reduction which has occurred. 

This condition was evidenced in one parole office where a community 

resource management model was operative. By developing community resources to 

provide services for clients, parole officers we~e able to speed up delivery 
o ! 

of s'ervice. However, this required greater coordination of agency activities 

c 
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Location of 
Agency by 
Region 

West 

Northwest 

Table VIII-VI-4 
I 

Use of Innovative Probation/Parole Practices 

in Adult Field Agencies 

COllIlIlunity Innoyati'Ve Employment 
Resource Purchase of of 
Management Service Ex-Offenders 

X X 

X X X 

Middle Atlantic X 

\i, 
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which dealt with the individual parolees, and led to an increase in parole 

officers' workloads. 

The same "compensatory" effect was obtained with the use of volunteers 

in parole .programs where volunteers facilitated job placement and provided 

supportive services. In this case, parole officers found that they had to 

orient volunteers and carefully coordinate their activities, which tended to 

increase their own workload. 

3. Impact of Resource Constraints Upon Manpower 

Resource constraints may be seen to influence the manpower picture in 

probation/parole/aftercare agencies in t~70 ways. First, the lack of resources 

makes it difficult for age~cies to retain the services of qualified staff. 

Second, limited resources reduce the potential for administrators to develop 

solutions to manpower problems. Since these conditions apply equally to adult 

and juvenile agencies, no attempt will be made to describe the impact in sepa~ 

rate sections. 

a. Impact of Resource Constraints Upon Personnel Retention. Perhaps 

the strongest indication that limited resources have made it difficult to retain 

staff is the fact that much turnover may be attributed to persons seeking 

higher wages and improved potential for advancement. For example, some adult 

parole/probation and parole offices indicated that turnover was largely a 

function of staff seeking more lucrative positions. Many of the officers were 

seeking federal jobs, which offer higher pay for equivalent responsibilities. 

The desired positions included jobs as federal probation and parole officers, 

and investigation positions in military agencies (civilian positions) in the 

CIA or in the FBI. Because of the heavy investigatory nature of parole and 

probation work, many staff members easily qualified for such work. As one 
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parole administrator put it, "we are the best training ground for federal 

investigation positions." 

Indirect effects of limited resources upon manpower and staffing are also 

indicated. That is, limited resources make it difficult for administrators to 

reduce case10ads to manageable levels. As a result, the staff feel overworked, 

tired and frustrated. From available data it appears that probation/parole 

officers become disenchanted or "burnt-out" due to such working conditions and 

are inspired to look elsewhere for more fulfilling and less burdensome 

employment. 

b. Impact of Resource Constraints on Solutions to Manpower Problems. 

Data gathered in the course of agency executive interviews indicate that there 

is a gap between resources available for additional manpower and staffing needs 

for the next five years. In both juvenile and adult field service offices, 

the response to manpower shortages by administrators has involved requests for 

additional professional, paraprofessional or support staff from the state and 

in several instances, the preparation of federal grant proposals to upgrade 

staffing. Despite these efforts, the majority of adult agencies sampled 

predicted that the manpower shortage would continue (and perhaps worsen), and 

over half of the juvenile agencies indicated that current efforts to increase 

staff would not prevent a manpower shortage during the next five years. The 

outlook of these administrators was relatively pessimistic; while some of 

their personnel requests may be filled, the additions would most probably come 

too late or in insufficient numbers to prevent shortages. 

4. Conclusions and Findings 

Several tentative suggestions emenate from the preceding discussion: 

• There is in general a loIlg-standing manpower shortage in both adult 
and juvenile probation/parole. The most acute shortage is 'in 

VIII - 585 

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

\ 

~~-.,.~:.J 



probation/parole officer positions, although the need for addi
tional supervisor and specialist positions is widespread. 

• Probation/parole workloads will continue to increase as a result 
of recent court decisions and the growing numbers of clients 
assigned to supervised, non-residential custody. 

• There will be increasing use of specialists for administrative 
and liaison functions in attempts to provide probation/parole 
officers more time to supervise case10ads. 

• Community resource management in which probation/parole officers 
actively serve as brokers of existing community services and 
resources for use in developing individual programs for clients 
will continue to grow in importance. 

• The use of ex-offenders and community volunteers, while wide
spread in juvenile probation/parole, has had no significant 
impact on manpower or workloads. 
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C. ANALYSIS OF PERSONNEL SYSTEM CHARACTERISTICS 

In order to analyze the personnel systems developed for adult and juvenile 

probation and parole (or aftercare) agencies, interviews with personnel and 

training officers were conducted at the sample state headquarters. These head-

quarters personnel and training interviews, supplemented in part by analogous 

questions posed at the agency level, form the basis of the information pre-

sented here, 

1. Recruitment, Selection and Assignment of Personnel 

a. Probation and Aftercare Services for Youthful Offenders. Tra-

ditionally, probation and aftercare services have been viewed as being closely 

linked to the social work field. 4 As a result, hl,.ring policies for entry-level 

caseworker positions implicitly carry the professional requirements of a college 

education. Consistent with this theme, the majority of state headquarters in-

cluded in the NMS sample that provided information on entry level require-

ments for aftercare workers reported that bachelor's degrees were the minimum 

educational requirement. The data provided here only reflect requirements for 

aftercare workers since these personnel are usually under the administration of 

state-level headquarters. Juvenile probation officers typically come under 

the purview of local authorities, and "hard" data or formal requirements for 

these positions was not collected. However, fragmentary indications from the 

field indicate that the requirements for probation officers are similar if not 

identical to those applied to aftercare workers. 

State headquarters personnel did not indicate that there had been any 

significant changes in entry requirements during the last five years. One 

state did indicate that some changes in entry-level standards were anticipated 

and focused on the requirement of a specialized degree (e.g., in social work 

or human service delivery). 
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Although entry requirements have not been modified, changes in recruiting 

emphasis have been made. A major development in recruiting and selecting 

probation/parole workers during the last few years has concerned affirmative 

action programs. Findings in this area reveal the following: 

Juvenile field service agencies have affirmative action programs 

- The net effect of affirmative action programs upon staff morale 
is quite limited. 

Minorities and females in probation/parole do not appear to have 
significant limitations placed upon their activities or advance
ment potential. 

All of the juvenile probation/parole/aftercare agencies which provided 

information about adoption of equal opportunity policies have developed affirma-

tive action programs, with the bulk of attention currently being directed 

toward hiring and recruiting policies. Thus, in an urban center of one state, 

the current priority was to hire minorities in at least 50% of new openings for 

probati~n officers. In another, more agricultural state, hiring and recruit-

ing emphasis was focused upon female probation agents and the program has now 

resulted in a staff that is one-third female. In general, parole and probation 

administrators indicated that their respective programs had significantly in-

creased minority and female representation at the entry level among staff mem-

bers. Half of the agencies sampled gave indications that affirmative action 

had been carried over into promotional P9licies. At one urban agency, for 

example, the opportunity for advancement of women had been greatly improved and 

four of six district administrator positions were held by women. 

These affirmative action programs we~e not totally without impact on staff 

morale; both positive and negative effects were listed by agencies in the 

sample. In one agency which had experienced some problems, males were some-

what displeased about being supervised by females. Females, however, were 
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quite favorable regarding the promotion of other females to supervisory 

positions. 

Agencies which evaluated staff morale claimed that there were no restric-

tions on the positions women or minority group members could hold. The fact 

that minority members within a group of qualified candidates tend to receive 

priority in filling new positions was listed as a possible problem. 

b. Recruitment and Selection of Personnel in Adult Probation/Parole 

Agencies. As was the case with entry-level requirements for youth probation/ 

aftercare workers, a college degree plus one or more years experience appeared 

to be necessary for adult caseworker positions in the majority of the respond-

ing agencies. 

A number of questions were posed regarding recruiting methods, policies, 

and procedures related to probation/parole officers. Parole and probation/ 

parole headquarters that provided responses to inquiries based their recruit-

ment upon a Civil Service system. Personnel for the position of parole officer 

were generally hired from outside the system. An alternative mode of hiring, 

however, was given by one state, which indicated that transfers were a major 

source of manpower. Recruiting sources for filling parole officer positions 

which were listed by the headquarters included vocational schools, personnel 

contacts and other state agencies. 

The dominant theme in personnel recruitment for adult agencies clearly 

revolves around affirmative action programs and their impact. Of the adult 

probation/parole agencies included in the NMS sample, all had established 

formal or very effective informal affirmative action programs and policies. 

These programs were often stimulated by the availability of federal grant 
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monies and top-level support from state headquarters. An example of the form 

programs might take was provided by one state, which had an internal affirma

tive action committee to help identify local qualified minority candidates for 

openings. 

The impact of these programs was fairly well documented; agencies ex

hibited substantial increases in the number of minorities and women employed 

as probation/parole caseworkers. For example, in one probation office which 

used an "informal" affirmative action program and employed one-hundred case

workers, forty-eight were women and twenty-five were minorities. 

The major emphasis of these programs has been upon hiring. One parole 

office indicated that all forthcoming positions will be filled with minorities 

and females until parity is reached. In another state, a probation agency's 

major goal was to have one-third of its staff consist of minority group members. 

As was the c~se within juvenile agencies, there were no identifiable 

restrictions on the assignments of minorities or females. One adult parole 

administrator noted that at one time female parole officers had not been per

mitted to supervise male parolees, but this was no longer the case. 

The impact of these programs upon staff morale in most agencies has not 

been perceptible. As exceptions, the administrator in one agency found that 

the mix of different cultural groups had not worked out very well, and a pro

bation agency in the same state found that the affirmative action program 

had improved morale, particularly in terms of developing more positive atti

tudes among males toward females. 

2. Career Development and Promotion Policies 

a. Juvenile Probation/Aftercare Agencies. In the course of person

nel interviews conducted at state headquarters, a series of questions were 
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asked regarding formal promotion and advancement policies and the extent to 

which career ladders have been developed. Career ladders are most important 

in assessing a personnel system since their existence suggests that consider-

able serious attention has been given to personal and occupational growth and 

development of employees. 

Within the sample of juvenile corrections headquarters the majority of 

states had developed formal career ladders for aftercare workers or were 

currently studying the development of career ladders in corrections. The 

definition of "career ladders" used here is that of job specifications which 

outline years of experience, amount of education and training needed for 

advancement through various levels in the system. 

Additional questions focused on factors used to determine promotions 

among aftercare workers. Of the states which answered these questions, half 

indicated that supervisor evaluations were used, half indicated that there 

were promotional examinations, and half relied upon experience in a particular 

rank. Other factors involved in promotional decision-making were less commonly 

employed. Educational level, training, and seniority were each used by less 

than half of the states in determining promotions. 

States also specified that there were minimum standards that had to be 

met before an aftercare worker could be considered for promotion. The most 

commonly used criteria included type of work experience. and the level of 

edu,cation at taine(~. 

b. Ad!lllt Probation/Parole Agencies. Questions were asked instate 

correctional hea~iquarters about the nature and existence of formal career 
,. 

ladders for adult; parole officers and probation/parole officers. Most of the 

" 

" 
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states included in the sample had established career ladders, thus recognizing 

the need for clear-cut career paths to promote the occupational.and personal 

development of personnel. 

During headquarters personnel interviews, questions were also asked about 

the factors and criteria that were used to determine eligibility for promotion. 

The most commonly considered factors included promotional exams and supervisory 

evaluations. In a related set of questions, probes were directed at defining 

minimum standards for promotion. The primary factors here appeared to be level 

of education and amount of training. 

3. Training and Education Policies and Programs 

a. Training of Caseworkers in Juvenile Probation/Aftercare Agencies. 

In order to examine preservice and in-servic~ training of probation and after

care workers in juvenile corrections, the most relevant data may be derived 

from training interviews conducted at state headquarters. Because of their 

organizational structure, state programs only have responsibility for aftercare 

functions. Therefore, the data on training for probation programs are not 

included in this analysis. In addition, examination of data gathered at the 

agency level reveals that no agency-level training was reported for juvenile 

probation and aftercare programs. The only data available, then, are con

cerned with juvenile aftercare personnel working under the direction of state 

headquarters. 

Preservice training for one state took the form of thirteen days of 

orientation while for another state the training consisted of forty hours of 

introductory instruction for its juvenile parole officers, covering such topics 

as availability of community resources, crisis intervention techniques and 

counseling procedures. Headquarters provided a picture of training that was 
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relatively unstructured and less formalized than training provided other 

categplies of key correctional personnel. 

Some states provided indications that they conduct in-service training 

for ca~eworkers. Another state had plans to develop an in-service training 

program for the coming year. The training carried out in these states in-

eludes tnstruction on the legal rights of juveniles and interviewing and report 

writing procedures. 

b. Training of Adult Probation/Parole Officers. The majority of 

states have developed preservice training for parole/probation officers. As 

noted earlier, parole and probation functions mayor may not be integrated 

within centralized departillents of correction. Where these functions are not 

integrated, training has become the responsibility of parole and probation 

commissions on boards of pardons and paroles. 

There is considerable variation in the length of preservice training that 

is offered, ranging from three days to five weeks. All of the states offering 

training for probation/parole officers provide it on a mandatory basis and 

appear to concentrate upon treatment issues. Some of the states also address 

security topics. 

The current training that is available appears to represent a substantial 

improvement over that available five years ago. In over half of the states, 

training has become more systematic or has been developed from "scratch" when 

necessary. This trend will apparently continue as illustrated by one state 

which anticipated a doubling of preservice training expenditures and effort 

over the next five years. 
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LEAA funds appear to have played a critical role in these developments 

<luring the past few years. While some states do intend to increal:!e efforts 

in the area of preservice training, the anticipation of federal cutbacks has 

prompted one state to plan reductions of training in the event that funds dry 

up. 

As in many other areas of corrections, in-service training is considerably 

less substantial and systematic than preservice training. Only a small number 

of states had mandatory in-service training programs although in-service train

ing was provided in other states. Training was scheduled for up to forty hours, 

and encompassed such topics as group dynamics, counseling, crisis intervention, 

and drug/alcohol abuse. 

Like preservice training, in-service programs have developed from ground

zero during the past five years and were, in part, dependent upon LEAA funding 

levels. 

4. Labor-Management Relations 

The majority of both juvenile and adult probation/parole and aftercare 

caseworkers are part of state or county Civil Service systems. The available 

data do not suggest that unions have been able to make extensive inroads with 

this category of personnel. In the NMS sample of headquarters which adminis

tered either adult or juvenile probation/parole programs, probation/parole 

officers were unionized in very few states. 

Unionization is becoming a more significant factor in personnel admin

istration of correctional systems. It might be anticipated that probation/ 

parole components would be among the last elements in the systems to be 

unionized, since caseworkers are occupationally linked to the social work 
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profession and less readily inclined to view themselves as sympathetic to union 

causes. However, given the increasing workload placed upon probation and 

parole officers (particularly in the adult systems), unionization may come 

sooner than expected. 

Because of the low level of union participation, it is difficult to detect 

any significant impact of unions upon personnel Eanagement and policy with 

regard to probation/parole/aftercare workers. 

5. Most Significant Needs for Personnel System Improvements 

As part of the analysis of probation/parole/aftercare manpower and per-

sonne1 management systems, we have identified a number of areas where improve-

ments are needed. These include the following: 

- Present career ladders and occupational classifications do not 
provide enough flexibility to develop new or more specialized 
roles in the probation/parole system. 

- Most agencies' staff members are buried under paper work. 

- Current compensation is often insufficient for retaining quali
fied probation/parole officers. 

- Affirmative action policies have been applied mainly to hiring 
policies with less attention given to promoting minorities and 
women once they are onboard. 

a. Improvements in Career Ladders and Occupational Classifications. 

Since most field agency administrators are confronted with a manpower shortage, 

one means that has been developed to cope with this staffing problem has 

been to separate elements of probation/parole officer positions and create 

new positions and job titleS (albeit informally) with new clusters of respon-

sibi1ities and roles. Present occupational classification systems and care~r 

ladders do not take such role innovations into account and some revamping of 

current systems may soon be in order as changes become more widespread. In 

juvenile parole/probation, new roles include court liaison, intake specialist 
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and vocational specialist, positions. In addition to these professional changes, 

the influx of increasing numbers of paraprofessional and clerical staff may 

create a demand for new job titles and classification to accommodate the new 

categories of personnel. 

b. Paper Work Blizzard. A common complaint among agency admin-

istrators was that they and their staffs were buried under an increasing volume 

,(:' of paper work. In the recent implementation of a management information sy~'r 

tem in one state, it was made apparent that system designers do not realize: 

the "hidden costs" of innovative administrative systems for line personnel 

who must assume increased clerical burdens. Clearly, some changes are in order 
/.:) 

to decrease the load of paperwork and enable caseworkers to more effectively 

carry out their primary responsibilities. 

c. Current Levels of Compensation. Since many state-employed 

probation/parole caseworkers leave to take jobs in the federal sector, largely 

for financial reasons, state agencies ought to give serious attention to com-

paring their compensation structure with that in use by the Federal Government. 

This is particularly essential since state agencies bear the financial burden 

of training and developing these personnel, but then do not receive adequate 

return on their investment as personnel leave for more lucrative positions with 

the Federal Government. 

d. Expansion of Affirmative Action Policies. The major thrust of 

affirmative action programs has been the hiring of minority and female person-

nel. Serious attention needs to be devoted to expanding these programs to 

address the promotion and advancement of these staff members so that agencies 

can retain their services and make effective use of their developing skills. 

It is clear that more opportunity for females lies in the probation/.parole 
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arena than anywhere else in corrections, since no restrictions need to be 

placed on their activities as is the case in institutional corrections (e.g., 

they are able to supervise male offenders in probation and parole, etc.). 

6. Conclusions and Find~ngs 

The analysis of probation/parole personnel systems permits the following 

tentative conclusions. 

• Both juvenile and adult probation/parole agencies have developed 
formal affirmative action programs that have increased minority 
and female representation on staffs. 

• Minorities and females in juvenile and adult probation/parole 
appear not to be restricted in job assignments. 

• There have been no apparent adverse effects on probation/parole 
staff as the result of affirmative action programs. 

• For both adult and 
dramatic expansion 
to five years ago. 
this expansion. 

juvenile probat~on/parole there has been a 
of pre-and in-service training as compared 

LEAA support has been the major impetus of 

• The trend is toward making pre' and in-service training for both 
adult and juvenile probation/parole officers more formal, manda
tory, and extensive. Training currently administered varies 
in quality and scope among states and almost never is evaluated. 

• Legal issues and rights of youth' are increasingly becoming areas 
of concern for the training of aftercare workers. 

• Unions have not yet made a significant impact on either adult or 
juvenile probation/parole personnel management or policies. 
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D. OCCUPATIONAL ANALYSIS OF KEY OCCUPATIONS 

The original intent of the National Manpower Survey was to consider four 

occupations as key occupations--adult parole officer, adult probation officer, 

juvenile aftercare worker, and juvenile probation officer. The probation/parole 

occupations were later combined into one category on the basis of job analysts' 

recommendations who determined that the essential job function characteristics 

were similar. The fact that some states have unified probation and parole 

operation under one organizational entity, the small number of separate proba

tion and parole agencies in our sample, and recommendations from juvenile 

corrections experts also contributed to our decision to combine probation and 

parole occupations. 

Consequently, key occupations discussed in this section consist of adult 

probation/parole officers and juvenile probation/parole officers. 

The objectives of the occupational analysis are to: identify and describe 

the tasks that key occupation incumbents perform on the job; identify the 

knowledges and skills required for performing these tasks; assess the potential 

future task and knowledge/skill requirements and derive training and education 

implications of the current and future task-knowledge requirements for each key 

occupation. 

The data on which the occupational analyses are based were developed through 

different stages of refinement following a Functional Job Analysis Model. Briefly, 

tasks and requisite knowledges and skills were identified and described on the 

basis of observing and interviewing incumbents and from inputs from experts and 

our staff specialists. These were incorporated into Task and Knowledge Checklists 
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corresponding to the two key occupations. The checklists were then used in 

the field to collect incumbent responses about whether they performed the 

tasks, the time spent on the tasks, the level of proficiency needed in specific 

skills and knowledges, where they learned to perform tasks, and how the task 

could best be learned. This basic task and knowledge requirements information, 

after review by corrections experts and occupational specialists, provides the 

data for each of the following occupational analyses. The specific occupa

tional analysis procedures are discussed in more detail in the methodology 

section of the Appendix. 
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1. Adult Probation/Parole Officer 

The bulk of the occupational analysis data was collected from 43 adult 

probation/parole officers working in ten states. The median age of these 

probation/parole (p/P) officers was 32 years, 77 percent were male, 74 percent 

were white, 19 percent were black, and 7 percent repr,esented other ethnic 

groups. The median level of education attained by the sample of pip officers 

was college graduate plus some graduate course work and they had 5.5 years 

median experience in corrections. 

a. Task and Knowledge Requirements. Nineteen tasks and seventy-

three specific knowledges and skills describe the essential job requirements 

of an adult proba.tion/parole officer. All the knowledges and skills are not 

needed for all tasks and different tasks entail various levels of knowledge or 

skill proficiency. 

The current task and knowledge requirements for the job of adult institu-

tional correctional officer is summarized in the Task-Knowledge matrix pre-

sented at the end of this analysis. The cell entries of the matrix indicate 

the level of proficiency required in the specific knowledges and skills for 

correctional officers to perform specific tasks. 

As presented in the matrix, the 19 essential tasks performed by adult 

probation/parole officers are: 

I.D. Code Task 

1. Investigates and verifies by phone, correspondence, interview and ob
servation, probation or parole client's activities and environment to 
ascertain if legal requirements (of.the court or paroling body) are 
being met 
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2. Int~rviews client and administers tests to identify and classify 
client's skills, abilities and interests 

3. Establishes periodic verbal or personal contact schedule with client 
on the basis of risk and instructs client on conformance to condi
tions of probation, parole or incarceration 

4. Establishes and maintains case file and evaluates information to 
determine client's progress and needs 

5. Receives and takes action on complaints against client 

6. Modifies probation, parole or correctional program in view of client's 
needs 

7. Negotiates with client and develops individual treatment program for 
probationary, parole or corrections client and assists client in 
implementing program 

9. Advises and counsels clients, individually or in groups, concerning 
conditions of probation, parole or incarceration, employment, housing, 
education, community services, and management of personal affairs to 
establish realistic and socially acceptable behavior patterns 

10. Advises and counsels c1ien.t's family and/or handles complaints on 
problems in dealing with client 

11. Prepares recommendations, reports and dispositional plans on clients 
for Court, Parole Board or Classification. Board 

12. Testifies at judicial proceedings, parole board or committees as 
expert witness to evaluate client progress 

13. Conducts preliminary hearings and recommends revocation of probation 
or parole 

14. Establishes and develops contact with potential employers of clients 

15. Contacts and consults with community agencies, individuals and com
mercial firms to evaluate and establish resources for client treatment 
and assistance 

16. Promotes and explains probation, parole or correctional programs to 
improve public understanding and support of programs 

17. Coordinat~s use of citizen volunteers in probation, or parole activities 

18. Attends meetings, hearings and legal proceedings to gather and exchange 
information and provide input to decisions regarding clients 

19. Coordinates information gathering and plans concerning clients among 
law enforcement/criminal justice agencies, client's family, community 

. agencies and commercial firms 

*20. -Develops detailed reports of work activities 

*Task numbers relate to the numbers which identify tasks on the Task-Knowledge 
matrix. During the course of field work and analyses activities, some tasks from 

. original lists have been deleted or combined, which accounts for any misSing 
number(s) above. 
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The most critical tasks in terms of the percent of incumbent adult probation/ 

parole officers who reported performing them and the amount of time spent on 

them are #3, 4, 6, 9, 10, and 11. These tasks focus on having direct contact 

with clients, and in this sense constitute the core of the pIp officer's 

responsibilities. In contrast, tasks #2 and 13 are less typically performed. 

The 73 different know1edges and skills in the Task-Knowledge matrix have 

been identified as being necessary for adult probation/parole officers to per-

form their job. These have been classified under six broad Knowledge Categories 

as below: 

Knowledge Category 

A. Knowledge of the judicial and correctional systems (10 know1edges/ski11s) 

B. Knowledge of case files and information gathering (8 know1edges/ski11s). 

C. Knowledge of planning, managing and administering a counseling program 
(20 know1edges/ski11s) 

D. Knowledge of theories, principles and techniques of individual and 
group counseling (10 know1edges/ski11s) 

E. Knowledge of human personality, dynamics, handicaps, communication, 
and specialized terminology (15 know1edges/skil1s). 

F. Ability to organize data, interact with clients and coordinate efforts 
(10 know1edges/ski11s). 

b. Training and Education Implications. While the Task-Knowledge 

matrix describes current job requirements, it does not indicate whether incum-

bent adult probation/parole officers have received the appropriate training or 

education 9r whether their training and/or education was received in the optimal 

learning settIng. Part of the occupational analysis effort generated data 

relative to these issues. 

Three occupational analysis sources provided data for assessing training 

and education implications, (1) the Task-Knowledge matrix, (2) Task Checklist 
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summaries which indicate incumbent responses on where they learned how to do 

specific tasks (i.e., in academic, formal training, or OJT settings) and 

whether the training received was too little, about right, or too much, and 

(3) summaries from an equivalent set of incumbents as to where the tasks could 

best be learned. 

Table VIII-VI-5 on the next page, presents the essential information from 

these three sources for assessing T&E implications. The left portion indicates 

the percent of specific skills in each Knowledge Category (i.e., A, B, .•• F) 

that is required at a high proficiency level to perform each listed task. 

The middle portion shows the percent of incumbents indicating where the task 

can best be learned. The extreme right portion indicates where the majority 

of incumbents reported they actually learned to perform the task and whether 

the amount of training was sufficient. 

To draw out training and education implications from the occupational 

analysis data in Table VIII-VI-5, a general multi-step transformation is re

quired. Since the occupational data collected are task-oriented, the first 

step is to identify what incumbents reported about tasks. The second step is 

to identify the critical Knowledge Categories related to tasks. This provides 

general information about knowledge requirements, deficiencies, or training. 

The third step is to identify the specific knowledges/skills subsumed within 

Knowledge Categories, which provides more detailed information for suggesting 

conclusions and recommendations about training needs, deficiencies, and set

tings. It must be kept in mind that, given our small, nonrepresentative sample 

of adult probation/parole officers, all of the findings are suggestive only 

and can best be used by policy makers and training managers for identifying 

possible training deficiencies and training issues deserving more syste~tic 

study. 
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Tasks 

1 

2 

3 

4 

5 

6 

7 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

*20 

Average 
Percent 

AC/ FT FT AC AC FT 
Knowledge Category 

A B C D 

30 50 
I 35 0 

0 50 10 10 

20 13 20 20 

20 100 20 20 

20 13 40 60 

20 38 65 50 

20 75 50 40 

20 50 75 60 

0 75 45 30 

30 63 65 30 

20 25 20 0 

20 0 45 40 

10 0 30 10 

10 0 30 10 

50 0 0 0 

10 13 30 10 

50 13 35 20 

20 25 25 10 

- - - -

21% 34% 36i~ 23% 

AC = Academic 
FT = Formal Training 

OJT = On-the-job training 
* = added by experts 

E 

13 

20 

7 

20 

13 

13 

20 

27 

20 

27 

0 

13 

13 

13 

13 

20 

7 

13 

-

15% 

Fr/ 
OJT 

F 

70 

50 

50 

20 

70 

40 

60 

60 

80 

40 

50 

50 

10 

40 

30 

10 

40 

40 

-

45% 

Table VIII-VI-5 
Occupational Summary Data for 

Adult Probation-Parole Officers. 

One best way Where. actually 
to learn 

AC FT OJT 

0 33 44 

- - -
50 0 50 

0 0 75 

- - -
0 0 75 

41 24 12 

22 28 17 

- - -
67 11 22 

0 0 100 

14 43 43 

0 0 0 

- - -
- - -

.-
0 67 33 

50 0 50 

- - -
- - -

- = too little 
OK = about right 
+ = too much 
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c. Job Training/Education Requirements. The left portion of the 

Table describes the training/education requirements for adult probation/parole 

officers, both in terms of training content and where training could best be 

administered. The column qverages indicate the percent of know1edges and skills 

in each Knowledge Category needed at a high proficiency level for an adult 

probation/parole officer to perform effectively. This relates to training 

content. Above each Knowledge Category letter is indicated where the specific 

know1edges/skil1s can be learned, as determined by independent ratings of five 

occupational specialists. For example, the know1edges/ski11s of category A 

can best be learned in a combination of academic and formal training settings, 

category B in a formal training setting, and so forth. 

On the basis of percent of specific know1edges and skills which are 

required at a high level of expertise, the column averages in the Table suggest 

that Knowledge Categories F (ability to organize data, interact with clients ... ), 

C (knowledge of planning .•. counseling program), and B (knowledge of case 

files ... ) are the most critical knowledge areas for adult probation/parole 

officers. This in turn suggests that training on the specific know1edges and 

skills corresponding to these same three Knowledge Categories would constitute 

a crucial requirement for this occupation. 

(1) Amount of training. The Table shows that, in the main, adult 

probation/parole officers indicated that they were getting sufficient training. 

However, they did perceive a deficiency in training for five tasks. The first 

such task was task #2 (interviews clients and administers tests .•• ). Given 

that the most important knowledge area for performing this task is Knowledge 

Category F, additional or better training in such topics as how to organize 

data, relate to reluctant clients and to client families, and how to work and 

coordinate with others may be needed. 

VIII - 605 



For task #15 (contacts and consults with community agencies ••• ), the 

second task judged to have too little training, Knowledge Category F again is 

the most critical knowledge area needed to perform this task. Additional and 

better training in the specific topics listed in the above paragraph are 

suggested. 

For task #16 (promotes and explains probation, parole ... programs ••. ), the 

most important area is Knowledge Category A. This suggests need for better 

training in the roles, functions, and laws of the different sectors of the 

LE/CJ system. 

For task #17 (coordinates use of citizen volunteers .•• ), the critical 

knowledge area is Knowledge Category C. This implies a possible deficiency in 

training on how to select, organize, and utilize volunteers, the capabilities of 

local social service agencies, and how to integrate community resources to 

match client's needs. 

For task 1118 (attends meetings, hearings ••• to provide input to decisions 

regarding clients), the most important knowledge area is Knowledge Category A. 

More or better training in the roles, functions, and laws of the separate 

components of the LE/CJ system and in parole policies and procedures is 

suggested. 

Overall, Categories A and F seem to be the areas where the biggest 

training deficit is occurring. Also, all the training deficient tasks except 

one involve dealing with the public or other elements of the criminal justice 

system. 

(2) Training settings. Tht~ Table clearly indicates that .incum

bent adult probation/parole officers have l~arned how to perform all their 
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specific tasks via on-the-job training. However, in terms of where incumbents 

think the tasks could best be learned, the data suggest that certain tasks 

might best be learned in academic and/or formal training. There appear to be 

discrepancies between actual and desired training settings for adult probation/ 

parole officers. 

On the basis of our data and considered judgments, the most critical dis-

crepancies seem to be on how and where tasks 7, 9, 11, 13, and 17 are learned. 

These tasks are seen by incumbents as best learned in formal training and/or 

academic settings. These tasks generally involve expert levels of either 

Category B or C or F knowledges which have the following implications: 

For Category B, knowledges relating to case files and information 
gathering can better be taught in formal training settings rather 
than OJT. For example, specific information about family, social, 
and behavioral histpry to include in case files would seem best 
learned in formal training. 

') For Category C, knowledges relating to planning, managing and 
adminis~ering a counseling program can be taught better in a 
formal training setting. For example, knowledge about develop
ing and assessing client parole/probation plans, client history, 
patterns of behavior, and determining client needs, abilities, and 
interests all seem suited for formal training. 

For Category F, abilities to organize data, interact with clients, 
and coordinate efforts are best taught in a mix of formal training 
and OJT settings. For example, how to organize factual data, to 
clarify issues, and to interview difficult clients can be learned 
in formal training. Expertise in performing these skills, however, 
can best be gained in the context of job experience with the aid of 
supervised OJT. The theory of these abilities would be taught in 
formal training and the capabilities inculcated by OJT. 

d. Future Task and Knowledge Requirements. One obvious determinant 

of what adult probation/parole officers will do and need to know in five years 

is whether they have responsibilities for either probation or parole or for 

both. A second controlling factor over how probation/parole activities are 

performed is size of caseload. Evidence gleaned from occupational analysis 

data, interviews with incumbent adult proba~ion/parole officers, supervisors, 

VIII - 607 



and executives, and input from experts allow us to make some tentative pre-

dictions about future task and knowledge requirements. 

The probation/parole officer likely will have increased need to meet with 

the general public, business community, and service organizations to secure 

jobs and general acceptance of his clients in the community. Better skills 

and training in public relations, oral communication will be future require-

ments (Knowledge Category E skills). 

Reliance on and use of community resources will continue to increase. 

The adult probation/parole officer will become a broker of services more and 

more. Increased and more effective interaction with local public and private 

social welfare agencies, and the increased use of volunteers will require 

efficient capabilities. Specific skills needed include the ability to meet 

and organize volunteers, to know more about the potential and limitations of 

available service agencies, to develop community resources, and to comply with 

a myriad of referral procedures to community agencies (Knowledge Category C 

skills and knowledges). 

The core professional responsibility of probation/parole officers will 

continue to evolve about counseling activities. Some routine and non-casework 

activities are being assumed by paraprofessionals and volunteers. This trend 

is likely to continue in the future leaving the probation/parole officer with 

more time to observe, evaluate and assess clients. There will be increased 

need for more and better training in, and knowledge about, individual and group 

counseling, crisis intervention, standardized and individual testing, and 

financial, personal and family management for clients (Knowledge Category D 

skills and knowledges). 
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1. Investigates and verifies by phone, correspondence, 
interview and observation; probation or parole client's 
activities and environment to ascertain if legal require
ments (of the court or paroling body) are being met 

2. Interviews client and administers tests to identify 
and classify client's skills, abilities and interests 

3. Establishes periodic verbal or personal contact 
schedulr with client on the basis of risk and in
structs client on conformance to conditions of proba
tion, parole or incarceration 

4. Establishes and maintains case file and evaluates in
formation to determine client's progress and needs -----

5. Receives and takes action on complaints against client 

6. Modifies probation, parole or correctional program in 
view of client's needs and progress 

7. Negotiates with client and develops individual treat
ment program for probationary, parole or corrections 
client and assists client in implementing program 

9. Advises/counsels clients, individually or in groups, 
concerning conditions of probation, parole or incar
ceration, employment, housing, education, community 
services, and management of personal affairs toestab
lish realistic and socially acceptable behavior patterns 

10. Advises and counsels client's family and/or handles 
complainants on problems in dealing with client 

11. Prepares recommendations, reports and dispositional 
plans on clients for Court, Parole'Board or Classifi
cation Board 

12. Testifies at judicial proceedings, parole boards or 
committees as expert witness to evaluate client 
progress 

13. Conducts preliminary hearings and recommends revoca
tion of probation or parole 

14. Establishes and develops contact with potential 
employers of clients 

15. Contacts and consults with community agencies, indi
viduals and commercial firms to evalute and establish 
resources for client treatment and assistance 

16. Promotes and explains probation, parole or correc
tional programs to improve public understanding and 
support of programs 

17. Coordinates use of citizen 
parole activities 

volunteers in probation, ' 

--:--:---_-_1 
i 18. Attends meetings, hearings and legal proceeo1ngs ~o 

gather and exchange information and provide input to 
decisions regarding clients 

19. Coordinates information gathering and 'plans concerning 'I' 
clients among law enforcement/criminal justice 
agencies, client's family, community agencies and I 

r-~!tol F'.f'PftU! . 

I' 120• Developing detailed reports of work activities 
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1. Investigates and verifies by phone, correspondence. 
interview and observation; probation or parole client's 
activities and environment to ascertain if legal require
ments (of the court or paroling body) are being met 

2. Interviews client and administers tests to identify 
and classify client's skills, abilities and interests 

3. Establishes periodic verbal or personal contact 
schedule with client on the basis of risk and in
structs client on conformance to conditions of proba
tion, parole or incarceration 

4. Establishes and maintains case file and evaluates in
formation to determine client's progress and needs 

W 6. Modifies probation, parole or correctionarprogram in 
tn view of client's needs and progress 
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7. Negotiates with clie;rt~d d~v~i~p-;--individual treat
ment program for probationary, parole or corrections 
client and assists client in implementing program 

9. Advises/counsels clients, individually or in groups, 
concerning conditions of probation, parole or incar
ceration, employment, housing, education, community 
services, and management of personal affairs toestab-
1ish realistic and socia1lY,acceptable behavior patterns 

10. Advises and counsels client's family and/or-handles 
complainants on problems in dealing with client 

11. Prepares recommendations, reports and dispositional 
plans on clients for Court, Parole Board or Classifi
cation Board 

12. Testifies at judicial proceedings, parole boards or 
committees as expert witness to evaluate client 
progress 

13. Conducts preliminary hearings and recommends revoca
tion of probation or parole 

14. Establishes and develops contact with potential 
employers of clients 

15. Contacts and consults with community agencies, indi
viduals and, cC;lInmercial firms to eva1ute and establish 

I I I resources fc;r" client treatment and assistance 
16. Promotes and explains probation, parole or correc

tional programs to improve public understanding and 
support of programs 
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17. Coordinates use of citizen volunteers in probation, 
parole activities 

18. Attends meetings, hearings and legal proceedings to 
gather and exchange information and provide input to 
decisions regarding clients 

19. Coordinates information gathering and plans concerning 
clients among law enforcement/criminal justice 
agencies. client's family. community agencies and 
commercial firms 

20. Developing detailed reports of work activities 
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1. Investigates and verifies by phone, correspondence, 
interview and observation; probation or parole client's 
activities and environment to ascertain if legal require-
ments (of the court or paroling body) are being met 

2. Interviews client and administers tests to identify 
and classify client's skills, abilities and interests 

3. Establishes periodic verbal or personal contact 
schedule with client on the basis of risk and in-
structs client on conformance to conditions of proba-
tion, parole or incarceration 

4. Establishes and maintains case file and evaluates in-
formation to determine client's progress and needs 

5. Receives and takes action on complaints against client 

6. Modifies probation, parole or correctional program in 
view of client's needs and progress 

7 • Negotiates with client and develops individual treat-
ment program for probationary, parole or corrections 
client and assists client in implementing program 

9. Advises/counsels clients, individually or in groups, 
concerning conditions of probation, parole ot incar-
ceratiol1, employment, housing, education, community. 
services, and management of personal affairs toestab-
lish realistic and sociallyacceptable behavior patterns 

10. Advises and counsels client's family and/or handles 
complainants on problems in dealing with client 

II. Prepares recommendations, reports and dispositional 
plans on clients for Court, Parole Board or Classifi-
cation Board 

12. Testifies at judicial proceedings, parole boards or 
committees as expert witness to evaluate client 
progress 

/13. Conducts preliminary hearings and recommends revoca-
I tion of probation or parole 
14. Establishes and develops contact with potential 

. employers of clients 
15. Contacts and consults with community agencies, indi-

viduals and commercial firms to evalute and establish 
resources for client treatment and assistance 

16. Promotes and explains probation, parole or correc-
tiona 1 programs to improve public understanding and 
s~~p~~~_~f programs 

17. Coordinates use of citizen volunteers in probation, 
parole activities 

18. Attends meetings, hearings and legal proceedings to I 

gather and exchange information and provide input to 
decisions regarding clients 

19. Coordinates information gathering and plans concerning 
clients awong lat-l enforcement/criminal justice 
agp-ncies, client's family, con~unity agencies and 

I commercial firms 
~ Developing detailed reports of work activities I 20. ~ 
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1. Investigatt~s and verifies by phone, corresponcience, 
interview and observation; probation or' parole client's 
activities and environment to ascertain if legal require
ments (of the court or paroling body) are being met 

N W WIN N W 2. Interviews client and administers tests to identify 
_ -i rn and classify client's skills, abilities and interests 

3. Establishes periodic verbal or personal contact 
schedule with client on the basis of risk and in
struc~s client on conformance to conditions of proba
tion, parole or incarceration 

N 

6i 
W 

rn 
N1N N 

N' 4. Establishes and maintains case file and evaluates in-
formation to determine client's progress and needs 

~-rwfNT~lN 
I rn rn 

NI NIN, 
5. Receives and takes action on complaints against client 
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6. Modifies probation, parole or correctional program in 
view of client's needs and progress 

7. Negotiates with client and develops individual treat
ment program for probationary, parole or corrections 
client and assists client in in';>lementing program 

9. Advises/counsels clients, indivicjally or in groups. 
concerning conditions of probation, parole or incar
ceration, employment, housing, education, community 
services, and management of personal affairs toestab
lish realistic and socially acceptable behavior patterns 

O. Advises and counsels client's family and/or handles 
complainants on problems in dealing with client 

1. Prepares recommendations, reports and dispositional 
plans on clients for Court, Parole Board or Classifi
cation }!.oard 

2. Testifies at judicial proceedings, parole boards or 
committees as expert witness to evaluate client 
progress 

3. Conducts preliminary hearings and recommends revoca
tion of probation or parole 

4. Establishes and develops contact with potential 
employers of clients 

~5. Contacts and consults with community agencies, indi
viduals and commercial firms to-evalute and establish 
x~sources for client treatment and assistance 

N 1..,.1 wi I I i I I I' 6. Promot;e,s and explains probation, parole or correc-;;, I;;,! tional programs to improve public understanding and 
I : ~ T ,i I i support _of pl:0J~~m-=--_, ____ , 
N • W WI! ' IN' N' I N I W I n7 Cd' < ., 1 b ' I' '. .., t I· r' oor ~nates use 01: ,c~t~zen vo unteers in pro at~on, 

I rn , I' I rn ,lIt' 't' I I , :' - I ___ -!- ... _ p.':::"C: .=-u~_c:_ ::~~ ~es . i I W : N I INN I !lB. Attends meetings, hearings and legal proceedings to ! 

I 
1 I 0, i gather and exchange information and provide input to I 

: !, i decisions regardingc...::c:,::l:,::i::..:e::..:n:.:t::..:s::-___ -'-, _________ -i 

iii I I I " n.9. coordina. tes information gathering and.plans concerning! 
N wi W I I clients among lat~ enforcement/criminal justice I! I I! I i I agenci"'~, cJ.~ent' s family, community agencies and 

, . 1 I :, I I', ' ( !;.QI)lIl1er:cl.L!l ___ !;;!XI1!?_ .. ___ -~-.-'-
I ' i I ; 1 ; "\ i tW. Developing detailed reports of work activities 
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1. Investigates and verifies by phone, correspondence, 1 
interview and observation; probation or parole client's 
activities and environment to ascertain if legal. require- ' 
ments (of the court or paroling body) are being met 

2. Interviews client and administers tests to identify 
and classify client's skills, abili:~~d in~e:rest:..~_ 

3. Establishes periodic verbal or personal contact 
schedule with client on the basis of risk and in
structs client on conformance to conditions of proba
tion, parole or incarceration 

4. Establishes and maintains case file and evaluates in-
formation to determine client's progress and needs wI W W W I'\) W W W 5 R' d k' 1 . -:---1----•• ". ece1ves an ta es act10n on comp a1nts aga1nst c ient 

(.7T (.7T (.7T c.n 
W I'\) W W W 6. Nodifies probation, parole or correctional progiam in 

I'\)I~IW 
c.n c.n 

~ ~ view of client's needs. and progress --_._-- . 
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7. Negotiates with client· and develops individual treat
ment program'for probationary, parole or corrections 
client and assists client in implementing program 

9. Advises/counsels clients, individually or in groups, 
concerning conditions of probation, parole or incar
ceration, employment, housing, education, community 
services, and management of personal affairs toestab-
lish realistic and sociallyacceptable behavior patterns 

10. Advises and counsels client's family and/or handles 
complainants on problems in dealing with clien. __ t ______ __ 

11. Prepares recommendations, reports and dispositional 
plans on clients for Court, Parole Board or Classifi
cation Board 

12. Testifies at judicial proceedings, parole boards or 
committees as expert witness to evaluate client 
progress 

13. Conducts preliminary hearings and recommends revoca
tion of probation or parole 

14. Establishes and develops contact with potential 
employers of clients 

15. Contacts and consults with community agencies, indi
viduals and commercial firms to eva1ute and establish 
resources for client treatment and assistance 

16. Promotes and explains probation, parole or correc
tional programs to improve public understanding and 
support of programs 

17. Coordinate~ use of citizen volunteers in probation. 
parole activities 

18. Attends meetings. hearings and legal proceedings to 
gather and exchange information and provide input to 
decisions regarding clients 

19. Coordinates information gathering and plans concerning 
clients among law enforcement/criminal justice 
agencies. client's family, community agencies and 

1-+-+-;_+--+_+-+-I_-+-_-II~mmercial firms 
120 • Developing detailed reports of work activities 
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2. Juvenile Probation/Parole Officer 

This occupational analysis is based on data obtained from 54 juvenile 

probation/parole (or aftercare) officers working in nine states. The median 

age of these probation/parole or aftercare officers (hereafter referred to as 

pip officers) was 33 years, 76% were white, 17% black, and 7% other ethn.ic 

groups. The median level of education attained was college graduate plus some 

graduate course work and they had 5.7 years median experience in corrections. 

a. Task and Knowledge Requirements. Eighteen tasks and 73 specific 

skills and knowledges describe the essential job requirements of the juvenile 

pip officer. All the knowledges and skills are not needed to perform all tasks 

and different tasks entail various levels of expertise in the knowledges and 

skills. 

These tasks and knowledges are summarized in the Task-Knowledge matrix 

presented at the end of this analysis. The cell entries of the matrix indicate 

the level of proficiency required in the specific knowledges or skills for 

juvenile pip officers to perform specific tasks. 

As presented in the matrix, the 18 essential tasks performed by juvenile 

pip officers are: 

I.D. Code Task 

1. Investigates/verifies by phone, correspondence, interview and observa
tion the probation or parole client's activities and environment to 
ascertain if legal requirements are being met 

2. Interview~ client to identify client's skills, abilities and interests 

3. Establishes periodic verbal or personal contact schedule with client 
and interviews client on conformance to conditions of probation, 
parole or institutionalization 

• 4. Establishes and posts case file and evaluates information to deter-
mine client's progress and needs 

5. Reviews and makes recommendation on complaints received against client 
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6. Modifies probation or parole program in view of client's needs and 
progress. 

7. Negotiates and develops individual treatment program for probation 
and parole client and assists client in implementing program 

9. Advises clients, individually or in groups, concerning conditions 
of probation, parole or institutionalization, employment, housing, 
education, community services, and management IOf personal affairs 
to establish realistic and socially acceptable behavior patterns 

10. Advises and counsels client's family, surrogate parents, or com
plainants on problems in dealing with client 

11. Prepares recommendations, reports and dispositional plans on clients 
for Court, Parole Board or Classification Board 

12. Testifies at judicial proceedings, parole boards or committees as 
expert witness to evaluate client progress, and assist in decision 
making 

13. Makes recommendations at hearings on revocation of probation or 
parole 

14. Establishes and develops contact with potential employers of clients 

15. Contacts and consults with community agencies, individuals and com
mercial firms to evaluate and establish resources for client treat
ment and assistance 

16. Promotes and explains probation, parole or institutional programs 
to improve public understanding and support of programs 

17. Coordinates use of citizen volunteers in probation and parole 
activities 

18. Attends meetings, hearings and legal proceedings to gather and 
exchange' information and provide input to decisions regarding clients 

*19. Coordinates information and plans concerning clients among law 
enforcement/criminal justice agencies, client's family, community 
agencies and commercial firms 

The most critical tasks, in terms of the percent of juvenile probation/ 

parole officers who reported performingt,;::-:.zm and the amount of time spent on 

them arefl3, 4, 9, 10, and 11. These tasks focus on client contact and case 

file activities and represent the critical core of responsibility for this job. 

In contrast, tasks 2 and 13 are less typically performed. These are either a 

function of special assignment or done by supervisors. 

*Task numbers relate to\the~numbers which identify tasks on the Task
Knowledge matrix. During the course of field work and analysis activities, 
some tasks on original lists have been deleted or combined, which accounts for 
the misiing number(s} above • 

• 
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The 73 different knowledges and skills from the Task-Knowledge matrix 

have been identified as being necessary for juvenile probation/parole officers 

to perform their job. These have been classified under six broad Knowledge 

Categories as below: 

Knowledge Category 

A. Knowledge of the judicial and correctional systems (10 knowledges/ 
skills) • 

B. Knowledge of case files and information gathering (8 knowledges/ 
skills) • 

C. Knowledge of planning, managing and administering a counseling program 
(20 knowledges/skills). 

D. Knowledge of theories, principles and techniques of individual and 
group counseling (10 knowledges/skills). 

E. Knowledge of human personality, dynamics, handicaps, communication, 
and specialized terminology (15 knowledges/skills). 

F. Ability to organize data, interact with clients and coordinate 
efforts (10 knowledges/skills). 

In summary, the job of juvenile probation/parole officer requires the 

capabilities to perform 18 major tasks and some level of comprehension of 73 

specific knowledge and skill areas, as presented in the Task-Knowledge matrix. 

In addition, the matrix shows the relationship among specific tasks and speci-

fic knowledges/skills and indicates the level of expertise needed to perform 

effectively. The Task-Knowledge matrix thus depicts current task and knowledge/ 

skill requirements for the juvenile probation/parole officer job. 

b. Training and Education Implications. While the Task-Knowledge 

matrix describes current job requirements, it does not indicate whether in cum-

bent juvenile probation/parole officers have received the appropriate training 

or education or whether their training and/or education was received in the 

optimal learning setting. Part of the occupational analysis effort generated 

data relative to these issues. 
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Three occupational analysis sources provided data for assessing training 

and education implications, (1) the Task-Knowledge matrix, (2) Task Checklist 

summaries which indicate incumbent responses on where they learned how to do 

specific tasks (i.e., in academic, formal training, or qJT settings) and whe-

ther the training received was too little, about right, or too much, and 

(3) summaries from an equivalent set of incumbents as to where the tasks could 

best be learned. 

Table VIII-VI-6, on the next page, presents the essential information from 

"these three sources for assessing training and education implications. The left 

portion indicates the percent of specific skills in each Knowledge Category 

(i.e., A, B, C, D, E, F) that is required at a high level of proficiency to 

perform each relevant task. The middle portion is the percent of incumbents 

who indicated where the task can best be learned. The extreme right portion 

indicates where the ·lIlajority of incumbents reported they actually Llearned to 

perform the task and whether the amount of training was sufficient. 

c. Job Training/Education Requirements. Inspection of the left 

portion of the Table describes the training/education requirements for juvenile 

probation/parole officers, both in terms of training content and where training 

could optimally be administered. The column averages indicate the percent of 

knowledges and skills of each knowledge category that must be comprehended at 

a high leve:L for a juvenile probation/parole officer to perform effectively. 

Above each knowledge category letter is indicated where the specific know ledges/ 

skills can best be learned as determined by independent ratings of five occupa-

tional specialists. For example, the knowledges/skills of Knowledge Category 

A can best be learned in a combination of academic and formal training settings" 

category B in a formal training setting, and so forth. 
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Tasks 

1 

2 

3 

4 

5 

6 

7 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

Average 
Percent 

AC/ 
Fr I Fr AC AC 

Fr 
Knowledge Category 

A B C D E 

20 63 25 0 13 

0 13 20 20 13 

20 13 25 20 63 

10 75 50 30 0 

40 0 15 0 6 

20 0 60 30 0 

20 13 45 30 19 

20 0 35 40 13 

20 0 0 10 13 

30 13 45 10 13 

30 75 20 0 6 

30 75 45 20 6 

30 75 35 0 6 

10 0 30 10 13 

40 0 5 10 13 

30 0 25 30 19 

30 13 45 10 6 
. ,. 

20 0 25 10 0 

22% 23% " 29% 15% 12% 

AC = Academic 
FT = Formal Training 

OJT = On-the-job training 

Table VIII-VI-6 
Occupational Summary Data for 

Juvenile Probation/Parole Officers 
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The Table data indicate that the single most critical knowledge area for 

the juvenile pip officer, on the basis of percent of specific knowledges/skills 

needed at a high level of expertise, is Knowledge Category C--knowledge of 

planning, managing, and administering a counseling program. This, in turn, 

would suggest that training in Knowledge Category C is a critical requirement. 

Similarly, Knowledge Categories A (knowledge of judicial and correctional 

systems), B (knowledge of case files and information gathering), and F (ability 

to organize data • . . coordinate efforts) constitute significant knowledge and 

training requirements for t.his occupation. 

(1) Amount of training. The Table shows that the juvenile' 

probation/parole officers felt that they were not getting sufficient training 

to perform six tasks which represents 1/3 of all the tasks. Implications for 

training of five tasks will be discussed here. 

The first such task is task #2 (interviews client to identify client's 

skills ... ). The most important knowledge area for this task is Category F, 

suggesting the need for increased training in such specific areas as interviewing 

.techniques, working and coordinating with others, and organizing and assessing 

information. 

A second task judged insufficient in training was task #12 (testifies 

at judicial proceedings, parole boards ... ). The most important knowledge 

area for this task is Category B, suggesting the need for specific training in 

community resource development and how to assess the potential and limitations 

of local social service agencies. 

For task #16 (promotes and explains probation, parole •.. programs ..• ) 

the most important knowledge area is Category A. Increased and better training in 
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the philosophy, goals, and objectives of probation and parole, governing 

laws, policies, and regulations, and the relationship of probation/parole to 

the LE/CJ system are suggestedo 

A fifth task judged insufficient in training is task #18 (attends 

meetings, hearings to provide input to decisions regarding clients). 

The most important knowledge area for this task is Category F, suggesting a 

need for better training in organizing relevant factual data, assessing rele-

vancy of information, and giving oral presentations. 

(2) Training settings. The Table data show that incumbent 

juvenile probation/parole officers have learned all their specific tasks via 

OJT. However, in terms of where the tasks would best be learned, the data 

suggest that incumbents feel academic and/or formal training are also important. 

On the basis of occupational data and our considered judgements, the most 

critical discrepancies between actual and desired training settings seem to be 

on how and where tasks 7, 9, 11, 13, and 17 are learned. These tasks are seen 

by incumbents as best learned in either academic and/or formal training settings. 

These tasks most often involve expert levels of Knowledge Category C or F 

knowledges which; therefore, have the following implications: 

!~r Category C, knowledges of planning, managing and administering a 
counseling program can better be taught in formal training settings 
rather than by OJT. Formal training would seem most suitable for 
learning specific knowledges about the development and assessment of 
individual parole/probation plans, the use of volunteers and community 
resources in probation and parole, report and correspondence writing, 
and the identification of individual client needs, abilities, interests. 

For Category F, the abilities to organize data, interact with clients 
and coordinate efforts are better taught in a mix of formal training 
and OJT settings. Formal training would seem better suited for learning 
about organizing and assessing relevancy of information and learning 

• 

' .. 
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2. Findings and Conclusions 

• The tasks of judge positions are well delineated and will undergo 
very little change in the near future. 

• Time spent on various tasks may shift, particularly in response to 
public pressure for taking a harder line with criminals. 

• Team judging, with cooperative team members, can be highly effective 
in reducing case backlog. 

• Judges reporte~ that law school education provided some founda
tion for most of the tasks, but indicated that on-the-job train
ing was the primary source of their expertise in most tasks. 

• Training of judges (after appointment) is improving and more good 
state, regional, and national programs are being developed, largely 
through LEAA support. 

• Judicial education cannot be self-supporting. 
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3. Court Administrator 

The survey revealed that functions performed by persons holding 

the position of court administrator varied greatly. The duties performed 

by court administrators are dependent upon the individual who performs 

them and the judge for whom they are perform2d. Judges, prosecutors, 

and defenders are remarkably homogeneous positions with respect to the 

tasks performed in each, making the variations in the court administrator's 

job all the more noticeable. A study of the judges to whom court admin-

istrators report might provide more information on the position than a 

study of court administrators themselves. 

The sample was made up of two individuals who carried the title of 

court administrator and presumably performed most of the functions that one 

might expect an incumbent in such a position to perform, and six individuals 

who performed many of the tasks of the court administrator although they 

carried lesser titles, such as ,Court Coordinator. The $.econd group had often 

bepn promoted through the ranks, starting as secretaries or legal secretaries, 

and differed from court administrators both i.n range of function and in the 

identification with only a single court. Law enforcement, courts, and correc-

tions teams all visited the same states, and generally the same cities; cities 

were not specially selected as those with bona fide court administrators. 

Consultants felt the sample, with its distribution of two genuine court 

administrators and six quasi-court administrators, was quite representative 

of the situation nationwide. 

The list of tasks that was developed for the task checklist was based upon 

analysis of the true court administrator position and thus includes the full 
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range of tasks. Table VIII-VII-8 shows these tasks and the frequency with 

which they are performed. Since the remaining data collected on this fornl 

were usually based on only two or three cases, they were not included because 

of the instability of the statistics for such a small number of cases. The 

column labeled "Percent Performing the Task," however, is based on the eight 

cases--the true administrators plus the quasi-administrators. 

a. Tasks 

Task 1. Analyzes the court system's fiscal needs, by reviewing budget requests 

of program and system managers, interviewing and consulting with judicial and 

nonjudicial personnel, comparing estimated costs with past authorizations 

and expenditures, coordinating with budget operations of other related agencies, 

and negotiating with funding agencies, using knowledge and experience in 

order to prepare, present, and justify the judicial system budget. Performed 

by 62% of the respondents. 

The court administrator normally collects the figures for preparation 

of the budget and may prepare the budget himself. The task is normally done 

under fairly close supervision of the presiding judge, however. According 

to consultants, this task will remain the same because the budget requires 

preparation annually. In large metropolitan areas there will probably be, 

if there is not already, a need for a person with knowledge of professional 

budgets beyond what would normally be considered qualifying for a court 

administrator. A number of states are adopting state court-administered 

systems with the result that a trial court coordinator may only provide infor

mation to the state cour.t administrat.or who then presents a total state 

budget. In any case, there will be a need for some budget expertise on 

both, state and trial court levels, whether it is from the court administrator 

or from the judge himself. 
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Table VIII-VII-8 

Summary of Responses to Task Check1ist--Court Administrator 
~---- -- - - - ~-.~- .- ---- -- .. 

% 
TASK STATEMENTS Who do 

task 

l. Analyzes the court system's fiscal needs in order to prepare, present, and justify the 
judici al system budget. h2 ') 

2. Testifies as a representative of the judicial system at budget hearings. ')0.0 

3. Supervises and monitors the fiscal administration of the judicial system. 62.5 

4. Compiles and collects information about judicial system operations to evaluate and plan 
100.0 for effective management of the court system. 

5. Solicits sources for additional funds to supplement regular appropriations. 50.0 

6. Evaluates the performances, practices, and procedures of the judicial system. 100.0 

7. Develops or modifies plans and procedures of judicial system to accomodate new 
100.0 developments or observed deficiencies. 

B. Designs and superyises special projects or feasibil ity stlJdies for the judicial system. 100.0 

9. Supervises the day-to-day operations of the judicial system. 87.5 

10. Supervi ses non-judicial personnel system for the court system. 87.5 

ll. Coordinates court reporter,special project and support services for judicial system. 62.5 

12. Manages petty and grand jury systems for the court. 25.0 

13. Coordinates space management and planning. 62.5 

14. Manages the court's caseflow and case inventory control. 87.5 

15. Coordinates the collection of information about the judicial system and court 
operations in order to prepare reports and disseminate information for the court 

87.5 internal staff, special groups such as the bar, and the public as necessary. 

16. Prepares reports and/or testimony on impending legislation or proposed rule changes 
believed to have impact on the court system. 50.0 

17. Communicates with internal staff, community nnd external groups, media representatives, 
100.0 educational and political organizations, bar associations, and others. 

lB. Prepares professional articles and speeches. 7')0 

19. Responds to questions and problems identified or complaints filed by court personnel, 
persons having business with the court, and citizens. 100.0 

20. Meets with judges, judicial councils, bar associations, etc., on a regularly 
75.0 scheduled basis or as requested to give and receive information and guidance. 

!~~~:} 1 = A very small amount of time 
of Time 2 = A moderate amount of time 
Spent on Task: 3 = A considerable amount of time 
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Task 2. Testifies as a representative of the judicial system or assists the 

presiding judge at budget hearings on items affecting the operations of 

the court, by presenting and justifying requests for funds, answering ques-

tions, using data supportive of systems needs, and own knowledge and experience, 

in order to assure that necessary appropriations are received to support 

system's annual objectives and long-range goal~. Performed by 50% of the 

respondents. 

The presentation of the budget is usually given by a judge although 

it may be done by the court administrator. In any case, the court admin-

istrator is available at the hearings for information the judge might need 

in order to answer questions. This task and the first task may be taking 

more time now because of the necessity for making dollars stretch to cover 

activities. These two tasks take a considerable amount of the court admin-

istrator's time during the weeks when the budget is being prepared and 

justified. During the rest of the year this task requires relatively 

little activity. 

Task 3. Supervises and monitors the fiscal administration of the judicial 

system, by developing or implementing procedures and controls of income 

and expenditures, using knowledge of budget allocations from various sources, 

relating monies to program need, applying principles of budget management, 

and,properly coordinating efforts with judicial and nonjudicial employees, 

in order to provide effective and efficient fiscal management for the judicial 

system served. Performed by 62% of the respondents. 

This task is normally the responsibility of the court administrator, 

and probably will not change unless the whole system of government changes. 

As problems become more sophisticated, there will be increased use of the 
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computer. The use of computers depends, of course, upDn the size of the account, 

the availability of computer personnel, and the willingness of the court 

administrator or his presiding judge to use technological advances. Large 

metropolitan areas will probably get budget officers to handle fiscal adminis-

tration problems, so that the court administrator will only be tangentially 

involved in this function. In small municipalities where there is no court 

administrator, the municipality's budget office probably will perform this task. 

Task 4. Solicits sources for additional funds to supplement regular appro-

priations, by writ~ng proposals, negotiating with funding agencies, and 

seeking support a.s necessary, using knowledge. of system needs and' potential 

grantors, in or-der to obtain financial support for projects, programs, or 

personnel not supported by system maintenance appropriations. Performed 

by 100% of the respondents. 

Administrative personnel at all levels indicated that they perform this 

task, although the lEivel at which it is performed varies widely. Some of 

the court coordinators described this function as maintaining the case files, 

informing the judge of the cases on the docket, and essentially performing 

duties that one might normally associate with a legal secretary's job. In 

larger courts the court administrator is more involved in overall operations, 

evaluation, and planning of effective managem.ent procedures. Courts are just 

now developing planning efforts, and consultants felt that the court admin-

istrator position must either concern itself less with maintaining the 

status quo, or the court should acquire a court planner to perform this 

function. 
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Task 5. Compiles information about judicial system operations, by collecting 

case flow statistics, court data, and requesting reports and recommendations 

related to management of subsystem components, in order to collect all infor-

mation necessary to evaluate and plan for effective management of the court 

system. Performed by 50% of the respondents. 

The money needed to operate the courts basically comes from appropriations. 

This task involved finding special money, such as that provided by LEAA, 

for special projects. Consultants felt the courts should not be required 

to find their own money. If a project is worth doing, someone else should 

be responsible for finding the money after the court has determined the need. 

Consultants suggested that perhaps this should be done at the state level; 

the state planner could perform the function. This would be in keeping 

with the current trend toward more centralized control of state courts. 

Obtaining LEAA money presents a problem mentioned by consultants in all 

court positions and also by some people interviewed in the field. There is 

a long lead time, many forms have to be filled out on a monthly basis 

(some more frequently), and grants take a great deal of participant's time. 

Local jurisdictions do not like to get involved in these procedures. It 

should be noted, however, that courts have generally leaned less heavily 

on LEAA than have the law enforcement and corrections areas. 

Task 6. Evaluates the performances, practices, and procedures of the judicial 

system, by reviewing statistics, analyzing case flow, and data of system com-

ponent operations, consulting with judges, the judicial council, system 

managers and others in order to determine what plans and modifications to 

the system are needed to promote effective and efficient administration. 

Performed by 100% of the respondents. 
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There may be a misunderstanding on what this task entails because 

court coordinators are not likely to have a responsibility for evaluating 

the judicial system. Court administrators may at least provide information 

to the judge, but there is no doubt that the presiding judge is the one who 

makes the decisions in this area. The public which is dissatisfied with the 

current judicial system, would like to streamline the system, to relieve 

incompetent judges of their duties, and to insure that judges are spending 

an appropriate amount of time on their judicial duties. There is a wide 

range of authority given to court administrators relative to this task. In 

some states, for example, the court administrator may issue orders to move 

elected judges who volunteered to change to other jurisdictions. Normally, 

however, this is a task in which a court administrator only provides informa

tion to the presiding judge who makes the decisions. 

Task 7. Develops or modifies plans and procedures of judicial system to 

accommodate new developments or observed deficiencies, using data compiled 

about court operations and evaluations and analysis of present performance, 

practices, and procedures, using knowledge of the system and available 

resources, in order to better meet the goals of the system. Performed by 

100% of the respondents. 

The role of the court administrator in this task is to provide information 

to the presiding judge along with suggestions on how to accommodate new 

decisions made by other bodies which affect the operation of the court. 

Consultants pointed out that the court administrator must support the court, 

but "he must keep his nose out of it." 
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Task 8. Designs and manages special projects or feasibility studies for the 

judicial system, using knowledge of court problems, staff capability, and 

anticipated needs, consulting with judicial and non-judicial personnel, in order 

to be innovative and effective in implementing judicial system goals. Performed 

by 100% of the respondents. 

The role of the court administrator is to gather data needed by the court 

for new projects or feasibility studies. The range and depth of the responsi

bility in this task depend upon the role the individual court administrator 

has made for himself in the court. Consultants predicted that there might be 

a tremendous increase in this function where it is permitted by the presiding 

judge. Where the presiding judge prefers to perform the task himself, an 

increase in task time for administrators is ruled out, but the need is grow

ing and the amount of time spent doing this is expected to increase whether it 

is performed by the judge, by the court administrator, or by other specialized 

personnel. 

Task 9. Supervises the day-to-day operations of the judicial system, by 

coordinating the administrative and office functions of the court, meeting 

with judicial personnel, staff division managers, and others, adjusting work 

schedules, making task assignments, etc., using knowledge of sound principles 

of management in order to insure effective and efficient court operations. 

Performed by 88% of the respondents. 

Since this is a task that must be done, it is surprising that only 88% of 

the respondents reported doing it. It may be that a couple of the court admin

istrators were of a sufficiently high level that subordinate personnel actually 

performed the day-to-day supervision, while court administrators or court 

coordinators with less responsibility performed this task themselves. Over 

the next five years, this task is not expected to decrease or increase in im-

portance or time spent. 
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Task 10. Manages the non-judicial personnel system for the court system served, 

by supervising and monitoring the recruitment of candidates for employment, 

setting forth policies and procedures for employment practices, evaluating 

performance, conferring with senior judicial personnel, determining and develop~ 

ing training needs, using knowledge of the judicial system and its needs, union 

problems, and principles of personnel management, in order to insure efficient 

and effective personnel to the judicial court system. Performed by 88% of the 

respondents. 

Like Task 9, this task may not be performed by court administrators in 

large jurisdictions, but by personnel officers. In smaller courts the court 

administrator himself may do it. Where there is a civil service system, there 

is a good deal of need for this type of supervision. The trend toward state 

merit systems and unionization of personnel may cause more problems in this 

area; the task is expected to expand somewhat whether performed by court admin

istrators or by personnel officers who may report to court administrators. 

Task 11. Coordinates court reporter, special project and support services for 

the judicial system by receiving requests for assistance, procur~ing personnel 

and supplies, contracting for services, negotiating with suppliers, using 

knowledge and experience in order to insure support services are provided to 

promote effective system operations. Performed by 62% of the respondents. 

This is essentially a logistics function that will not disappear and may 

even increase as courts become more complex. In a number of jurisdictions many 

problems are associated with the court reporter system. Many of these are 

outside the court, where court reporters are unionized, and crea,te problems 

requiring a great deal of time and attention from the court reporter or othe't 

personnel in the system. 
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Task 12. Manages pet~nd grand jury systems for the court, by analyzing needs, 

overseeing operations, coordinating juries with court calendar, making sure 

notices are sent, jurors screened and paid, and oriented as necessary, using 

knowledge of system practices, procedures and need in order to provide jury 

panels for the court. Performed by 25% of the respondents. 

Consultants felt that this task would increase in importance. The courts 

are now studying jury systems because the ~hey have learned that money can be 

saved through a more efficient system, and that jurors have often been mis

treated under old systems. For example, jurors are underpaid; not given proper 

information; and often held waiting for hours, days, or possibly weeks. Jury 

rooms often leave much to be desired in the way of even ordinary amenities. 

Working to improve conditions for jurors is a good and safe area of activity 

for even the least innovative courts and almost anything that is done to help 

the jurors will bring good publicity. It is expected that there will be more 

of this in the future. Selection of jurors is, however, not the court admin

istrator's function. 

Task 13. Coordinates space management and planning for the judicial system and 

its facilities, by analyzing and evaluating needs and priorities, consulting 

with judges, staff, planners, space consultants, architects, outside groups, 

.etc., considering cost in light of present and future fiscal limitations, using 

his skill and knowledge, in order to provide facilities which support the 

effective functioning of the judicial system. Performed by 62% of the respondents. 

Some court administrators, faced with extraordinary space problems and 

crowding, spend a large proportion of their time at this task. This study was 

conducted during a period of economic recession in which money to enlarge space 

allotted to the courts was not easy to obtain, so administrators were required 

to maneuver within the structural limitations of available space. Consultants 
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felt that the court administrator should not spend a great deal of time at 

this, and that many may do so because it is an enjoyable task. Apparently 

there is free help available; either the court administrators do not know about 

this help or do not want to use it because of their own interest in the task. 

Such assistance may come through the state, technical aid, or the clearinghouse. 

Large local jurisdictions also have architects or space planners on the staff 

who may be available to the court, and who can perform this task in conjunction 

with, or independent of, the court administrator. 

" .. 
Task 14. Manages the court'a caseflow and case inventory control; by keeping 

records ·and case fties c,ti~rent t ~aking assignments as required by the chief 
.. ~. 

judge or judicial council. ihsuring parties and participants are properly 

notified, etc .• in order to insure that the business of the court is handled 

in an efficient and timely ma~ Performed by 88% of the respondents. 
"-

This is a necessary~t~s~ and it will continue to be performed by someone 

else if not by the court ad~knistrator. Consultants felt that time spent on 
", 

this task is likely to increase over the next few years, partly because of 

speedy trial rules and partly because state court administrators are starting 

to track cases statewide, which requires input from local court administrators 

or quasi-administrators. State needs will thus impose additional requirements 

for information from the system. 

Task 15. Coordinates the collection of information about the judicial system 

and court operations, by requesting statistical, caseflow and cost data, order-

ing studies be conducted, and gathering all relevant material, in order to pre-

pare reports and disseminate information for the court internal staff, special 

groups such as the bar, and the public as necessary. Performed by 88% of the 

respondents. 
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This task has been performed for a long time though it mayor may not be 

performed by the court administrator. As public dissatisfaction with the court 

system and the revolving door justice increases, the need for this task will 

increase, particularly in direct dealings with the public as opposed to internal 

staff and special groups such as the bar. The court administrator's role may 

simply be an area of finding speakers since the public will probably want to 

hear from judges, prosecutors, or defenders rather than from court administra

tors. The court administrators will probably continue to be in charge of 

arrangements for such functions. 

Task 16. Prepares reports or testimony on impending legislation or proposed 

rule changes believed to have impact on the court system upon request or on 

own initiative, using his knowledge of present practices and procedures, and 

conducting additional research as necessary, in order to support or oppose 

changes affecting the operation and best interests of the court. Performed 

by 50% of the respondents. 

This task includes monitoring activities of the house and senate judicial 

committees as well as providing information on costs, ramifications and likely 

results of various types of legislations. Usually, the court coordinator 

provides the information through the presiding judge who does the actual lob~y

ing, primarily because the judge makes a greater impression than the court 

administrator on individuals the court needs to reach. Consultants felt that 

this task may increase, particularly if state legislatures respond to the public 

outcry on crime by drawing new legislation. 

Task 17. Communicates with internal staff, community and external groups, media 

representatives, educational and political organizations, bar associations, and 

others at ilis own or their request, by issuing statements, lecturing, answering 

questions, writing letters, etc., using knowledge of the court's operations, 
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goals and objectives, in order to provide information and present a favorable 

image of court operations. Performed by 100% of the respondents. 

100% of the respondents probably communicate with internal staff, but 

it is unlikely that some of the court coordinators had any dealings outside 

the court, except on an informal and personal basis. This is essentially a 

public relations task and there will be a need for more of it, but the personal-

ity of the court administrator or his judge will determine who does it. In 

large jurisdictions there may be an individual employee whose responsibility is 

public relations. Since the court adminstrator does not make policy, his role 

in public relations is in answering questions and describing the administration 

or operation of the court. He may supply information of this type to special 

community groups, such as the court watchers who have appeared in a ,number of 

jurisdictions, or other interested public groups. Consultants felt this task 

will increase because of greater litigation or accountability demands being 

made by the public in connection with crime reduction. 

Task 18. Prepares professional articles and speeches, by conducting research, 

evaluating data, etc., using own knowledge of system problems, trends, growth, 

needs, successes and failures of LE/CJ experiments, etc., in order to advance 

knowledge and understanding of a given subject to improve the criminal justice 

system. Performed by 75% of the respondents. 

As with many of the response percentages, the 75% for this task is question-

able. Preparation of professional articles to some persons and in some in~ 

stances may simply mean typing, editing, and putting the speech in final torm. 

However, courts have come to believ~ that there is a need for communication; 

and articles and speeches are a noncontroversial way to pres~nt ~he co~rt's 
j 

position. Court administrators may sometimes prepare articles in which the 
(p~" ,.<' (j \ 

judge's name appears as author, primarily because he carrieEf more 'clout both 
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outside and within the sys~em. Consultants felt there should be more of this, 

because there is public misunderstanding and confusion of what the roles are 

and what constraints affect the courts within the LE/CJ system. 

Task 19. Responds to questions and problems identified or complaints filed by 

court personnel, persons having business with the court, and citizens such as 

excessive noise, lack of adequate parking, etc., using knowledge and judgment 

of what is feasible within the budget, environment and court system, in order 

to remove legitimate encumberances to the efficient operations of the judicial 

system. Performed by 100% of the respondents. 

This is a necessary task that has always existed and always will exist 

in some form. The nature of the question normally determines who can provide 

the answer. Consultants felt that in very large jurisdictions a position 

(perhaps called expediter) might be added in the future to take over the 

function described in this task. 

Task 20. Meets with judges, judicial councils, bar associations, etc., on a 

regularly scheduled basis or as requested, answering questions, providing 

information, making recommendations. by using knowledge of the court system 

and its operations, in order to insure that the needs of the judiciary and 

associated groups are adequately met. Performed by 75% of the respondents. 

Like Task 19, this is a necessary task that must be performed, whether it 
, 

is done on an informal basis or through formal requests from the various 

individuals or groups requesting information or guidance. 

Consultants agree that these tasks generally cover the range of court 

administrator functions, and any increase will be one of adding time or con-

centration to present tasks rather than adding new tasks. Where a task is now 

performed by someone else, it may eventually fall to the court administrator 

VIII - 717 



if he has a good working relationship with the court. As indicated earlier, 

which of the above tasks is actually performed by the judge and which by the 

court administrator is often dependent on personalities of the two and inter-

action between them. Some possible changes in the total job were suggested 

by the consultants. One of these might be an increased need for more sophis-

ticated information system involving use of the computer, which would require 

the court administrator to at least understand the concepts related to program-

ming and computer operation. Another area in which consultants saw ~he ..,:J , , 

possibility of change is development of audio-visual techniques and graphics 

to be used by the courts in training and in the courtroom.\\ Courts today have 
'" i: 

made relatively little use of new advances and technology, \ but it is thought 
'I 
I) 

that this will change in the future, partly because the wot~ load 'will require 
'" 

it and partly because acceptance of technological innovations is growing. 

A final task that the consultants thought might be added to the )job of 

court administrator is developing in-house training programs for the staff, 

such as judicial seminars, mid-level management training sessions, and training 

or education programs for new judges. 

b. Training Implications. The background and training of court ad-

ministrators is varied, though court administrators are most frequently lawyers. 

This seems to be a preference of judges who tend to be somewhat less trusting of 

non-lawyers. Some outstanding court administrators with non-law backgrounds have 

helped to change the attitude held by many judges that court administrators must 

have a legal background. When court administrators were interviewed during the: 

development of the ,Task Checklist forms and Knowledge forms, and during the survey 

itself, they were asked that the best training was for persone wanting to become 

court administrators. The answer reflected the educational background of the 

i 
j 
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int~rviewee: a court administrator who had a B.A. in economics and a law degree 

would claim this type of background was necessary. Court administrators who 

were lawyers felt this type of professional background was absolutely essential 

to competent performance. Court administrators with degrees in business 

,I management or other areas did not feel that legal training was a requirement, 

presumably since they are able to function without this. 

Probably the most essential characteristic of successful court administra

tors is the ability to satisfy the needs of the presiding judge. The ideal 

court administrator is involved in keeping the day-to-day acitivites of the 

court moving, and at the same time, is able to stan~ back to objectively 

evaluate the effectiveness of the system. As the job becomes more professional

ized, and judges become more willing to give up some management functions, the 

court administrator position will more closely approximate that described in ~ 

the American Judicature Society's monograph on Court Administration. lO 

Finally, pointed out by the consultants, the court administrator need not 

be a specialist in each of the tasks described. He may not be able to do 

everything from fixing the judge's broken door to writing a computer program 

for a new computerized budget system. Rather, he must know his resources and 

how to use them. 

The knowledge profiles for the capable and neophyte court administrators 

are shown in Table VIII-VII-9. These data should be viewed with caution, 

however, since they are based upon reports of only two court administrators, 

one of which was a lawyer. Non-lawyers would probably not indicate that such 

a high level of expertise is needed in the legal knowledges listed. The court 

administrators agreed that the list was sufficiently comprehensive. 
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A. Kno 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

B. Kno 

1. 

2. 

Table VIII-VII-9 

Summary of Responses to Knowledge Checklist--Court Administrator 

wledge of the judicial system 

role of the court in the administration 
of justice 

all tasks* 

court organizations and functions 
all tasks· ---

interrelationship of the courts to other 
components of the system 

all tasks· 
~~----,-. ~--

role of law enforcement 
all tasks· 

--~~---

role of prosecutors, defenders 
all tasks· - ---. -'-",-~- ---~.~------.---. . -.--

the corrections process/probation function 
all tasks· . ______ -_______ •.. 

the adversary process 
allta~s· ._ .. ______ . ______ 

the jury function 
all tasks· -----------. ----

the juvenile justice 
all tasks· 

system 

rules, statutes, code affecting court 
operations 

IlII tasks· ---,.---
criminal law and procedure 

all tasks· - .. •.. 

wledge of internal rules and procedures 

court rules 
I, 2, 3, 6, 9, 10, II, 12, 16, 19, 20 

appropriate forms 
2,3,4,6,7,8,9, II, 12, 14, 15 

procedures related to: 

3. traffic 
I, 2, 3,4,6,7,8,9,10, II, 14, II? 19 

4. domestic relations 
123467,8.9.10.11.1416 19 

5. guard'ianshij 
1,2, ,4,6,7,8,9,10 II 14 16 19 

6. juvenile matters 
I, 2, 3,4, 6, 7 r 8,9 10, II, 14, 16, 19 

7. functions of the clerk's office 
1,2,3,4,6,7,8,9,10,11,14,16,19 

·Numbers indicate tasks for which knowledge is required. 
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JOB 
REQUIREMENT: PROFICIENCY: 

level of typical 
newly assigned 
personnel 

level required 
for capable 
perfonnance 

/J ~ I~ .... "' .... 
~ t ~ 
l~'tS·~ 
~ ~ ~ ::; 

Median Rank Median Rank 

E tH M S N E H $ N 

E ~ M S N E H S N 
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E H 
,,_ 4 s 

N E H N 

E H S N E H N 

E H r. S N E H N 

E H J s N E H N 

E < M S N E H N 

E H ). $ N E H N 

E k( M $ N E H N 

E H\ M $ N E H N 

E ~ 
'\. 

M S N E H N 

E H\ 
tM $ N E H M S N 

E H ~ ,$ N E H 

E H ¥ $ N E H 

E H M\ 
'j 

$ N E H 

E H 1M s N E H 

E H 'M $ N E H 
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Table VIII-VII-9 (continued) 

-

c. Kno wledge of case-flow management 

1. i ntl~:'~, f.~?~'~~~~,~4, IS, 19 
2. case p'rocessing 1,4,6 .. 7,8,9,10, II, 13, 14, IS, 19 -
3. records maintenance 1,4,6, 7, 8, 9, 10, II, 13, 14, IS, 19 --
4. calendarin~ 1,4,6,7,8, ,10,11,13,14,15,19 
5. utilization of comp'uters, ADP systems 1,4,6,7,8,9,10, II, 13, 14, IS, 19 

D. Kno wledge of personnel management 

l. 

2. 

3. 

4. 

5. 

6. 

7. 

B. 

9. 

E. Kno 

1. 

2. 

3. 

4. 

5. 

rule~ aniure.ctices governing personnel I, ,3,4, , ,I ,17,19 ________ ~""" ____ .~_~ 

unil?~¥.i,~~~~d. Y7~ 191 ecti ve bargaining 
---~--.~-~~---

ca rl?~,~, f,~?~,~~~7~~on 
job descriutions/analysis 1,2,3,4,6, ,10,17, I 
evaluation 1.2.3,4,6,9,10,17,19 
trainin2, needs and 1,2,3, ,6,9,10,17,19 practices 

affirmative action programs/EEOC 1,2,3,4,6,9,J2.JLJ9 
-~-. 

personnel motivation 
I. 2. 3, 4. 6, S. IQ. 11. 19 

systems and classification 
1.2.3.4.12. S. IQ, 11.19 

(pay) 

wledge of fiscal management 

funding sources, resources-local, state, 
federal I, 2. 3, 5, 13, 20 

thel, t.~~g,1f.~ process 

assessment of need I, 2, 3, 5, 13, 20 
budget f,rep-aration, 123 1320 justification 

mainte~:.nce of internal 1 23 13 20 fiscal administration 

-Numbers indicate tasks for which knowledge is required. 
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JOB 
REQUIREMENT: PROFICIENCY: 

level required 
for capable 
perfonnance 

Level of typical 
newly assigned 
personnel 

i£Jjk~~ ~ :::: ~ '" ~ 

E H M $ 

E iH ~M $ 

E H l-M $ 

E H )~ $ 

E J H It $ 

E i H~ Is 
E H M" ,,$ 

I--

E H ~ $ 

E H ~M $ 
J 

E II M $ 

E 't M $ 
\ 

E , H \ ,M $ 

E i M $ 

E H\ ~M $ 

E i M $ 

E H M $ 
~ 

E M $ , 
E H ~M 5 

E H ~M 5 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

-N 

N 

N 

N 

N 

N 

N 

N 

N 

E 

E 

E 

E 

E 

E H 

E H 

E H 

E 

E H 

E 

E H 

E H 

E 

E 

E 

E H 

E H 

L H 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

I 
I 

5! N 
I 

N 

N 
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6. 

7. 

8. 

9. 

10. 

F. Kno 

1. 

2. 

3. 

4. 

G. Kno 

l. 

2. 

3. 

4. 

5. 

6. 

7. 

H. Kno 

l. 

2. 

3. 

Table VIII-VII-9 (continued) 

accountin~ and auditing systems 
I. 2. 3. 5. I • 20 

paYr~,13~ 5,~{~ems for employees 

disbursement practices 
I 2 3 5 13 20 

approp'riate records and forms 
I, 2, 3, 5, 13 20 

contract services 
I, 2, 3, 5, 13, 20 

w1edge of space and facility management 

space needs and 
I. 2.~. Z, 13 

room assignments 

space design 
1,2,4,7,13 

local codes and 
1.2.4 7 13 

zoning 

building and courtroom security 
1.2.4.7.13 

wledge of jury management 

requirements of the system for juries 
I 2 4 6 7 8 9 12 14 20 

rules related to notice, qualifications 
1,2,4,6.7. 8. ~.12.14. 20 

excusing jurors 
1.2.4.6. 1. 8.9. 12. 14.20 

orientation 
I. 2. ~ 6 Z S 9. 12 14 ?O 

pay system for jurors 
'1 2.4 6.7 R Q 17 14 70 

accommodations, space, food, transportation, 
etc .. 

1 7 4 ~. 7.8.9, 12.14.20 

rules related to sequestration, security 
I ., A I:: 7 R Q 17 14 ?O 

wledge of support serv.ice management 

needs assessment 
1 2. 4 6.9. II. 13. 14. 20 

procurement, distribution, inventory 
1 7 4 ~.9 .. IU3.14. 20 

various support service resources, e.g., 
court reporters, duplication facilities, etc. 

L 2.4. 6. 9. II. 13. 14. 20 

·Numbers indicate ~tsfor which knowledgw is required. 
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JOB 
REQUIREMENT: 

level required 
for capable 
perfonnance 

PROFICIENCY: 

level of typical 
newly assigned 
personnel 

..... ~ ..... ~r~0~~ .r.. ~ -§ .~ ~ !ff'~~~'j 
IE H 1M S N 

E H ~ S N 

E H M S N E H M S N 

E H ~ S N E H M S N 

E H 1M S N E H M S N 

E H ,M S N E H N 

,E H )~ S N E H N 

!E H ). S N E H N 

E It M s N E H N 
~-J- ,-

IE 4~ M S N E H N 

E H ~ S N E H N 

E H M. S N E H N 

E H Mj 
~S N E H N 

E H ~ S N E H N 

" E H ~ S N E H N 

II 
E Hj M S N E H N 

J 

E ~ M S N E H N 

E H liJM S N E H N 

E H M S N E H N 



Table VIII-VII-9 (continued) 

JOB 
REQUIREMENT: PROFICIENCY: 

4. equipment utilization 
I 2 4 6 9 II 13 14 20 

5. care, maintenance 
I, 2, 4, 6, g, II, 13, 14, 20 

I. Knowledge of planning and evaluation 

Lt!'vel required 
for capable 
perfonnance 

E H rM S N 

E H ~ S N 

I I 

E 
I--

Level of typical 
newly aSSigned 
personnel 

E H 

E N 1. goal s and objectives E f' H M S N 
1.2.3.4.5.6.7. S. 9. 13. 14.16.=IS,-",. 2O=-_ --------l~-

2. current literature ~--~- E-I~.M S N E N 
1.3.4.6.7. S. 9.13. 14. 16. IS. 20 I--

3. _ne_e....:?:L.:. ~::.r...=:.....:.~a'-".J"-'.{>OI~.-'-'~,'-"'~"-'. 9<.0..' =13w;.14::o:r. • .bIS ...... 1""-6 _______ . _______ -l-_E....,;4~_+-M_l_S_+-N -l I-E-I---f--4-l----t-N-f 

4. recent trends and innovations E H jM S N N 
1.2.3.4.5.6.7. S. 9.13.14.15.16. IS. 20 . L 

5. _pr_o....:p.~.~~~~:.~1.~~~.~~~~i~ic~~~.~14~.1~6 _______ --------.~_EE .. '1:.~'!I:~IMM-4-S-+-N~ r-E-l--l--+r-+-N~ 
6. information compilation j1r S N N 

_....:1:(...:. 2::!... =.!3 • .....:.4.~6:!..... 7~.~S.'-!:9.!...!. 1~3.~14:L.. I~S.w.:16~ ___________ . _______ _+___f_l__t__+__+__i I-I----t-\-t---+--f 

7. perf.~:~~~7:~. 9:Y3~ ~~~ ti on E ~ M S N E N 

8. systems analysis E H\,M S N N 
~. 4. 6 7. S. 9.13.14. 16. ___ ~ _______ ... -------+---+---I+----lI---l--4 I---I-_+-Hr---_t_-l 

J. Knowl edge of systems management ! " I : 
1. instructing employees 

__ -=3~. 4:..!.... 6::!..-,-,7'c.!.:10~. !.!..17 ____ . __ .~ . ___ ._. ___ . ___ .~ _~ __ 
Ei.IMjS!N ,S N 
- +-+-+--+--+--~ t---l--+-\-r----f 

2. managing system components Ej: M S N N 
3. S. 9.10.14 . __________ -------+--+-+r--+--+-i 1----1'---l--t--I-~ 

3. cOl11Tlunicating with outside groups EI H). M S N H N 
2. 8. 9. 10. 14. 15. 16. 17. IS. 19. 20 ---------------+--t-r-L-t---t--f-~ r--I'---I--t\--I---f 

4. communicating with judicial personnel Et(H M S N E H N 
3.4.6.7. S. 9.10.14.IS.16.17.IS.I!!..?!L __________ . _____ -t-_~,-' ...... -1--1--+--1 r-

5. dealing with the media E I H',M S N E ' N 
_..:;;3 ....... 4,,-. 6='..;.J7.c.;:S;<...:' 9:.<.. =I0t...:.' 14.::.1. • ..:::15,,-,. 1=6.~17,-,-, =IS...,., 19= . ...,,20"--___ ... ____ ----+-....,'-----,ft---t---t---I t---l--t---V--+--f 

6. report and memo wri ting E i J 1 M S N E N 
_=3.~4~.6~.~7.~S~.9~.1~0.~14~.=ISL..:..1~6.~17~.I~S.~19~.~2O~ _______________ __4--+'....:~~1 -+-~1 ~___f-+-~---. 

7. conducting staff meetings E! H' M S N E N 
3. 4. 6. 7. S 9. 10 14 15 16 17 IS 19 20 ! 

K. Other , 

EI H M S N 1. resear~h orincioles 
4. 6, ·'hq 1'5 16 17 18 

1: 
2. statistics 

I 2 4 6 8 15. 16 17 
3. public relations 

2 4 6 S 15 16 17 IS 20 

4. dra~~i.~8.~r.V6~f7s, legislation, etc.) 
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4. Findings and Conclusions 

• The court administrator is fairly new and is expected to expand 
in the near future. 

• The list of tasks compiled for this project reflects all functions 
a court administrator might perform, but the presiding judge 
usually determines which tasks he will perform. 

• Legal education is not a requirement for the position, though 
many judges prefer court administrators to be lawyers. 

• ~he court administrator need not know the details of all tasks 
to be performed, but he must be able to effectively coordinate 
the use of experts, e.g., budget analysts, architects, computer 
specialists, etc. 
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E. ANALYSIS OF SIGNIFICANT TRENDS OR INNOVATIONS AFFECTING FUTURE 
AGENCY MANPOWER NEEDS 

Two of the major objectives throughout the course of this study were 

to identify significant trends or innovations affecting criminal justice man-

power training and education and to measure the current and expected future 

impact these trends might have upon agency and system needs. 

Current literature, annual reports and special studies were first re-

viewed to identify possible trends. Lists were compiled and studied by teams 

of consultants. In addition, national associations in appropriate topical 

and occupational areas wer~.asked to review selected topics for refinement 

and final selection. Those activities or topics finally chosen were addressed 

by field survey data collection efforts in two ways. The primary method uti1i-

zed was through the development of an activity checklist which contained 13 po-

tentia1 organizational, functional, training or educational trends. The ac-

tivities have already been tried on an experimental basis in some agencies. 

In others, they are currently in practice, or are under consideration or sched-

u1ed for implementation in the future. On the scale exhibited in Figure VIII-

VII-1, respondents (who were typically chief executives of agencies) were 

asked to rate each activity. Additionally, to measure projected manpower 

implications, respondents were asked to rate probable changes in these activi-

ties over the next five years using the scale pictured in Figure VIII-VII-2. 
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1 = Yes. Will definitely continue to do this. 

2 Yes. Will continue to do this if funds are available. 

3 = Yes, but uncertain whether we will continue to do this. 

4 = Not yet, but plan to do this in the near future. 

5 No. Would like to do this but have not been able to. 

6 No. No plans to do this. Uncertain of the value. 

7 = No. Have tried it and dropped it. 

8 No. It is not suitable here. 

9 = Don't know anything about it. 

Figure VIII-VII-l. Scale utilized to indicate status of activities in 
judicial process agencies. 

+3 = Increased activity will be dramatically more than it is 
now. 

+2 = Increased activity will be somewhat more than the in
crease in workload. 

+1 = Increased activity will be proportional to workload 
increases. 

o = No increas~ in activity of this type is expected, even 
if the workload increases. 

-1 = There will be a mild decrease in activity of this type. 

-2 = There will be a considerable decrease in activity of 
this type. 

-3 = Activity of this type will be dropped. 

Figure VIII-VII-2. Scale used to indicate probable changes in judicial 
process activities over the next five years. 

Respondents were first asked whether they maintained a professional 

court management staff. The majority of jurisdictions visited indicate they 

do and anticipate demands for such personnel would increase in the future. 
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Of the ten area clusters visited, all jurisdictions have personnel bearing 

the title of court administrator or courts coordinator. These positions, out

lined in earlier sections of this chapter, are gradually assuming more of the 

administrative responsibilities and day-to-day management of the courts. In 

addition to the chief administrator, whole subcategories of personnel within 

the administrator's office are emerging. For example, deputies for case manage

ment and deputies for management of grants were used in some agencies. Pro

vided monies are available, more professional planning and data processing 

staff will probably be hired. In addition, various functions now performed by 

th~ clerk's office may become part of the court administrator's office. Aside 

from calendar control, the functions of the jury commissioner and fines collec

tor are slowly being merged or at least supervised by administrator's offices. 

Release on recognizance (ROR) and other pretrial release programs con

stituted our next area of inquiry. Most courts indicate that they have 

instituted some ROR programs; such programs are expected to produce slight to 

moderate increases in manpower required in the court system. When programs 

are established, requi~e~ents for administrators, investigators and even 

counselors increase. In some cities these functions are already performed by 

members of social service and correctional staff, while other jurisdictions 

must bring new personnel on board. Demand for increases in personnel for 

these functions is not only dependent on existing personnel resources, but is 

directly related to jurisdiction caseloads and judicial policy. Where pre

trial detention facilities are overcrowded, and the policy of the court is 

to allow some type of release secured by bond or third party custody, use of 

ROR and pretrial release prog~ams may increase. Some respondents indicate, 

however, that the pendulum may be swinging back toward more pretrial incarcera

tion due to increases in recidivism among pretrial releases and to public 
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opinion. Because of the variety of factors involved, it is difficult to pre

dict from the small sample taken the types of changes which may occur in per

sonnel requirements for this area. 

The use of computerized caseflow and management information systems, and 

the development of offender-based tracking systems are identified by most 

jurisdictions as trends that will become increasingly apparent in the future. 

In the cities visited, computer sciences are utilized in a variety of ways 

including notifying jurors, identifying delays, and assisting in the develop

ment of the court calendar. A great deal of experimentation continues in 

this field. Some jurisdictions have invested large sums of money--sometimes 

exceeding one million dollars--to conduct needs assessments and develop proto

type models, only to find that this is not what they want. Other states have 

slowly implemented various integrated systems and are finding that tasks which 

formerly required a large number of personnel can be handled more quickly and 

efficiently by machines. 

The need for computer technology has been recognized by most courts 

visited and will continue to become a regular part of court administrative 

operations. Judging from those jurisdictions visited who have some computerized 

functions, the most immediate impacts on manpower are the reduction of certain 

types of clerical personnel and the need for either retraining or hiring to 

provide key punchers, coders and programmers. In the long run, most courts 

hope to retain most of their current staff and expect to realize some court 

personnel savings. No data is readily available to indicate the impact that 

development and implementation of offender-based tracking systems might have 

on manpower. 
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Diversion was the next trend identified. Every jurisdiction visited 

utilizes some type of diversionary scheme to remove offenders from the system. 

The most connnon programs are either first offender projects or post-adjudica

tory alternative projects such as placement in drug treatment centers (while 

not true diversion, this is considered as such by respondents). Some unusual 

projects are in progress, such as alternative community service or restitution 

models, but the majority are either offender or crime-specific projects. Also, 

with the a~ception of first offender and certain federally funded drug or 

alcohol programs, most projects are not managed by the court or court personnel. 

llather, they are either directed by prosecutor, social service (including 

probation), or community-based agencies. 

Respondents for the most part like and accept the utility of diversion 

projects and anticipa.te they will continue to grow, provided monies are 

available. The direct court-related personnel and manpower requirements are 

and will most probably continue to be minimal, except where probation services 

are part of the judicial process. Judges could not identify any reduction in 

workload or shifting task or time that might have occurred as a result of 

using diversion programs in their jurisdictions. 

Decriminalization of certain laws, specifically traffic laws, are be

ginning to have some impact on judicial personnel. However, changes in some 

drug and alcohol laws have not had any measureable effect on the few juris

dictions visited which have decriminalized some classes of deviant behavior. 

In the traffic area, revision of some laws is causing some "criminal" behaviors 

to be reclassified as civil-type wrongs, allowing for more administrative 

adjudication. Criminal sanctions are being reserved for offenses of a more 

serious nature, such as driving while under the influence or while intoxicated 
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and vehicular manslaughters and homicides. Because of this, some limited 

jurisdiction courts which formerly devoted 90% of their time to traffic cases 

are no longer facing the huge backlog they once did. One pretest jurisdiction 

visited found that smaller satellite courts are no longer needed as a result 

of traffic decriminalization and that they are being consolidated or phased 

out. Most states visited have either considered or will soon consider some 

type of traffic decriminalization scheme. Some jurists argue that such law 

changes will simply transfer jurisdiction of these cases from the courts to 

administrative bodies (such as departments of motor vehicles) and that no net 

savings will actually be realized. In those jurisdictions that have made 

same changes, however, there is definite decrease in the time judicial person~ 

nel must spend on traffic cases and the increase in demand for clerks and ad-

ministrative personnel is only minimal. 

The utilization of parajudicialpersonnel,particularly commissioners 

and referees, has had a dramatic impact on judicial manpower needs. However, 

of all the jurisdictions visited, only a handful use parajudicials to a large 

degree, and it is doubtful that they will be added to systems where they are 

not already being utilized. The most constant use of these quasi-judicial 

employees, other than in the juvenile court, seems to be in the civil areas 

of family and domestic relations and in the criminal areas of traffic and pre-

liminary matters. One jurisdiction has characterized their commissioners, who 

are lawyers and receive 80% of the statutory salary of a judge, as individuals 

who perform tasks judges do not like to do. In a general jurisdiction, dis-

solution of marriage cases by the co rts can be very time-consuming and really 

proforma (if not contested). On the criminal side of the docket, taking 

testimony regarding "who hit whom" can be an equally simple and time-consuming 
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process. Thus, some jurisdictions utilize parajudges to perform these tasks 1 

which are necessary but which do not require a judge's skills or are not high 

priority.. In some jurisdictions, these officers of the court can on occasion 

render judgements, provided parties agree ahead of time to allow the matter 

to be heard and decided by a commission. 

Without these personnel, some courts could easily be experiencing major 

delay and backlog problems. However, certain legislators have questioned the 

value of paying someone 80% of a judge's salary to perform only limited duties. 

As a result, when one jurisdiction recently requested another commissioner, 

the legislature created another judgeship instead. 

In jurisdictions where commissioners and referees exist, they will prob-

ably continue to perform many judging tasks as long as court reorganization 

does not upgrade or eliminate them. Only the use of certain administrative 

adjudicative practices such as traffic hearing officer or pretrial hearing 

examiner might create additional needs for these types of personnel in courts 

which do not now have them. 

Court reform or reorganization is another trend which seems to have had a 

dramatic effect on judicial manpower requirements. By consolidating limited 

jurisdiction courts in one state, hundreds of part-time and full-time justice 

of the peace jobs can be eliminated. On the other hand, a general trial court 

can grow from 12 judges to 43 in a year due to changes in subject matter 

jurisdiction, although it would be inaccurate to conclude that reorganization 

will always result in such drastic change. System requirements may shift for 

administrative purposes, regardless of transformations due to reorganization. 

Ahnost without exception, court systems in every area cl.uster visited 

• \1 have either undergone reorganization or have formulated legislative plans to 

VIII - 731 



do so. Each plan has required or will require some shifts in personnel and 

some restructuring of judicial duties. 

One of the direct benefits of reorganization planning and its subsequent 

implementation is the evaluation and assessment of judicial personnel require-

ments, which is usually performed for the first time. Another benefit is 

that means are developed to continually reevaluate needs by various methodologies, 

such as weighted caseload studies. 

Another development affecting personnel is the creation of judicial per-

sonnel systems at the state level. These systems impose some administrative 

uniformity upon the courts and helpfully contribute to more effective use of 

personnel. 

Finally, other trends such as the use of volunteers and the implementation 

of victim and witness assistance centers have been discussed as having poten-

tial impact on manpower needs. According to the respondents interviewed, 

neither was considered to have any long-range effects upon judicial manpower 

in the future. 

1. Findings and Conclusions 

• There will probably be an increase in the need for more 
professional court management personnel. 

• Although release on recognizance programs and pretrial 
services continue to increase,the impact upon manpower 
needs in the courts will probably only be slight. 

• We can expect a greater increase in utilization of com
puters for many court related functions. This increase 
will require pdditional personnel as well as the retrain
ing of many current personnel. 
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8 Decriminalization of certain laws, particularly traffic 
laws, may have some impact upon judicial personnel. 
Specifically, we may find a shift in the nature of the 
tasks performed by limited court judges • 

• Parajudicial personnel has had substantial impact on the 
workloads of courts in which they serve. Whether the 
demands for personnel in this category will increase is 
not clear at this time. 
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CHAPTER VIII. DEFENDERS 

Although guaranteed by the Constitution, the provision of adequate legal 

representation for those accused of committing criminal offenses--especia11y 

for those defendants who are indigent-:has developed quite slowly throughout 

the course of American jurisprudence. 

It was not until the United States Supreme Court handed down its decision 

in Powell v. Alabama, 387 U. s. 45 (1932), that the rights specified in the 

Sixth and substantially broadened through the application of the Fourteenth 

Amendments began to have meaning for defendants in more than a handful of 

states. Powell held that unless defendants in capital cases could be afforded 

substantial counsel and reasonable time for case preparation, due process 

rights would be denied. Powell concluded by specifying the requirement that 

if counsel could not be retained then the court was under an obligation to 

supply adequate representation whether the defendant re~ested it or not. 

The principles propounded in Powell were expanded two years later in 

Johnson v. Zerpst 304 U.S. 458 (1934), by applying the same Constitutional 

guarantees to indigent defendants charged with committing all classes of ~edera1 

offenses. 

Further attempts to expand Powell and Johnson to the several states were 

met with opposition from the high court when it handed down its decision ,in 
,-:, 

Betts y. Brady, 3l6-U.S. 455 (1942). The majority of a divided court in Betts 

reasoned that,while every case is different and must be considered on its own 

complexity and merits, defendants need not have the appointment of counsel 
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guaranteed or appointed in order to insure fairness of trial in state criminal 

court proceedings. Although the court's decision was subject to strong 

criticism and constantly debated thereafter, the holding in Betts substantially 

remained the law of the land until the "Betts rule" was overturned by Gideon 

v. Wainwright 372 U.S.335 (1963). 

In the Gideon opinion, written by Mr. Justice Black (who had voiced 

rigorous dissent in Betts some 20 years ear1ie~),the court reasserted the 

earlier notion that the fundamental right of counsel is essentia~ to a fair 

trial and obligatory to the states under the Fourteenth Amendment. Black con-

eluded by reiterating the principles of Powell and by citing Mr. Justice 
1 

Sutherland's opinion in that case: 

The right to be heard would be, in many cases, of 
little avail if it did not comprehend the right to 
be heard by counse1 •••• If charged with a crime, he 
is incapable, generally, of determining if the 
indictment is good ••• he lacks the skill and knowledge 
adequately to prepare his defense, even though he h~s ' 
a perfect one. He requires the guiding hand of counsel 
at every step of the proceedings against him. Without 
it, though he be not guilty, he faces the danger of 
conviction, because he does not know how to establish 
his innocence. 

Through numerous decisions of the Warren Court during the 1960's, this 

2 
fundamental right doctrine was reaffirmed and expanded. Most recently, the 

decision having the greatest impact on defendant.'s right to counsel is 

Argersinger v. Hamlin, 407 u.S. 207 (1972). Herein the court held that in 

any case (absent intelligent waiver) where a defendant may be incarcerated 

if found guilty, the right to counsel is guaranteed. The ruling carries 
, 

the further proviso that where the defendant cannot afford to retain counsel, 

the state or local jurisdiction is under 'an obligation to provide it at no 

cost to the defendant. 
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The provision of defense services has grown tremendously over the past 

ten years and particularly since the Argersinger decision. The vast majority 

of these services are being provided to indigent defendants by defender 

agencies or some component of a defender system. Because of this fact, and 

because of the desire to select agencies where sample sizes would be large 

enough for occupational analysis purposes, survey efforts have focused upon 

the organized defender service. This effort will not then directly key upon 

issues affecting rural defenders or place a great deal of emphasis on ad hoc 

assigned counsel services. Both are important and deserve further study and 
3 

attention. 

While no one has been able accurately to report or project the size of 

indigent case10ads, one nationwide survey estimated that approximately 65% 

of felony defendants and 44~ of misdemeanor defendants are not able to afford 
4 

counsel. Based upon our field survey interviews with presiding judges and 

chief defenders, we would estimate that for metropolitan and urban areas, these 

figures may be even higher. 

Fifteen years ago formalized defender systems (as compared with assigned 

counsel systems) existed in only 3% of the counties throughout the United 

States serving about 25% of our population. National Legal Aid and Defender 

Association (NLADA) survey estimates in 1973 identified organized defender 

systems in over 30% of our counties now serving over two-thirds of ' the popu1a-

tion. 

The continued expansion of defender services will be more fully addressed 

throughout this report. However, as the major portion of our nation's crime 

is centered in metropolitan areas and 95% of these jurisdictions have defender 

systems, major emphasis will be placed on these areas and the services provided 

therein. 
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A. DESCRIPTION OF AGENCIES VISITED 

1. Size and Type Distribution 

Typically 9 the provision of defense services at the state, county and 

local level may be classified in one of three ways: 'defender systems, 

assigned counsel systems, or mixed systems. nefender systems include state-

based, county-based or local programs usually authorized or created by court 

rule or enabling legislation. They may include regional defender programs 

serving multi-county areas or contract services with practicing attorneys, 

law firms or non-profit corporations to provide regular services to indigent 

defendants. 

Assigned counsel systems implement the right to counsel by selecting 

or assigning private counsel on a rotation or ad hoc basis. Mixed systems, 

as its name implies, usually has elements or characteristics of both defender 

and assigned counsel systems. It should be noted that even in "pure" defender 

systems, there must, by necessity, be a mix of private counsel. This is 

brought about by a number of factors,not the least of which are conflict of 

interest cases (defense in multiple defendant or co-defendant suits for the 

most part) or expanded caseloads 1:eyond staff capacity or special capability. 

In reality, most systems represent some mix in varying degree. 

The agencies visited during our field site work represented a sampling 

or mix that is indicative of the variety of services presently being provided 

throughout the country. Of the defender agencies visited, four were components 

of statewide defender systems, four were county-based systems, one was a re-

gional non-profit contract service,and one was an assigned counsel system. 

With the exception of one county ... based system established in the 1950's. 

and the assigned counsel system, all of the defender offices visited were 
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~ormally established to replace assigned or loosely organized systems and 

all were founded during the past ten years. 

2. Variatians in Organizatian) Functian and Role 

How defender offices,services~or systems are arganized is narmally 

directly related to legal, administrative, geagraphy, caselaad, political 

and financial considerations of the jurisdiction served. The functions af 

the office and roles played by respective emplayees will bear a direct rela~ 

tionship to haw these variables are structured and managed. Because af the 

great diversity af variables that may impact an a defender service, it is 

extremely difficult to campare or measure administrative capability, perfar-

mance or practicality in arder to endarse ane type af system aver another. 

Althaugh National Advisory Standards have recammended full-time defender 

organizations and a caardinated assigned caunsel system invalving substantial 

5 
participatian af the private bar, each jurisdictian,by necessitY,must design 

a system and tailor services within given limits and requirements. 

The f.ollowing outlines and descriptians set farth variaus madels af ar-

ganization either noted ar abserved during the course af field study in 

ten jurisdictions. These autlines of arganizatian by no means represent the 

full range of possibility far arganizatianal structure that exists tar the 

provision of defense services. It was hoped, however, that these madels ex-

emplify a representative sample and more impartantly set farth haw some af 

these designs tend to impact upan manpower,personnel systems, training and 

education. 

The majar distinguishing factor in cansidering structure of public ar 

assigned counsel systems is whether they are o.rganized and structured an 
6 

local, regional, or state level, or a combinatian af these. NLADA further 

refines these variations to include: a wholly local program funded and organi-

zed at the local level; a multi-caunty program funded by the several caunties 
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served; a state financed program involving local selection of defenders 

and local autonomy by the local defenders; a state financed program invo1v-

ing state selection process for the local defenders, but maintaining local 

autonomy insofar as each local defender is responsible for the policies and 

procedures of his or her office; and a state financed program with central 

administration of all defense functions which may include not only handling 

of appeals and selection of the local head defenders but the appointment of 
7 

assigned counsel as well. 

a. Locally Dased Systems. Usually organized and funded on a 

county-by-county basis, locally based systems represent the predominant method 

of delivering defender services. These offices are usually created by court 

rule or local legislation, although they may have been developed as a result of 

state mandate. One of the jurisdictions visited serving a medium sized urban 

jurisdiction may be placed in this category. The state requirement in this 

jurisdiction simply allows the county one of several options including a public 

defender, coordinated assigned counsel services, contract services or any com-

bination of the above. 

The functions and respective roles of defenders serving county-based 

or local systems will depend upon the mix selected. For example, Table VIII-

VIII-l represents the functions or services performed bya county ... based de:f;ender 

service comprised of full time defenders utilizing assigned counsel only in 

conflict cases. As can be seen, almost all major functions are performed by 

the defender agency. Compare this j'urisdiction with Table VIIT-;YIII",,2 repre-

senting a county-based defender system providing services only to felony de-

fendants,with additional support provided by assigned counselor contract 

services. 
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Table VIII-VIII-l 

Description of Defender Functions Utilizing Little 

or no Assigned Counsel 

Limited Juris- ,General Juris-

Functi ons diction Courts diction Courts 
Felonv Mi sdem .. Felony t~isdem. 

Presentments * x x 

Prelim. (Probable Cause Hearings) x 

Arraignment Hearings (second) x x x x 

Ba i 1 Hearings x x x 
Juvenile Court 
Tria 1 x x x 
sentencing Hearings x x 
Appeals x x x 
Special Hearings/Petitions 

Pre-trial motions x x 

Prisoner rights -'. 
'. 

Postconviction (e.g., Habeas 
Corpus) x x -

Mental Health 
Service of Process 

*first arraignment 
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Table VIII~VIII-2 

Description of Defender Functions Utilizing Assigned Counsel 

Limited Juris- General Juris- Separate 

Functions diction Courts diction Courts Juvenile Court 

Felonx Misdem. Felony t~i sdem. Felony Misdem. PIN~ 

Presentments * x . 
Prelim. (Probable Cause Hearings) x x 
Arraignment Hearings (second) x x 

Ba i 1 Hearings x 
Juvenile Court x 
Trial x x 
sentencing Hearings 

Appeals x 
Special Hearings/Petitions x 

Pre-trial motions v v 

Prisoner rights 
Postconviction (e.g., Habeas 

Corpus) -
Mental Health i 

; 
I 

Service of Process .1 

*First Arraignment 
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The most advantageous benefit of the locally based model is that 

it allows jurisdictions to tailor systems to meet requirements within exist~ 

ingneeds, resources and political considerations. Jurisdiction A is a large 

metropolitan county with large volume trial courts in three locations. In 

the interests of economy and efficiency, a centrally administered defender 

system with full time defenders and minimal use of assigned counsel may be 

most suitable. For jurisdiction B, a large rural county with a minimum 

criminal caseload, only one full time defender combined with a 'supervised assigned 

counsel program may be most advantageous. 

Among the factors of primary importance to locally based sy~tems is the need 

of the defender service to remain independent of political pressures in order 

to optimize the value and quality of defender services offered. This problem, 

while not limited to county or locally based systems, can be extremely diffi-

cult to maintain in certain jurisdictions. This is especially true where the 

defender service is a creation of a county board or board authorized group 

of directors who may be charged with overseeing the defender program. When 

appropriations are discussed, defender services must negotiate just like 

other agencies for their fair share of limited public revenues. Some might 

argue that this "political" or even democratic process makes defender agencies 

more publicly accountable and more cognizant of local needs and considerations. 

The debate over this issue will continue. 

The advantages. of localJy based systems must be carefully weighed against 

perceived deficiencies that impact directly on service delivery and include 

serious manpower, training, and educational considerations. The principal 

concern of experts and commissions studying this problem have concluded that 

one of the majl.or drawbacks to locally based programs is lack of uniformity 

in the quality of representation to indigent defendants.
8 

Other criticism, 
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mostly directed at lack of administration and resources has cited lack of 

supporting services such as investigative services and offender rehabilita-

tion services, lack of established operating practices and procedures, in-

adequate appellate services, lack of training and research resources and the 

inability to achieve necessary coordination. In addition to the above, one 

frequently made criticism is that where defenders are locally appointed and 

financed, defense of heinous or controvers·ial dffenses may j:eopardize 
9 

the stability of the office due to public outcry. The manpower implications 

are obvious. During a period of increased caseloads and a decreased economy 

conditioned by slowed recovery,counties or local jurisdictions cannot favor-

ably respond to requests for increased personnel. At a time when requests 

for more defenders are being made, jurisdictions are freezing budgets and 

even asking agencies to cut back on previous budget allocations.· Some 

of the short-term measures to alleviate the problem can really be mdre costly. 

For example, a defender service visited was faced with either adding personnel 

or reducing caseload intake. As the criminal court intake remains the same 

or increases, cases formerly assigned to defenders are now assigned to panel 

attorneys. Presuming that these services are not pro bono, assigning out 

cases will probably be more expensive in the long run. 

The problems of supporting adequate training and education programs is 

in direct relationship with these issues. Locally based services visited for 

the most part did not have separate line budgets for training unless suppor-

ted by federal programs, and practices such as attendance at national seminars 

or training sessions will typically be the first to go when ~onsidered in 

relation to other more pressing needs. 
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Finally, requirements and wishes of the private bar of any jurisdiction 

must be carefully considered. No local system can be created or maintained 

without the endorsement and support of the bar association and private crim

!nal law practitioI?-ers who will be affected-by any institutionalization of 

defender services. For a further discussion of this relationship, see "Links 

With Other Components of the Criminal Justice System" later in this chapter. 

b. "Statewi.de Systems. .Statewide"systems have grown tremendously 

"over the past ten years. Presently, fifteen states or 30% have some components 

of an organized state-wide system. Additionally, five states are presently 

providing appellate defender services to local jurisdictions. The term state

wide defender system may be a misnomer of sorts because of the broad range of 

organizational types. For example, one model of a state system is the state

financed local defender system. In this type of organizational structure, state 

appropriations are distributed to local jurisdictions within anyone of a 

variety of options exercised by that jurisdiction. Therefore, the state may be 

funding a number of public defender offices in large metropolitan jurisdictions 

throughout the state while at the same time, supporting an ad hoc assigned 

counsel system for those rural jurisdictions that so choose. The advantages 

to this type of system seem to be that local autonomy and options may be re

tained while at the same time providing some centralized coordination and sup

port. In this arrangement, local jurisdictions may be providing some financial 

assistance as well as contributions of space and facilities. In the state

financed, locally controlled system, a .s"tatewide defender may mandate and 

provide additional services to local systems. The two most important services 

provided are technical assistance and representation for defendants in all 

appeals and application of post-conviction remedies. 
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Certain other advantages that apply to all statewide systems may have some 

impact on locally controlled programs. These include coordination of training, 

planning, research and even the possibility of shared personnel on a pro tem 

basis. Let us look at each of these. 

Although every office recognized the value of both orientation and in-

service training, it is often viewed as a luxury in terms of both time and finan-

cial resources by many local jurisdictions. State supported activities can 

meet this short-fall through the development of handbooks, trial practice 

guides and the regular provision of training programs held throughout the state 

at selected locations. 

Planning for the provision of realized and perceived needs may also be a 

vital contribution to locally controlled systems. This is especially necessary 

in responding to the major criticism of locally controlled systems, namely that 

services are not uniform and are not applied against established standards for 

defender service delivery. 

Finally, research capacity and technical support can be of invaluable 

assistance. The latter is especially true for smaller assigned counselor 

one man office system components who may be faced with defending serious, 
~. 

complicated or time consuming cases. Drawbacks to these locally administered 

programs have been noted as well. Sometimes the local control and autonomy·. 

that is so desirable to one system can be a detriment to another. NLADA's 

Study Commission on Defender Services cites one newspaper editorial that points 
10 

up some of these difficulties. 

The practice of appropriating by judicial cir'cuits 
for the court-appointed counsel program rather thaii by lump 
sum for the entire court appointed counsel program has ••• 
caused some administrative headaches. 

The court's administrator has been attempting to pro
vide some administrative services such as the development 
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of budgets. But each of the public defenders is authorized 
to request funds and hire assistants, subject to the approval 
of circuit judges. In parts of the state where court appointed 
counsel is used, circuit judges set the budget. 

This administrative limbo can be traced to the General 
Assembly's reluctance to create a new agency to operate the 
program. Supporters of the public defender concept were not 
completely satisfied with the legislation that was finally 
approved. But they accepted it hoping improvements could be 
made later. 

c. State-financed Systems with Centralized Administration. This 

type of system was observed in four jurisdictions visited. For these juris-

dictions, the relative advantages of state over locally managed services seemed 

to fall into three areas: organization and management, level of effort, and 

financing. 

In three state-wide systems observed,the management and administration 

of all system components had been centralized and consolidated. Under this 

structure, many tasks which would normally be the day to day responsibility 

of individual defenders are performed by "state headquarters." Additionally, 

the policies, practices and administrative directives are all promulgated from 

one central office with appropriate input and support from regional or local 

offices. The benefits of time saving and, more importantly, uniformity of ser-

vice delivery, are thereby achieved. Standards for indigency, recording of 

waivers, for example, may be fixed and applied based on one procedural and sub-

stantive set of criteria. This centralized management can also provide monitor-

ing of caseloads and needs assessment for the entire state. Additionally, the 

planning function as well as training and specialized services may be offered 

without the pressures of individual office caseload and service demands. 

The level of effort and volume of cases effectively handled throughout 

the state may be affected as well. Centralized administration combined with 

VIII - 747 

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



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

adequate monitoring and coordination of service components can, in theory, 

spot potential overloads and adjust accordingly. 

Flexibility of personnel within a centrally administered statewide 

system also offers a potential advantage over o·ther service delivery methods. 

Theoretically, attorneys and support staff of individual component offices 

are employees of the state system and should possess the same skills and 

abilities of any other employee at their professional level. This should 

allow them to accept assignments anywhere throughout the state. Although 

state offices do not shift personnel from one political subdivision, county, 

or judicial district to another as a matter of course, it does happen on occa-

sion and may be especially useful where small divisions serving large geographic 

jurisdictions must, because of short term case demands, increase levels of 

effort for special trials or types of cases. For example, a two man office 

covering a multi-county rural area of 300 miles is suddenly faced with a large 

murder or conspiracy case that could last two to three weeks. Without the 

capacity to reassign personnel quickly who are familiar with law procedure and 

agency operations, the case might require delay or assignment of counsel at 

an increased cost to the state. 

In addition to coordinating special services, the level of effort for 

specialized functions may be increased. The most successful of these, in 

addition to training, is probably appellate practice and research. The prepara-

tion research and argument of appellate practice require special skills. 

Attorneys trained in trial work often do not have the time or requisite ability 

to be goog appellate practitioners. By the same token, many attorneys in de-

fender agencies find they do not like or are nut capable of meeting the demands of 
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a trial calendar, but enjoy defender practice in the appellate arena. The 

research of complicated legal issues may also support regional or local 

offices with the resources and skills not available to smaller operations. 

The financing of any defender system is difficult and complex even for 

statewide funded services. Ten years ago it was estimated that only $16.9 
11 

milliop was being spent annually for all indigent defense services. Today, 

conservative estimates for the total annual amount of money being spent for the 
12 

defense of poor persons accused of crime approaches $150 million. One state-

wide system visited attempted to apply national standards developed by NLADA 

and endorsed by the National Advisory Commission on Criminal Justice Standards 

and Goals to estimate costs and appropriation requests for the system. Even 

without providing misdemeanor representation, the study concluded that an 

additional $17 million should be appropriated to meet existing caseload demands. 

Upon consideration of this budget proposal, approximately $1 million was made 

against the $17 milliQu requested. 

Even given these findings, statewide funding may be more easily attain-

able and subject to more suitable and standardized documentation than piecemeal 

appropriations based on differing standards of locally based models. 

Inherent in the legislative process, in addition to the seeking and 

justification of appropriations for the maintenance of systems operations, is 

the impact of lobbying and legislative reform an independent state agency can 

have. Almost all statewide, centrally administered agencies are based in the 

state capitol and have the potential to become activists for change. Chief 

defenders are highly respected for the most part among judicial committees and 

are frequently called upon to comment-upon proposed legislation in addition 

to offering proposed changes for the administration of criminal justice within 

the state. State defenders have found themselves to be regular participants 
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on criminal justice coordinating councils and planning components o~ state 

judicial service programs representing the needs of defenders throughout 

the state. 

Along with potential benefits to statewide, centrally administered pro-

grams are potential drawbacks or areas of conflict. Firstly, statewide systems 

must continually be cognizant of specialized needs or requirements within indi-

vidual system components. For example, it may very well be that under prior 

county based programs, local defenders were able to seek and acquire additional 

manpower on an as needed basis. The newly imposed state appropriation process 

may impose restrictions and limits which create a sense of imposed will or 

mandate and be viewed as detrimental to local operations. The compromises 

that may be struck to remedy certain problems in local jurisdictions may be 

equally unsatisfactory. In one jurisdiction visited, three counties that were 

faced with increased case10ads had to request judicial hearings to adjust their 

case1oads. 

Secondly, local autonomy may need protection wherever possible. The 

problem has been addressed somewhat by state systems allowing local jurisdictions 

to select or elect their defenders. 

Thirdly, statewide,central1y based systems must be careful to strike a 

delicate balance among public defenders, contract services and assigned 

counsel. As stated earlier, no system can be composed entirely of public 

defe!i,ide'$ nor could it handle 100% of the case1oad. Striking the proper mix 
u 

then is very important. Within a state, counties or judicial districts may 

vary a great deal by geographic distribution of. population and caseload. In 

some of these ju~isdictions, private criminal defense bars may be small. or 
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already endowed with enough clients who can pay for representation. Compli

cations arise when the private bar feels its business will be diverted. In 

order to insure the passage of enabling legislation creating most centrally 

based defender services,statutes will typically in.c1ude language similar to 

the National Advisory Commission Standard 13.5 which states that, " .••• cases 

should be divided between the public defender and assigned counsel in a manner 

that will encourage significant participation by the private bar in the criminal 

justice system." In practice, this division may require only minimal partici

pation, while in others it may be substantial. Even within one jurisdiction 

visited,the variation from judicial district to judicial district was great.: 

In order to pass enabling legislation, two metropolitan jurisdictions were 

guaranteed assignment in almost 50~ of the indigent case10ad;whi1e in the 

largest urban jurisdiction of the same state, public defenders now handle 

almost 95% of indigent cases filed. The diversity of case-type assignment 

may be similarly great. One statewide system may find that restricting assigned 

counsel to misdemeanor or appellate practice is of mutual benefit while 

another will only use private attorneys for conflict cases only. 

How the private bar or panel of attorneys are utilized can be of extreme 

benefit to defender systems in two major areas identified by respondents dur-

ing field survey visits. The first of these is in the area of managing case

loads where clients requiring services outstrip agency personnel's ability to 

provide services. Secondly, a number of agency executives interviewed con

sidered the representation of indigents on appeal to be a function best performed 

by private counsel. Although many private practitioners do not have a great 

deal of trial practice, they may be good researchers and brief writers. These are 

two skills public defenders have not mastered unless they have devoted time 

and effort to appellate practice. Additionally, representation at the appellate 
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level by new counsel allows a fresh look at the trial record and may,with the 

assistance of trial counsel, afford new perspectives for the appellate court 

to consider. Finally, questions of the adequacy of trial counsel may be 

raised more easily by new counsel without the potential problems of conflict of 

interest. 

d. Contract Services. This method of organization may be character

ized as part of an integrated defender service or as a separate method for pro

vision of counsel. In the jurisdiction visited where contract services are used, 

the state leaves it up to the several counties to select the type of services 

it desires. The service may be provided by an organization specifically created 

for the purpose of representing formerly court-appointed cases or it may be com

posed of local bar association members who have formed professional or non

profit corporations to provide services to a designated number of indigents a 

year. Because of their flexibility in design and implementation, the contract 

service can be attractive. If a county knows or can reasonably predict its 

indigent caseload, it may create a mix of assigned and contract provided counsel 

to ser.vice its needs within given budget restrictions. Because services may be 

costed out by case, a jurisdiction need only buy what it can afford with appro

priate provision of additional or limited modifications at a fixed price. Con

sequently, a contract service providee may not feel many of the pressures of 

expanding caseloads with fixed resources. Contract services have been observed 

as successfully operating in both urban and rural settings and as both a part 

of and separate from statewide systems. 

e. Assigned Counsel Systems. No one really knows the extent to which 

privately assigned counsel are utilized for defense of indigent clients in crim

inal matters. In one national survey three years ago, NLADA estimated that 8% 
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of all metropolitan 'jurisdictions, and 47.% of ,urban . jurisdictions., .. employ 

13 
assigned counsel systems. 

From an organizational viewpoint, it is hard to consider assigned counsel 

programs as systemA~for although some localities have structured centrally 

controlled programs, most jurisdictions using assigned counsel usually follow 

no set pattern based on minimal criteria. Typically, two or three models for 

appointment emerge. The first of these may be appointed by a judicial officer 

from a list of local practitioners he has compiled. Additionally, local bar 

associations may prepare lists of those members who have special qualifications 

or who have expressed an interest in receiving court appointments, In other 

jurisdictions, the bar may even contract with the courts to provide services 

and provide screening, training and compensation on an established basis. In 

some jurisdictions, the panel or ad hoc assignment process may be managed by 

a court clerk or by an attorney designated for that purpose by a judge or the 

bar. 

There is no question that private counsel will continue to be utilized 

for court appointment and indigent representation in many jurisdictions in the 

immediate future. It simply may not make sense to provide a defender service 

for highly rural or large geographic areas with limited caseloads or where 

services are provided to the satisfaction of bench, bar, and defendants. 

On the other hand, strong criticism has been leveled against the quality of 

these services and has characterized many as inadequate. The latest proposals 

for reorganization of assigned counsel "systems" call for central administra-

tion under a general governing body that will act to promulgate guidelines, 

prescribe compensation and terms of appointment, insure independence and 

quality of counsel and include training to insure competence of panel attorneys. 
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3. Linkages With Other Criminal Justice Agencies 

The provision of defense services,whether it be by a public defender in 

an organized system or by private counsel assigned on an ad hoc basis, must 

almost. by definition remain independent of other components of the criminal 

justice system. To be effective, this independence must extend to the political 

process as well. However, this independence does not preclude the important 

linkages and relationships which should be maintained in order to perform the 

full range of responsibilities required of defense counsel. The following 

sections describe some of these links and the nature of the relationships ob~ 

served in the jurisdictions visited during the course of our field work. 

a. Relationship Hith the Courts. In every jurisdiction visited, 

presiding judges were asked about the quality of defense services offered by 

defenders and defense counsel serving their courts. The verdict was almost 

unanimous that defender agencies or systems are providing a high quality of 

representat~on to indigent defendants. Counsel was characterized as being young 

and aggressive in the pursuit of their clients' best interests, Judges found 

public defenders to be better skilled and usually more prepared to handle com-

plex criminal matters than assigned counsel. It was the judge's consensus 

that organized defender services, whether by system or contract, represented a 

vast improvement over previous ad hoc assignment panel attorneys. These re-

spondents also recognized the increased offender related services offered 

through defender systems and found these to be beneficial as well. When asked 

to compare prosecuti~n with defense services, judges were split as to whether 
~ . 

one did a better job than the other. Howeve.r, they did cite the problem of 

high case load and high turnover which tends to reduce the quality of prosecu-

tion services when compared to public defenders. Chief defenders were 
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consistently identifi~d by judges as being qualified and capable people and 

for the most part better administrators than their counterparts on the prosecu

tion side. 

Chief defenders were similarly asked about relationships with the ju,,", 

diciary. These respondents constantly expressed the need and desire to re""' 

main as an independent variable in the adversary process. 

The impact of this relationship extends into the organization and manage

ment of defender services and may be complicated where defender services are 

under the supervision of the court or judicially controlled or dominated coun

cils. This problem was highlighted by the National Advisory Commission in its 

commentary on the performance of the public defender function when it concluded 

that "The realities of criminal practice are such that the adversary system 

is not a two-way, but a three-way encounter. The mediator between two adver

saries cannot be permitted to make policy for one of the adversaries. 

b. Law Enforcement. Defenders who were interviewed had two diver

gent opinions about the police and the relationship that should be maintained 

between law enforcement and the defense. One group of respondents held law 

enforcement with suspicion and chose to deal with them as the enemy. They 

reasoned that if this is a true adversary system, law enforcement and, to a 

lesser degree, the prosecution, are thE! opponents. You do not give your opponent 

anything which may, in any way,weaken your defense or hurt your client. 

The other group of defenders representing a majority of respondents con

sidered law enforcement a more worthy opponent, one who should be respected and, 

if treated properly, could even prove advantageous to a client's defense. 

On.e of the vmys artificially created or detrimental barriers are broken 

down between law enforcement and defense counsel is through non-case related 
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interaction. This exchange of ideas and information is accomplished through 

a variety of ways,the foremost of which is training and continuing education. 

A number of offices visited utilize law enforcement equipment, facilities and 

personnel to learn how to be defenders. To be effective, defenders must know 

how investigations are conducted, how physical evidence is gathered and analyzed, 

etc. In exchange for this cooperation by law enforcement, defenders may often 

be included in the training of police on such topics as criminal law, evidence 

and procedure. Although both the police and defense must remain independent 

of each other to do their work effectively, the inroads toward coexistence make 

the performance of both occupations more palatable. 

c. Prosecution. In the vast majority of jurisdictions viewed, the 

relationship between prosecution and defense services was typically one of 

cooperation and mutual professional respect. No defender can operate in a pure 

adversarial vacuum. To be successful in the representation of their clients, 

defenders must be skillful negotiators and communicators. In recent years, 

changes in discovery rules at both state and federal levels have led to a more 

open and freer access to informa~io~. However, a prosecutor who feels threat-

ened or badgered by defense counsel can make even open discovery a difficult 

process. Although it is beneficial for both prosecution and defender services 

to maintain good relations and avoid unnecessary conflict, the defender must 

carefully avoid the appearance of close .association with law enforcement, and 

remain at all times aware of his image as perceived by the client community. 

One subtle factor that leads to greater increased cooperation between 

defense and prosecution is competence of counsel. Wben.a defender has re-

viewed police and prosecution files and considered the skills of an adversary at 
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trial, he or she may be in a better position to advise a client about possible 

outcomes should a case go to trial. The same is true of prosecution vis a vis 

defense counsel. If a prosecutor with a weak case knows his opponent at trial 

could easily have evidence excluded or create reasonable doubt in the minds of 

a judge or jury, he or she may be more amenable to negotiating or dismissing 

a case. 

Some of the serious problems that arise between prosecutors and defenders 

are a result of quasi judicial-political issues. A typical example of these 

problems may occur when a new chief prosecutor has campaigned and been elected 

on a law and order or "no plea bargaining" platform. In two jurisdictions 

visited where this occurred, a number of things were observed. Firstly, if 

not properly planned for with all components of the system, an increase by 

even 5% in bench or jury trials in a court with already existing large'case

loads can cause confusion and delay for all concerned. Secondly, some abuses 

in the charging process have been observed." And thirdly, the respect a.nd 

morale of prosecutors can be adversely affected very quickly when reduced 

efficiency and effectiveness of services become initial by-products of such 

practices. 

Finally, in a vein similar to relationships with law enforcement, defen

ders and prosecutors often cooperate in joint training and continuing educa

tion efforts. Both prosecutors and defenders find these interchanges and 

learning to be stimulating and lead to a better understanding of organizational 

and individual problems. 

d. Relationship With Private Practitioners. One of the more tell

ing relationships between defenders and other system components not often pur

sued is that of defenders and private defense counsel. The variable that 
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will most often determine how this relationship should be structured is 

the very method by which defense services are organized. For example, in an 

assigned counsel system supplemented by a one man puo1ic defender office, 

the defender must maintain regular and sometimes daily contact with PFivate 

counsel. In other organizational structures that rely on private counsel to 

assume representation in only conflict cases, the contact may be much less. 

In one statewide system, observ~d during .fie1d visits, the defender 

service manages the private defense bar panel. If private counsel wishes to 

receive court appointments, he must be certified by the defender service and re-

ceive appointments only when requested. 

Many typical problems affecting relations between these two groups often 

stem from the creation of institutionalized defender services. Private defense 

practitioners may feel threatened by potential loss of income and question the 

quality of representation to be delivered by organized defender services. Once 

a mix is established, defender agencies must be careful not to appear to im-

pose ~heir will on private practitioners, but rather to work with the bar through 

committees and to support training and educational endeavors in order to in-

sure that the highest quality of services is being provided to the client com-

munity. 

e. Corrections and Social Services. The relationship between de-

fense attorneys and social slervice agencies--particu1ar1y social workers or 

probation officers--has not traditionally been a good one. The seeds of this 

conflict often stem from differences in philosophy regarding defendant's 

best interests. Pre-sentence investigations and reports that reveal damaging 

facts or recommendations to the court for seemingly punitative dispositions 

are adverse to a defender's perceived role as an advocate for his or her client. 

In many jurisdictions, this will continue to be a stumbling block to better 
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relations. However, as evidenced in some jurisdictions visited,certain posi-

tive changes are emerging. These modifications to previously held beliefs 

have been brought about by the utilization of social services as part of the 

provision of defender representation. 

Two distinct models seem to be emerging regarding this trend. The first 

finds defender services with "alternatives" staff, individuals who act as 

liaison between the clients and community services. They may get involved in 

the case as early as time of the arrest. They may assist in securing employment 

and maintaining community ties pending disposition. The second use of social 

work specialists is in the post conviction stage. These individuals are 

characterized as members of alternative or offender rehabilitation teams. They 

work closely with counsel and the client to develop dispositional alternatives 

to incarceration for the court to consider. Should adequate levels of funding 

be available on a continuing basis, these services will continue to be expanded. 

f. The Criminal Justice Community. In general, while relations 

among various components of the criminal justice community remain cordial, 

there exist very few formal linkages which might be directly attributable to 

improved efficiency and effectiveness of local criminal justice systems. Al-

though some principal actors in a prosecutor's or defender's office may meet with 

each other on an as needed basis, practically no effort was observed in address-

ing any long term problems or needs. The system is very reactive in nature 

and may be highly politically motivated. Two efforts to bring about a change 

in this situation were observed. The first was viewed in two of our cluster 

cities and involved the presiding judge holding regularly scheduled meetings 

with all key officials to discuss agenda matters. and potential problem areas 

affecting the entire LE/CJ community. Although this is not a body which pro-

jects long range programs or solutions, it does provide the forum for airing 
'I 
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problems and considering resolution by key executives. The s.econd forum that 

now functions in most large communities or in smaller jurisdictions on a re-

gional basis are criminal justice cooordinating councilS. Created principally 

for the disbursement of LEAA funds, these groups have the potential for meet-

ing the longer range requirements of communities' criminal justice systems. 

Unfortunately, these groups do not always seek representative members from all 

facets of the system--especially defenders--and tend to devote too much time 

to fund inK requests and sponsoring of new programs. 

In conclusion, defender links with other LE/CJ system components and the 

community are limited, but no more so than any other subsystem with the exception 

of police/prosecution relationships. In those jurisdictions with active defen-

der systems, we believe there will be an increase in the development and im-

provement of relationships, particularly as local, state and federal resources 

become more limited. Defenders will not take the lead but can be valuable 

advocates not only for their clients but for other criminal justice agencies 

and the community as well. 

4. Findings and Conclusions 

• Defender services are still provided and structured in a 
number of ways. However, over the past ten years this 
country has seen a great increase in the creation of 
organized defender systems primarily to represent indigents 
accused of committing criminal offenses. 

• There has been a substantial increase in state organized 
and financed systems, although local autonomy is being 
preserved where possible. 

• Functions and roles of individual defenders may vary a 
great deal depending on how services are being provided. 
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• Private or assigned counsel will continue to play an 
improtant role in providing defense services regardless 
of the defender system selected by a jurisdiction • 

• One of the most important issues in any organized defender 
system is that independence of counsel from other system 
components must be preserved. 
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B. MAJOR FACTORS AFFECTING WORKLOADS 

1. Functions and Workloads 

Because of the variance in the nature of representation and variables 

in agency size, organization, and caseload, this analysis of major factors 

affecting workloads of defenders will be based primarily on the opinions of 

defender agency executives during visits to nine cities. Although they repre-

sent the prevailing situation in a limited number of jurisdictions, they may 

be analogous to problems nationwide. 

Although agencies prefer to work toward standards of acceptable case-

loads necessary to insure uniform and quality representation, only two of the 

agencies visited were capable of keeping pace with the national recommenda-

tions for no more than 400 misdemeanors, or 200 juvenile, or 125 felonies,' or 

15 appellate case assignments per attorney per year.13 Offices facing in-

creased assignments over and above acceptable staff capability have two obvious 

options: either more attorneys must be added to existing staff or private 

counsel assignments must be increased. The following examples from two juris-

dictions indicate the ,dilemma facing defender services and the communities 

they serve. In jurisdiction A, for example, the criminal caseload for adults 

and juveniles has continued to increase over the past five years. Require-

ments for counsel have subsequently increased. The Argersinger decision has 

had no impact on these needs due to pre-existing state requirements for mis-

demeanor representation. Because of financial difficulty within the county, 

the defender agency was asked to cut some 22 attorneys from its budget request, 
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or approximately four percent of its professional staff. At the same time 

requests for reductions in force were requested, a county audit of agency 

operations revealed, among other findings, that defenders may be arbitrarily 

setting more cases for trial than they have time to try. One potential 

remedial plan auditors offered was greater professional supervision over 

deputies. A local bar committee reviewing these recommendations candidly 

observed that providing more supervisors was hardly the way to solve existing 

problems. 

Jurisdiction B, similarly facing increases in demand and limited resources, 

is forced to seek more funds. In the interim, more case assignments to private 

practitioners must be made, although budget figures indicate that the defender 

agency can provide these services at approximately one-fifth the cost of 

assigned counsel. 

Compounding the workload problem of agencies is the lack of adequate 

support services. Some agencies indicated that what they needed was not more 

attorneys but more trained investigators and support personnel. No definite 

numbers could be derived, but for offices organized by trial team, at least 

one investigator and one clerk or secretary should be required for each team. 

One of the crucial variables affecting workload that is not within de

fender service control and is also hard to predict is prosecution screening 

and charging practices. Some prosecutors might argue that they do not control 

their intake and,in fact, must prosecute cases referred to them by law enforce

ment or citizens, provided evidence is sufficient and extenuating factors 

such as witness availability are not a problem. However, certain changes in 

prosecution charging or bargaining practices can have great impact on defenders. 
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As discussed in other portions of this study, some prosecutors are consider-

ing and even implementing "no plea bargaining" policies. In one jurisdiction 

this translated into no reduced pleas in serious felony indictments, while 

in another it resulted in refinements to the initial charging process. In 

either case, the method of operation and amount of time necessary for defense 

practice can be altered considerably, at least in the short run. 

One other variable affecting workloads among defenders is the lack of 

uniformity among the practices of individual judges. Management studies of 

defender offices often attempt to project manpower needs based on total cases 

assigned without considering this variable. The following example may illus-

trate this problem. In one jurisdiction visited, defenders are assigned in 

teams of two by trial division. A trial division is comprised of one criminal 

court judge. In Division A, the defenders may have 50 open cases at any given 

time, while attorneys in Division B have a caseload of only 25. The assumption 

might improperly be dra~~ that Division A attorneys have twice as much. work to 

do as D.ivision B counsel, and this is why. Division A's judge likes to move 

his calendar and not only approves of plea bargaining, but often encourages 

it. If he feels a case is becoming too protracted, he may simply inform the 

prosecution what he will accept. If agreeable to the defense, a quick resolu-

tion on the record will be made and the case is disposed of. In Division B, 

however, the judge does not endorse such practices. Therefore, if you are a 

Division B defender, you know you will have to try many more cases. The judge 

in Division C may require all motions be supported by points and authorities 

in written memorandum form, while judge in Division D may accept oral argu-

ment at the bench. And so on. 

Depending on the jurisdictioI.l, sometimes physical space. and the manpower 

problems of other system components may be more controlling variables to 
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workload than case filings. Where there are not enough judges and/or court

rooms to hear cases, the practices of prosecutor and defense counsel will be 

adjusted accordingly. Therefore, it is possible to have two defender offices 

of similar size and case10ad with extremely different workload and manpower 

requirements. 

Other workload variables may be related to the provision of specialized 

functions. For example, local agencies organized into statewide systems 

normally do not have to be concerned with appellate practice--a function 

which is specialized and can be time consuming. If agencies are required to 

provide other services such as representation for post-conviction re1ief,or 

appearances on behalf of clients in support matters,or mental health pro

ceedings, these may add to more traditional workload requirements. 

Finally, changes in practice and procedure by legislatures and court 

rule can severely impact upon manpower requirements. For example, in some 

jurisdictions visited, the right to a preliminary hearing may make a major 

shift in the type and focus of representation. If a prosecutor elects to 

utilize the grand jury to a large extent, he eliminates rights to preliminary 

fact determination which the defendant may attack. Therefore, some defenders 

have observed, this has led to hundreds of unfounded charges and clogged trial 

dockets, which require time and manpower to untangle. In other jurisdictions 

the preliminary hearing process is used extensively and now constitutes a mini

trial, sometimes lasting as long as two weeks. 

2. Resource Constraints 

Every jurisdiction visited indicated they were operating under some re

straints ranging from mild to severe. Even agencies now experiencing mild 

VIII - 765 



financial requirements indicate the:y would be worse were it not .i;or juris-

dictions insisting upon increases in the use of assigned counsel. 

In the majority of agencies, professional manpower would be the primary 

target of additional funds, should they be made available. In rank order, the 

other priorities indicated were: support services, including clerical and 

investigative resources, equipment, and training. 

3. Findings and Conclusions 

• Defenders caseloads appear to be in excess of acceptable 
national standards in the majority of jurisdictions visited. 

• The implementation of Argersinger v. Hamlin has not had a 
severe impact on agencies viewed during this study. 

• Variations in the performance of prosecutors during screen
ing, charging and negotiation may drastically affect work
loads within a defender service. 

• Occasionally, the manpower problems of other system components 
can seriously affect defender's workloads. 

• Defender agencies continue to experience financial resource 
problems ranging from mild to severe. 

C. ANALYSIS OF PERSONNEL SYSTEMS CHARACTERISTICS 

1. Recruitment and Selection 

Personnel department type interviews were held in eight of the ten juris-

dictions visited to assess problems in and the status of recruitment, selection, 

and retention of agency personnel. For the most part, based on our survey work, 

defender offices do not maintain ·personnel offices or directors for the purpose 

of managing personnel. The following analysis is based upon responses to per-

sonnel-related questions asked of individuals designated by agency directors as 

managing personnel policies and practices. In many instances it was the chief 

defender himself. 
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Not one respondent indicated there were any problems in recruiting 

competent applicants for staff attorney positions. The reason given most 

often was simply that there are more qualified applicants than positions. 

The smallest office visitel tndicated they receive over 80 applications 

a month for an office that has five full time attorneys. With 

the exception of one large urban office that may hire as many as fifty new 

lawyers throughout the course of a calendar year, no office indicated that 

they even actively recruit applicants. Sixty percent of the agencies 

indicated that their offices' starting salary was competitive for comparable 

employment in other public agencies and not much below entry level salaries 

for large firms in their jurisdictions. The problem of low starting salaries 

that plagued many agencies in the past no longer seriously impairs recruit

ment in the jurisdictions visited. Finall~ one of the more prominent incentives 

assisting recruiting or unsolicited applications is the desire by recent law 

school graduates or new practitioners to gain trial experience. It is generally 

acknowledged that for the recent graduate the only real place for trial work 

is either in prosecution offices or defender agencies. Whereas prose-

cutors tended to attract the majority of these applicants in the past, with 

the increase in the number and stature of defense agencies the pendulum has 

swung back in favor of defender services. 

Respondents were a1so queried about any minimal educational requirements 

for applicants and further probed about the qualities and characteristics 

looked for in potential ne~ .. hires. All agencies visited required two basic 

elements: a law degree and admission to the bar in the forum jurisdiction. 

Although agencies have hired recent graduates who have been affiliated with the 

office by virtue of clerkships or intern programs pending bar examination 
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results, these instances are becoming more limited. The principal reason for this 

seems to be the increased demand of the agencies to produce competent trial 

counsel who may go into court and assume caseloads as soon as possible. The 

only other additional formal requirements may be imposed by state statute or 

court rule. For example, in one agency all personnel are governed by county 

civil service. The only additional requirements this may impose are oral 

examinations focusing on ethics, conflicts of interest, etc. This examina-

tion poses no serious problem for applicants and in fact is developed by the 

hiring agency. 

There exists one other major recruitment variable which is also directly 

related to selection that has emerged over the past few years, namely the 

clerkship or intern program. Based on field observations no other single 

source provides new hires for defender agencies. Every agency visite~.from 

the five man office to the agency with over 400 staff attorneys, offered 

some type of program or combination of projects utilizing law students during 

the school year. Although the structure of thes~ programs will not be dis

cussed here, all agency executives agreed that these services give the office 

an opportunity to teach and more importantly, observe potential staff attorneys. 

Du.ring the course of months or even years, supervisory and senior attorney 

staff may evaluate and measure student performance. When positions become 

available, agencies have indicated a strong preference for those they have 

trained, observed and measured for future employment as staff attorneys. 

Although all agencies were careful to point out that students are always in

formed that participation in clerical programs is neither a prerequisite por a 

promise to future employment, in fact the majority of new hires are now coming 

from these programs. 
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The other criteria defender agencies rely upon for new selection of new 

staff attorneys may represent a wide range of variables with varying degrees 

of emphasis. There was no real consistency' that could be clearly delineated 

from a sample of eight agencies of different size and type. However, certain 

factors consistently emerged from interviews that are worth noting. 

a. Academic Qualifications. Emphasis on or requirements for high 
.-' 

academic standing did not emerge as a critical variable for selection. While 

students who have shown competence to perform well in the classroom may have 

acquired a degree of substantive knowledge necessary for criminal law practice, 

"grades" alone do not control the selection process. However, by the same 

token,if all other criteria are equal for two applicants,academic credentials 

and the law school graduated from may bear on final selection. 

b. Previous Experience. Prior practice and practical trial ex-

perience can be an extremely valuable asset and attractive to potential defender 

agency employers. This is especially appropriate for defender services that 

are being established or created for the first time. One statewide defender 

agency visited related its experience in developing a working defender system 

for a large state in a relatively short period of time during the early 1970s. 

The state public defender opted for the selection of experienced trial attorneys 

who were already established in local jurisdictions and judicial districts. 

Each of these attorneys possessed a minimum of 10 years of criminal trial 

practice. This criteria in combination with other variables resulted in a 

defender service with highly qualified and capable attorneys over the past 

six years; only two of the original twelve hires are no longer employed by 
.. 

the agency. 
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With some exceptions,experienced attorneys were not hired for defender 

services visited as part of this survey. The reasons soon become obvious 

when we realize that hiring experienced attorneys often requires lateral entry 

into trial attorney positions which. may severely impact upon line of promo

tion and advancement for agencies with relatively small turnover. It should 

be noted that on a national basis experienced counsel are being hired by 

defender services that are either being established for the first time or 

may have limited caseloads such as one man rural offices. Finally, there 

are large agencies (not in our sample) which require a minimum of two years 

of criminal justice or related experience prior to service entry. 

c. Skills and Abilities. The factors that seem to have the 

greatest bearing upon the selection criteria for new hires are certain skills 

and abilities perceived as being vital for the defense attorneys. Foremost 

among these are good trial skills including self assurance, aggressiveness, 

effectiveness as an advocate, the ability to think on one's feet, and dedi

cation. It is interesting to note that agencies visited were not as concerned 

with the individual's substantive legal knowledge, although they stressed the 

need to have a thorough knowledge of criminal procedure and evidence. They 

recognized TIUlny of their new hires simply did not have the requisite practical 

experience to have mastered these topics. For applicants who came from agency

sponsored clinical programs these skills had already received some sharpening 

and presumably some evaluation as well. For other applicants the process must 

be a more subjective one based upon recommendations and impressions at 

interviews. Without professional training or experience in trial advocacy, 

agencies must simply use their best judgment. 
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In addition to specific selection criteria, agencies were questioned 

about comparative staffing levels of men and women, and white and non-white 

personnel. On the average women composed approximately 10 to 15 percent 

of the total attorney population. Non-white staff attorneys normally com

prised an average of 15 to 20 percent of total attorney population. In both 

instances there appeared to be no correlation between either sex or race 

and type of organization served. 

With regard to the future hiring of women,the eight responding agencies 

were evenly divided on the issue of whether these percentages would remain 

the same or increase. No respondents indicated the number of women staff 

attorneys would decrease. Interviewees consistently indicated that more and 

more women were participating in clinical programs as well as applying for 

full time positions. They credited increased enrollment of women in law 

school as the main reason for increased numbers in the employment pool. 

Women were considered by respondents to be as qualified as male counterparts 

and in much greater demand by competing employers in the marketplace. Simi

larly, minority law school graduates are in great demand:and it is difficult 

for defender services to match initia.l offers. Respondents indicated they 

were extremely anxious to hire both women and minorities but were quick to 

point out that eligibility standards would never be lowered to accommodate 

either antidiscrimination or affirmative action programs. 

2. Utilization of Personnel 

How personnel and staff are deployed within any defender agency will be 

directly related to the type of defender service, the organizational model 

selected, the size of caseloads, the number of personnal and the nature of 
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the representation provided. Obviously the varieties are endless, but within 

the agencies visited for survey purposes some characteristics of personnel 

utilization do emerge. 

Firstly, respondents were asked whether new attorneys were given a 

specific first assignment. The majority of those answering (7 of 8) indicated 

there was almost always a first assignment and that it usually was placement in 

one of the courts of limited or special jurisdiction such as traffic court, 

misdemeanor court or juvenile court. One senior attorney referred to this 

period as "paying your dues." During this time new hires are usually still 

completing their initial training and the philosophy behind placement is that 

in lower courts they may learn, practice, and sharpen their skills under the 

supervision of senior trial attorneys without doing "too much damage to 

clients." One agency's first assignment was a little different. New hires in 

this office were always assigned to the appellate section first. The rationale 

behind this assignment was to have students really learn the law, while 

familiarizing themselves with agency operations before moving to active trial 

case related matters. 

Beyond initial assignment the most important variable for staff utiliza

tion will be the structure or organizational model of the agency itself. For 

example, compare how personnel may be distributed throughout two different sys

tems. In system A, a statewide system, the defender services is a centrally 

coordinated and administered system. As we can see in Figure VIII-VIII-I beyond 

central staff and appellate functions, line staff are organized by judicial 

district. Within each district office is a chief attorney, assistant public 

defenders, investigators, aides, and support personnel. Assignments within each 

judicial district and specific functions may be dictated by case volume and 
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courts served. For example, in District 1, the largest metropolitan jurisdic

tion within the state, functions are divided by court. There is a division 

for juvenile court, limited jurisdiction court and felony or general jurisdic

tions court. A special section is also staffed to handle collateral proceed

ings. 

Within assignment by court division, function may be divided by case, in

dividual criminal process component, or by a team approach encompassing all 

functions. In the assignment by case, a defender is appointed to represent a 

defendant for all proceedings relating to that client from arrest through ad

judication. In the individual component model,one attorney may be assigned to 

line-ups and preliminary hearings while another attorney may handle the actual 

trial. This is commonly referred to as stage representation. Provision by 

this method has come under severe criticism and is generally not a recommended 

method of functional assignment except in certain circumstances. The use of 

the trial teams, the third alternative, is becoming a more popular assignment 

method for some jurisdictions and especially for those with high volume courts. 

The trial team method in individual courts may normally include a chief trial 

attorney supervising all teams within a division, team leaders or senior trial 

attorneys, staff attorneys, an investigator, and in some. jurisdictions, case aides 

trial assistants or interns. Cases appointed in a given court may then be 

assigned to a specific team which will then handle that case through disposition. 

For smaller jurisdictions or districts within the system, such as District 

9 in Figure 1, there are only three attorneys, one investigator, and two secre

taries. These attorneys will rotate courts served and assignments providing all 

functions on an as-needed basis. 
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Managing functions on a divisional model is exemplified by Jurisdiction 

B (shown in Figure VIII-VIII-2). This large metropolitan jurisdiction utilizes 

trial team or process component assignment methods depending on caseload, per

sonnel available, and geographic considerations. 

3. Career Development and Promotion Practices 

To address career development issues relevant to defenders,the initial 

questions that should be addressed are where do defenders corne from, how long 

do they stay, why do they leave and where do they go. Because of such a 

small sample size the following conclusions must only be considered possibly 

representative of national trends. 

For the vast majority of agencies visite~ the employment pool for new 

hires was composed principally of recent law school graduates. Selected 

exceptions may exist for those agencies being established for the first time 

that actively seek to hire experienced defense counselor for agencies 

requiring part time personnel only. Additionally, for agency executives such 

as chief defender and first deputies, the pool may include experienced private 

practitioners and in many jurisdictions, present and former prosecutors. 

The average tenure or estimate for years of service by agency staff 

attorneys was three to three and one half years, although one agency indicated 

one third of its attorneys had been employed for one to three years,one third for 

three to nine years and one third had been there for ten years or more. The 

majority of agency respondents considered this figure would either remain the 

same or slightly increase. No respondents indicated rates of turnover would 

increase. The reason most often given for retention of newer personnel, as 

VIII - 775 



, I 



~ 
H 
H 
H 

I 

....... 

....... 
0\ 

I 

CENTRAL 
SUPERIOR COURTS 

TRIALS 
DIVISION 

TRIALS 

1·1ASTER 
CALENDAR 

SPECIAL 
'TRIALS 

-

PUBLIC DEFENDER 

ORGAtlIZATION CHART 

l Public Defender I 
1 Chief Deputy J 

J. I I I ~ 

JUVENILE/MENTAL CENTRAL CIVIL ADMINISTRATIVE 
ILLNESS MUNICIPAL DIVISION SERVICES INVESTIGATION 

DIVISION COURTS TRIALS DI.VISION DIVISION 
DIVISION 

" 

PRELIMINARY BUDGET PERSONNEL 
JUVENILE HEARINGS 

MENTAL MISDEMEANOR ACCOUNTING RECORDS 
INFORMATION 

i ILLNESS 

~ STENOGRAPHY FACILITIES 
PLANNING 

DATA STAFF PROCESS SERVICES SERVICES 

Figure VIII-VIII-2. Organization of defender services based on a divisional model. 

J 

BRANCH & AREA 
OFFICES 
DIVISION 

J 

APPELLATE 
DIVISION 

- t 
J 
! 



F"'.-';; 

opposed to higher turnover in the past, was the economy. We were constantly 

informed that,given the current labor market, attorneys who might normally 

seek to change jobs after a prescribed period of time were remaining in 

present positions. Additionally, because starting salaries and step increases 

during the first few years of employment were approaching parity with private 

practice,money was not as big a factor as it used to be. 

Even given this financial picture, salary compensation and better 

opportunities on the outside were still listed as the most common reasons fur 

staff attorneys'turnover. The only other variable directly related to turn-

over highlighted by respondents was promotional opportunities within the 

agency. 

Promotional practices and opportunities within agencies followed a 

typical pattern of steps or attorney grades for most agencies visited. Some 

steps were established through civil service but most were unique to the 

agency as an entity separate from other county or state departments within 

the jurisdiction. Classifications were typically as follows: 

Attorney level four: Usually considered the highest level and 
was typically reserved for the chief defender 

Attorney level three: Usually included senior staff members who 
had supervisory responsibility including 

Attorney level two: 

Attorney level one: 

deputy defender and division or trial team heads 

A trial attorney or staff attorney with some 
experience in the agency (1-3 years) and proven 
proficiency at his or her work. 

A position usually denoting a new hire or 
attorney with only minimal experience and 
often considered a probationary status 
employee. 
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In order to make promotional decisions within defender agencies, our 

analysis revealed that the principal method relied upon was supervisory evalua

tion. As most junior staffAt"e under direct supervision by senior counsel, 

it is the opinion of these individuals that normally governs advancement. The 

measures of performance criteria often include ability to handle oneself at 

trial and in relationships with judges, prosecution and clients, and overall 

competence. 

In addition to promotion in rank or salary there is promotion in 

assignment. Young attorneys quite naturally are anxious not only to master 

skills but also to accept more difficult and more "major" cases. Very rarely 

will new attorneY9 remain satisfied in simply handling juvenile or traffic 

cases for very long. Here is where advancement and retention of personnel come 

into conflict. As agencies face the dilemmas of expanded caseloads, decreases 

in financial resources, and limited turnover at more senior levels, defenders 

who are ready to "move up" cannot do so. Because of these factors,stagnation 

can quickly set in. If slots are not available and new slots are not created, 

frustration in assignment can result in premature departure of qualified per

sonnel. One method agencies are employing to resolve this situation is ~ota

ting assignments among staff. This method has met with mixed success. It is 

often difficult to tell a felony trial attor"ney with three years Of ex

perience who is looking toward senior attorney or team leader status that for 

the next six months his services are needed in misdemeanor court. 

Fi)1ally, for those defenders who do leave defender services for some des ..... 

ignated reason, some assessment was attempted to determine where they go. 

Respondents indicated that for the trial attorney with requisite experience, 

private practice as a litigator is the principal hire. Some defenders have 
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resigned to assume similar or more senior positions in other defender ser

vices. Two agencies indicated members of their staff had recently resigned 

to accept judicial appointments. 

4. Training and Education Policies and Programs 

The information and substance of this report regarding the training of 

defense counsel, including public defenders, was developed from responses to 

the staff attorney training protocol and appropriate executive interview ques

tions utilized in nine of 10 jurisdictions visited. In 90% of the jurisdictions 

visited, defense services were being provided by either local, county or state

wide systems. Therefore, for purposes of this analysis, heavy concentration 

will be placed upon training within these organized systems. The variety of 

resources and services as well as the quality of training presently provided 

to private or assigned counsel systems will not be addressed here except as it 

relates to, or has been incorporated into, organized defender service programs. 

Finally, the key occupation for selected study in this area is the assistant 

defender or trial attorney. Therefore, the training and preparation of execu

tive level or other personnel in defender services will not be the subject .pf 

this section. 

a. Preparation of New Hires. As evidenced in the personnel section 

of this report, with the exception of a limited number of agencies who solicit 

experienced personnel, the majority of new staff attorneys are recent law 

school graduates. Unless these individuals have participated in internships 

or clinical programs, the majority of new hires have never appeared in a crim

inal proceeding before a court of record and do not possess the practical 

skills necessary to perform as defenders. 
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Unlike many prosecutor offices 

have senior personnel designated as 

visited, a number of defender offices 

14 
full-time training coordinators. 

Typically, in addition to training, these persons may supervise the intern 

programs and possibly some appellate practice functions of the office as 

well. These individuals or designees of agency chief executives when no full

time training director existed constituted the group of respondents from 

which the following information was gathered and summarized. 

The nine respondents were initially asked whether they felt new hires 

were adequately prepared to perform the full range of duties required of the 

position. Eight of the nine respondents indicated new hires were not. These 

respondents' opinions of law school education represented a range similar to 

those of prosecutors. Namely, some considered law school was simply not doing 

an adequate job of preparing lawyers. The respondents considered law schools' 

emphasis on black letter law to be misplaced or misdirected. One trainer went 

so far as to say that not only are the schools failing to teach substance 

from a practical point of view, but they are not carefully teaching issue 

identification. The largest group of respondents felt that law schools provided 

an adequate substantive foundation but were totally ignoring the need for.de

veloping·the skill1!-ecessary for practical application of criminal law and. 

pococess. One director of a defender service proposed his "simple" solution to 

the problem. He concluded that law schools can provide all the substantive 

knowledge any prosp~ctive lawyer needs in only two years,therefore allowing 

the third year to be devoted to internships in a chosen, specialized area. 
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The final group of respondents considered law school was meeting its stated 

mission of teaching the law and not training practitioners as some would 

prefer. 

Respondents were next asked to direct their attention to those subject 

or specialized areas in which new attorneys are deficient, and to indicate 

whether law school might provide these skills and knowledges. Without excep-

tion, each respondent identified skills related to practical application of 

law including trial practice, evidence and criminal procedure. Interestingly, 

those answering were evenly divided as to whether law schools should be meet-

ing these needs. Many agencies recognizing these deficiencies have designed 

their training programs to meet this shortfall within the structure of agency 

operations and requirements. Others have indicated some reanalysis of certain 
.-.......... 

law courses may be in order. As with prosecution services, a brief look at a 

few of these subjects may be of interest. 

Law students, it was reported, many times don't even know some of the 

simple and basic principles of procedure such as where to file a case and what 

forms and motions should 190k like. While the respondents appreciated the obli-

gat ions of law school to instruct in the law, the majority felt that the teach-

ing of practical application would be of most utility to the student. 

The opportunity to learn about the conduct of a criminal or civil trial 

during the course of formal legal education is typically offered through an 

elective called trial practice. This offer~ng is different from most traditional 

courses in that it offers students the forum for and instruction in the prepara-

tion, presen~~tion, and analysis of a case form its inception to final verdict • 

• 
• 
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In this laboratory setting, students must prepare motions, examine witnesses, 

make and properly support objections and present arguments before the court 

and jury on behalf of their client. With the exception of clinical opportuni

ties, trial practice is the closest approximation to real practice students may 

get. Respondents would not only like to see more trial practice in the law 

schools but have expressed a willingness and desire to participate in the 

process. 

Law school evidence courses typically look at evidence as a set of rules 

and expectations. Respondents all agreed that evidence-teaclling formats should 

be focused on application of the rules, when to object, how to state and justify 

an objection, and why. Similarly, within the context of trail practice and 

evidence, students should learn when not to object even if grounds for valid 

confrontation of testimony exists. 

b. Agency Training for Law Students and New Attorneys. Eight of 

nine agencies visited provide some formalized training for law students and 

new attorneys. For purposes of description and analysis, this preservice train

ing may be classified into four general categories: clerkships, internship 

programs, new-hire orientation training, and. supervised initial training. 

Although each group of activities or training modules may be distinct, each 

seems to contain elements of the others. 

(1) Law clerk programs. The most simplistic: or traditional 

program incorporates the tested principle of utilizing law clerks. The law 

clerk is a part-time law student who is employed on a full-time basis. As his 

or her time is not limited by class schedules or the necessity to master the 

essence of the job of defender in a short period of time, this method of pre

service training may be protracted, specialized, and even highly indiv:i.d llalized. 
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Common assignments or typical duties of clerks may include conduct of legal 

research, preparation of motions and drafting appellate briefs. As law 

clerks become familar with one segment of office operations, they may be 

transferred on an as-needed basis. 

The advantages of the law clerk system are twofold. Because clerks are 

full-time employees, their training and skill development need not be subject 

to the same pressures exerted upon part-time employees or new hires facing 

a waiting caseload. Second, clerks may work closely with senior staff as part 

of the formal office structure, thereby allowing them to be integrated into 

office operations and procedures while continuing to learn. 

Defender services utilize clerkship programs to a much lesser degree than 

prosecutor offices in the jurisdictions visited. 

(2) Intern programs. The newer or emerging programs utilized 

to train law students are clinical internships. These programs are usually 

offered to qualified law students who may devote as many as 20 to 35 hours a 

week and full-time during summers to learning a variety of tasks performed by 

defenders. The persons participating in these programs are usually full-time 

students who enroll in these clinics for credit and/or small stipends. Al

though the course of instruction and exposure for interns may be limited as 

with some law clerk programs, more typically these programs attempt to offer 

the student an accelerated, well--rounded exposure to the agency. Interns will 

come to know how, charges are brought and filed, details of the processing and 

defending of a criminal case and will most probably participate in various 

functions from interviewing witnesses to the actual trying of cases. One 

clinical program visited was so satisfied with the quality and learned expertise 
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of their students, that all limited jurisdiction traffic cases (with minor 

exception) that required participation of the defender service were handled 

by student interns. 

The actual elements, functions, and administration of these intern pro-

grams are almost as diverse as the agencies within which they are located. A 

program which places emphasis on exposure may rotate students throughout differ-

ent divisions of the office on a weekly basis. Other programs observed tended 

to be more concentrated and allowed a student to spend an entire semester on a 

single function similar to that of the law clerk described above. 

Typically, intern program administration will vary a great deal according 

to stated purpose and office organization~ While measurement of successful 

programs must be carefully viewed in light of expected outcomes, from an adminis-

trative point of view, programs observed seemed most successful when they con-

tained the following components: 

- Screening and selection of student interns, 

- Centralized coordination or direction by one individual, 
usually a senior staff attorney who devotes a major portion 
of his time to supervision of student interns, 

- Structured assignments, 

- Some element of formalized training, 

Prog~ammed exposure to all activities and services performed 
by the prosecutor's office. 

Although inflexible criteria for admittance to intern programs would prob-

ably be counterproductive, adherence to certain prerequisites tend to bring 

better qualified interns to the defender offices. At a minimum these require-

ments should include completion of courses in criminal law, criminal procedure~ 
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and evidence. To the extent that grade point average reflects a high level 

of subject matter understanding and proficiency, this too should be considered. 

A number of respondents indicated some of the characteristics they look for 

when interviewing new hires, including a strong desire to work, a sense of 

confidence, an ability to present a good appearance, an ability to think on 

one's feet. These qualities may be desirable in intern selection as well 

although they are hard to define and measure objectively. Depending upon the 

way programs are organized and administered, the consensus was that students 

should first be screened by law school faculty and then referred to the de

fender's office for personal interviews and selection. 

Centralized coordination of intern programs in defender offices may be 

performed by law school faculty in conjunction with the direct supervision 

provided by the defender office. When agencies provide senior personnel who 

devote substantial portions of their time to the program, better coordination 

and more efficient operations usually are said to result. 

The advantages of centralized administration are many. One manager 

familiar with all of the requirements of the office for intern assistance can 

effectively place students and rotate them as needed. SecoIld, students who 

may be experiencing difficulties with a specific attorney or assignment may 

consult with their coordinator for assistance or reassignment. Third, centrali

zation allows for more time to look at some broader issues such as program 

evaluation, effective utilization of personnel, and most importantly, training. 

A small amount of orientation training to allow interns to familiarize 

themselves with office operations and procedures is essential. Additionally, 

. where rotation of interns is the operational model, this knowledge makes transi

tion smoother and in the long run, represents a much better utilization of 
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limited time for both the defender and the student. Some offices have made 

concerted efforts to include students in seminars and weekly meetings held for 

professional staff. This not only gives the intern the assurance that he is 

an integral part of the operations of the office, it also serves as a means 

of education related to practical procedural and substantive problems prose

cutors face. 

Whether an intern program is based on a rotation or individually assigned 

basis, students generally seem most comfortable with and respond most favorably 

to more structured assignments of work--at least initially. This work plan 

allows the student to move more thoroughly and cautiously while being adequately 

exposed to the important aspects of his work "environment. This method of dis

tribution also permits more careful evaluation of products produced. 

Some form of orientation and training was found to be beneficial to both 

intern and agency personnel. Many questions and misconceptions raised by in

terns can be responded to more easily when dealt with early,obviating the 

necessity of having to deal with them individually and more haphazardly through

out the c9urse of the semester. In addition to regular meetings of all interns, 

sessions on topics outside of specifically assigned areas were observed. These 

might include anything from tours of the courthouse to attendance at line-ups 

and even an autopsy. 

Most defender offices were not simply interested in having students do 

spade work. Rather, they preferred that interns be integrated into office 

operations and try, as time and practical needs dictate, to give interns as 

much exposure as possible to the multifaceted functions of the defender and 

differing elements of the criminal justice system. 
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From a very pragmatic point of view, intern programs are a benefit to 

defenders. For those offices that hire from their intern programs, training 

and orientation have been an ongoing process, and the costs of providing these 

services to new hires are offset in part. Screening and hiring of interns as 

attorneys upon graduation and admission to practice has become common. In a 

number of offices visited the majority of new hires over the last two years 

have come from the intern program. 

The benefits to the student in this respect become o.bvious. In a limited 

market place, the new graduate, in a relatively short period of time, has 

established skills and abilities that make him or her a desired resource in 

a chosen area of interest. By the same token, students havin~ had the oppor

tunity to experience the operations of a defender's office that is principally 

engaged in trial work, may find that this is an area of the law they will not 

want to pursue. 

Finally, students intern programs have been of great assistance to prose-

cutors offices faced with increased filings and with more complicated and 

time consuming matters. Some agencies have come to depend on interns to play 

a major role in trial preparation and assistance. Additionally, students who 

have proved themselves are continually called upon to defend cases, even some 

major felonies, where third year practice is authorized. Although no agency 

was able to measure what impact this has had in dollars, all have acknowledged 

that it has been substantial. 

(3) New hire orientation training. Typically new hires in 

a defenders office may fit into one of three categories: the recent law school 

graduate with no experience, the recent law school graduate with some clinical 
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experience, or the practicing attorney with some trial experience. For those 

attorneys with some experience or a good deal of practical clinical experience, 

little training beyond the simplest orientation is normally provided. New 

attorneys fresh out of school or with some limited clinical experience parti-

cipate in a more structured and longer orientation program. 

The" orientation training of new hires typically begins with an overview 

of office operations, practices, and procedures. If the office has a hand-

book and/or policy manual, these will be required reading and, along with case 

materials may constitute the only written matter new attorneys receive. If 

a training manual has been formally developed, it will usually contain the 

most recent policy and procedures memoranda written at various times by senior 

staff and will also contain opinion statements focusing on particular practices 

and points of law. 

Depending on the organization of the office, the coordinator of new hire 

training may be a senior defender who devotes full-time to this activity or 

more commonly,the training coordinator may be a senior staff attorney who is 

in charge of a court of limited jurisdiction, the major trials (felony) division, 

or the appellate division. 

Orientation is conducted by formal lecture, seminars, role playing 

and videotaped trial practice. But for the most part, after an initial 

indoctrination, new hires follow a prescription of observation, minimal par-

ticipation and finally, supervised practice. Observation consists of-watcning 

attorneys for a specified period in the office and in the courtroom, performing 

various func.tions. After observing,training group~ will reconvene and review 

and question observed practices. Even in the longest observation and orienta-

tion programs, new hires will move on to limited participation in a matter of 
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several days and will probably begin to handle minor matters under supervision 

within a few weeks. 

Typically, first practice assignments will include traffic cases, juven-

ile matters and minor misdemeanors. Under the watchful eye of their coordina .... 

tor during this phase, new hires begin to acquire one of the most impo.rtant 

skills necessary for a new trial lawyer--confidence. The lower courts then, in 

some jurisdictions, act as the initial battle and training ground for new attor

neys. As mistakes are made and new skills acquired and polished, new hires 

then begin to handle minor jury trials and engage in more lengthy and detailed 

examination of witnesses and cross-examination of parties. These initial assign

ments to juvenile or limited jurisdiction courts may then become the new defen

der's first permanent ass'ignment and he or she can continue to train in this 

capacity for a period ranging from a few months up to a year or more. Movement 

to assignments of a more complex nature will then depend upon a number of vari

ables, including ability to handle oneself in court, knowledge of the law and 

procedure, and very pragmatically, whether "open slots" are available. 

In conclusion, respondents were asked how long it takes before a new hire 

is ready to assume the full responsibilities as a public defender. The estimates 

varied from one month to one year but most typically the trainers agreed that 

given the key variables of ability to handle oneself in court, and knowledge of 

the law, the average time for preparation was somewhere between five and eight 

months. 

c. Training for Incumbent Defenders. The continuing education and 

training of, incumbent public defenders is provided in a number of ways. In 

addition to :L~.,..service t-raining offer.ed within .the individual agency itself, 

other resources utilized to improve defense skills include: county and state 
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defender associations., local and state bar associations, national training 

programs and self education. 

(1) In-service agency training. Based on our limited surveys, 

the defender who has gained practical experience and expertise through case 

preparation and the trial of criminal cases, receives little formal in-service 

agency training. That which is provided normally may include no more than 

discussion of selected topics during the course of regularly scheduled staff 

meetings. In addition, some agencies regularly supplement these sessions with 

lectures or discu'ssion group meetings held after normal working hours or on 

a Saturday. For these longer sessions or seminars, formal presentations on 

relevant topics are selected on the basis of need and interest, and presented 

to the group by members of the senior staff. Additionally, a number of offices 

invite guest lecturers (~sually of the expert witness type) and may schedule 

visits and tours of various institutions and facilities and programs as part 

of their in-service program. 

One source of "informal" education and training emerged as being highly 

relevant. This category might be classified as information gathering and ex-

change. It includes everything from reading current slip opinions to regularly 

having lunch with fellow defenders, and may in and of itself be one of the 

most vital training tools. The desire on the part of trial attorneys to keep 

abreast of the emergence and transition of substantive and procedural law is 

of paramount importance. One additional means of effecting this exchange ;s 

the ordered circulation of r~cent decisions, court findings and rulings. 

Some offi~es, recognizing the value of this exchange, have centralized this 
" 

function. through their appellate or administrative division. 
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A small number of agencies visited had what might be called formal 

in-service progr.ams. These programs were usually coordinated by a central 

administrative or training officer who also had responsibility for the train

ing and supervision of law interns. Although these programs seemed well 

structured, and included seminars, guest lectures, etc., there was no real way 

of determining whether this method of providing in-service training was any 

more successful than those less comprehensive or structured. 

(2) Local and statewide defender association training. Although 

the advent of statewide defender agencies is fairly recent, associations for 

defenders have been formed within many states. In addition to performing a 

variety of duties and services for its members, these associations have begun 

to offer continuing education programs for defenders and private practitioners 

within the state. Training provided by statewide and local associations is 

usually multifaceted. The most traditional of these utilizes the annual 

association meetings to present lecture, workshop and film sessions on selected 

topics of interest. If the association has a training coordinator, he will 

coordinate with the group's training and education committee to prepare pre

sentations based on perceived need and interest. Normally, lecturers and work

shop leaders are senior staff members from various offices throughout the 

state. Guest lecturers are often invited to address these groups and these 

persons are usually technical experts on a highly specialized subject area 

such as defense tactics, fingerprinting, lie detectors, forensic sciences, 

drug identification, examination of witnesses, etc. Keynote speakers are also 

commonly in attendance and they normally address the 1arger policy issues ger

mane to defense practice. 
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In addition to the direct educational benefits' derived .from conference 

participation, materials' are normally generated for distribution to non

attending assistants, including the production of cassettes and videotapes. 

One of the most important fringe benefits enumerated by a number of defenders 

interviewed was the opportunity to meet with fellow practitioners and to ex~ 

change information and strategy. These conferences provide the forum for some 

assistants with particular problems to seek and receive qualified technical 

assistance. 

(3) State and local bar associations. Similar in some respects 

to the course of instruction provided by defender associations are programs, 

seminars, and workshops offered by bar associations, centers for continuing 

legal education and law schools. Although defenders attend on occasion, these 

programs do not at the present time playa major role in their continuing educa

tion and training. This may shift in time as more states require certifica

tion for specialized practice or if state and local defender associations do 

not have adequate resources to meet their members' needs. 

(4) National programs. In the course of field interviews, 

national training organizations were identified and utilized by a number of 

the defender agencies. The most prominent is the National College of Criminal 

Defense Laywers and Public Defenders, and National Legal Aid and Defender Asso

ciation Programs. Most agencies vi?ited have sent defenders to these two-to

three-week summer programs and have attended activities held in various parts 

of the country on selected topics throughout the years. 

Evaluation of these programs will not be attempted here; rather, what is 

of interest is how different agencies utilize and view programs. The typical 

agency sends anywhere from one to three defenders. Each year, in addition to 
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the regular curriculum, special sessions are offered in o:f;:f;:i:.ce management 

and other executive type courses. S"ome offices determine who will attend by 

seniority, while others base support for attendance upon interest. Financing 

for the attendance of participants comes from a variety of sources including 

scholarships, training budgets, special requests for LEAA funds, and special 

requests for county or local funds. 

The reason respondents gave most often about what other than money pre

vented them from attending national programs was release time. Most offices 

cannot afford to allow an attorney to be away from the office for a three-week 

period "simply for advanced training." 

The majority of offices responding considered these programs to be valu~ 

able. Other respondents felt that the programs were too general to be of sub

stantive value to their trial lawyers. However, both groups indicated they 

would like to continue to send their defenders and desired more support to be 

able to do so. 

(5) Self-education. This last major input to a defender's 

continuing training for the performance of his or her job is probably the most 

difficult to quantify or describe. Many defenders interviewed during various 

phases of the occupational analysis indicated that they must continually read, 

discuss and evaluate cases, law reviews, and any other materials they can get 

their hands on to keep their skills sharp and their knowledge up-to-date. 
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5. Findings and Conclusions 

The number of qualified applicants for defender positions far exceed 

the number of jobs available. 

• Clerkship and intern programs are now providing the 
major source of new hires in a number of defender 
agencies. 

• Law internship programs not only serve as a means for 
students to gain some practical experience, they also 
allow agencies to train and select future defenders. 

• More women and minorities are now in law schools than 
ever before and consequently, more qualified applicants 
from these groups may become public defenders. 

• Assignmen.t and adv:ancement wit1:dn defender agencies will 
vary according to organizational model, caseload, geo
graphic and other similar considerations. 

• The average tenure of public defenders for agencies 
visited was three to three and a half years. 

• Law students are not rece1v1ng enough practical knowledge 
to become public defenders in the majority of agencies 
visited. 

• Most ag~ncies are now providing preservice training for 
new hirC":!s. 

• In-service training for incumbent defenders is still an 
area that needs improvement. 

• Local and statewide defender associations are beginning 
to meet the shortfall that has existed in defender training 
needs. 

• National training programs provide a limited but important 
training resource for defenders. 
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D. OCCUPATIONAL ANALYSIS 

We visited public defender agencies in nine of the ten cities included 

in the National Manpower Survey; the tenth city did not have a public defender 

agency. It was decided that only public defenders would be asked to complete 

the data collection forms because it was not economically feasible to identify, 

select, and interview private defense counsel. Public defenders normally met 

with us in groups of three to five, and completed the forms during the conference. 

They agreed, however, that the tasks are the same, whether performed by a public or 

private defender. The results described in this section and summarized in Table 

VIII-VIII-3 were based upon data from 33 public defenders. Their median age was 

32, two were female and two were black. They had been public defenders for an 

average of about 2-1/2 years but had been with the agency for four years, possibly 

a reflection of the increasing trend toward use of law students as clerks or 

interns prior to hire. All had law degrees and were admitted to practice. 

Table VIII-VIII-3 shows the defenders' tasks, the percent who perform them, 

the amount of time spent, and where the tasks were learned. The last two columns 

of the table show the percent who credited college as the most important source 

of training, and the percent who felt they had had too little training. From 

the standpoint of education and training, the most notable thing about the 

Table is the apparent lack of relevance of law school to the defender's job. 

One might question whether changes in the law school curriculum would better 

prepare defenders for their roles. The defenders we interviewed thought not. 
~, 

Defenders, like judges and prosecutors, saw no need for changing the current 
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Table VIII-VIII-3 
l':,~:~;} l' = A very small amount of time 

of Time 2 = A moderate amount of time 
SP'!nt on 
Task: 3 = A considerable amount of time 

Summary of Responses to Task Check1ist--Pub1ic Defender 

.- - -- - --- - ."~.-.. -- - --~- ~-----~- -- ---~- -- - ---" ~~ ~~~~ - -- ~- ---- --- --- ,------ - - ------- - - - Jlherelearned 
% Amount of % Ranking %Who 

time spent (rank order 1.2 3) College as Had Too 
TASK STATEMENTS Who do on Task (see Formal College On the Important Little 

Task scale above' Training Course Job . Training Training 
Source 

-Median Rari< 

0 1 1. Represents clients at police line-ups and interrogations. 67 1.0 2.1 2.7 1.1 44 --'-

2. Interviews and consults with clients in order to decide on case objectives and report 
on progres s. 100 2.4 2.0 2.6 1.0 _0_ 39 

3. Represents clients at preliminary hearings. 70 1 3 2 1 2 4 1.0 ~ 3_Q' 

4. Represents clients at bail hearings. 82 1 5 1 9 2 8 11 1 .---JL 2q 

5. Interviews scene wltnesses and officers who were at the scene of an alleged crime, 
6 officers of the Mob,le Crime laboratory. and other investigators. 91 1.8 1.9 2.6 1.0 43 --

6. Reviews and evaluate:> physical and testimonial evidence in a case in order to determine I 
whether additional eVidence is necessary in the preparation of a criminal case. 97 ') ~ 19 2.7 10 ~ 41 

7. Supervises or assists case investigators in order to establish facts and document 
evidence necessary in the preparation of a criminal case. ___ 91 2.0 1.8 2.9 1.1 0 37 --

8. Consults with superiors, technical experts. and associates. 100 2 1 1.8 2.7 1.0 _3 34 

9. Negotiates with the prosector and/or judge in order to have charges or sentence against 
his client reduced in exchange for a plea of guilty or to have the case dismissed , 
for other consideration. 91 2.6 2.1 2.8 1.0 6 : 45 -- ic---'-'-

10. Conducts legal research. lnn 2 1 1.6 1.8 1.6 1 24 ~ 
~ 

r---

11. Prepares, responds to, and files motions and/or memoranda in order to present 
a certain position prior to, during, or after trial. -. ---"'~ -« 100 2.0 1.8 2 7 11 2 r-9- :~ 

12. Orients witnesses in order to assure that potential witnesses have a basic understanding 
88 1.8 2,0 2,8 1.0 3 of the proceedings and allay anxiety that might confuse them. 48 - -. 

13. Interviews and evaluates prospective jurors. 75 1.8 1.9 2.8 1.1 _3_ ~ 
14. Represents clients at trial. 91 2.6 2---0 27 1.0 

j 

f-31-1 :-0-
! 

15. Collects and evaluates information about client needs in order to plan and recommend \ ! 
dispositional alternatives in the best inter~st of his client. 91 2.3 2.0 2.8 1.0 I L-.l- 38 

16. Represents client at sentencing. 91 2.3 2.0 2.9 1.0 
I ' 
I!~ ~ 

17. Prepares, writes, and files appeals. ~~ 1 .1 1 3 2.0 1 3 
1 

~ -43-i 

18. Determines grounds and represents defendants in seeking post-conviction remedies. 46 1.2 2.0 2.2 1.0 ~ ~ c-li 
19. PartiCipates in conferences, lectures, and training sessions. 91 1.5 1.8 2.8 1.1 I ~ f-28.. 
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Table VIII-VIII-3 (continued) 

~=} 1 ~ A Vrtry 5mall amount of time 
of Time 2 = A moderate amount of time 

~ on 3 = A considerable amount of time 

% '% Ranking 
TASK STATEMENTS Who do 1o=-....l:.::.:;::~~~~_1 College as 

Importllnt 
1-__________________________________________ -+_T.:..a::.;-s .. Jc:....-f::::::~=~=::::.!~::::.:::..L....::;~TrBinlng 

~S~o~u~r~ce~~---~ 

%Who 
had too 
little 
training 

20. Reviews and evaluates eXisting case load and calendar schedule in order to negotiate 56 
a practical calendaring of cases~. _________________________ ~---~-2-.-l-~-2-.-0~--~_~ 

21. Reads/evaluates/analyzes inquiries obtained from various sources, received in writing, 
and writes material in form of correspondence, reports, and records. _________ '--+_7!..6~~~l::..::...7~_J...::2::..:.:....:2~-=2...:: • ...::5+l=-.=-0~ 

22. Meets and communicates with LE/CJ personnel in order to keep his legal knowledge current, 
to enable adopting successful innovations, and to have a store of ideas for 
~ssiblei~rove~~inhisw~karea. ______________________ ~~5~8~+~l~.~7_~l~.~84-2~.84~l...::.-04 

23. Meets and confers with citizens, member of the LE/CJ system or offenders in order to 
help prevent cri~ and other violations of law, and to promote a general under
standing of the authoriti~s, responsibilities, and objectives of the LE/CJ organization 
and system. _______________________________________________________ -+~5~8~1_~1~.~5--r2~.~0~~3~.~04=1~.~0 

24. Supervises offenders in diversion programs.,~ _____________________ ~-~-~~~-~~~~~~~~ 

o 33 

3 24 

o 39 

~Q 

o 40 

, 

i 
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curriculum. Presumably it provides the base of knowledge that underlies 

excellence in performance of tasks learned on the job. 

Although the defenders completing the task and knowledge checklists were 

not asked to match knowledges with tasks, consultants retained following all 

data collection efforts did. With the exception of the general area 

"Knowledge of the Judicial System;'which underlies all tasks, the consultants 

were able to match knowledges with tasks. 

Column 7 of Table VIII-VIII-3 indicates the percentage of defenders who 

_h9 d had too little training in the tasks described. These percentages hover 

around 35-40%, a figure which seems high when one considers the importance of 

the job. 

Wherever there was an intern program or any procedures that permitted law 

students to work in the defender office, there was high praise for both the 

value of the neophytes to the defender office and for the training value of 

the program to the neophyte. This appears to be the direction that prepara-

tion for the job should and will take in the future. It permits those with 

an interest in criminal law to gain firsthand knowledge and provides an 

excellent recruitment or selection pool for the defender office. 

a. Tasks 

Task i. Represents clients at police line-ups and interrogations by making 

and noting observations, raising objections to proceedings when necessary, 

advising client, ana insuring objections are properly noted, using knowledge 

of criminal law, procedure, and police practices~ in order to insure the 

protection of client's rights and to preserve the record if necessary in the 

defense of the client. Performed by 67% of respondents. 
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There are jurisdictional differences in the requirement for legal repre

sentation at line-ups and interrogations. Many line-ups are held before 

charging, negating the need for counsel. Our consultants felt that there 

seems to be a trend toward less protection at the line-up, partly due to a 

"chipping away" at principles of the Miranda decision, and partly because 

of more sophisticated police efforts. These include the establishment of 

the fairly new position of Police Legal Advisor and more careful police work: 

e.g., video-taped line-ups of all types of people, including accused, which 

will withstand challenge in court. Where line-ups are court ordered, there 

will be a requirement for a lawyer to be present. 

Police have alsc noticed that people talk more when they have a lawyer 

present, improving opportunities for negotiation, so they are becoming 

more interested in having the lawyer enter the case early. 

This task will probably not diminish over the next five years, but it 

does not appear to be expanding. Most of the defenders learned this task on 

the job and indicated that the task takes relatively little of the defender's 

time. Knowledges associated with this task include those involving police 

practices, local laws and procedures, defendant's rights, due process, and 

photography (as evidence of abuse of defendant). 

Because of the low percentage (30%) learning anything about this task 

in law school and because 44% reported too little training in this task, it 

would appear that either academic orientation or formal job training would 

be of value to defenders who will continue to perform this task. or who may 

have to do it in the future. 
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Task 2. Interviews and consults with clients by asking questions about case 

facts, providing client with information about the law, legal rights, probable 

and possible case results, reporting any recommendations for and results of 

plea negotiations, in order to jointly decide on case objectives strategy and 

to report on progress. Performed by 100% of respondents. 

Since this task includes the initial interview with the accused, it is 

a highly important task that should not be delegated to law students or interns, 

though such lower level personnel can be helpful in developing a case history. 

The defender, in the initial interview, is able to gather information while it 

is fresh in the accused's mind, and can confront the accused with the alterna

tives that seem open to him. Periodic consultation with the client is also 

important in maintaining a trust in the defender, and in development of the 

case. 

This task will increase or decrease with the crime rate and use of public 

defenders. It is a necessary task and cannot be eliminated through tech

nology or merger with other tasks. 

It is one of the three most time-consuming task8, and 96% of the respon

dents indicated that on-the-job training was the primary source of their expertise. 

Task 3. Represents clients at preliminary hearings by advising client of 

rights, listening to evidence and informatioD presented, presenting evidence, 

questioning witnesses, making motions, and raising objections, using knowledge 

of criminal law and procedure and trial tactics, in order to negate asser-

tions of probable cause made against client, and to discover evidence and 

additional case facts. Performed by 70% of respondents. 
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The low percentage of defenders performing this task relative to those 

performing other tasks probably reflects jurisdictional differences. That is 

to say, counsel may have to request the hearing, and may be unwilling to do so 

because of the feeling that preliminary hearings are beneficial only to the 

prosecution. However, in other jurisdictions preliminary hearings have become 

mini-trials lasting up to a week or more and considered vital to the criminal 

process. 

Interns and students, eager to perform in the arena normally will not 

waive a preliminary hearing, even when it is in the client's best interest. 

For this reason, defenders usually will not delegate this task. Our consult-

ants felt th~t the time spent on this task may decrease, or at least will not 

increase. Changes in this task may be related to modifications in discovery 

practice in the future. Both job incumbents and job experts saw the Gerstan 

v. Pugh decision as having much impact upon the number of preliminary hearings 

in the future. 

Task 4. Represents clients at bail hearings, by presenting witnesses, docu-

ments, bail investigation reports, providing evidence of community ties as 

applicable, using knowledge of the law as it relates to the setting of bail 

or release, and the facts regarding client and the offense charged, in order 

to establish acceptable conditions of release, recognizance, or bond in the 

best interests of client. Performed by 82% of respondents. 

This task does not take a great deal of the defender's time, and it is 

one that respondents felt better trained to do than many of their other tasks, 

though the skill seems to have been acquired on-the-job. This task will probably 

increase in the future, though like others, it is caught in the crunch of cost 

vs. need. Its future will be tied to changes in bail practices, and will un-
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doubtedly be affected by the public's disillusionment with the results of the 

Bail Reform Act. Time spent in bail hearings will also vary with the avail

ability of jail cells, since lengthy hearings are of no value if there is no 

place to put the defendant if he cannot raise bail. Our consultants felt that 

the pretrial detention centers now being built by the federal government will 

also provide space to local jurisdictions, on a contract basis, to house addi

tional non-federal defendants. This could affect the time involved in bail 

hearings at a local level. 

Task 5. Interviews witnesses and officers who were at the scene of an alleged 

crime, officers of the Mobile Crime Laboratory, investigators and others by 

asking questions, reviewing reports, and using established procedures based on 

experience, in order to obtain evidence and establish its accuracy. Performed 

by 91% of the respondents. 

This task is performed by nearly all defenders, but they do not spend a 

great deal of time on it. Law students and interns are often assigned some of 

these investigative duties. Defenders learned the task primarily through on

the-job training, and a substantial proportion (43%) reported feeling they had 

too little training for the task. Our consultants felt that the importance 

of this task will increase, "or should if it doesn't. 1I The reason given is an 

increasing awareness that the wins are in the trial court, not the appeals 

court, so the trend is toward an extended investigative system, including a 

personal visit to the crime scene by the defender before the trial. 

Our consultants, incidentally, felt that the 91% who reported doing this 

task is an exaggerationo 
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Task 6. Reviews and evaluates physical and testimonial ~vidence in a case 

information file by reading statements, examining evidence, visualizing the 

scene of a crime, and asking questions of officers, investigators, witnesses, 

and fellow prosecutors, using legal experience and knowledge of case preparation 

needs, in order to determine whether additional evidence is necessary and to 

properly prepare the defense of a criminal case. Performed by 97% of the 

respondents. 

It is surprising that even one defender indicated that he did not perform 

this task. It is one of the more time consuming tasks, learned on-the-job, and 

along with Tasks 7 and 8, provide the information needed by the defenders to 

build the case. It seems unfortunate that 35-40% of the respondents felt they 

had too little training in these three tasks, because once he is in the court-

room it is too late for the defender to gather facts and evidence. 

Our consultants felt that defenders should do more in the investigative 

area, not so much in the leg-work aspect of the task, but in identifying need 

for evidence or experts. 

Since collection of evidence is not restricted to criminal cases, it would 

seem that the law schools might profitably attend to teaching students how to 

recognize gaps in their knowledge. 

Task 7. §upervises or assists case investigators by making assignments, outlining 

details and case background, requesting investigators interview witnesses, examine 

the crime scene, take photographs, build models, collect physical evidence, etc., 

in order to establish facts and document evidence necessary in the preparation 

of a criminal case. Performed by 91% of the respondents. 
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It is not cost beneficial to use lawyers as investigators, so most defender 

agencies have some investigative personnel who can be of great help in develop-

ing the defense. Where the investigative staff is small and the lawyer must 

do a lot of the investigative work himself, the time spent on this task is,of 

necessity, short. Whether done by the defender or by an investigator? the 

the techniques are primarily learned on-the-job, and not a single respondent 

credited law school as the primary source of his expertise in this work. 

Our consultants pointed out that the presence of investigators makes the 

defender less apt to accept the police report. The other side of this coin is 

that the presence of investigators might also improve the quality of the police 

investigative practices. 

Task 8. Consults with superiors, technical experts, and associates after re-

viewing and evaluating case file information, evidence and the results of 

research, asking questions that will assess the accuracy, validity, and 

usefulness of information, in order to make accurate judgments and formulate 

further plans for case preparation or strategy. Performed by 100% of the 

respondents. 

The 100% response to this task statement is not unexpected, and indeed 

attests to the validity of the data collection instrument. The nature of the 

consultation varies from one office to another. In some defender services, 

the chief defender has regular meetings with the full staff, discussing what-

ever matter is prepotent, be it conduct of a case, a point of law, a verdict, 

or, in many cases, combinations of these topics. In most defender offices 

visited there was considerable interchange among the attorneys, usually infor-

mal. " 
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Our consultants felt that when turnover is high, and new young defenders 

are hired, consultation with superiors increases, since they are less trust-

ing of advice from equally inexperienced attorneys. When turnover is low, re-

suIting in a more experienced staff, the interaction tends to be more colleague 

to colleague. 

The use of technical experts is often a function of the defender office 

budget, but they are generally thought to be very useful. There appears to be 

an increase in the use of technical experts, largely because of LEAA financial 

assistance, and more defender offices seem to be acquiring in-house capability. 

Our consultants felt that younger defenders have a better feeling for 

science and technology and may be more willing to use technical experts. 

Since the median age of the defenders in the sample is 32, an age probably 

fairly representative of the total population of defenders, this suggests sub-

stantial use of technical experts. The consultants felt that there seems to 

be increasing use of psychologists as experts, primarily because of ~he grow-

ing concern for the rights of the retarded and emotionally disturbed defendants. 

Task 9. Negotiates with the prosecutor and/or judge after reviewing case 

facts, evidence, and the merits of the case, consulting with client and con-

sidering probable court findings and possible alternatives, using knowledge 

of criminal law and procedure and the outcomes of cases based on prior negotia-

tions, in order to have charges or sentence against client reduced in exchange 

for a plea of guilty or to have the case dismissed for other considerations. 

Performed by 91% of the respondents. 
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This task, which covers plea negotiation is the subject of much controversy, 

and one of the three tasks for which the respondents felt least trained. What 

training they had, respondents reported as primarily of an on-the-job type. 

Plea bargaining is being blamed for criminals being on the streets and there 

is a groundswe11 among the public, founded in both knowledge and ignorance, to 

eliminate the practice entirely. Plea or sentence negotiation may decrease, 

partly as a result of the trend toward punishment, partly because of the popu1a-

tion drop in the high crime age group, and partly because available detention 

space is increasing with new construction. 

Election campaigns have been won recently by district attorneys vowing 

to eliminate plea bargaining. Our consultants, as well as prosecutors and 

defenders we talked to, believe it cannot happen. One factor is the prosecutor's 

budget--if it is low, he is more apt to bargain more cases. The consultants 

felt that plea bargaining will become sentence bargaining. Defendants are 

more interested in tirop. than charge, and will bargain readily on this basis. 

They have also learned that it is harder to bargain with the parole board 

than with the prosecutor. As happens when any type of bargaining is possible, 

the "seller" overprices (in this case, overcharges) and thus encourages the 

practice. Plea bargaining and sentence bargaining are felt by the public to 

be the cause of many ills. If it is to continue, information might help over-

come the public's dissatisfaction. 

Task. 10. Conducts legal research by studying legal opinions of those courts 

relevant to defenders' practice, opinions of various other courts concerning 

cases relevant to case under consideration, changes in laws, new laws, and 

records of other relevant judicial and statutory authorities, noting specific 
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references, using his own knowledge and experience in selection of specific 

material, in order to anticipate and prepare arguments on legal questions and 

points of law for use during criminal proceedings. Performed by 100% of the 

respondents. 

This task is the one defenders feel best trained for; only 15% reported 

they had too little training. The task is unique in that 24% indicated law 

school as the primary source of training in the task. Certainly it appears to 

be one that law schools would have to teach, and one which would be necessary 

in order to prepare for the 'bar examination. One might expect more than 24% 

to credit law school with this knowledge, but the percentage is high when com

pared with the fact that the next highest percentage crediting law school as 

the primary source of expertise is only 9%, on Tasks 11 and 18. 

The need to do legal research requires, if it is to be done efficiently, 

a sizeable and expensive library. Our consultants pointed out that this need 

is a good argument for the existence of a public defender office. Young 

attorneys normally cannot afford such a library, newsletter subscription, etc., 

and many law firms do not have the material that can be provided by the public 

defender office. Legal research is another area where LEAA money has been very 

helpful, particularly in the development of computerized approaches and systems. 

Task 11. Prepares, responds to, and files motions, subpoenas, and/or memoranda 

by conducting legal research, consulting with superiors and associates, review

ing case facts, evidence, and statements of witnesses, using knowledge of crimi

nal law and procedure and local rules of court, in order to present or defend 

a certain position prior to, during, or after trial. Performed by 100% of the 

respondents. 
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One of only four tasks performed by all defenders responding to the sur-

vey, this task requires a moderate amount of time and is learned primarilY1 

like most others, on-the-job. 

Our consultants felt that the time spent on this task will increase over 

the next few years. 

Task 12. Orients witnesses, using own experience and ability, such as using 

prepared outlines and diagrams, simulated courtroom procedures, discussing 

difficult questions that may arise during the trial, explaining courtroom 

terminology and rules, giving instructions regarding behavior in court, in 
--" ...... 

order to assure that potential witnesses have a basic understa~ding of the 

proceedings and allay anxiety that might confuse them. Performed by 88% of 

the respondents. 

This task, while not among the most time consuming, is the one for which 

the largest percentage (48%) reported they had had too little training. The 

distinction they must make is between orienting the witness, quite an accept-

able and sometimes necessary practice, and leading the witness, which is not 

acceptable. 

Our consultants did not see any trend in this task--"it's just something 

they do." 

Task 13. Interviews and evaluates prospective jurors by listening to or 

engaging in voir dire, and asking questions to elicit personal facts, opinions, 

and beliefs upon which to base judgments concerning bias or prejudice, raising 

objections and using peremptory and cause challenges to dismiss those candidates 

found unsatisfactory, and debating with opposing counsel where candidate accept-
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ability is in question, in order to assist in the selection of a jury, consid-

ering the defendant and the legal and factual issues in the case. Performed 

by 75% of the respondents. 

This task is not performed by all respondents, probably because of juris-

dictional differences in procedures for selecting jurors, or because of stage 

representation practices. Very few respondenr.5 credited law school as the 

primary source of their training in this task. 

Our consultants felt that there is a trend toward using psychologists 

as consultants in evaluating jurors. Recent publicity in th:l.s usage of 

psychologists may accelerate this trend. The consultants also pointed out 

that a jury that has convicted once finds it easier to do thb next time. Con-

sequently, defenders try to set trials with questionable outcomes for early in 

the month (new jury) while prosecutors aim for the end of the jury's tenure. 

Task 14. Represents clients at trial by presenti.ng statements, examining and 

cross-examining witnesses, making motions and objections when appropriate, 

finding defects in the prosecutor's case, using arguments, knowledge of case 

facts, criminal law and procedure, trial advocacy, logic, technical experts, 

exhibits, and results from investigative and legal research, in order to 

provide the best possible defense for the client. Performed by 91% of the 

respondents. 

This task and the negotiating task are the two most time consuming tasks. 

As caseloads increase, the time taken will also increase, and if plea bar-

gaining is reduced, the time taken on this task will require additional de-

fenders if the accused are to have speedy trials. None of the respondents 

credited law school as the primary source of training, and nearly all reported 
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on-the-job training as their primary source of training. The internship pro

grams are particularly valuable in acquiring courtroom skills, and training 

in the public defender's office is felt to be superior to training obtained 

by private counsel. 

Task 15. Collects and evaluates information about client needs, by making 

observations, interviewing client, family, etc., requesting and reviewing 

medical reports and social histories, conferring with resource specialists, 

and others, and receiving social service input as necessary, in order to 

plan ~nd recommend dispositional alternatives in the best interest of the 

client. Performed by 91% of the respondents. 

This task takes a moderate amount of time and is generally learned on the 

job. The case10ad of most public defenders does not permit a great deal of 

time to,be spent on this task, so if the need increases, it will be necessary 

for much of the work to be performed by lower level personnel, though at the 

attorney's request. Our consultants indicated that lawyers and social workers 

shou10 use each other properly, with mutual respect for each other's expertise. 

They suggested that there is a tendency for lawyers to over-instruct ("Here's 

what I want you to find out") rather than to permit the social worker to de

velop a plan based upon more extensive knowledge of the alternatives. 

The trend is toward less probation, and dollars for probation will be 

reduced so this task is not expected to expand. The consultants felt the 91% 

participation in this task may already be a reflection of fewer probation per

sonnel. They also indicated, however, that most judges are impressed when the 

defender presents a well worked out plan, so lawyers may feel the need to per

form this task themselves in the best interest of their clients. 
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The opportunities for innovative probation plans will not be helped by 

the public's disillusionment with probation, and its unwillingness to have 

community-based facilities for convicted criminals. Communities willing to 

accept them are not often the type of communities that would enhance rehabili-

tation. 

An interesting sidelight mentioned by the consultants is that marijuana 

and auto accident prisoners are a welcome addition to the jails, because they 

are well-'behaved, help other prisoners, and serve as positive models for 

other prisoners. 

Task 16. Represents client at sentencing, by presenting evidence, answering 

questions, proposing alternatives to the court. and explaining any extenuating 

circumstances, using his knowledge of the law, alternatives to incarceration, 

commun~ty resources, and other information in order to urge the court to make 

a disposition most advantageous to the client. Performed by 91% of the respondents. 

Already taking a substantial amount of the public defender's time, this 

task is expected to take even more time in the future because it is expected 

that there will be more sentencing, and more variation in sentencing, though 

our consultants believe the general trend is toward longer sentences, again 

reflecting the public pressure to keep the criminals off the streets. 

Task 17. Prepares, writes, and files appeals on behalf of client, after 

consul ting with client, and reviewing, the trial record. conducting legal 

research, consulting with superiors and associates, using knowledge of 

criminal law and procedure and the rules governing appeal, in order to advo-

cate reversal, reduction, modification of the court's decision. Performed 

by 33% of the respondents. 
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The consultants felt the 33% response was "incredibly low," since the 

amount of appellate work seems to be increasing. It may be that this is a 

specialized task performed by only a selected group of defenders or through 

a separate appellate division. Since the consultants also indicated that this 

task is a good place to use law students or interns under supervision, it may 

be that subordinate personnel already are performing the task in some of the 

jurisdictions in the sample. 

Task 18. Determines grounds and represents defendants in seeking post-convic-

tion remedies by reviewing case and trial records, consulting with client, 

associates, superiors, and others, presenting witnesses and testimony, using 

his knowledge of the law and proper bases for vacating or modifying the judg-

ment, in order to adequately advise and represent client regarding post-

conviction matters. Performed by 46% of the respondents. 

This task was felt by the consultants to be one which could be done by 

law students and interns, under supervision of an attorney. Apparently this 

is already happening, because it is the legal task performed by the smallest 

number of respondents. The task is learned primarily on the job and does not 

take much of the defender's time. 

Task 19. Participates in conferences, lectures, and training sessions, ex-

changing information, discussing new developments, recent decisions, and prac-

ticing trial presentation and tactics, in order to assist others, keep abreast 

of new developments and to sharpen skills in advocacy. Performed by 91% of 

the respondents .. 

The consultants felt this task should and would increase. Since there is 

a relatively high turnover in defender offices, especially in a tight labor 

market, training will always be the need for training. Changes in the law 

and changes in crime types and rates will also continue to demand training. 

" 
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Task 20. Reviews and evaluates existing case load and calendar schedule, 

identifying cases where additional evidence, investigation, or other require

ments are necessary. talking with opposing counsel and other law enforcement/ 

criminal justice personnel. estimating time for resolution of legal issues 

and problems of certain cases, using case assignments, previous calendar sched

ules, knowledge of various cases and experience, in order to establish a 

practical calendaring of cases. Performed by 56% of the respondents. 

For those who perform this task it takes a considerable amount of time. 

The consultants pointed out that there is a need for continuity in the system. 

The attorneys are most aware of what is feasible, bu.t quotas are often set by 

others less knowledgeable about the needs. The result is often that the de

fender acts on what is prepotent, juggling cases and schedules to perform what 

needs to be done for each client. 

Task 21. Reads/evaluates/analyzes inquiries obtained from various sources, 

received in writing and orallys and writes material in form of correspondence, 

reports, and records, using format and procedures prescribed, but drawing 

on own experience and knowledge for the data to be used, in order to respond 

with appropriate information. Performed by 76% of the respondents. 

It is surprising that this task was not checked by all respondents, since 

it is difficult to believe that a defender would not receive inquiries about 

his cases, or have to report on his activities. 

The consultants felt that the use of dictating and recording equipment 

should reduce the amount of time required for this task. 

Task 22. Meets and communicates with LE/CJ personnel, singly or in groups, 

or at professional meetings, discussing mutual problems and innovations, using 
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professional knowledge and experience, in order to keep legal knowledge current, 

to enable adopting successful innovations, and to have a store of ideas for 

possible improvement in his work area. Performed by 58% of the respondents. 

This task includes both scheduled professional meetings and informal 

exchange of new information, so it is surprising that the task was checked 

by only 58% of the respondents. Although the tasks on the second page of the 

questionnaire (20-24) are the less important and less case-oriented tasks, one 

must wonder whether some respondents, weary of the assignment, might have 

checked that they did not do the tasks rather than answer the remaining questions 

about these tasks. 

The consultants felt it would be of benefit to all concerned if there 

were more participation by police, prosecutors, and defenders in each others' 

training and meetings. 

Task 23. Meets and confers with citizens, members of the LE/CJ system, offenders, 

giving formal and informal talks explaining the functions of the LE/CJ system, 

responsibilities of all citizens, the operation of due process, and other legal 

concepts, using own knowledge and experience, official and other publications, 

and conversations with other knowledgeable persons, in order to help prevent 

crime and other violations of law, and to promote a general understanding of 

the authorities, responsibilities, and objectives of the LE/CJ organization 

and system. Performed by 58% of the respondents. 

This is a public relations task primarily, that does not take a great: deal 

of time. Nor did our consultants feel it should, because it takes away from 

operating resources of the public defender's office. 
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Task 24. Supervises offenders in diversion programs, by counseling, monitoring 

behavior, and assuring conditions of diversion are met, using knowledge of the 

program objectives and the needs of the individual client, in order to assist 

in the successful diversion of offenders from the formal processes of the 

criminal justice system. Performed by 9% of the respondents. 

Very few defenders perform this task. It is perhaps better performed by 

sOLial workers trained for the job. It is not likely that this task will 

increasingly become part of the defender's job. 

b. Training Implications. Table VIII-VIII-4 lists the knowledge 

required by public defenders. Following each knowledge are the 11umbers of the 

individual tasks for which the consultants reported the knowledge is relevant. 

It is not surprising, however, that knowledge of defendant's rights, the ele-

ments of a crime and the rules of evidence are the three knowledges required 

most often. But virtually every knowledge is needed for some task, so these 
-

data do not suggest that changes can be brought about by elimination of any of 

the currently taught knowledges and skills. 

The public defenders who participated in the study provided ratings on 

the level of various knowledges required for capable performance on the job 

and the level of knowledge normally found in newly hired defenders. These data 

are shown in profile form, in Table VIII-VIII-4. The discrepancy is about the 

same for most knowledges, so training after hire seems appropriate in all areas. Much 

of this training, according to job incumbents and experts, also has to be done 

on-the-job. Nothing can adequately simulate, a real courtroom with a real judge 

and an accused individual whose future is at stake. Changes in future train-

ing of defenders might best be geared toward assessing the best way to provide 

experience under supervision of a competent colleague. 

VIII - 815 



Table VIII-VIII-4 

Summary of Responses to Knowledge Check1ist--Pub1ic Defender 

A. Knowledge of the judicial system 

1. organization of the judicial system 
all tasks· 

2. role of the court in the administration of 
justi ceo 

all tasks" 

3. role of law enforcement 
all tasks" 

4. role of prosecutors, defenders, judges 
_--=a",-II =ta=sk=-s"~....-_________ . __ ~" . ~ __ ~ 

5. the corrections process/probation function 
all tasks" 

6. interrelationship of the courts to other 
com£~~~r .. ts of the Sy_s_t_e_m __ ... _____ .. __ ._.~ .. __ . 

7. the adversary process 
---illLta,,,,,sk,,-s" __ 

8. the jury function 
--1ilLtms· . ___________ .. __ . _________ . 

9. the juvenile justice system 
all tasks· 

B. Knowledge of jurisdictional rules and procedures 

1. court rules and forms 
I. 2. 3. 5, 6, II. 12. 17,20 

2. the screening and charging process 
1.2.3,4,5,6,7,8,10, JI, 24 . _____ _ 

3. the processing of a criminal case 
all tasks· 

C. Knowledge of criminal law rules, theory and 
procedure 

1. laws -of arrest 
1,2,36,7,9,17 

2. juvenile law and procedure 
2,3,5,6,7,8,9.10, II, 12, 13, 14, 15, 16, 18 

3. lineups and identification 
1,8,10,17 

4. probable cause/causation 
3,5,6,7, 

5. search and seizure 
3,5,6,7,10,14,17 

6. suppression of evidence 
3,5,6,10,14,17 

"Numbers indicate tasks for which knowledge is required. 
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Table VIII-VIII-4 (continued) 

7. rules of discovery 
3.9. 

8. rules of evidence 
3.5.6.7.8.9.10.11.14.17 

9. the right to counsel 
..... 1...:. 4!L.' ",,18 __ ~ ___________ ~_. ___ . __ ~ _____ .. __ 

10. due process rights 
I. 3. 4. 13. 14. 23. 24 

11. plea negotiation 
2.5.6,7,8,9, 

12. the elements of a crime 
._------~---

...L...?, 3, 4, 5, 6, 7, 8,9,10, II, 12, 13~ ___________ _ 

13. mental competency/criminal capacity 
2,8,10, II 

14. insanity pleas 
2,8,10, II 

15. affirmative defenses 
2,5,6,7 lQ...l4 .... , 1 ...... 6 ___ _ 

16. special defenses 
..b 5,6,7,10,14,16 

17. diversion 

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

2,4,9,10,15, 16, 2~ ______ _ 

D. Knowledge of case preparation practices 

1. use of subpoenas 
2,5,6, II . ____ _ 

2. interviewing techniques 
2. 5. 6, 7, II. L3.J.5.._ , __________ . __ . __ 

3. review of physical and testimonial evidence 
3, 4, 5, 12, 15 

utilizati~n of investigative techniqu~s 

4. criminalistics 
5,6,7,8,13,14 

5. photOQraDhv 
I,~, 6, 'I, 1<1 

6. model building 
2,5,6,7,8,13,14 

7. forensic medicine and sciences 
2,5,6,7,8,9,10,14 

8. policy regarding exercise of discretion 
9 

9. selection of evidence for presentation 
2,3,5,6,7,8,9,10, II, 12, 13, 14, 16, 17, 18 

·Numbers indicate·taskS·for which knowledge is required; 
VIII - 817 

JOB 
REQUIREMENT: PROFICIENCY: 

E 

E 

E 

E 

E 

E 
--~-

E 

H 

H 

Level required 
for capable 
perfonnance 

,t1 S N 

S N 

S N 

~i S N 

t·, S N 

I" S N 
.- -

S N 

~, S N 

t·, S N 

N S N 

'l~ 
s N 

--

1·1 S N 

-I 1>1 S N 

H r~ S N 

N 

N 

S N 

E S N 

E S N 
• - -- -1--1--1 

Level of typical 
newly assigned 
personnel, 

E H 

E I H N 

E H N 
I-I--h--l--

E H N 

E H N 

E H N 
I-~-t--I 

E N 

E H N 

E N 

E N 

E N 

·'~-J.-I.f--l 
N E H l~1 

i[~~'s N 

E HI t" S N 

E JJ.I I N 
._ .• -L..-

E H I>1L 

E H M S N 

E H ~1 IN 
-~r~ '~~ -Gl"~ 

E~~ ~:!:r;, 



Table VwII-VIII-4 (continued) 

E. Knowledge of legal research techniques 

1. sources and understanding of laws, case 
materials, ~recedents 

8,10,11,17,21,2 

2. recent decisions 
8.10. II. 17. 19. 21. 22 

3. use of legal journals, encyclopedias, 
digests, rep'0rters, etc. 

8,10, II, 17, 19, 2,22 

4. sheppardizing E 
8.10.11.17.19., 21.22 

F. Knowledge of legal writing 

1. brief writing 
11,16,17,18 

2. motion drafting 
4,6, II, 14, 17, 18 ----

3. opinion writing 

4. format requirements !:' 
L-

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

5. uniform citation methods E H 

6. drafting of orders ~J~~I~ 
3,5,6,7 

7. complaint preparation 

G. Knowledge of legal proceedings 

1. pretrial motions 
2,3,4,5,6,11 

2. warrant issuance 
.----------

3. grand jury 
2.3.12 

proceedings 

conduct of preliminary hearings 

4. defendant rights 
1,2,3,4,5,6,7,8,9,10,11,12,13,14,15,16,17, 18, 23,~ __ 

5. rules governing examination of witnesses 
3,5 

6. police practices 
1,2,5,7 

7. rules governing probable cause 
2,3,5,6,7,10, 

-
*Numbers indicate tasks for which knowledge is required. 
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Table VIII.,..VIII-4 (continued) 

8. filing motions E 2,3,4,5,6, II, 13 

9. arraignment, entering of pleas E 
2,5,6,7,9 

10. rules governing pleas E 
9,16,18 

conduct of bail hearings 

ll. rules governing the setting of bail E 
2,4,7 

12. conditions of release E 
4,9,24 

13. community resources 
4,15,23,24 

14. pre-trial investigation 
2,4,5,6,7 

15. bail review proceedings 
4, II, 15,24 

H. Conduct of trials 

l. courtroom decorum 
7,12,14,18 

2. questioning of and impaneling jurors E~ H 
13.10,13 

3. orienting jurors and witnesses 
12 

4. addressing the jury 
10,14 ----_._._---.---

5. examining witnesses 
2,3,5,7,14 

--~~--

6. making objections, motions 
3,14 ------_ .•. _----_. 

7. ruling on objections 

8. trial tactics 
3,9,13,14 

9. use of expert witnesses 
5,6,7,8,10,11,14 

-
10. jury instructions 

10 

11. closing ar~uments 
2,5,6, ,8, 10, 14 

12. contem~t powers 
I,ll ._-----

13. legal and judicial ethics E 8,10,21 

*Numbers indicate tasks for which knowledge is required. 
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Table VIII-VIII-4 (continued) 

I. Knowledge of sentencing practices 

1- pre-sentence investigations 

2. sentencing alternatives 
_fJ,15,IS 

3. bifurcated trials 

4. dispositional planning 
~,IS 

5. sentencing hearing/pronouncement 
16 

6. rules governing probation 
18,24 

7. classification and assessment of 
18.24 

J. Knowledge of appellate practices 

1. court rules governing appeal 
17,18 

2. prepare motions, memoranda 
II 

3. oral advocacy 
14,17 

4~ habeas corpus, corum nobis 
10,18 

5. post conviction remedies 
10,17,18 

6. laws related to detainers 
10,18 

K •. Offender related knowledges 

1. drug or alcohol abuse 
15,21,.23 

2. minority culture 
2, 8, 12, 15, 21, 23 

3. urban sociology 
2, 8, 12, IS, 21, 23 

4. counseling techniques 
2, 8, 12, IS, 21, 23, 24 

5. juveni le 
2, 5, 15, 21, 23 

6. mental health 
2, 5, 8, 15, 21, 

offenders 

*Numbers indicate tasks for which knowledge is requl?ecl. 
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Table VIII-VIII-4 (continued) 

7. educational needs assessment and services 
2. 8. 15. 21. 23. 24 

8. vocational needs and services 
2, 8, 15, 21, 23, 24 

9. investi~ative methods & practices 
2, 5, 7, 15, 18, 22 --------

L. Knowledge of administrative matters 

1. personnel management 
~,~22~ _________________________ __ 

2. case flow management 
19,20,21,22 

3. fiscal management 
19,21,'22 

4. space and facility management 
19,21,22 . 

5. jury management 

6. systems management 
T9, 21, 22 

M. Other 

1. 

2. 

3. 

4. 

5. 

6. 

*Numbers indicate tasks for which knowledge is required. 

VIII - 821 

i 
I 

I 
i , 

, 

JOB 
REQUIREMENT: PROFICIENCY: 

Level requ;red 
for capable 
perfonnance 

/J ~ ~ '" ~ 
~ t <: 
~~'t).~c? 
~~~C;;;g 

r Median Rank 

E H to S N 

E H S N 
l-

E H~ ~l S N -, 

E H ~ S N 
-

E H 4 1'1 S N 

E H ~, S N 

E H ~h s N 
- j 
E H it'! S N i ~ 

E H ~ S N 
- --

/ 
E 

-

E 
f-

E 

Level of typical 
newly assigned 
personnel 

E H 

E H M 

E 

E 

, E H N S N E H t'a S N 
"- - -.- -

E H M~ 
E H r~ S N 

E H t~ S N 
'-

'E H tv1 S N 

E H t~ Sl N I 

; 

E H t-I S N 

E H r~ S N E H ~1 SI N 
-

E H H S N E H ~I S N 
-
! 

, 

, 
f 

'-~----'-----~' .~. 

.',. 

", 

.':. 



1. Findings and Conclusions 

• Law school is not currently providing the practical skills necessary 
for students to become qualified public defenders. However, the proper 
role of law school education in the preparation of defenders is still 
a subject of constant debate. 

• It appears that most public defenders in the future may emerge from 
intern programs in many jurisdictions. 

• The list of tasks developed for the projects adequately covers the 
position of defender, though changes in the relative amount of time 
spent may change i~ response to changes in case loads or public 
pressure for total system change. 

• Time spent on and expertise required for specific functions or tasks 
such as" negotiation of pleas and conduct of trials may vary a great 
deal in the future depending on changes in policy by the prosecution 
and the courts. 
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E. ANALYSIS OF SIGNIFICANT TRENDS OR INNOVATIONS AFFECTING FUTURE AGENCY 
MANPOWER NEEDS 

One of the major objectives throughout the course of this study', was to 

identify any significant trends or innovations affecting criminal justice man-

power training and education and attempt to measure the current and expected 

future impact these trends might have upon agency and system needs. 

Initially, current literature, annual reports and special studies were 

reviewed to identify possible trends. Lists were compiled and reviewed by 

teams of consultants. In addition, national associations in appropriate topical 

and occupational areas were solicited to review selected topics for their re-

finement and final selection. TIlose activities or topics finally chosen were 

addressed by field survey data collection efforts in two ways. The primary 

method utilized was through the development of an activity checklist simply 

listing thirteen potential organizational, functional, training or educational 

activities or trends that might have been experimented with, currently in 

practice, under consideration, or scheduled for implementation in the future. 

On the scale exhibited in Figure VIII-VIIJ-3, respondents, who were typically 

chief executives of the agency, were asked to rate each activity. Additionally, 

to measure projected possible manpower implications, respondents were asked to 

rate probable changes in the,se activities over the next five :years using the 

scale pictured in Figure VIII-VIII-4. 
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1 = Yes. Will definitely continue to do this. 

2 - Yes. Will continue to do this if funds are available. 

3 = Yes, but uncertain whether we will continued to do this. 

4 = Not yet, but plan to do this in the near future. 

S = No. Would like to do this but have not been able to. 

6 = No. No plans to do this. Uncertain of the value. 

7 = No. Have tried it and dropped it. 

8 = No. It is not suitable here. 

9 = Don't know anything about it. 

Figure VIII-VIII-3. Scales utilized to indicate status of activities 
in defender agency. 

+3 

+2 

+1 

0 

-1 

-2 

-3 

= 

= 

= 

= 

= 

= 

= 

Increased activity will be dramatically more than it 
is now. 

Increased activity will be somewhat more than the in
crease in workload. 

Increased activity will be proportional to workload 
increases. 

No increase in activity of this type is expected, even 
if the workload increases. 

There will be a mild decrease in activity of this type. 

There will be a considerable decrease in activity of 
this type. 

Activity of this type will be dropped. 

Figure VIII-VIII-4. Scale used to indicate probable changes in 
defender activities over the next five years. 

In addition to rating and briefly analyzing thirteen specific topics identi-

fied in the checklist, two of these activities, pretrial and diversion services, 

and the utilization of paralegals, interns or volunteers, were selected for 

more intensive study. The findings of tlieseintensive efforts will follow the 

rating and analysis of possible implications for the large class of activities. 

Finally, among the activities listed, three related directly to education and 

training and were, therefore, incorporated into the training and education sec-

tions of this chapter. 
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The first activity to be discussed i~ whether agencies visited were pro-

viding any social services or disposition planning for defendant clients. 

The literature revealed that a number of agencies had been engaged in offer-

ing a full range of social-type services to clients, including employment coun-

seling. Defendants who were referred to the defender service often had social, 

psychological or economic problems.directly or indirectly related to their 

offense charged. Attorneys had begun to utilize social work staff affiliated 

with their offices to assist clients with immediate needs. Efforts of this 

type on behalf of defendants often led to acceptable dispositional plans when 

offered to the court as an alternative to incarceration. 

Of our eight responding agencies, three indicated they provide such ser-

vices and will continue to do so; one indicated they do so but continuation 

is contingent upon continued outside financial support; two agencies do not 

presently do so but would like to in the future if monies become available; 

one agency did not do so or plan to do so in the future, and one agency did not 

respond. 

Although our principal concerns for future manpower requirements normally 

concentrated upon demands of incumbents in key occupations (in this case the 

assistant public defender), overall agency needs must be considered as well. 

For this activity, the future demarids will be for caseworkers, social workers, 

alternatives counselors, and the like. All agencies considered demand would 

either remain in proportion to current caseloads or slightly increase. For 

most offices visited who provide such services, normally no more than a few 

people are employed to perform this function. However, one agency had alterna-

tive workerS assigned to each trial eea,m to provide an integrated and coordin-

ated full service package to its clients. Although this activiU:y will probably 
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continue to expand as funds become available and programs become institu-

tionalized, its impact upon attorneys' time will probably remain the same and 

aren decreasein those jurisdictions where counsel is presently providing this 

additional service to clients. Attorneys interviewed regarding this social 

(F:,,,erVice component thought it was ;oth beneficial to tbe client and to the quality 

.) of defender services offered. 

The advent or utilization of computers or computerized management systems 

for defender services seemed to have little to no impact in the agencies 

visited, although it may be emerging in the next five years. Only one agency 

indicated it had any computerized management capability, but three indicated 

they plan to in the near future; .two indicated they would like to but have been 

llIlable to do so; one indicated they had no plans to do so, and one did not re-

spond. 

While respondents did not consider computerization to have more than a 

minimal impact on manpower needs with the exception of a demand for programmers 

and operators, from a management point of view they would be welcomed. Most 

agency administrators do not have the capability within existing systems to 

accurately measure case flow, the quality of performance, the results of 

that performance or the ability to systematically evaluate future needs based 

on firm numbers. Many chief prosecutors believe this is a necessity but do 

not have the in-house capacity or resources to develop and implement such a pro-

gram. A number of these executives stated we do not have a "PROMIS" system 

like the prosecutors do, while others are presently participating in local, 

regional and statewide plans to implement criminal justice statistical systems 

that will include some of the defenders· needs. 

In a related but separate trend question, we attempted to determine the 

status of automated legal information systems for defender services. Of the 
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seven responding agencies, two indicated they had no information system but 

were planning to get one in the near future; one indicated they would like 

to have such a system but had been unable to do so, and the remaining four 

agencies indicated they had no plans to do so and were uncertain of its value. 

Many factors come into play when discussing automated research techniques. 

Some agencies simply do not have much research or are too small to justify the 

expense of such a service. Some agencies,which are larger in size and have 

research needs on a continuing basis, prefer more conventional methods of search-

ing for relevant legal precedents and references. Many agencies responded that 

they expect all trial attorney staff to keep current with all recent develop-

ments in the law, and may rely upon clerks or interns to provide whatever back-

up support is needed. For those agency executives who were thoroughly familiar 

with already existing automated research systems, such as LEXIS, the conclusion 

most often drawn was they would be nice to have but are expensive and not 

very high on the list of office priorities. 

The next group of activities respondents were asked to consider for 

present and future manpower implications are more closely related to policy, 

procedure, and office practices rather than purely innovative agency practices. 

The first of these is the establishment and management of assignment of counsel 

for indigents. )f the s~x services responding to our questions regarding 

assignment practices, three agencies made the initial determination of indigency 

an~in essence, controlled indigent counsel assignments in their respective 

jurisdictions; in the other jurisdictions, this was the responsibility 

of the court. There has been great debate among defenders as to the proper 

assignment practices. 

Agencies are equally divided about the efficacy of defenders making initial 

assignment determination. For agencies that represent the majority of indigents 
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and control privately assigned panel attorneys, initial screening by the agency 

seems logical. For jurisdictions comprised of more mixed systems some other 

agency of the court may be more appropriate. Certainly for agencies that must 

carefully monitor caseloads, this may be a vital function. In either case two 

important factors emerge related to this issue that must be provided for. 

First, careful screening must be maintained to insure that only those who 

cannot afford counsel are receiving publicly supported representation. Good 

screeners and criteria that may be quickly verified are necessary to insure this 

is done. Second, regardless of who makes the initial determination, the final 

authority on appointments must rest with a judicial officer of the court in order 

to insure that the rights of the defendent and counsel are protected. 

Agency executives were next asked whether they had drawn up or established 

formalized plea negotiation policies or procedures for the office. Of the 

seven respondents only one indicated they did while the majority indicated they 

did not and had no plans to do so. One agency indicated that such a practice 

was not suitable for defender agencies. Executives repeatedly indicated that 

individual staff attorneys knew exactly what they were to do and knew the 

parameters of negotiation by the office. No manpower implications were implicit 

in this task according to respondents. 

The last of the policy or practices tasks related to requirements for 

or the necessity of agencies having evaluative or applied research conducted 

in their agency and whether there were any systematic long range plans based 

upon data collection or analysis. In both instances respondents were negative 

in their answers regarding present or future need for these services. This 

points up one of the observed deficiencies of defender services and most 

agency components visited throughout the course of our field work. That is, 
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there is very little, if any, planning or planning capability within the system, 

Agencies for a variety of reasons, including manpower, resources and lack of 

specific understanding, do not systematically plan. Of course, some might argue 

that the variables upon which planning is based are too unpredictable, although 

in the future if agencies within the system expect to do more than simply hold 

back the waters of rising caseloads, some measure of comprehensive planning 

must be achieved. 

During initial phases of data gathering on selected trends two topics 

continued to receive continued attention and were therefore noted for special 

or more intensive effort. These trends were the operation of pretrial ser

vices and/or diversion programs by defender agencies and utilization of 

paraprofessionals or volunteers. Within the context of the latter category 

law interns were included but are deleted here because they have already been 

addressed in the personnel and training sections. 

Pretrial services and diversion programs are actively utiliz'ed in five of 

eight jurisdictions. Four of these agencies will continue to utilize these 

programs and the fifth will do so dependent on funds not under their control. 

Two agencies do not presently utilize such programs but hope to do so in the 

future, and one agency has no plans to do so and questions their utility. None 

of the agencies was operating pretrial and/or diversion programs but rather 

took advantage of the services offered by court-related and private service 

agencies. These services cover a wide range of activities and are utilized 

for a number of purposes. 

The first category of services is represented by the pretrial bail 

or release organizations. Typically these groups interview, investigate 

and screen denfendants soon after arrest. The ability of these 

agencies to make recommendations to the court regarding 
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pretrial incarceration or release can substantially affect the type and quality 

of representation defenders can offer to clients. 

The second category of services might be called pretrial programs. These 

efforts usually offer the defendant and the court various alternatives and 

programs including vocational, educational, and counseling programs pending trial. 

The period prior to the formal adjudicatory process has become increasingly 

important to defenders for two reasons. First, client access is facilitated, 

and second, successful participation can have a direct impact upon the 

deferrment of prosecution or a viable alternative to incarceration, should 

the defendent be adjudicated guilty. 

This then leads directly to diversion programs. Although no offices 

visited maintain their own program~ a number of defender services throughout 

the country do. This pra.ctice has received both praise and criticism but its 

relative merits or shortfall will not be discussed here. Given certain caveats 

and adequate protection for both client and counsel, diversion programs are 

considered highly beneficial by defense agencies. However, care must be con

tinually taken to insure that actions by counsel regarding defendants and 

diversion are in the client's best interest. For example, in some jurisdic

tions drug treatment programs exist as a pretrial alternative to conventional 

means of adjudication. Clients who may be heavy users of controlled substances 

may be offered admission to programs in lieu of formal processing. While 

defense counsel might initially view this diversion as beneficial in light of 

current charges pending against his clien.t, counsel must be extremely careful 

before recommending such an alternative. Some defenders who have had extensive 

experience with diversion programs find that the conditions imposed and the 

restrictions required may often be more detrimental than waiving diversion 

and "taking your chances at trial." 
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Measuring diversion and pretrial programs in light of manpower needs for 

defenders is extremely difficult. No agency could estimate or predict whether 

staff attorney manpower needs would increase with the advent of diversion pro

grams. Certainly if trial preparation and court time is avoided a recognizable 

savings is achieved. At the same time, if attorneys must now spend time screen

ing potential programs, evaluating their benefit and advising clients, this time 

savings may be offset. All that can definitively be said is that diversion pro

grams will continue and defense attorneys will continue to utilize them in the 

client's best interest. 

In the final area for analysis we concentrated on a topic identified by 

many as the most important emerging or new occupation in both prosecution and 

defender offices: the paralegal. Although their utilization for traditional 

lawyering tasks is more prevalent in prosecutor than defender offices, in six 

of seven defender agencies responding, all indicated they either have paralegals, 

will have them in the near future, or would like to do so but have been unable 

to do so. Paralegals have simply been defined as non-lawyers who do work 

traditionally performed by lawyers. Although more prevalent on the civil side, 

defense services are employing paralegals or trial assistants to perform a 

variety of functions. During our visits we did not concentrate upon those 

members of clerical staffs who assist attorneys with many things, but rather 

inquired about positions created or already in existence to aid counsel in 

client representation. We further distinguished between paralegals and law 

interns who are typically law students preparing themselves for a career as 

attorneys. 

Although there were examples of paralegal tasks being performed in many 

places, the most comprehensive and impressive format was one office's utiliza

tion of trial assistants. This program was begun two years ago with four 
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volunteers serving an attorney staff of thirteen. Presently, because of their 

"popularity," indeed their indispensibility as some attorneys have characterized 

their role, there is now one trial assistant for each attorney in the felony 

divisipcn and a pool for misdemeanor counsel. Their duties and responsibilities 

are to act almost as the attorney's alter-ego. They become involved in cases 

as they are assigned and take part or observe procedures starting with initial 

interviews of clients and witnesses. They are responsible for developing and 

maintaining the case file and serve as a liaison and coordinator among counsel, 

client and investigator. As trial time approaches their duties may include 

the locating and even transporting of witnesses to court. Prior to assignment 

to a staff attorney they receive one month of training on topics ranging from 

office operations to ethics and confidentiality. Currently,trial assistants 

receive a minimum of pay and some are still volunteering their time and services. 

The most valuable service they perform for attorneys seems to be the release 

time they create. Attorneys constantly commented that they could devote more 

energy to trial preparation and research than before and clients seemed sat is-

fied as well. For this program both turnover and salary remain the major 

problems. Many trial assistants cannot continue to volunteer services for 

extended periods of time while those receiving salaries find them insufficient 
.. , 

to meet existing needs. However, recruiting has been no problem for this 

position and the agency indicated they have many more applications than posi-

tions. Finally, some career pattern may be emerging as a number of trial 

assistants have left the agency to begin law school. 

The manpower implications at least for this agency were substantial. These 

paralegals have become institutionalized into office operations and a vital part 

of defender services. How employees providing these services to other agencies 

will af.:fect staffingc patterns could not be documented by this study, but based 

on' t:bJ±::!c' one agency's experience, the effect could be substantial in the future. 
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1. Findings and Conclusions 

• Many defender agencies appear to be providing more social 
and dispositional planning services to their clients. This 
may require the addition of social work and counseling staffs 
for these agencies in the future. 

• Pretrial and diversion services are being actively utilized 
by defender agencies. However, agency manpower has not been 
effected to any substantial degree by this activity. 

• Paralegals and law interns are being utilized to a great ex
tent by defender agencies it appears. In addition to serving 
as a recruiting and a training ground for new defenders, the 
utilization of these persons is having some impact upon re
ducing the work and case1oads. 
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CHAPTER IX. PROSECUTORS 

A. DESCRIPTION OF AGENCIES VISITED 

1. Size and ~lpe Distribution 

The prosecutor is the chief law enforcement official in the jurisdiction 

he or she serves. Typically, prosecutors are either state, county, or region-

al elected officials, and the size of the jurisdiction served is dictated 

by the geographic boundaries and population of a particular political sub-

division. Nationally, a wajority of chief prosecutors serve in one- or two-

person offices, representing large rural geographical areas of little or 

medium populated areas. How'ever, in selecting a sample for the manpower 

survey, emphasis was placed on the larger metropolitan or urban prosecutor. 

The reasons for this are many and well documented in appropriate methodolog-

ical sections of this report. However, it may be sufficient to conclude 

here that the most serious problems facing prosecutors today and the greatest 

majority of this nation's criminal caseload are in the large metropolitan 

centers. 

There are basically two types of prosecutors. The first is the prosecutor 

who has limited jurisdiction for certain classes of municipal, county or state 

offenses, typically misdemeanors, petty offenses~ and local code or municipal 

ordinances. In addition to this limited criminal or civil jurisdiction, they 

may be responsible for a large number of other matters including the provision 

of legal advice to the subdivision on matters ranging from zoning to school 

administration. These prosecutors may be called the corporation council, city 

attorney or even county attorney. 

The second type of p.roseeutor may statutorally perform many of these 

civil matters as well, but the bulk of his or her.offiee's work is devoted to 
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criminal prosecutions. Often, a jurisdiction will have the services of both 

a city attorney and a county or district attorney. In regard to criminal 

matters then, the city attorney may prosecute minor traffic and misdemeanor 

cases, while the district attorney will exercise jurisdiction in all other 

criminal matters. This second type of prosecutor office was the one visited 

during our study. 

2. Variations in Organization, Function and Role 

How prosecutor offices are organized will be directly related to the 

functions performed, jurisdiction of the office, geography, and population 

distribution of the political subdivision served. In some jurisdictions 

where the prosecution function is organized on a state-wide basis, the chief 

prosecutor for the state, usually the attorney general, will perform some of 

the duties county based prosecutors normally do, such as appellate practice. 

a. Organization by Function. The most typical or basic organiza-

tional structure of prosecutor offices is by the various functions performed. 

Therefore, special units or divisions exist for the duties to be performed 

by the office. 

The initial unit in most prosecutor's offices is normally the intake or 

screening unit. This division may be staffed by senior attorneys with the 

assistance of less experienced counsel and even volunteers. In some cases, 

screening and intake may constitute first assignment responsibility for new 

attorneys. However, many prosecutors stressed the vital'nature of this 

function, and as a result, they required senior personnel to perform intake 

and screening tasks o In larger offices, intake and screening may be decentral-

ized and will thus be performed in a number of locations~ Minor citizen co~ 

. plaints and petty offenses may be received by prosecutors located at various 
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precinct houses or law enforcement departments throughout a city or county, 

while serious complaints and felony charges may be screened in the prosecutor's 

main office. A number of prosecutors visited now prefer to conduct the initial 

screening function in as close a proximity to the police and as soon after 

arrest as possible. Prosecutors thereby have the opportunity to review warrants 

and the sufficiency and legality of evidence and procedure quickly. If cases 

are substantially weak, they may then instruct law enforcement to collect 

additional evidence or dismiss charges before they begin the lengthy and con-

suming process through the system. Some prosecutors have offices in the 

police department for this purpose and one prosecutor in a large metropolitan 

city even has direct video communication between law enforcement and the prose-

cutor's office 24 hours a day. 

Other functions may include a misdemeanor division, trials division, 

appellate division, major crimes unit, reciprocal support unit, white collar 

crime unit, etc. Depending on the size of the jurisdiction caseloads and 

available manpower, these functional units may be centralized in one office 

or spread out as need dictates. For example, in one jurisdiction visited, 

the misdemeanor or limited jurisdiction cases in which the prosecutor par-

ticipates are handled by prosecutors assigned by courtroom or district. For 

the length of this assignment, they may actually use the courtroom as their 

office, managing their cases and business right from the prosecution table. 

Telephones may be available for access to the main office, but the prosecutor 

will only return there at the end of the day or o~.an as needed basis. 

b. Organization by Trial Team. In addition to the standard units 

described above, a number of offices may further organize prosecutors into 

specialized teams for certain classes of crimes or offenders. For example, the 
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most common use of trial teams is in prosecuting major felonies, habitual of

fenders, white collar cri~nals or drug offenders. The team typically con~ 

sists of one senior trial attorney, anywhere from two to five assistant prose

cutors, an investigator and appropriate support personnel. This group works 

together on the preparation and presentation of cases. By remaining with the 

team, prosecutors develop special skills and can become quite expert in their 

field. One office visited had a drug enforcement team made up of five prose

cutors who have been together for some time. They have developed a thorough 

knowledge of drug prosecutions and, in addition, have identified all major 

traffickers in their city. They are, therefore, able to target their prose

cutors mOre successfully and thereby remove major pushers and dealers in their 

cODDDunity. 

This method of team prosecution is now being successfully applied through

out the majority of agencies visited. 

c. Organization by Specialized Task. There is a trend currently 

emerging among prosecutor offices whereby the traditional organization by 

function may be giving way to organization by specialized task. Although 

this is currently a subtle distinction at best, it could ~n the future have 

some impact on the way prosecutor offices are managed and conduct their work. 

Organization by specialized task simply means some prosecutors may perform 

certain case related functions such as charging, investigation and case 

preparation while other attorneys concentrate only on doing trial work. The 

distinction between a "desk" prosecutor and the trial prosecutor therefore 

allowsi:for more specializations and development of expertise. 
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3. Linkages w'ith Other Criminal Justice Agencies 

Prosecution agencies, as the primary law enforcement authority in most 

jurisdictions, must assume a great deal of responsibility and even control for 

many aspects of the criminal justice system. In conjunction with police 

agencies, the prosecutor serves as the primary intake and screening component 

of the system. The nature and quality of criminal cases brought before the 

courts begins with the prosecutor. Therefore, the relationship of the prose-

cutor with other parts of the system is of vital importance. 

a. Relations with Law Enforcement. .Police services and law 

enforcement agencies,in addition to prevention and community services, act as 

the investigators and apprehenders of the majority of criminal violators 

brought to the attention of the prosecutor and eventually the courts. It be-

come's very important, therefore, that good professional working methods are 

established. If police are sloppy in their investigations or not properly 

schooled in protecting defendant rights in accordance with constitutional re-

quirements, cases and charges will be dismissed. To facilitate this relation-

ship, prosecutors have taken steps recently to improve the links between them 

and the police. One of the methods for achieving this end was observed during 

field visits. It is a method now being employed in varying degrees in a large 

number of cities throughout the country. The method simply reinforces police 

prosecution relationships by stationing assistant prosecutors in police de-

partments. Once physically located near the law enforcement officers, prose-

cutors may review cases as they are being developed to determine whether evi-

dence is sufficient and admissable. If more information of a specific type 

is needed, prosecutors may advise where and how it may be legally collected. " 

In addition to improving case quality and facilitating screening, this innova-

tion also provides feedback to police regarding their performance and the status 
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of their cases. In the past, policemen have spent considerable time on a -case 

only to learn that it had been thrown out or dismissed by the court. This can 

be frustrating and over time can affect morale. Under an improved communica

tion system, police personnel can be briefed and kept informed thr~ugh these 

liaison activities. 

As with other relationships in the criminal justice system, cooperation 

in training efforts between police and prosecutors has assisted greatly in 

facilitating understanding and better relations. 

b. Relations with the Courts. The performance of the prosecutor 

as an advocate for the state in criminal proceedings is always under the care

ful scrutiny and review of judicial authorities. As an officer of the court, 

the prosecutor must always strive to conduct him/herself in a professional 

manner while at the same time remaining as independent as possible. 

The formal policies and daily operations of prosecutors can have a drastic 

impact on the courts if not properly planned and jointly implemented. For 

example, presume the prosecutor determines that no plea negotiations will be 

permitted in habitual offender cases. This is fine as long as judicial manpower 

is available to hear cases within speedy trial rule limitations. If these 

persons or courtrooms are not available, the system can bog down very quickly. 

Because the prosecutors control the court's intake to a degree, they must be 

very cognizant of the court's abilities and practical li~ttations. 

One method utilized to maintain effective communications is through 

regularly scheduled meetings of key system actors such as the chief judge, 

the prosecutor, public defender, the police chief and others. These sessions 

allow administrative heads of agencies to air common problems and work toward 

mutually acceptable solutions. 
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c. Relations with Defense Attorneys. The relationship between 

prosecutors and defense attorneys is usually one of professional respect shared 

by adversaries in the criminal justice system. This relationship can only be 

maintained if the advocates are adequately trained and prepared to perform 

their respective tasks adequately. 

In most jurisdictions visited the relations between prosecutors and de-

fenders were characterized as good. However, problems may develop when political 

or caseload demands begin to place additional pressures on prosecutors and 

defenders. One typical example again may be the plea negotiation process. 

Although the "bargaining" process serves different needs and may be mutually 

disliked for different reasons, it has become a necessary evil for many juris-

dictions. If prosecutors change their policy in an effort to be responsive 

to community demands, and proper planning has not been done, sometimes the 

effort may backfire. For example, in one jurisdiction, plea negotiations were 

halted by the prosecutor's office. However, no real reform of screening and 

charging took place prior to the institution of the new policy. As a result, 

the conviction rate for the prosecutor's office decreased from 60% to 30% 

and morale in the office ~dl!opped substantially. The public defender is 

now anxious to take cases to trial because of poor prosecution practice and 

preparedness. 

d. Relations with the Community. The prosecutor, as an elected 

law enforcement official, must be "responsive to the constant.demands of the 

commtmity for safer streets and more effective and prompter administration,,, 

of justice. Prosecutors visited appeared to be making sincere and concerted 

efforts to respond to citizen needs in three ways. First, the prosecutdrs all 

tended to run efficient and professional offices. Second, prosecutors take 
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part in an increasing number of public activities and have taken.amore active 

role in criminal justice planning for the jurisdictions they serve. Third, 

prosecutor offices have begun to offer services such as victim and witness 

assistance centers, citizen complaint centers and diversion programs, which 

all tend to provide needed services while i~proving the public image of the 

prosecutor. 

4. Findings and Conclusions 

• Major changes within the structure or organization of prosecutors' 
offices is not anticipated. However, the increased utilization of 
specialized team or units has been observed and may represent a 
trend in the future. 

• There may in the future be a shift toward more specialization among 
prosecutors· with lIlajor distinctions being lIlade between the "desk 
prosecutor" and the "trial prosecutor." 

.:, Relations between prosecutors and law enforcement agneCl.es have 
improved substantially. Assisting in this process has been the 
use of innovative methods of increasing effective screening and 
changing processes. 

B. MAJOR FACTORS AFFECTING WORKLOADS 

Caseloads for prosecutors in cities 'visited have increased steadily over 

the past five years and executives interviewed do not anticipate this trend 

to decrease in the next few years. At least half of the agencies indicated 

they are understaffed and attempts to rectify this situation have met with 

mixed responses by funding sources. For example, one large metropolitan office 

requested 13 additional staff attorney or assistant prosecutor positions be 

created to meet caseload demands. The city reviewing this budget along with 

those of other agencies competing for limited tax dollars recommended instead 

that the agency reduce its current staff .by five. Hearings and budget fights 

were held with the agency finally realizing no net gain. 
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To compensate for this problem and others relating to increased workloads 

with no increase in resources, agencies modify and refine their screening 

processes and select out cases by seriousness of offense, quality of the evi-

dence, etc. The principle that must be maintained is quality prosecutions 

where cases are well prepared and presented. Additionally, some offices have 

reorganized their manpower into more efficient trial teams or specialized 

units. 

One factor that continues to ease some of the case10ad and work demands 

of prosecutors is the utilization of paralegals and interns. Their ability 

to perform both non-lawyering and lawyering functions formerly conducted by 

assistant prosecutors has eased some of the demands on the office and staff. 

Finally, the influx of federal funds for the creation of specialized 

units within prosecutors' offices has allowed many agencies to hire manpower 

and maintain quality performance which would not be the case without such 

support. As with other sectors of the criminal justice community, prosecutors 

continue to plan and seek "hard-money" support for these programs before 

funding expires. 

1. Findings and Conclusions 

• Case10ads and workloads in prosecutor offices continue to increase 
without proportional increases in necessary manpower g To compen
sate for these problems, more screening and negotiation is ex
pected to continue. 

• Paralegals and the utilization of law interns have greatly assist
ed prosecutor offices in keeping pace with work demands. 

• Federal funding of specialized and innovative programs have con
tributed to 'maintenance of quality prosecution services. 
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C. ANALYSIS OF PERSONNEL SYSTEMS CHARACTERISTICS 

1. Recruitment and Selection 

At each city visited the Personnel Department Interview form was used to 

assess personnel needs, of the prosecutor's office. This interview was nor

~a11y held with the chref prosecutor, there being no personnel department 

within 1ll0st prosecutor's offices. In some large offices we interviewed an 

assistant attorn,ey respons-ible for personnel matters, tho~gh he normally 

handled prosecutor's duties as well. 

Results of this survey are probably not descriptive of the personnel 

situation five years ago or possible five years hence. It was conducted while 

the country was undergoing a major recession, often even called a white-collar 

depression. Thus, it was not sl.irprising that recruiting and holding good 

attorneys is not a problem. Only one office indicated a problem in recruit

ing staff attorneys and that problem is a freeze on hiring, unaccompanied by 

a freeze on crime. 

Where agencies are able to hire, the most frequent reason given for ease 

of recruitment is that there are simply more qualified applicants than 

vacancies. Fewer attorneys are leaving, so there are fewer vacancies. Young 

lawyers want to have trial experience and the prosecutor's offices and the 

public defender's offices are the best way to get it. In one office the char

ismatic personality of the district attorney was ci1f.ed as the agency's most 

powerful recruiting device. This was the exception, however, and for most 

agencies, the reasons cited above plus the increase in salaries make the posi

tion attractive. 

Requirements were about the same in all agencies: a law degree and ad

mission to the bar. Several offices will hire recent graduates who have taken 
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the bar examination and are awaiting the outcome. If they fail, continued 

employment is at the agency!'s discretion. Because of the tight labor market 

most agencies who had intern programs selected new hires from among.their 

interns since they knew' the local system.and their performance had been 

observed and evaluated. Several agency representatives indicated a preference 

for hiring inexperienced attorneys who can learn the local office practices 

without conflict with earlier teaching from other offices. This leads to 

a preponderance of local talent within prosecutors' offices. Young attorneys 

often were born and reared in the state, attended law school there, and, 

if an internship program existed, had served in the agency of hire. 

Every prosecutor's office we visited had blacks and women on their staffs, 

including the trial divisions. Several offices indicated that they had been 

under affirmative action pressure and wanted more minorities but were not willing 

to compromise merit to meet goals. All offices expected the proportion of 

·1 
I women and blacks to increase, primarily because there are more of both now in 

~. ~f1 

~):j;}1 law schools. At the present time, because of the pressures on all institutions, 

public and private, to increase the proportion of women and minorities on their 

staffs, better salaries are often offered, and the prosecutor's office is some-

times non-competitive on salary. It should be noted, however, that salaries 

in the court system have increased substantially over the last few years, and 

in many areas are as good or better than a new lawyer can command in the pri-

vate sector. 

2. Utilization 

Once hired, new attorneys are never sent into the courtroom to sink or 

swim. Every office has some system for developing the attorney's skills 

without causing undue harm to the office, the public, or the accused. In 
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addition to formal and informal orientation programs, the young attorney is 

led through a series of assignments graduated in difficulty. The specific 

procedure differs among offices, with juvenile and misdemeanor cases being the 

most common first assignment. Other initial assignments include preliminary 

hearings, traffic court, and the research division. The usual procedure is for 

the new attorney to sit in with an experienced attorney, first as observer, 

then as participant, and finally as leader. The length of time spent in each 

of these training cycles varies with the individual and the opportunities to 

move, but most offices feel that it takes about a year to become a minimally 

competent trial attorney. As the new attorney moves through the cycles he 

starts with less serious cases, graduating into more serious ones. This 

system appea:;:-s to be generally satisfactory and prosecutor offices see no 

reason to change, but its effectiveness depends to a great deal upon the 

ability and willingness of the senior attorney to teach the neophyte. 

3. Career Ladders and Promotion Policies 

Promotion within the system differs somewhat depending upon whether the 

office is covered by Civil Service. Those that are promote all satisfac.tory 

attorneys from level I to level 2 automatically. For levels 3 and 4 the 

attorney must have satisfactory performance and pass an examination. 

Where a civil service system does not operate, most offices use an 

appraisal system of some kind. In its simplest form, experience and super

visory evaluations comprise the basis for determination of promotion potential. 

A somewhat more complex appraisal system included information gathered from 

judges, senior prosecutors, court clerks, and bailiffs. Finally, the most 

complex system we encountered included, in addition to the variables described 

above, an analysis of the attorney's record. The office that does this in the 
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most formal manner keeps records in three categories: F;lrs,t, the number of 

jury trials, normally ahout 10% of the workload, is taken as an indication that 

the attorney is aggressive and not lazy. Second, non-jury tria.l activities 

the other 90% of the workload -- are looked at to see what the attorney has 

done: e.g., how many pleas, cases pendin~, stage, etc. These cases ~ust move 

along also, so effective jury trial beha~Qor must be backed up with solid work 

outside the courtroom. Third, since the first two categories will eliminate 

all but a very few "s tars," other factors are examined for the finalists. Work-

load is evaluated in terms of the court practice (e.g., some judges only try 

one case per 'week), and the convictions obtained by the attorney. 

Each office seemed satisfied with its procedures and felt that the 

attorneys on their staffs were generally highly competent. Unfortunatel~ there 

is no lengthy career ladder for the assistant prosecutor, and a deserved 

promotion is often held back because of the unavailability of a vacancy. 

Beyond the narrow range of positions within the prosecutor's office, the 

assistant prosecutor can a.spire to the chief prosecutor position for which 

he may have to stand for electi~n, division chief, a judgeship, or a career 

in private practice. The most frequent career pattern is law school ) 

internship,-----)~prosecutor ---)."" private practice. 

The average tenure of prosecutors reported by the agencies visited is 

about four years, though there are wide variations~ At some point certain 

prosecutors apparently decide upon the job as a career and stay for many 

years, even though promotion opportunity is limited. They apparently develop 

a strong and lasting preference for trial work and an interest in the criminal 

justice system. 

Prosecutor's offices differ in the policy on outside employment. In 

small offices it is probably a necessity for economic reasons, but in large 
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~ities, private practice is the exception rather than the rule. As salaries 

approach those in the private sector, the prosecutors tend to be full-time 

public officials, though we met a few attorneys whose private practice is 

lucrative and is the factor that allows them to remain prosecutors. This re

flects an interesting phenomenon in the careers of prosecutors in offices per

mitting private practice: during the early career years attorneys use the 

job to subsidize their beginning private practice; later, if they are devoted 

to trial work, they use their private practice to subsidize their work in the 

prosecutor's office. 

Turnover in prosecutor's offices is low beca~qe of higher salaries now 

being paid and because of the current economic situation. Data in this area 

are probably of marginal value since an upturn in the economy will probably 

encourage higher turnover. 

It should be noted, that although turnover is low and recruitment of 

capable lawyers is easy, this does not mean that prosecutor offices are 

comfortably staffed. Most offices have pressing personnel needs that cannot 

be met because of lack of funds. There is a ripple effect in relation to the 

needs--new lawyers will help, but then the need for support personnel such as 

investigators and clerical personnel will be enhanced. In fact, many offices 

now suffer from severe shortages in support personnel. The addition of a 

judge has the same ripple effect, sometimes not recognized by the appointing 

body. LEAA funded projects have been helpful to agencies trying to deal with 

shortages, but they are a mixed blessing. Unless it is fairly certain that 

the program will be funded when the LEAA grant terminates, there is a reluctance 

to undertake the project. 
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Not to be overlooked in a discussion of shortages is the shortage of 

space. It was not uncommon to see several prosecutors in a single small 

office, sometimes sharing a desk or table. 1;vith high building costs, this 

problem is not apt to be overcome in the near future, and will only be aggra-

vated by the addition of more personnel. 

4. Training and Education Policies and Programs 

a. Preparation of New Attorneys. Typically, new staff attorneys 

or assistant district attorneys come to the prosecutor's office in local 

jurisdictions with little or no practical experience. The vast majority of 

new hires are recent law school graduates. While the number of law students 

who have participated in internships or clinical programs is increasing, 

most have never formally appeared in a criminal proceeding before a court of 

record. 

Respondents in the eight agencies visited were asked whether they felt 

that new staff attorneys were adequately prepared to perform the full range 

of duties required of the position when they first came to the agency. The 

answer was uniformly no. Responses to the adequacy of law school education 

by those interviewed indicate a wide range of opinion. At one extreme came 

the reaction that law schools simply are not doing a credible job in prepar-

ing lawyers. These respondents felt law school was becoming too esoter~c 

and not teaching enough black letter law. A middle ground propounded by the 

majority of respondents considered law schools as adequately providing sub-

stantive knowledge with little emphasis on practical education, procedure, 

or technique. A third group of respondents took a more philosophic approach, 

which might be categorized as encompassing the general definition of legal 

education. That is, law schools are not in the business of training lawyers 
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but rather are institutions of higher education teaching law. In support 

of this rationale, statistics may ratify the contention that concentration 

or specialization during law school may not be desirable or practical. While 

law schools are graduating some 30,000 students a year, those going on to 

take licensing or bar examinations and those going on to the practice of 

law in a great number of specialty areas are substantially smaller. It might 

be estimated that of the 400,000 lawyers in private practice today, very few 

could be considered fulltime criminal lawyers. In fact a recent survey indicated 

only 25% of all private lawyers engage in criminal practice 10% or more of their 

time. The fact remains that for those who aspire to be prosecutors, law school 

offers little practical education or training. This finding must be tempered 

somewhat by recent innovations and application of clinical legal education, to 

be discussed in depth. in a later section of this report. 

Within the context of preparing new lawyers, whether these skills be 

acquired through law school, on-the-job, or through special training, respond

ents were asked to indicate subject areas in which new staff attorneys were 

deficient. Additionally, respondents were asked whether law school curricula 

should be providing these skills and knowledges. Respondents did not work 

from any type of checklist and therefore their comments have been organized 

and summarized in Table VIII-IX-l. 

VIII - 850 



Table VIII-IX-l 
Respondents Characterization 0f Law School Course Deficiencies 

No. of respondents Should law school 
so indicating (N=8) curricula provide these 

Deficient Subject Area skills and know1edges 

Yes No 

Criminal Procedure 5 4 1 

Practical Application of the 
Rules of Evidence 2 1 1 

Trial Practice--Conduct of 
Trials, Tactics, etc. 4 3 1 

Exposure to the CJS 2 1 1 

Case Preparation Practices 2 1 1 

Legal Research & Hriting 
Techniques 1 1 

Office Management 1 1 

Knowledge of Local Laws 1 1 

It was the consensus of the respondents that law school does not place 

enough emphasis or concentration on the practical application of the law. For 

example, it does an attorney no good to know that a piece of evidence is not 

or should not be admissible in a court of law, if he does not know how to 

keep it out. The simple learning of thirteen exceptions to the hearsay rule 

are equally of no value if an attorney does not know how or when to raise a 

proper objection. 

Law students, it was reported, many times do not even know some of the" 

simple and basic principles of procedure such as where to file a case, and 
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what forms and motions should look like. While the respondents appreciated 

the obligations of law school to instruct in the law, the majority felt that 

th.e teaching of practical application would be of most utility to the student. 

The opportunity to learn about the conduct of a criminal or civil trial 

duri~g the course of formal legal education is typically offered through an 

elective called trial practice. This offering is different from most tradi

tional courses in that it offers students the forum for and instruction in 

the preparat~on, presentation and analysis of a case from its inception to 

final verdict. In this laboratory setting, students must prepare motions, 

examine witnesses, make and properly support objections and present argu

ments before the court and jury on behalf of their client. With the exception 

of clinical opportunities, trial practice is the closest approximation to 

real practice students may get. Respondents would not only like to see 

more trial practice in the law schools but have expressed a willingness and 

desire to participate in the process. 

b. .Formal Training of Law Students and New Attorneys. Every 

prosecutor office visited provides some formalized preservice training to 

law students and/or new attorneys. For purposes of analysis, preservice 

training may be classified into three general categories: clerk and intern

ships, orientation, and supervision. Although each group of activities or 

training modules may be distinct, each seems to contain elements of the 

others. Finally, the level and intensity of training for this class of em

ployees may vary a great deal, depending upon commitment by the chief prose

cutor, financial resources, and available manpower. 

Seven of the eight responding agencies offered clerkships or internships 

of varying length and degree. The most simplistic or traditional,program 
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incorporates the tested technique of utilizing law clerks" The law clerk is 

typically a part-time law student who is employed orr a full-time basis. As 

his or her time is not limited by class schedules or the necessity to master 

the essence of the job of prosecutor in a short period of time, this method 

of preservice training may be protracted, specialized and even highly indivi-

dualized. For example, a law clerk may concentrate on only one aspect of 

the prosecutorial function for a period of months before ever viewing other 

segments of the agency's operations. Connnon assignmen.ts or typical duties 

of clerks may be to conduct legal research, to prepare and answer motions, 

or even to draft appellate briefs. As law clerks become familiar w:i"th one 

segment of office operations they Eay be transferred as need, a training 

plan, or developing expertise dictates. 

The advantages of the law clerk system are two-fold. Because clerks are 

full-time employees, their training and skill development need not be subject 

to the same pressures exerted upon part-time employees or new hires facing a 

waiting caseload. Second, clerks may work closely with senior staff as part 

of the formal office structure, thereby allowing them to be integrated into 

office operations and procedure while continuing to learn. 

The newer or emerging programs utilized to train law students are clini~ 

cal internships. Typically internships are offered to qualified law students 
.I 

who may devote as many as 20 to 35 hours a week and full-time summers to 

learning a variety of functions performed by prosecutors. These persons are 

usually full-time students who participate in agency or school sponsored pro-

grams for credit and/or small stipends. Although the course of instruction 

and exposure for interns Eay be limited asw:tth some law clerk programs, mo.re 

typically these programs attempt to offer the student an ~cc~lerated, well 
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rounded exposure to the agency. Interns come to know how charges are brought 

and filed, details of the processing and prosecuting of a crindnal case, 

and may participate in various functions from interviewing witnesses to the 

actual trying of cases. One clinical program visited was so satisfied with 

the quality and learned expertise of their students, that all lindted juris-

diction traffic cases (with ndnor exception) that required participation by 

the prosecutor's office were handled by the student interns. 

The actual elements, functions, and administration of these intern pro-

grams are al1IlOst as diverse as the agencies within which they are located. 

A program which places emphasis on exposure may rotate students throughout 

different divisions of the office on a weekly basis. Other programs observed 

tended to be more concentrated and allowed a student to spend an entire semes-

ter on a single function similar to that of the law clerk described above. 

Typically, intern program administration will vary a great deal accord-

ing' to stated purpose and office or.ganization. While measurement of success-

ful programs must be carefully viewed in light of expected outcomes, from 

an administrative point of view, programs observed seemed most successful 

when they contained the following components: 

Careful screening and selection of student interns, 

Centralized coordination or direction by one individual, usually 

a senior staff attorney who devotes a major portion of his time 

to supervision of student interns, 

Structured assignments, 

Some element of formalized training, 

Programmed exposure to all activities and services performed by 

the prosecutor's office. 
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(1) Careful screening arid selection. Although inflexible 

criteria for admittance to intern programs would probably be counterproduc-

tive, adherence to certain prerequisites tend to bring better qualified in-

terns to the prosecutors' offices. At a ndnimum these requirements should 

include completion of courses in criminal law, crindnal procedure, and evi-

dence. To the extent that grade point average reflects a high level of sub-

ject matter understanding and proficiency, this too should be considered. 

A number of respondents indicated some of the characteristics they look for 

when interviewing new hires'. These include a strong desire to work, a sense 

of confideI).ce, an' ability to present a good appearance, an ability to think 1 

on one's feet. Although hard to define and measure objectively, these quali-

ties may be desirable in intern selection as well. Depending upon the way 

programs are organized and administered, the consensus was that students 

should first be screened by law school faculty and then referred to the 

prosecutor's office for personal 'interviews and selection. 

(2) Centralized coordination. Supervision of intern programs 

is usually performed by a member of a local law school faculty with direct 

supervision provided by the prosecutor's office. When this supervision can 

be provided by a senior trial attorney who can devote a substantial portion 

of his time to the program, better coordination and more efficient operations 

usually are said to result. Although a number of offices visited had intern 

programs supported by federal funds, only minimal sums were designated to 

defray the cost of a supervisor's salary. However, sometimes it is more a 

matter of commitment than money. Some agencies have found that assignment 

of personnel to supervise interns is of such paramount need that release 

time from normal duties is authorized. Other agencies spread out responsibility 

for supervision to individuals or team leaders to whom interns are assigned. 
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To the extent th.at direct responsibility for the intern's work effort is so 

organized, this seems to function efficiently. 

The advantages of centralized administration are many. One manager 

familiar with all of the requirements of the office for intern assistance can 

effectively place students and rotate them as needed. Second, students who 

may be experiencing difficulties with a specific attorney or assignment may 

consult with their coordinator for assistance or reassignment. Third, cen

tralization allows for more time to look at some broader issues such as 

program evaluation, effective utilization of personnel and most importantly, 

training. 

(3) Intern orientation and training. Some form of orienta

tion and training was found to be beneficial to both intern and agency per

sonnel. Many questions and ndsconceptions raised by interns can be responded 

'to more easily when dealt with early, obviating the necessity of having to 

deal with them individually and more haphazardly throughout the course of the 

semester. In addition to regular meetings of all interns, sessions on topics 

outside of specifically assigned areas were observed. These might include 

anything from tours of the courthouse to attendance at an autopsy. Students 

also have the benefit of informal and formal training provided by assistant 

prosecutors as well. 

A small amount of orientation training to allow interns to familiarize 

themselves with office operations anp pl:ocedures is essential. Additionally, 

where rotation of interns is the operational model, this knowledge makes 

transition smoother and in the long run represents a much better utilization 

of limited time for both the prosecutor and the student. Some offices have 

made concerted efforts to include students in seminars and weekly meetings 
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held for professional staff. This not only gives the intern t;he assurance 

that he is an integral part of the operations of the office, it also serves 

as a means of education related to practical procedural and substantive prob-

lems prosecutors face. 

(4) Specific structured assignments. Whether an intern 

program is based on a rotation or individually assigned basis, students 

generally seem 'most comfortable with and respond.most favorably to more 

structured assignments of work--at least initially. This work plan allows 

the student to move more thoroughly and cautiously while being adequately ex-

posed to the important aspects of his work environment. This method of 

distribution also permits more careful evaluation of pruducts produced. 

(5) Exposure to the agency and the CJ system. Agencies 

visited that are not simply interested in having students do spade work, but 

that want to integrate them into their operations try, as time and practical 

needs dictate, to give interns as much exposure as possible to the multi-

faceted functions of the prosecutor and the differing elements of the crim-

inal justice system. 

While a number of prosecutors indicated that the intern progr~ were 

not really beneficial to them and took up more time than necessary to teach 

skills to someone who was only coming in a couple of hours a week, for the 

most part the benefits accruing to both students and agencies are well 

established. 

From a very pragmatic point of view $ ,intern programs give prosecutors 

a two-fold benefit. First, for those offices that hire from their intern 

programs, training and orientation have been an ongoing process, and the 
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~osts of providing these services to new hires are offset in part. Second, 

screening and hiring of interns as attorneys upon graduation and admission 

to practice has become common. In a number of offices visited almost every 

new hire in the last two years has come from the intern program. In one 

office more than half of all assistant prosecutors are former interns or 

law clerks. One deputy indicated that he may receive as many as 200 resumes 

a year from potential applicants from allover the country, but he feels 

by hiring from his intern pool he has someone whom he has personally trained 

and evaluated, and who is familiar with the office. For this new hire, 

commitment to the office is already established, and the intern may make 

an easy transition into the role of an assistant prosecutor with a minimum 

adjustment time. 

The benefits to the student in this respect become obvious. In a 

limited marketplace, the new graduate, in a relatively short period of time, 

has established skills and abilities that make him or her a desired re

source in a chosen area of interest. By the same token, students having had 

the opportunity to experience the operations of a prosecutor's office that 

is principally engaged in criminal prosecutions and trial work may find that 

this is an area of the law they will not want to pursue. 

Finally, intern programs have been of great assistance to prosecutor 

offices faced with increased filings and with more complicated and time con

suming matters. Some agencies have come to depend upon interns to playa 

major role in trial preparation and assistance. Additionally, students who 

have proved themselves are continually called upon to prosecute cases, 

even some major felonies, where third-year practice is authorized. Although 

no agency was able to measure what impact this has had in dollars, all have 

acknowledged that it has been substantial. 

VIII - 858 



c. Training New Hires. Typically new hires in a prosecutor',s 

office fit into one of two categories: they are either fresh out of law 

school or they come to the office with some (and in many cases substantial) 

trial and practical experience. For those attorneys who have experience, 

little training beyond the simplest orientation is provided. For the much 

larger class of new hires--the recent law school g:r:aduate--two types of 

training were observed at agencies 'Visited. The first of these is orienta~' 

tion that may last from a couple of days to a more structured ten-week pro-

gram as observed in one agency. If the new hire has participated in a 

clinical intern program sponsored by the hiring agency, little or no more 

initial training will or need be offered. Beyond this initial orientation, 

supervision by senior trial attorneys or a training attorney constitutes 

the second type of training provided. 

The orientation training of new hires typically begins with an overview 

of office operations, practices, and procedures~ If the office has a hand-

book and/or policy manual, these will be required reading and, along with 

case materials, may constitute the only written matter new attorneys re-

ceive. Unless the training manual has been formally developed, it will 

usually contain the most recent policy and procedures memoranda written at 

various times by senior staff and will also contain opinion statements 

focusing on particular practices and points of law. 

Depending on the organization of the office, the coordinator of new hire 

, training may be anyone of several persons, but in no agency visited did any 

one designated training coordinator have training responsibility as a full-

time assignment. Most commonly the training coordinator is a senior staff 

attorney who is in charge of a court of limited jurisdiction, the major trials 

(felony) division, or the appellate division. 
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Some orientation is conducted by formal lecture, seminars, role playing 

and videotaped trial practice. But for the most part, after an initia.l 

indoctrination, new hires follow a prescription of observation, minimal 

participation and finally, supervised practice. Observation typically con

sists of watching attorneys for a few days to a week in the office and in 

the courtroom performing various functions. After observing, training groups 

reconvene to review and question observed practices. Even in the longest 

observation and orientation programs, new hires move on to limited participa

tion in a matter of several days and will probably begin to handle minor 

matters under supervision within a few weeks. 

Typically, first-practice assignments will include traffic cases, ju

venile matters and minor misdemeanors. Under supervision of their coordinator 

during this phase, new hires begin to acquire one of the most important 

skills necessary for a new trial lawyer--confidence. Onf' trainer stated 

that all new prosecutors are naturally scared and unsure of themselves; many 

have never seen the inside of a courtroom, much less had to present a case 

in one. The lower courts then, in some jurisdictions, act as the initial 

battle and training ground for new attorneys. As mistakes are made and new 

skills acquired and polished, new hires tn begin to handle minor jury 

trials and engage in more lengthy and detailed examination of witnesses and 

cross-examination of par~ies. These initial assignments to juvenile or 

limited jurisdiction courts may then become the new prosecutor's first per

manent assignment, and he or she can continue to train in this capacity for 

a period ranging from a few months up to a year or more. Movement to assign

ments of a more complex nature will then depend upon a,number of variables, 

including ability to handle oneself in court, knowledge of the law and pro

cedure, and very pragmatically, whether "open slots" are available. 
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The main thrust of most new prosecutors' training is vested in the 

supervision received during orientation and throughout the first few years 

of practice in a prosecution agency. Depending on the size of the office 

staff, caseload, etc., orientation and training may be no more than sitting 
)? r ;1 

second chair to trial counsel, acquiring skills very slowly and eventually 

engaging in trial performance, followed by review, practice, and further re-

finement of skills. Because of the increasing demands upon prosecutor's 

time, this process of supervised training may be somewhat accelerated. But, 

all trainer respondents agreed that the only way to learn to be a trial 

lawyer was by trying cases. 

In conclusion, respondents were asked how long it takes before, a new 

hire is ready to assume the full responsibilities of a prosecuting trial 

lawyer. The estimates varied from one month to one year but most typically 

the trainers agreed that given the key variables of ability to handle oneself 

in court and knowledge of the law, the average time for preparation was 

somewhere between five and eight months. 

d. Training of Experienced Prosecutors. The continuing educa-

tion and training of experienced prosecutors is provided in a number of ways. 

In addition to in-service training offered within the prosecution agency 

itself, other resources utilized to improve prosecution skills include: 

county and state prosecutor associations, local and state bar associations, 

national training programs and self education. 

(1) In-service agency training. With the exception of two 

agencies discussed later in this section, of the prosecutor's offices visited, 

a typical experienced prosecutor who had gained practical experience and 

expertise through case preparation and the trial of criminal cases, receives 
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little formal in-service agency training. That which is provided normally 

will include no more than discussion Df selected tDpics during the CDurse 

of regularly scheduled staff meetings. In additiDn, some agencies regularly 

supplement these sessions with lectures Dr discussion group meetings held 

after normal working hDurs or Dn a Saturday. FDr these lDnger sessiDns or 

seminars, formal presentations Dn relevant tDpics are selected Dn the basis 

Df need and interest, and presented to' the grDup by members Df the seniDr 

staff. 

One agency that utilized the Saturday sessiDn included the follDwing 

subjects Dn its agenda: trial tactics, selecting a jury, cross-examining 

witnesses, closing statements, and recent developments in the law. AdditiDn

ally, a number Df Dffices invite guest lecturers (usually Df the expert wit

ness type} and may schedule visits and tDurs Df variDUS institutiDns and 

facilities and prDgrams as part Df their in-service prDgram. 

One SDurce Df "infDrmal" educatiDn and training emerged as being highly 

relevant. This categDry, which might be classified as infDrmatiDn gathering 

and exchange, includes everything frDm reading current slip DpiniDns to 

regularly having lunch with fellow prDsecutDrs, and may in and Df itself be 

Dne Df the most vital training tDDls. The attorney's desire to keep abreast 

of the emergency and transitiDn of substantive and procedural law is Df para

mount importance. One additiDnal means Df effecting informatiDn exchange 

is the Drdered circulation Df recent decisiDns, court findings and rulings. 

Some Dffices, recognizing the value Df this exchange, have centralized this 

functiDn through their appellate or administrative division. 

Only two offices of the eight visited had what might be called formal 

in-service programs. These programs were usually cODrdinated by' a central 
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administrative or training officer who also had responsibility for the train

ing and supervisIon of law interns. Both of these programs were supported 

by federal funds and in one instance the agency also provided annual train

ing services to prosecutors in other agencies throughout the state. Although 

these programs seemed well structured and included seminars and guest lec

tures, there was no real way of determining whether this method of providing 

in-service training was any more successful than those less comprehensive 

or structured. 

(2) Local and statewide prosecutor association training •. 

In addition to performing a variety of duties and services for its members, 

prosecutor associations have traditionally been one of the only stable ve

hicles for the continuing provision of training for public attorneys within 

given jurisdictions. The typical training and information exchange functions 

managed by a prosecutor association may include: periodic newsletters 

(usually biweekly or monthly), prosecution manuals or deskbooks, and regional 

and/or statewide training conferences (usually held on an annual or semi

annual basis). 

Beyond supplying current information about agency and association 

activities, newsletters and regularly scheduled publications may serve as 

important sources of information regarding recent decisions and changes in 

legislation affecting prosecutors throughout the state. This is especially 

true for states with large rural populations, where prosecutors' offices 

are small and resources limited. Even in larger jurisdictions the careful 

review of federal decisions and of neighboring state court decisions that may 

impact on the forum jurisdiction in the near future can be invaluable. One 

state association visited was so efficient and effective in its analysis and 
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distribution of recent decisions, that a number of state court judges began 

subscribing to the service in order to keep current. 

One of the major contributions provided by state associations is the 

preparation, distribution, and continued updating of manuals and deskbooks 

for prosecutors. These materials are basically "how to do i til resource docu-

ments and contain sample forms, descriptive materials and points and authori-

ties of law. Although IDany individual agencies develop their own policies 

and procedures manuals-, more than half of the agencies visited had state-

prod.uced deskbooks and thought they were very beneficial. In addition, these 

materials may be developed and utili,zed as s'ome of the basic training materi-

als provided during training sessions sponsored by the association. Finally, 

the capability to keep these materials up to date provides one more resource 

to assist the prosecutor in maintaining his or her knowledge of the current 

state of the art. 

Training provided by statewide and local associations is usually multi-

faceted. The most traditional of these utilizes the annual association meet-

ings to present lecture, workshop and film sessions on selected topics of 

interest. If the association has' a training coordinator, he will coordinate 

with the group's training and education connnittee to prepare presentations 

based on perceived need and interest. Normally lecturers and workshop leaders 

are senior staff members from various offices throughout the state. Guest 

lecturers are often invited to address the group; these persons are usually 

technical experts on a highly specialized subject area such as fingerprinting, 

lie detectors, forensic sciences, drug identification, examination of wit-

nesses. Keynote speake'rs are also commonly in attendance, and they normally 

address the larger policy issues germane to prosecution practice. 
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In addition to the direct educational benefits derived from conference 

participation, materials are normally generated for distribution to non-

attending assistants, including the production of cassettes and videotapes. 

One of the most important fringe benefits enumerated by a number of prosecu-

tors interviewed was the opportunity to meet with fellow prosecutors and to 

exchange information and strategy. These conferences provide the forum for 

some assistants with particular problems to seek and receive qualified 

technical assistance. 

Although prosecutors visited conside'l;' this type of training to be highly 

beneficial, a number of problems have surfaced that deserve mention. First, 

when training is provided as an adjunct to annual meetings, its purposes and 

attendance are sometimes diluted by the association's business and social 

events. Attempts to modify this situation have led to holding training ses-

sions at different times of the year so as not to conflict with annual meet-

ings, and this has remedied the problem somewhat. Second, unless regionally 

focused, or unless consideration is given to special problems such as those 

peculiar to urban vs. rural prosecutors, the value of the training may be 

obscured. In attempting to solve this dilemma, associations are beginning to 

regionalize conferences and to 1IIOre carefully screen topics and workshop 

group composition. Third, resources for training of this type may be ex-

tremely limited in many jurisdictions. While federal monies have been of 

great assistance in this regard (ten states now have fu1l~time training 

coordinators for prosecution services), funds for materials, speakers, travel 

and expenses must often be borne by the individual or his sponsoring agency, 

and of course release time for attendance-may severely limit who attends, 

when conferences may be held, and for how long. 

~) 

VIII - 865 
(( 
II 



-..,.----...--------------------- -----

Each of the agencies visited participated in statewide association 

training to a degree. Two of the agencies serving large metropolitan juris

dictions even provided the program and material development expertise as well 

as the majority of the manpower to sponsor this type of training for state 

and regional sessions. 

(3) State alid local bat assoCiations. Similar in some re

spects to the course of instruction provided by prosecution associations are 

programs, seminars, and workshops offered by bar associations, centers for 

continuing legal education and law schools. Although prosecutors attend 

on occasion, thes-e programs- do not at the present time playa major role in 

their continuing education and training. This may shift in time as more 

states require certification for specialized practice or if state and local 

prosecution associations do not have adequate resources to meet their mem

bers' needs. 

(4) National programs. In the course of field interviews, 

three national training organizations were identified and utilized by a number 

of the prosecution agencies. The most prominent is the National College of 

District Attorneys, sponsored by the National District Attorney's Association 

and located in Houston. Five of the eight agencies visited have sent prosecu

tors to this two- to three-week summer program and have attended NDAA training 

activities held in various parts of the country on selected topics throughout 

the years. 

Evaluation of the Houston program will not be attempted here; rather, 

what is of interest is how different agencies utilize and view the Houston 

program. The typical agency sends anywhere from one to four assis-tants to 

the summer program. Each year, in addition to the regular curriculum, special 
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sessipns are offered in office management, caleridar control, etc., and pros-

ecutors who attend these courses a~e usually at a senior staff level. Some 

offices determine who will attend by seniority, while others base support 

for attendance upon interest. Financing for the attendance of partiyipants 

comes from a variety of sources including scholarships, training budgets, 

special requests for LEAA funds, and special requests for county or local 

funds. In addition, on rare occasions prosecutors will pay their own way to 

attend. 

The reason respondents gave most about what prevented them from attending 

national programs was release time. Most offices cannot afford to allow an 

attorney to be away from the office for a three-week period "Simply for ad-

vanced training. " One alternative to this situation has been that some 

prosecutors will combine the training with their vacation time in order to 

attend. 

The evaluation of the program bv respondents was mixed. The majority 

of offices responding considered the program to be valuable. Other respon-

dents felt that the program was too general to be of substantive value to 

their trial lawyers. How~v~r, both groups indicated they would like to con-

tinue to send their assistant prosecutors and desired more support to be 

able to do so. One reactio'fl! similar to the respondent's opinion of state-

wide training sessions surfaced. Attorneys g9}n invaluable insights to the 
\i 
:1 

tasks and duties they perform through the con~.~rsations they have with other 
Jj 

attorneys. One attorney stated that simply finding out how it is done in 

other states made the experience worthwhile. Another respondent who con-

sidered the Houston program of dubious value stated that, if nothing else, 

attend:ance at these programs gives our assistants 1IlOral support and 
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somewhat of an ego boost when they view their office operations in compari-

son with others nationwide. 

In addition to the Houston program, NDAA's specialized seminars were 

thought to be beneficial and especially attractive because they were usually 

more regionally based, concentrated, and required shorter periods of time 

for attendance. 

Supplementing the national and regional specialized training given, 

NDAA offers its members a large variety of fil~ and cassettes, manuals, etc., 

on numerous topics that may be used for education and training. All agen-

cies were familiar with these services and most use them to varying degrees. 

The other national programs identified were the prosecution training pro-

gram at Northwestern University and a relatively new program in advanced 

trial advocacy in Boulder, Colorado. 

(5) Self-education. This last major input to a prosecutor's 

continuing training for the performance of his or her job is probably the 

most difficult to quantify or describe. Almost every prosecutor interviewed 

during various phases of the occupational analysis indicated that they must 

continually read, discuss and evaluate cases, law reviews, and any other 

materials they can get their hands on to keep their skills sharp and their 

knowledge up-to-date. 

5. Findings and Conclusions 

• The employment pool for new hires among prosecutor agencies con
tinues to contain more qualified applicants than positions avail
able • 

• Because law interns have received some training, and the quality 
of their work has been evaluated, they are more likely to be hired 
in prosecutors' offices when positions become available. 

VIII - 868 



• Most agencies indicated that the number of women and minority 
persons is likely to increase in the future for professional 
positions. 

• Turnover in prosecutor's offices has been slowed due to better 
salaries and a limited access to certain types of traditional 
career progression, caused primarily by the economy. 

• The most common training vehicles for future prosecutors appears 
to be law intern programs. 

• The majority of new hires in prosecutor offices, who are new hires, 
are typically ill prepared to perform the full range of duties re
quired of assistant prosecutors. 

• Law clerk and intern programs are expanding and have been found 
to be highly beneficial to prosecutor offices. 

• Formal orientation and initial training programs in prosecutor's 
offices appear to be limited at best. 

• In-service training for experienced assistant prosecutors is 
usually provided on an ad hoc and informal basis and does not 
appear to be meeting the perceived need of incumbent assistant 
prosecutors. 

• The quality of statewide prosecution training programs seems to 
be increasing and may play a much greater role in the continuing 
education of prosecutors in the future. 

• National programs for prosecution training provide limited but 
important inputs to the continuing education of prosecutors. 
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· D. OCCUPATIONAL ANALYSIS 

The collection of data from prosecutors was concentrated in medium and 

large size cities. As a consequence we tended to sample offices that have 

achieved some degree of specialization, so not a single task was performed 

by 100% of the sample. There were also several young attorneys who had not 

been on the job very long and who performed a limited number of tasks. Our 

consultants felt that specialization is the trend, so in that sense the data 

are probably representative. It is assumed, however, that in the many one-three 

person offices, all tasks are performed by all prosecutors. 

Task Checklists and Knowledge Checklists were completed by 45 prosecutors 

in nine of the ten cities visited during the survey; one city declined participation. 

The average age of the respondents was 32; only one was black; and 4 were 

women. They had been prosecutors for an average of 2 years 9 months, and had 

worked for the agency for 3 years and 7 months. This difference probably 

reflects participation in some type of intern clinical program. All were 

Table VIII-IX-2 shows the prosecutors' tasks, the percent who perform the tasks, 

the amount of time spent, and where the task was learned. The last two columns of 

the table show the percent who credited college as the most important source of 

training and the percent who felt they had had too little training for the task. 

Task 1. Obtains or causes to be collected or reviews records and evidence of 

alleged law violations, using procedures established by the office and the 

individual prosecutor, in order to have the evidence available for preparing 

charges or for presentation at hearings and trials. Performed by 84% of the 

respondents. I 
\,'~ ! 
;'" I 

! 
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Table VIII-IX-2 
Summary of Responses to Task Checklist--Prosecutor 

% 
TASK STATEMENTS Who do 

task 

1. Obtains or causes to be collected records and evidence of alleged law violations, __ 84 .-------
2. Interviews scene witnesses and officers who were at the scene of an alleged crime, 

officers of the Mobi 1 e Crime La,boratory, and other i nvesti gators, 91 - ....-.--------~----.---.--.--- ------
3. Compil es and analyzes i nformati on and evi dence coll ected by 1 aw enforcement offi ci a 1 s, 

investigators, and other judicial system in order to determine whether SUfficient 
information and probable cause exist, 82 - - ._----

4. Screen cases, advise citizens as to appropriate course of action or decide 
whether or not to bring formal charges against an individual or individuals. 

68 

5. Gives testimony before the grand jury when requested or on his own initiative. -- 20 
I---~--' 

6. Represents the state at preliminary hearings. 58 - ----~.- ---"- ----- f-----. 

7. Reviews and evaluates physical and testimonial evidence in a case in order to determine 
whether additional evidence is necessary . 91 

8. Supervises or assists case investigators. 73 -
9. Consults with superiors, technical experts, and associates in order to make accurate 

91 judgements and formulate further plans for case preparation or strategy. 

10. Negotiates with defense counsel concerning charges pending against a defendant. 93 ------

11. Conducts legal research. 93 

12. Prepares, responds to, and files motions and/or memoranda. 91 . 

13. Orients witnesses. 96 

14. Interviews and evaluates prospective jurors. 73 

15. Prosecutes alleged law violators in a criminal court. 96 

16. Reviews and analyzes proposals and information about an offender who 
been found guilty, in order to make recommendations. 

has pleaded or 
82 

17, Participates in conferences, lectures, and training sessions. 87 

18. Reviews and evaluates existing case load and calendar schedule. 76 

19. Reads/evaluates/analyzes inquiries obtained from various sources and writes material in 1<he 
form of correspondence, reports, and records. 73 

20. Meets and communicates with LE/CJ personnel in order to keep his legal knowledge current, 
to enable adopting successful innovations, and to have a store of ideas for possible 
improvement in his work area. 60 

!~~~~: } A very small <II"Olint of time 

of Time 2 A Il1nd.'rate amount of time 
Spent on 
Task: 3 A considerable amollnt of till", 

Amount of Whm(~ hWlllud % Ranking %Who 
11ftH! spellt 1r.l!lk orner 1,23) College as Had Too 
011 Tilsk (s!!" humill Co II "'J " Ontl'" Important Little 

Training Training, 
s('tlh~ i.lhovp) fl,llOlOq Course Jolt Sourco 

1.7 2.0 2.8 1.0 0 1L 

2.0 1.9 2.9 1.0 ~ iL -.--- ---, 
: 

, , 

2.2 ~~JL 2.4 ~J.. 2 .dL ----

1.9 2.1 2.3 1.0 0 45 ---- ---- --- ----- 1-

1.1 2.2 2_.JL _:L[ ..-J)_ ~-
1.3 2.1 ~~}-- J-!9_ . .Q_- ~~ ----- f------

2.0 2.0 2.6 1.0 2 37 ---- -- ----- ---- -
1.7 1.9 2.8 f-1.~ _tL_ 1L 

1.8 2.0 2.8 1.0 0 18 
f--- -

2.2 2.0 2.8 1.0 ,-Q- ~ 
1.7 2.0 1.4 1.6 36 27 -- ---- 'c--- I-

1.7 2.3 1.8 1.2 18 22 -- I-

1.9 2.0 2.8 1.0 2 ~ 
1.4 2.1 2.5 1.0 4 ~ I----

2.7 2.1 2.4 1.0 ~- ~ 

1.4 2.2 2.3 1.0 0 35 - -- f--- I-

1.2 1.7 2.7 1.1 -..L f.±!.±-
1.'6 2.1 2.9 1.0 0 24 - I-

1.6 2.4 2.2 1.1 4 21 
>--- f---

1.6 1.8 2.8 1.1 c-L ~ 
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Table VIII-IX-2 (continued) 

TASK STATEMENTS 

2l. Meets and confers with citi zens, members of the LE/CJ system and offenders in order to help 
prevent crime and other violations of law, and to promote a genera 7 .understanding of the 
authorities,· responsibilities, and objectives of the LE/CJ organiLation and system .. ____ ~ 

22. Supervises offenders in diversion programs. --------_. -------

% 
Who do 
task 

"-Al.....-

~jL 

Scale fOr} 
Amount 
of Time 
Spent on 
Task: 

1 A very small amollnt of time 

2 A modcrilW alllount of tinlt' 

3 A cOllsid('rahle amoullt 01 time 

Amount of WhelP Icarm!d % R"anking %Who 
(rank orrier 1.23) College as Had Too tlfnc Spt~nt 

Important Little on T,lSk (sec Form,ll CoJlC<Je On the Training Training sCiJle dl!ovn) T,.lIniflfJ Course Joh " Source 

I 
I' 

.....L3 l 2_ ~3 __ l-,_L lo--- ~L 

_9..-Sl- 0 0 ~-- 0 
1"--- --
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This task is one which may become specialized, and already has to some 

extent in very large prosecutor's offices. The task must be done by an 

attorney since he must command the respect of the law enforcement agencies. 

An investigative attorney must be knowledgeable about search and seizure, and 

if electronic surveillance is allowed he must know the limits within which it 

can be applied. Our consultants felt that this task will expand as a function 

of the time available to do it, so it will probably increase in offices that 

develop specialized investigative units. Small offices will probably continue 

to operate as at present. 

Task 2. Interviews scene witnesses and officers who were at the scene of 

an alleged crime, officers of the Mobile Crime Laboratory, and other investi

gators by asking questions, reviewing reports, and using procedures worked 

out, based on personal experience, in order to obtain evidence and establish 

its accuracy. Performed by 91% of the respondents. 

This task takes a significant amount of the prosecutor's time, and will 

continue to do so. It is also one of the tasks they feel least trained to do. 

Our consultants agreed with the incumbents that the task is learned primarily 

on the job and involves a lot of trial and error. They felt that perhaps 

courses in psychology would aid prosecutors in this task, but each must develop 

his own technique that is adaptable to his own personality. A sensitivity 

to other people would appear to be an important characteristic of prosecutors 

performing this task. 

In the future the task will probably increase or decrease with the 

increase or decrease in crime rate. 
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Task 3. Compiles and analyzes information and evidence collected by law 

enforcement officials, investigators. and other iudicial syste~rsonnel, 

using own knowledge of criminal law and procedure and police practices, in 

order to determine whether sufficient information and probable cause exist 

to recommend warrants (search and seizure, arrest, etc.) be sought. Performed 

by 82% of the respondents. 

This is a very important task that is among the most time consuming of 

the prosecutor's functions. It involves liaison with law enforcement personnel 

and is the task in which the prosecutor develops the information necessary 

for proper execution of Task 4. Although well rounded prosecutors do this 

now, and in smaller offices will continue to do it, where there is increased 

specialization, the task will probably be assigned to highly specialized units. 

Task 4. Receives and evaluates allegations of criminal conduct presented by 

law enforcement officers or citizens using knowledge of criminal law and 

procedure, established office policy, and own discretion, considering the 

nature of the charge, and the available evidence, possible improper motives of 

the complainant, availability of victims or witnesses, nonenforcement of 

certain statutes and extent of harm, etc., in order to properly screen and 

decide whether or not to formally charge an individual. Performed by 68% 

of the respondents. 

As public dissatisfaction with the rising crime rate and release of 

criminals increases, this task will grow. It represents a very important part 

of the judicial process, so it is particularly regrettable that it is one of 

the two tasks for which respondents felt least well trained--45% reporting they 

had had too little training. On-the_job training appears to be almost the only 
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source of training, so it might be of considerable benefit if more and better 

training could be inlplemented for this task. Only 68% of the respondents 

perform the task, so it is probably becoming more specialized and will con

tinue to do so. 

Task 5. Appears before the grand jury when assigned or requested, presenting 

evidence and witnesses using knowledge of case facts favorable to both the state 

and the defendant and knowledge of the criminal law and procedure, in order 

to advise and assist the grand jury in properly disposing of matters brought 

before it. Performed by 20% of the respondents. 

This task is normally performed by only certain prosecutors in the 

agency. The chiei prosecutor tries to use more experienced attorneys who will 

be more composed and knowledgeable, so the selection would naturally eliminate 

many of the young lawyers in our sample. It is a difficult position to fill, 

and will also become more specialized in large cities. College training is 

reported as being of relatively little value, with on-the-job training being 

the primary source of training. 

Task 6. Represents the state at preliminary hearings by presenting evidence 

and witnesses, responding to questions of the court, considering the rights 

of the accused, and using his knowledge of criminal law and procedure in order 

to establish that there is probable cause to believe an alleged offender has 

committed a charged offense. Performed by 58% of the respondents. 

The low percentage of respondents performing this task may be a function 

of jurisdictional differences. Where the preliminary hearing is a major 

process more time and personnel will be required for the task. It should be 

noted here that our consultants on the de~ender task checklist indicated that 

! 
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extended preliminary hearings can become mini-trials, and defenders will often 

waive the hearing, feeling that only the prosecutor is helped by the procedure. 

Any increase in this task will be dependent upon whether preliminary hea+ings 

become a major process in a jurisdiction. Where it does, specialist units 

will probably evolve. Although this task ranks very low in frequency of 

participation, it is one forwhich most feel adequately prepared. 

Task 7. Reviews and evaluates physical and testimonial evidence in a case 

inforTIlation file by reading st~tements, examining evidence, visua1iz:~g the 

scene of a crime, and asking questions of officers, investigators, witnesses, 

and fellow prosecutors, using legal experience and knowledge of case preparation 

needs, in order to determine whether additional evidence is necessary in the 

preparation of a criminal case. Performed by 91% of the respondents. 

Although the Task Checklist was designed to follow the essential steps 

of the judicial prcc.ess chronologically, our consultants pointed out that 

the task is essentially the same as Task 2. It does appear to be a combina

tion of Tasks 2 and 3, though the purposes of the task differ, so we feel that 

it is perhaps better to risk over-inclusion than to omit job tasks. Data for 

tasks 2 and 7 are indeed similar, but this is true of many pairs of tasks. 

Task 8. Supervises or assists case investigators by making ass~nments, out

lining details and case background, requesting investigators interview wit

nesses, examine the crime scene, take photographs, build models, ,collect 

physical evidence, etc., in order to establish facts and document evidence 

necessary in the pr~paration of a criminal case. Performed by 73% of the 

respondents. 
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Our consultants felt that this is a task that attorneys are often 

deficient in performing, and in need of additional training. They must work 

with the investigator, which requires knowing what case facts must be developed 

and how the investigators should obtain or verify them, e.g., summons. The 

relatively low percentage of the respondents saying they perform this task may 

reflect degrees of specialization of the nine jurisdictions sampled. That is to 

say, the 27% who do not perform this task may not have any investigators to 

supervise, and may perform their Oyffi investigations. Law school does not 

provide training for this task; it is learned for the most part, on the job. 

Task 9. Consults with superiors, technical experts, and associates after 

reviewing and evaluating case file information, evidence and the results of 

research and investigation, asking guestions that will assess the accuracy, 

validity, and usefulness of information, in order to make accurate judgments 

and formulate further plans for case preparation or strategy. Performed by 

91% of the respondents. 

This task is performed by nearly all prosecutors, and it is surprising 

that the response rate wasn't 100%. One would expect such a young group to 

have need for consultation with peers and superiors, especially in jurisdic

tions not heavily staffed with technical experts. The task takes a substantial 

amount of time and respondents generally felt adequately prepared. 

Task 10. Negotiates with defense counsel concerning charges pending against 

a defendant after evaluating evidence, Jeonsidering seriousness of offense, 

and other relevant factors of a case, using procedures set forth by office, 

in order to determine whether a reduced charge or dismissal of charges is. 

appropriate in the interest of the state, the office, and defendant. Per

formed by 93% of the respondents. 
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This "'$ the third ranking task on percentage performing, and includes 

plea bargaining and pr~trial conferences that are mandated in some juris

dictions to keep cases out of court and to clarify issues. 

Plea bargaihing is a controversial issue at present. It has become 

unpopular with the public, because it "keeps ex imina Is on the streets." De

fenders claim that plea bargaining causes prosecutors to ower charge in order 

to have barga::.ning space. Most prosEoGutors feel plea bargaining is necessary 

if the caseload is to be handled at all. In one jurisdiction we visited the 

newly elected Chief Prosecutor had promised to abolish plea bargaining. We did 

not interview him since he was not yet in office, but both his surbordinates 

and the public defender's reaction was a cynical "I wish him luck." 

The task will probably not decr':'.<lde, because where plea bargaining is nqt 

prevalent, sentence bargaining takes its place. 

Task 11. Conducts legal research by studying legal opinions of those courts 

with which he is or may be associated, opinions of various other courts con

cerning cases relevant to case under consideration, changes in laws, new 

laws, and records of other relevant judicial and statutory authorities, noting 

specific references, using his own knowledge' and experience' in selection ~,f 

specific material, in order to anticipate and prepare arguments on legal ques

tions on points of law for use during trial. Performed by 93% of the respondents. 

This task, like several others, would be expected to be performed by 100% 

~f the respondents. We therefore examined the individual task checklists and 

found seve.al had not been on the job very long and were performing only a 

few tasks, mostly of an investigative nature. This task had the highest pro-
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portion of respondents (34%) giving law school as the primary source of knowl

edge. This is not unexpected, but it is disappointing that 27% reported that 

they had had too little training for the task. Our consultants felt that too 

little time is now spent on this task and that the time will increase. This 

may be offset, however, by increased use of computerized information systems. 

Task 12. Prepares, responds to, and files motions and/or memoranda, conducts 

',legal research, consults with superiors and associates, reviews case facts, 

evidence, and statements of witnesses, using knowledge of criminal law and 

procedure and local rules of court, in order to present a certain position 

prior to, during, or after trial. Performed by 96% of the respondents. 

This task consists, according to our consultants, primarily of responding 

to defense motions. Law school is credited by almost one-fifth of the 

respondents as the primary source of expertise, and is one of only two tasks 

where law school plays a reportedly significant role. The task time is 

expected to increase, though no additional skills will be required. 

Task 13. Orients witnesses, using own experience and ability, such as using 

prepared outlines and diagrams, simulated courtroom procedures, discussing 

difficult questions that may arise during the trial, explaining courtroom 

terminology and rules, giving instructions regarding behavior in court, in 

order to assure that potential witnesses have a basic understanding of the 

proceedings and allay anxiety that might confuse them. Performed by 96%"of 

the respondents. 

This is the task for which most of the respondents feel best trained; 

only 12% felt the need for additional training. It is also, along with the 

trial task (Task 15), the one most prosecutors perform. Our consultants felt, 
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however, that while the task may increase, it will be done in the future by 

a specialized group in the prosecutor's office. The consultants also mentioned 

in connection with review of this task, that the big problem is finding the 

witnesses when they are needed. Incidentally, one of the respondents noted 

on the back of his form that far too much of his time was spent locating 

witnesses and in persuading them to testify. 

Task 14. Interviews and evaluates prospective jurors by listening to or 

engaging in voir dire, and asking questions to elicit personal facts, opinions, 

and beliefs upon which to base judgments concerning bias or prejudice, raising 

objections and using peremptory and cause challenges to dismiss those candidates 

found unsatisfactory, and debating with opposing counsel where candidate 

. ,acceptability is in guestion, in order to assist in the selection of a jury, 

having in mind the legal and factual issues in the case. Performed by 73% 

of the respondents. 

The trial attorney will always perform this task, and the time required 

will increase as crime increases. However, if as our consultants expect, 

increased specialization takes place, the desk attorneys will not perform the 

task. <. 

The consultants anticipate- that greater emphasis will be placed upon 

assessing knowledge of jurors' backgrounds. Prosecutors generally learn the 

task on the job and a sizeable proportion (34%) feel they have had too little 

training for the ta~k. It is an area where increased use of psychologists or 

psychology training of attorneys could become a trend. 
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Task 15. Prosecutes alleged law violators in a criminal court by presenting 

a case on behalf of the state/county/city, using arguments, knowledge of 

criminal law and procedure, reason, results of investigation, examination 

and cross-examination, use of witnesses, technical experts, exhibits, motions, 

objections, citing legal opinions, points, and authorities, and other formal 

and informal procedures or information in support of argument, in order to 

present the state's case and enable the jury and/or judge to determine the 

guilt or innocence of the defendant. Performed by 96% of the respondents. 

This task represents the core of the prosecutor's job. Only the newly 

hired prosecutors did not perform it. Nearly one third of the sample of 

respondents felt they had had too little training, though all of the prosecutors 

we interviewed agreed that the task can only be really learned by doing. Since 

no two trials are identical, even experience in the "second seat" cannot fully 

train a young prosecutor. This is the most time consuming of all tasks, and 

certainly the most important, so it would seem that good innovative methods 

of training would have a ready market. Most judges we interviewed felt that 

young attorneys are better prepared than ever, but several cited rules of 

evidence, knowing when and how to object, as real deficiencies among both 

young prosecutors and defenders. This appears to be an area in which law school 

could provide more or better instruction. 

Our consultants suggested that the task be broken into three separate 

tasks; direct examination, cross-examination, and argument (opening and closing). 

While such a procedure may have value for certain purposes, we feel it would 

be inappropriate here, since it is a task performed by a single individual 

for a specific purpose. 
, 
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Time for this task will increase if crime increases and if plea bargaining 

is curtailed. These increases may be offset, however, by the trend toward 

decriminalization of certain offenses, and better investigative work. 

Task 16. Reviews and analyzes proposals and information about an offender 

who has pleaded or been found guilty, by talking to opposing counsel, probation/ 

parole officers, representatives of appropriate private or public service 

agencies, reading pre-sentence reports and various other documents, considering 

the nature of the offense, past criminal record, and attendant circumstances, 

in order to make recommendations to the court at the time of sentencing. 

Performed by 82% of the respondents. 

Our consultants felt that the 82% response was high, and possibly is a 

function of the jurisdictions participating in the survey. It was their feeling 

that the prosecutor has no business in the sentencing procedures, but recog

nized that both extremes exist--in some areas prosecutors do provide recommen

dations; others stay clear of sentencing. They do not anticipate any increase 

or decrease in this task. Since so many (35%) of the prosecutors feel under

trained for the task, any increase should probably be accompanied by additional 

training. 

Task 17. Participates in conferences, lectures, and training sessions, 

exchanging information, discussing new developments, recent decisions and 

prac~icing trial presentation and tactics, in order to assist others, keep 

abreast of new developments and to sharpen skills in advocacy. Performed 

by 87% of the respondents. 

VIII - 882 



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



'~ ... 



Nearly half the respondents reported that they had had too little train

ing in this area. One must wonder what training an attorney, or anyone, would 

need in order to perform this task. Rather, we suspect,respondents are 

expressing a need for more training of various types. They will probably 

get it if our consultants'predictions are correct. They believe that training 

will expand significantly, will probably become more formalized, and will be 

handled through state associations. This task takes the least amount of time 

of all tasks that most prosecutors do, so it does appear that it is an area 

that could profitably be expanded. 

Task 18 Reviews and evaluates existing case load and calendar schedule, 

identifying cases where additional evidence, investigation, or other 

requirements are necessary, talking with opposing counsel and other law 

enforcement/criminal justice personnel, estimating time for resolutions 

of legal issues and problems of certain cases, using case assignments, 

previous calendar schedules, knowledge of various cases and experience, 

in order to negotiate a practical calendaring of cases. Performed by 76% 

of the respondents. 

This task will continue to be part of the prosecutor's job, but manage

ment will be restricted to his own case load. Courts are increasingly assum

ing responsibility for calendar management, so the time spent by individual 

prosecutors will very likely decrease. 

Task 19. Reads/evaluates/analyzes inquiries obtained from various sources, 

received in writing, and writes material in form of correspondence, reports, 

and records, using format and procedures prescribed, but drawing on own 

experience and knowledge for the data to be used, in order to respond with 

appropriate information. Performed by 73% of the respondents. 
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This is one of the least time consuming of the prosecutor's duties, and 

involvement is expected to remain the same. It is learned primarily on the 

job and most prosecutors feel sufficiently well trained to perform the task. 

Task 20. Meets and communicates with LE/CJ personnel, singly or in groups, or 

at professional meetings, discussing mutual problems and innovations, using 

professional knowledge and experience in the legal field, in order to keep 

legal knowledge current, to enable adopting successful innovations, and to 

have a store of ideas for possible improvement in his work area. Performed 

by 60% of the respondents. 

It is surprising that only 60% of the respondents perform this task, so, 

as with several other tasks, we suspect that the rather high 38% who feel they 

have had too little training for this task are really saying they would like 

to do more of it. We do not know why more such interaction does not take 

place, unless case loads are so high as to preclude it. Our consultants did 

not feel this task will change at all in the near future. 

Task 21. Meets and confers with citizens, members of the LE/CJ system, offenders, 

giving formal and informal talks explaining the functions of the LE/CJ system, 

responsibilities of all citizens, the operation of due process, and other 

legal concepts, using his own knowledge and experience, official and other 

publications, and conversations with other knowledgeable persons, in order 

to help prevent crime and other violations of law, and to promote a general 

understanding of the authorities, resp'0nsibilities, and objectives of the 

LE/CJ organization and system. Perfornled by 43% of the respondents. 
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This is the least time consuming of the non-technical tasks and the one 

which ranks highest among the tasks for which respondents feel least well 

trained. Again, this 45% "too little training" figure may reflect a felt need 

for greater interaction of this type. If our consultants are correct the need 

will not be met; they do not anticipate any increase in time or training allowed 

for this task. 

Task 22. Supervises offenders in diversion programs, by counseling, monitoring 

behavior, and assuring conditions of diversion are met, using knowledge of 

the program objectives and the needs of the individual client, in order to 

assist in the successful diversion of offenders from the formal processes of 

the criminal justice system. Performed by none of the respondents. 

This task is not performed in most prosecutor's offices. Where it exists, 

the prosecutor essentially serves in an advisory role and may delegate the 

supervisory function to non-legal personnel. 
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b. Training Implications. As with the other positions requiring 

a legal education, the job of prosecutor is not expected to change markedly 

over the next five years. In large offices there may be increased specializa

tion, but since 75% of the prosecutor's offices have fewer than five attorneys, 

this change will not extend into the majority of prosecutor agencies. Where 

specialization becomes the rule, some of the jobs that may develop include: 

- a prosecutor whose main functions include intake screening, 

interviewing and charging. This attorney might also serve a police liaison 

function of the prosecutor agency, by assuring "good" cases. The effectiveness 

of this type of attorney largely determines the caseload of the agency. 

- the trial attorney. This position will include all tasks 

involved in trial of the accused. 

- a special attorney who will cover all aspects of a case, from 

investigation through the trial, but whose work will be restricted to certain 

types of cases: e.g., major fraud; organized crime; juvenile; family/support 

cases. 

Superimposed over this type of local specialization is the trend toward a 

strong state prosecutor system, that would cross county lines. Our consultants 

foresee the increase of a state department of justice, funded by the state and 

not subject to election of officials. If such a system evolves there may be 

an increase in career prosecutors, since there will be greater possibility of 

crossing county lines for promotion, and more security for non-elected 

subordinates. Within this framework our consultants also foresee the develop

ment of two types of career ladders--one in the technical area and one in the 

managerial area. 
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Each participant in the study completed a knowledge checklist in which 

he indicated the level of various knowledges required for capable performance 

as a prosecutor and the level normally brought to the job by a newly appointed 

prosecutor. These data are shown in profile form in Table VIII-IX-3. Follow-

ing each knowledge or. skill is a set of numbers. These numbers refer to the 

tasks, listed in Table VIII-IX-2 for which our consultants felt the knowledge 

was relevant. 

A comparison of the profiles should indicate areas in which in-service 

training or experience will be necessary to bring the new attorney up to full 

performance. Knowledge of legal writing is the only area in which knowledge 

is nearly sufficient. Certainly this is an area that law schools must emphasize 

but it leaves a vast area of knowledges and skills that must be learned on 

the job. And on-the-job is the way virtually every lawyer felt the knowledges 

had to be learned. This was true of both prosecutors and defenders. Mock 

trials do not approximate the real thing. It is surprising perhaps, but not 

a single attorney felt that law school education had been deficient in prepar-

ing him for the job as prosecutor. Rather, attorneys felt that law school 

provided a knowledge of "the law" and the framework within which they must 

learn applications to specific tasks. 

Every prosecutor's office provided some level of on-the-job training. 

TIle least sophisticated approach used graduated assignments, from simple cases 

to increasingly more complex, with a senior attorney working with the 

neophyte. Even where no other training is done, this approach allows the 

attorney to acquire skills without doing too much harm. Some offices have 

moved well beyond this stage to in-service training programs, and prosecutor 
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Table VIII-IX-3 

Summary of Responses of Knowledge Checklist--Prosecutor 

JOB 
REQUIREMENT: 

Level required 
for capable. 
perfonnance 

A. Knowledge of the judicial system all tasks* 

! ! 

1. oraanization of the judicial system E 'H M Is N ----_._--
2. role of the court in the administration of ; : : 

the adversar{ process 
~.!~ 12 •• JJ .... nl.:lf.L12,. J§ .... ?o .. 2}," 

3. 

4. 

5. 

6. 

7. 

justice E iH M S ~ 

rOl~'~:1,.a~8~:;~r~~m!::2?- ----. . . ------nf~t~~ ~ S N 

~:.;~~~ut~~s ,;;efen~~~, jUdgeS~_--~~-_ ~ E~ . M iZ 
the corrections process/probation function E!H ~ Is !N 
- _J..6.,_4.<h~.L._ _. '. ..-.. ~.- ..... ~ ... ..-;----+-;-t---t---r---1 

interrelationship of the courts to other ! 
c0'M~on:rrts of the system E H' 1M S N 
_:::.::..i0,---=,::". __ •. ___ .... __ .... - ..... _-, - - ... ~ .. --....... ---. -+---+--I---I--l 

_, _.. ___ E.i M S N 

8. the jury function EMS N 
_J,!l-. ____ ~._ ... - .. . ... ~ .. ~-.~ ... - ----+-I-\--i--i--:---

9. 

E 

E 

E 

E 

E 

E 

I 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

Median Rank 

H M S N 

H M S N 

H·M jS N 

N 

N 

N 

N 

N 

N the j uvenil e J usti ce sistem E H\ ~1 S N 
1. 3. 4. 7. . ... ..9.-. .. 10 .. ....1.. .. .!2.L1),. 1L~1.9.L..?Q, . ..?l:..._. ----t---..f...-tt--+--+-i 1---1--1--1--1-+---1 

wledge of jurisdictional rules and procedures I " 
E 

B. Kno 

c.ourt pules and fonns ElM S N E 
~5.. 6. 9. lCL.-12...-ll._.15. 17. 18.-l9. 20. 21 ----+--++-1--+--+--1 1---4---+--+-+-+----1 

l. N 

the .?creening and charging. process E H M S N 
1. 2. 3. ~. 5. 6. 7. 8. 9.Jo. 11. 12 ........ 1.3.1-. _____ -t __ t-~t--t--t--t 

2. E N 

the processing of a criminal case E ~ M S N 
all tasks* _____ . __ ._. _____ . _____ . ____ -+-++--!--+-+--I 

3. E N 

C. Knowledge of criminal law rules, theory and 
procedure 1, 3, 4, 5. 6. 11, 12. 15, 21 

l. laws of arrest E ~ M S N 
3. 4. 6. 1. 8. 2. 12. 15 -

2. juvenile law and procedure E H >H S N 
1, 3. 4, 1-. 8, 9, la, 11. l2.-l3.-l6~, 18, 19 • .2Q.,.2L - '-

3. lineups and identification E ;< M S N 
l, 3. ~. 6, I. 8. 9 

4. probable cause/causation 
1. 3, 11.. 6. 1. 8 Q 

E ~ M S N 

5. search and seizure E1 H M S N l, 3, ~. 6. 7. 8. 2 
6. suppression of evidence E .~ .. M S N 1 ~ 4 6 7 8 C) 

*Numbers indicate taskS' for which knowledge is required. 
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Table VIII~IX-3 (continued) 

JOB 
REQUIREMENT: PROFICIENCY: 

7. rules of discovery 
1. 3. 4. 6. 7. 8. 9. 10. 12. 13. _____ ~~ _____________ ~ __ . 

8. rules of evidence E 
1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 12. 13. 15 ____________ _ 

9. the right to counsel 
2.3. 1.<L--________ -______________________ . ___ . 

10. due process rights 
all tasks* --==---=-:.="---------------------

11. plea negotiation 
--.-;9'--._1.!.l0L-____________ . ___ ~ _____ . __ _ 

12. the elements of a crime 

Level required 
for capable 
perfonnance 

1. 2. 3, 4,~ 7. 8. 9._-1:~._1!J2. 13. 15 ______ _+___ -i-\--j------4-+--I 

13. mental competency/criminal capacity E 
1. 2. L-'L...5 __ 6.......1. 8. 9. 10. 1l • .J.2.....J.3--l5 _____ _ 

14. insanity pleas E 
1, 2, 3J-6. ___ 1. 8. 9. lQt-ll_.J_2 ___ J3_--- ___ ~ ____ _+_ -+--I-i---+--+--I 

15. affirmative defenses 
1, 2.3..-4--6 ... ~, 9. 10_ .. .JJ._._l2.~--------~-

16. special defenses 
1, 2, 3. If., 6, 7, s...--9...J..Q~n .. ..12.J5------------_m_. 

17. diversion 
1. 2, 3, 4,_~ __ , __ _ 

D. Knowledge of case preparation practices 
7. 8, 9. 11. 12 

1. use of subpoenas 
1. 2, " If., 5. 7. 8. 13e 15 

2. interviewing techniques 
2. 7. 8.-9.t-.J.!L _________ . ____ ~ ___________ _ 

3. review of physical and testimonial evidence 
10 1 1 

utilization of investigative techniques ! 
1.3.7.8 , I 

4. criminalistics E I H , Mis IN 
_1:::J.t....;:8 ___________ ------------I---':<---+'-\-+'-+-' --I 

5. php;~raphy S j N 

6. model building 
7. 8 

Level of typical 
newly assigned 
personnel 

N 

N 

N 

N 

N 
, , 
j I 
I ' 

E I HIM: I N 

E! H M: N 
! ~ 

E' N 

7. forensic medicine and sciences N 
1 _______ +_,-'--++_+--+----I 

8. policy regarding exercise of discretion N 
6 10 1 

9. selection of evidence for presentation M S N E N 
1, 2, ." 7, 8, 9, 15 __ -------1 __ ~-I--+_+----I '-_+---I-~_+----11 

-Numbers indicate tasks tor which knowledge is required. 
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Table VIII-IX-3 (continued) 

.10B 
REQUIREMENT: 

level required 
for capable 
perfonnance 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

E. Knowledge of legal research techniques 
3. 4. 9. 11. 12. 16. 11. 19. 20 

fJh/~~/ 

F. 

1. sources and understanding of laws, case 
materials, precedents 

4. 11. 19. 21 
2. recent decisions 

4. ll. l.7 ,_~~~ __ .~ _____ ._~.~ .... _ .. ___ ._._~ __ ~. 

3. use of legal journals, encyclopedias, 
diqests, reporters, etc. 

11. 17 ___ -__ . _____ ._ -.-~. - -.. _~_. --__ _ _ _ --. __ -. ___ ~---t--j--tt-

4. sheppardizing 
11. 17 .--.~_._. ___ -____ ~ ___ -. __ - .---~.---+--t-+----t'--t--; 

Knowledge of legal writing 
11. 12. 16. 11 

l. bii;f12~rU~ n1)_ .. _ .......... _ .. __ S N 
-- -_._- _ ... __ . 

2. motion drafting E S N 
11. 12 .A....J:.7_~. ________ . __ ._ 

"-~~.----

3. opinion writing E S N 
jlld1c1al fUnC:t.i.OlL_~ ___ . _____ .,_ 

~-.-~-~--,.-~~~- .~-.. -
4. fonnat requirements E S N 

12. 19 ~-------. 
--, .... _- - ---~-~....- -~--~-

5. uniform citation methods E S N 12. 19 
~. -- .-------~--+------.--- .... 

6. drafting of orders E S N 
12. 12 

7. complaint preparation E S N !!: -. ----
G. Knowledge of legal proceedings 

13. 15 

E S N 1. pretrial motions 
5. 6. 9. 10. 11. 12 --------------+-t-t-t----t---t--l 

E S N 2. warrant issuance 
3. 4 - ._-- ~ --------t---1--1Ii--t-'"-t---t 

3. grand jury proceedings 

c~nduct of preliminary hearings 

4.
6
defendant rights 

5. rules governing examination of witnesses 
6. 13 

6. police p'ractices 
1. 2. 3. 4. 5. ~. 1. 8. 9. 13. 15 

7. rules governing probable cause 

E H M S N 

E H M S N 

M S N 

M S N 

M S N 
3. !!:, 5. 6, 7, 8, 9. 10, 11. ~~ ______ --L_'---'-~--'~ 

.Numbers indicate tasks tor which kn0ll1ecige is required. 
VIII - 890 

E H ,~ S N 

E H ~. S N 

E H ~ S N 

E H M S N 

E H \ s N 

E H ~ S N ;~ 
t----

E H M S N 

E H ~ S N 
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Table VIII~IX~3 (continued) 

JOB 
REQUIREMENT: PROFICIENCY: 

level of typical 
newly assigned 
personnel 

level required 
for capable 
perfonnance 

8. filing motions 
12 

~%ih%~/ .... 'It ..... 
~ ~ ~ .t' ~ ,§' 0, CZI 

~ ~ ~ ~ j 

- ----. ---. --~-----+--f--+-!--+--t 
9. arraignment, entering of pleas 

6. 12. 15 .-------~----_4-I___It__+-_l~ 
10. ru1~~ l%~Vrr~l~g p~~~ _____ . _____ . _____ _ 

conduct Of bail hearings 

11. rules governing the setting of bail 

E :H 
+-

I 
E jH , 

N 

3. 6. 9. 10. 12. 15_. ____ ~_ .. ________ . __ . --+ ------t+--+---+--i 

12. conditions of release 
3. 6, 9. 10. l.2.J.!L~ _____ . __ ~_ .. _ _ ___. 

E fH , 
.+ 

N 

13. community resources E lH IN 
3. 6. 9 ... · ~J2...-l5--- - ~~ ___ >~_,~_" -_ - ~ _.. --.~_ .. _~ ~"--- _~---.-+ 

14. pre-trial investigation IN 
3. 6, 9.J~2.JL~._. _______ ... _______ .. ____ . _ _ -I--~_-+---+ 

15. baiJ. r;,~ proceedings . ___ . ___ ~ ________ E_ ~-+JI '--II--+-N, 

H. Conduct of trials I 
7. 12. 13. 15. 17 I I 

:: ::::::~~~e~~~:d i mpane 1 i ;;9- j ur;;;;-- --- ----:+ -i~t~ i : 
14. _. ___ ~.__ _-1-_ '-!-

3. orient~~.gl~urors and witnesses _~ _________ . E! I M1.~ N 

4. addressing the jury EMS N 
15 ,._., . _ __, ____ ~, __ ._._._. . _ 

5. examining witnesses M S N 
5. 0, 13. lli ________ ~ ___ ._ _ . ___ ._. ________ .... _ 

6. making objections, motions E 
6,15 ________ .. ______ . ____ . ____ . ____ _ S N 

7. ruling on objections 
,6, 15 

E S N 

8. trial tactics S N 

9. use of e~pert witnesses S N 

10. 

11. 

12. 

13. 

3. 4. 13 ... _~ .• ,_1",-,7,-__ _ -----. -------- -_. -.- '-+-++-I--+-, 
jury instructions S N 

12. 15. 17 
closing arguments S N 

lS, )7 
contempt powers S N 

5. 6, 121J 13, ...15------------------+--+-+-!--+--+----1 
legal and judicial ethics S N 

all tasks* 

.Numbers indicate tasks tor which know1e;~e is required. 
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II 
___ fL 

E H M • N 

E H M N 

E H M , N 

E I H ! M 

I 

S N -r-+ S N E HiM 

E1H1M!~ N 

~HIM 
l 
~S N 

.-

EITM ~ N 
H.-~ . . -

~-~1-~ 
S N 

E HIM ~ N 

E HIM' ) N 

E H M iIII N 

E H M • N 

E H M I. S N 

E H M I~ S N 

E H M ,~ N 

E H t~ ~ N 

. 
E H M 5 N 

E H M tI S N 

E H M N 

E H .. Vs N 



Table VIII-IX-3 (continued) 

I. Kno wledge of sentencing practices 

l. 

2. 

3. 

4. 

5. 

6. 

7. 

16 
pre-sentence investigations 

16 

sentencing alternatives 
16 

bifurcated 
16 

trials 

dispositional 
16 

planning 
---. -"---~---"' 

sentencing hearing/pronouncement 
16 ____ 

rules governing probation 
16 ._~ __ "" ___ " _____ . " _____ 

classification and assessment of offenders 
16, 22 .-. --------------

J. Kno wledge of appellate practices 

l. 

2. 

3. 

4. 

5. 

6. 

court rules governing appeal 
9, 11 

~---~------
prepare motions, memoranda 

12 ----
oral advocacy 

ha~:a~, ~~rf~s5', ~~r~~ 9~o~~~J3_-------__ "~.-. 
post conviction remedies 

11. 12. 13 -

laws related to detainers 
I, 2, 3, 4., 11 

-------~-

ender related knowledges 
16. 22 

drug or alcohol abuse 
16 ---- -

K. Off 

l. 

2. 

3. 

4. 

5. 

6. 

minority culture 
16 

urban soci 01 ogy 
16 -

counseling techniques 
22 

juvenile 
16 -------- ~-, 

mental health 
16 

*Numhers indicate tasks tor whiCh knowledge is required. 
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JOB 
REQUIREMeNT: PROFICIENCY: 

Level requ;l"ed 
for capable 
perfonnance 

Level of typical 
newly assigned 
personnel 

/Ji1i%i ~) ~ :::: ~ '" ;g 

E H , 
E H ~ 

E H , 
E I H 

-E H I 

E H M 

EIH ~ 

E H ~ 

E H ~ 

E H~ M 

E H ~'-
E H ~ 

E H ~ 

E H lI_ 

E H ~ 

E H 

E H 

E H II~ 

E r..H II~ 

S N 

S N 

S N 

S N 

s N 

s N 

S N 

S N 

S N 

S N 

S N 

S N 

S N 

S N 

S N 

S N 

S N 

S N 

S N 

t-

E H 

E H 

E H 

E H 

E H 

E- H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H M 

E H 

E H 
E H 

E H 

E H 

N 

N 

N 

N 

N 



. . 
Table VIII-IX-3 (continued) 

7. educational needs assessment and 5e~vices 
22 

8. vocational needs and services 
22 ___ .. _. ___ ._~_. 

9. i ~vesti.gati ve method:_~~~a:_~~ ~:_s ____ _ 
L. Knowledge of administrative matters 

18. 20 

1. personnel management 
8 _ 

2. case flow management 
J 8 ______ .~_~. 

3. fiscal management 
--------~.----.- . 

4. space and facility management 

5. jury management 
14-

6. systems management 
20 ----- .. - ---- -.--

M. Other 

l. 

2. 

3. 

4. 

5. 

6. 

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

.... --~---- -------------------_ .. 

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

*Numbers indicate tasks for which knowledge 
is required. 

-------
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for capable 
perfonnance 

Level of typical 
newly assigned 
personnel 

/;i/;lJki~/ 

~ t 

N 

N 

I I I i 
E1H:M)siN 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M J< N 

~'~f· 
N 

E H M!C; N 
r--- -. 

, ! 
: I 

E HIM IS .. N 
! ' 

I--

E H M S N 
r--- -.. 

E HVs ~ 

E H M+~- f-

i ~.N 

~I H~I S ~ 

E H Ml S N 

I I i 

E HI M! S N , 

E HI M S N 

E H M S N 

E H M' S N 

E H M S N 

E H M S N 

i 
I 
• 

I 



handbooks. The handbooks we received ranged in complexity and probable 

usefulness. Some covered only administrative matters; others were nearly 

do-it-yourself handbooks, including such useful items as never offend the 

bailiff--make him your friend if you ever expect to see the judge privately. 

In one jurisdiction we visited,the state prosecutor's office had a 

Training Officer who felt that preparation of a useful handbook was a high 

priority need. It had been continually superseded by another prepotent need-

training a newly appointed prosecutor to a one-man agency "who may not even know where 

the courthouse is!" That state has many one-man offices, so it is regrettable 

that the manual to help all of them must wait while attention is paid to 

one of them. !t would seem that a core of common knowledge could be developed, 

perhaps with LEAA help, so that all offices could save ti.me and effort by 

having to add only those items that are unique to the jurisdiction. 

Our consultants felt that in-service trairing is the most neglected part 

of prosecutor training. The "buddy system" is only effective if the senior 

attorney is a legal expert, a good trial lawyer, and a willing teacher. It is 

the latter qualification they felt is hardest to find. A number of develop

ments are improving the training of prosecutors, however. Intern programs 

offer great promise. They serve to familiarize the student with criminal law) 

selecting out those who do not find it satisfying, and provide a recruitment 

pool for the host agency. Indeed, most prosecutor and defender agencies 

where there were intern programs used this as their sole source of new hires. 

Law schools are beginning to formalize these programs so expansion is almost 

certainly the trend. 

Another trend in prosecutor training is the expanding role of the state 

associations. Regional seminars are being held and on-the-spot help (e.g., 
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"circuit riders") is being provided where needed. The National College of 

District Attorneys in Houston is providing seminar-type training for prosecutors, 

and is going to have correspondence courses suitable for one-man offices where 

training at the Houston site would be impractical. All professions seem to 

be moving toward some type of continuing education to maintain certification. 

The legal field has already joined this trend. 
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1. Findings and Conclusions 

• The task descriptions developed during this study adequately define 
the prosecutor's position, now and in the near future. 

• In the future, the relative amount of time spent on the various tasks 
may change, depending upon case load and the trend toward greater 
specialization; (e.g., investigative attorney, trial attorney, special 
attorney, etc.), 

• Internships, and clinical programs that give a law student hands-on 
experience are highly valued, as both a source of training and a 
chance to observe the performance of potential recruits. Such 
programs, usually funded by LEAA should be continued and expanded. 

• Although law school provides the background necessary for a prosecutor, 
it does not prepare graduates for trial work. However, since only a 
small proportion of graduates enter criminal law, on-the-job training 
is considered the best approach to training. 

• Prosecutors, like other judicial personnel, are interested in the 
future of plea and sentence bargaining. Changes in the practice 
could have a substantial impact on positions in the court system. 

• State prosecutor systems are increasing, signaling greater increase 
in career prosecutors, who may specialize in either technical or 
managerial areas. 

• In-service training is piecemeal and poorly organized, but improving. 

• State and national associations are aiding the development of prosecu
tor training. 
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------------------.--~----------------------------------------------------

\?' 

E. ANALYSIS OF SIGNIFICANT TRENDS OR INNOVATIONS AFFECTING FUTURE AGENCY 
MANPOWER NEEDS 

One of the major objectives throughout the course of this study was to 

identify any significant trends or innovations affecting criminal justice 

manpower training and education, and attempt to measure the current and expected 
, 

future impact these trends might have upon agency and system needs. 

Initially, current literature, annual reports and special studies were 

reviewed to identify possible trends. Lists were compiled and reviewed by 

teams of consultants. In addition, national associations in appropriate 

topical and occupational areas were solicited to review selected topics for 

their refinement and final selection. Those activities or topics finally 

chosen were addressed by field survey data collection efforts. The method 

utilized an activity checklist on which were listed thirteen potential 

organizational, functional, training or educational activities, or trends 

that might have been experimented with, or are currently in practice, under 

consideration, or scheduled for implementation in the future. On the scale 

exhibited in Figure VIII-lX-I, respondents, who were typically chief execu-
'\ 

tives of the agency, were asked to rate each activity. Additionally, to 

measure projected possible manpower implications, respondents were asked to 

rate probable changes in these activities over the next five years using the 

scale pictured in Figure VIII-IX-2. 

The literature had revealed that many prosecutors' offices operate 

pretrial or diversion programs, primarily for first offenders. However, 

of the prosecutors' offices sampled, only a small percentage had such programs, 

about half indicated they hoped to do so in the future, and the remainder 
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----------------------------------------------------------~----------------~ 

1 Yes. Will definitely continue to do this. 

2 Yes. Will continue to do this if funds are available. 

3 = Yes, but uncertain whether we will continue to do this. 

4 = Not yet, but plan to do this in the near future. 

S No. Would like to do this but have not been able to. 

6 = No. No plans to do this. Uncertain of the value. 

7 = No. Have tried it and dropped it. 

8 = No. It is not suitable here. 

9 Don't know anything about it. 
.~I----------------------------------~~------~--~----------~~---=,,~ 

Figure VIII-lX-I. Scale utilized to indicate status of activities in 
prosecution agencies. 

+3 = Increased activity will be dramatically more than it is now. 

+2 = Increased activity will be somewhat more than the increase in 
workload. 

+1 = Increased activity will be EroEortional to workload increases. 

0 = No increase in activity of this type is expected, even if the 
workload increases. 

"t, 

-1 = There will be a mild decrease in activity of this type. 

-2 = There will be a considerable decrease in activity of this type. 

-3 = Activity of this type will be droPEed. 

Figure VIII-IX-2. Scale used to indicate probable changes in prosecution 
activities over the next five years. 
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questioned the utility of such prosecutor-based programs. Although prosecu

tors generally agree that pretrial services and especially diversion programs 

are of some benefit, they were concerned about the role they could play in this 

process. Diversion programs for first offenders as operated by prosecutors 

usually amount to no more than deferred prosecution with minimal supervision 

and simple probationary requirements. Some offices require offenders to observe 

court operations, tour the local correctional facility, hear a lecture, or 

write an essay. The manpower required to supervise these activities may 

be provided by assistant prosecutors, and is only minimally time consuming. 

Due process problems may be created when prosecutors supervise defendants 

who can have charges reinstituted for failure to perform a task the prosecutor 

assigns. In the future these types of services may more appropriately be 

performed by other agencies. 

Since the development of PROMIS, a growing number of agencies are 

attempting to computerize various management and case flow functions. Respon

dents were asked whether they utilized any computerized case management 

systems. No jurisdiction visited had implemented the total PROMIS technology, 

although some agencies had access to various types of computer information, 

and others hoped to acquire such systems soon. Not all prosecutors interviewed 

were totally familiar with computerized case management, and even some of those 

who were did not consider it appropriate for their operations. What prosecutors 

commonly referred to as computer usage was access to certain types of criminal 

record or defendant history information available from police or court-based 

information systems. 

In the future, if more computer-based management systems are incorporated 

into prosecutor office operations, the impacts for manpower could be great. 
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Aside from evaluation, which most executives tend to shy away from, valuable 

information such as the nature of charges being filed, how long it takes to 

bring a case to trial, identification of backlogs and delay could be documented 

accurately and rapidly. Thus the computer becomes a management tool for 

assignment of personnel, workload and needs assessment. New manpower for 

systems operation may be required and attorneys will require minimal 

instruction on utilization of forms and the computer. 

One of the newest trends utilized in prosecutJon offices is formalized 

victim and witness assistance programs. Of the agencies sampled, about half 

of the offices had programs, a third were thinking about instituting them, 

and the remainder either were unsure of their value or had no plans to 

begin such programs. Nationally, federal efforts totalling close to one 

million dollars a year have been invested to foster development of such pro-

grams. 

The services provided by prosecutor offices to victims and to witnesses 

may include efforts ranging from orientation and reception services to help 

with transportation, employment, and assistance for psychological or other 

social problems as a result of their contact with the criminal justice 

system. These services are normally directed by a professional member of 

the prosecutor's staff who mayor may not be an attorney. Those offices 

with large programs indicated that attorneys are not really needed for these 

programs except in an advisory capacity. However, as these programs develop, 

assistant prosecutors are undergoing some reorientation and training regarding 

how to deal with victims and witnesses. 

Agency respondents were asked which they were currently utilizing: par~-

legals, law interns, or volunteers. The paralegal is simply defined as 
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a nonlawyer doing work traditionally performed by attorneys. One national 

survey of these job incumbents conducted by Blackstone Associates indicated 

that the spectrum of tasks performed ranged from clerical to the application 

of sophisticated tasks. Because of more thorough discussion of interns in 

earlier sections of this chapter., they will only be briefly discussed here. 

All of the offices visited employed some form of paralegal or law 

intern and had plans to continue to do so. The role of volunteers, however, 

was more limited. They were responsible for more of the service-oriented 

tasks performed by prosecutors than the lawyering tasks. For example, in two 

offices volunteers a~e used to staff victim/witness assistance centers while 

volunteers in other offices serve as rape victim counselors or screeners 

of minor citizen complaints. Additionally, a number of offices utilize 

volunteers to assist in typing and other clerical functions. The offices 

visited would plan to continue using the former type of volunteer services. 

The 'lise of volunteer assistance for more clerical tasks will be closely 

related to the workload and financial resources of the office. 

Again, referring specifically to the paralegal, there continues to be 

a trend toward their utilization in more and more areas of prosecution services. 

Whereas the paralegal occupation may have emerged when secretaries began 

to assist in the preparation of trial documents, today job incumbents perform 

a full range of duties. The most common of these responsibilities is service 

as a trial assistant. Paralegals may observe interviews and pretrial proceedings, 

perform witness and police liaison functions and assist generally in trial 

preparation. Additionally, offices have reported that they use this class 

of personnel to assist in the intake and screening process, operate diversion 

programs, operate citizen complaint centers, and even assist in such divisions 

as nonsupport URESA and matters related to bad checks, consumer fraud, bail 
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procedures, detainers, and parole or probation revocation. 

Whil.e not quite paraprofessionals in a true sense, a number of indivi-

duals are beginIling to perform administrative tasks that lawyers formerly 

performed, such as office management. The expanded duties and functions 

given to these employees may have a dramatic impact on many prosecutors' 

offices. Staff trial attorneys will devote less time and effort to tasks 

not requiring legal skills, and more to preparation and trial activities. 

Their time may be further directed toward more serious, habitual offenders. 

or complicated cases as law interns engage in more third-year practice in 

limited jurisdiction court manners. 

The next major trend respondents were asked to consider was the imple-

mentation of formalized plea negotiation practices. Two questions were 

addressed. First~ did prosecutors have formal written guidelines governing 

the practice of plea or sentence negotiation? Second, had any agencies imple-

mented TIo-plea-bargaining regulations, and if so, what impact did this have 

on manpower? 

Most agencies were opposed to any formal written statement regulating 

negotiation practices, but preferred instead to leave this function to the 

individual trial prosecutor and/or his supervisor's discretion. However, 

what did emerge from interviews with prosecutors was a sense tnat unwritten 

office policy dictates basic rules. One, for example, requires that a cnarge 

never be reduced for a capital offense case where the offender has been 

convicted of major previous offenses in the past. Interviewees stressed 

the need for flexibility and control of the process. Additionally,prosecutors 

and defenders are engaging in more and more on-the-record negotiations for 
0; 

their own as well as the defendant's protection. .~ 
. I 

J 
I 
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Offices visited had mixed feelings about policies for no plea bargaining. 

Certainly, no negotiati.on would be ideal presuming offices had the sufficient 

manpower to take their cases to trial. This is not the case and will not be 

so in the near future. Therefore, three separate phenomena have been observed 

in those jurisdictions that are attempting to reduce negotiated pleas. First, 

cases are being screened at intake more carefully than ever before by more 

senior personnel. This helps weed out or divert the poorly investigated, possibly 

illegal, weak or less serious cases. Second, overcharging has been reduced 

and indictable counts are limited to the weight of the evidence. Third, prosecu

tors have been reorganized within offices to provide for better preparation 

and prosecution of serious or habitual offenders. Once charges are brought 

and an indictment returned, prosecutors will not accept pleas to lesser counts 

but still may accept pleas and place more emphasis on sentence recommendations. 

Respondents indicated that one further trend is having some effect on 

manpower: more formalized law enforcement/prosecutor programs. Every 

agency indicated that concerted effort has been made to improve the working 

relationship between police and prosecutorial agencies. The most common 

program provides for prosecutors to work directly in concert with law enforce

ment from the earliest stage of proceedings. For example, prosecutor officers 

with major violatory units may have a number of policemen under their direct 

control. Therefore, starting with defendant identification and preliminary 

investigation phases, law enforcement becomes the investigative and detecting 

agency of the prosecutor's task unit. 

Other offices now regularly assign prosecutors to station house duty 

for the purpose of assisting police with drafting warrants and making initial 

determinations of whether sufficient and legitimate grounds exist for going 
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forward with criminal proceedings. By this method, prosecutors have tthe added 
, 

advantage of screening out poor or weak cases prior to or soon after intake 

at the police stage. The implications of such a program are many. First, 
. 
a spirit of cooperation is fostered which contributes to a more smoothly 

f'unctioning system. In addition, policemen are more satisfied because they 

ar~ receiving on-the-spot technical assistance. If a case cannot be brought, 

they know why and how the situation might be remedied on short notice. The 

advantage to the prosecutor soon becomes obvious: the attorney for the state 

or municipality has created a mechanism for more careful screening. Cases 

which are finally brought to trial have the elements necessary to insure 

a successful prosecution. 

1. Findings and Conclusions 

• The utilization of computerized case management is growing 
; //1 in prosecutors' offices. 

// 
//,/ 

• Victim and witness assistance programs seem to be emerging 
as a service that will be offered in many prosecutors' offices 
in the future. 

• The utilization of paralegals and law interns by prosecutors 
will probably increase in the future. 
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CHAPTER X. OVERALL FINDINGS' AND RECOMMENDATIONS 

. In any study of this size there are a great many findings, some of 

limited interest, and some of interest across all sectors of the LE/CJ system. 

No attempt will be made in this chapter to describe all of the findings. 

Rather, the purpose of this chapter is to pull together issues and findings 

which seem to generalize across all LE/CJ sectors, particularly in the occu

pational, personnel systems, and training areas. Findings relevant to indi

vidual sectors are grouped and described in Chapter II and are discussed in 

context by sectors in Chapters III-IX. 

A. OCCUPATIONAL FINDINGS 

1. .Tasks and Know1edges 

Over all of the 20 key occupations studied, the task and knowledge pro

files are not expected to change ~rked1y over the next five years. The gen

eral nature of change in LE/CJ occupations appears to be evolutionary rather 

than revolutionary. Changes in task and knowledge requirel~nts come piecemeal, 

largely because the occupations are embedded in large, organized systems which 

have existed for many years and which have an inherent resistance toward rapid 

change. Rarely, if ever, have new programs or innovative efforts necessitated 

novel tasks or knowledges completely unrelated to existing LE/CJ occupational 

requirements. 

Changes will occur in the task and knowledge requirements for all LE/CJ 

key occupations as they must in any dynamic and rapidly changing society. The 

changes, however, will be in the relative emphasis of tasks within positions, 

" 
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and in the concomitant knowledges and skills. The changes will be in 

degree rather than in kind. For example, civilianization within police de-

partments may change who performs certain tasks 1DOre than create completely 

different tasks for sworn personnel; community-based correctional facilities 

may well expand counseling tasks without fundamentally changing how or when 

they are performed; as administrative adjudication replaces formal judicial 

proceedings. the task and knowledge profiles of judges ~ay change, but not dis-

appear; increasing use of the computer mey affect the profiles of related 
' ... 

occupations in all three sectors of the LE/CJ system, but again, not to the 

extent that existing knowledges and skills will have to be replaced with 

totally new ones. 

2. New Positions 

There are" indications in all sectors that a few new positions are emerging, 

due to specialization and to new developments. The positions of evidence 

technician, police planner, and police legal advisor are .expected to grow in 

number and to be utilized in more law enforcement agencies. 

In the courts area, paralegals and law interns app"ear to be taking over 

some non-trial work of attorneys. Parajudge and administrative judge positions 

are assuming responsibility in specialized areas formerly performed by judges. 

Concurrently, the minor judicial officer positions, such as justice of the 

peace, seem to be fading. The position of court administrator is too well 

established, perhaps, to be considered a trend, but broad expansion and clar-

ification of the position might come about, relieving judges of many adminis-

trative and fiscal duties. 

In the corrections area, however, there apparently has been less development 

of new occupations or at least wide acceptance of them. Positions involving the 

development and management of community resources and in seeking jobs in the pri-

vate sector are in evidence in both adult and juvenile corrections. Experimentation 
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with paraprofessional parole aides, volunteer coordinators, job counselors, 

and different uses of ex-offenders among Qthers have been attempted, but not 

adopted to the point they can be considered as positions likely to be found 

widely throughout corrections in the near future. 

B. PERSONNEL SYSTEMS FINDINGS 

1. Manpower 

A general theme that seems to have surfaced during the field visits is 

that there have been increases in ~npower across all sectors of the LE/CJ 

system, but the increases have not kept pace with the needs. In addition to 

shortages in the key occupations, a number of agencies in all sectors reported 

shortages in support personnel-.,.. clerks, typists, cooks, etc. Certainly all 

key occupations are not equally in short supply. The shortage of correctional 

officers is more severe than the shortage of administrators, and there is a 

greater shortage of patrolmen than of evidence technicians. Not surprisingly, 

the manpower shortages in all sectors are usually a function of fiscal limit

ations -- there is never enough money for LE/CJ agencies to do all they want 

with all the staff they want. 

Shortages cannot be attacked piecemeal. If law enforcement personnel in

crease, where are the judicial personnel to handle the increase in arrests? 

If judicial staffs are increased, where are the corrections staffs to 

manage the prisoners and supervise parolees? The balance among the three 

sectors must be considered when planning for additional manpower is under

taken, but rarely is. 

The imbalance in ~npower among the different sectors pinpoints the need 

for LE/CJ system planning. Such planning has not been done in the past and 

only ~ow is there a ~chanism available to do so in the form of State Planning 
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Agencies (SPA) in each state. By preparing and revising annual comprehensive 

plans for reducing crime, improving criminal justice, and preventing and 

controlling juvenile delinquency, the SPA's facilitate mutual consideration by the 

specific sectors of each other's needs, standards and g~als, including manpower. 

The SPA's are too recent and the LE/CJ systems too complex to have perfected 

systematic and effective manpower planning, but nevertheless an important 

firs' step has been taken. 

2. Recruitment 

One area of consensus discovered during field visits is that none of the 

sectors indicated having any major difficulty in recruiting able applicants at the 

present time or was any expected in the near future. In any state for any 

position there is a large pool of qualified applicants. This is, of course, 

a function of the current depressed economic situation in the U.S., which 

has caused a reduction in hiring and the creation of new positions. To a lesser 

extent, better and more competitive salaries, particularly for police and 

judicial process, have contributed to the surplus of job seekers in LE/CJ 

occupations. 

3. Turnover 

Another observation common to all sectors and also attributable 

to the sluggish economy is the low turnover experi~nced by most LE/CJ agencies 

in the last two years. Only the correctional officer still has relatively 

high turnover, and counselors to a lesser degree. None of the other key posi-

tions studied seemed to have a significant problem with employee turnover. 

4~ Minorities and Women 

A consistent observation across all sectors was that all the agencies 

reported an increase in employment of minorities and women, largely as the 
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result of formal affirmative action programs. Most agencies felt that they 

will increase the ratio of minorities and women as positions become available, 

though competition with other employers for qualified minorities and women is 

very keen. woile there was general agreement that more minorities are being 

added to staffs, it was also generally concluded that affirmative action pro

grams have been less successful in facilitating advancement of minorities to 

supervisory and managerial levels. 

5. Collective Bargaining 

Collective bargaining units are more typically found in the law enforce

ment occupations than in courts or correc~ions. Their impact is more predomin

ately felt in work scheduling, and to a lesser extent in training and education 

policies. The effect of unions in the corrections area has been minimal, but 

there currently is considerable activity and this is expected to grow. There is 

virtually no union activity in the courts area, with the exception of isolated 

instances such as attorneys who work for the New York City Legal Aid Society. 

C. TRAINING AND EDUCATION 

.~. 

1. Training" 

Training has expanded significantly since 1970 in all sectors of the LE/CJ 

system, and there is no question that much of it is due to support from LEAA. 

This is not to say that the availability of funds led to the need -- the need has 

existed for years and it is not being fully met now even with LE~~ support. 

Preservice and in-service training were of particulax interest for the NMS. 

While they are meaningful concepts for both law enforcement and corrections, 

historically they have been far less so for judicial process. Although the 

foundation for essential knowledges of judges, prosecutors and defenders may be 

acquired in law school, a large variety of skills and knowledges necessary for 
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performance are being provided increasingly by preservice and orientation train

ing programs. 

Within the law enforcement arid corrections sectors it seems safe to say 

that preservice training is better developed, more formalized, and better sup

ported than in-service training. Part of the reason for this is that the pres

sure is greatest to equip new personnel with the essential skills neGded on the 

job. This is also partially due to the fact that in-service training is a con

tinuous undertaking with constantly changing objectives which are continuously 

being defined in the course of a career. In-service training often does not have 

easily identified starting and ending points. 

The law enforcement area seems to be most advanced in the area of training. 

This is probably because this area has historicaly had more training, both pre-

service and in-service. These programs have expanded in the last five years. 

Law enforcement executives are generally satisfied with basic training programs, 

less so with current in-service programs. Possibly in-service training will 

never be entirely satisfactory, since needs change, and training programs cannot 

stabilize to too great an extent without losing their value. 

In the judicial area the availability of LEAA support seems to have made 

a great, if selective, impact on training, particularly in large cities. In-

ternships or preservice programs, many of which are funded by LEAA, have allowed 

agencies to train personnel in the practical matters generally overlooked by law 

schools, and at the same time evaluate the intern's performance as a potential 

recruit for the agency. Changes in the economy have permitted the agencies to 

be somewhat more selective than formerly, and several agencies indicated that 

all new attorneys hired had been interns at that agency during their law 

school years. 
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In the corrections sector, there is a general tr~pd toward developing ,-
centralized training capabilities, a trend that is shared with both'law en-

forcement and judicial process. Preservice training is usually of better 

quality than in-service training and the training of some key occupations more 

developed than for other occupations. 

A prominent training deficiency common to all LE/CJ sectors is the need 

for more and better management training. Almost without exception executives, 

directors of agencie~ and training personnel cited this as a shortcoming re-

quiring action. The need for systematic planning, programming, and evaluation 

skills to cope with limited financial resources, expensive work forces, and 

a public demanding accountability petvades the entire LEjCJ system. 

While there is ample ev~dence that suggests training capabilities have 

increased during the last five years across all sectors, there is a common 

lack of rigorous evaluation to determine whether the training offered is effec-

tive or even relevant. There is today a fairly well developed training tech-

nology firmly based in empirical procedures that assumes the main training 

needs have been identified and effectively addressed. This training technology 

relies on systematic needs assessments, task analyses, careful specification 

of behavioral objectives, and evaluation in terms of performance measures 

among other procedures. The extent to which this training technology is being 

implemented in LE/CJ training generally is limited or sporadic at best. Hav-

ing the basic infrastructure of training is the first step; ensuring that training 

is effectively developed so it achieves objectives is the next major step to 

be taken by LE/CJ trainers. 
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2. Higher Education 

Considered across all LElc.r sectors, the perceived importance of higher 

education for job performance is mixed, complex, and ambiguous. On the one 

hand, the importance of formal training for all key occupations in all LE/CJ 

sectors was widely acknowledged. The difficulty lies in differentiating the 

relative importance between formal training administered at an agency as part 

of a training course and that administered in a college classroom as part of 

an academic curriculum. In many cases there is little to distinguish the two 

forms of formal training. On the other hand, the importance of a college degree 

for performing specific job tasks is much more difficult to demonstrate em-

pirically. Higher education in general, and a law degree in particular, was 

considered essential for the positions requiring legal training--prosecutor, 

defender, and judge. In corrections there was some widespread feeling that 

higher education can be useful preparation for some corrections positions, 

notably counselors, but the correlation is not as direct as for judicial posi-

tions. And in the law enforcement area the relationship between college degrees 

and job proficiency is not consistently evident. 

Empirically, not much is known about the effects of higher education and 

college degrees on job performance in LE/CJ occupations. While it may be 

difficult to demonstrate a direct link between a college course or degree and 

performance on a task, this is not sufficient to claim there is no effect. 

Given the significance attached to higher education and college degrees in this 

country, the value and importance to job performance may well lie in dimensions 

other than task performance. It seems clear that the effects of higher education 

on job performance in LE/CJ occupations is, and will continue to be, a subject 

o~ intensive debate. Consequently, the issue deserves further systematic study 

,: : 
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to test assumptions which, perhaps, have been held too uncritically in the 

past. 

It seems reasonably clear for all the key LE/CJ occupations that higher 

education or a college degree per ~ cannot prepare an individual to assume the 

full responsibilities of the job. A particular academic course, however, may 

very effectively prepare one to perform some aspect or some tasks of the job. 

Generally, higher education is widely regarded as providing the theoretical 

framework within which the job incumbent operates, but even in the legal posi

tions it is recognized that law schools do not teach all the practical applica

tions needed by, say, a defender. So while higher education or having a college 

degree may have significant impact on attitude, motivation, confidence, and self

perception--all of which may affect quality of job performance--it alone is not 

likely to be sufficient preparation for any job. 

D. METHODOLOGICAL CONTRIBUTIONS 

A significant by-product of the field analysis program of the NMS is the 

task bank covering the tasks, knowledges, and performance standards required for 

the 20 key occupations studied. Compiled from interviews with job incumbents, 

verified by expert consultants and additional job incumbents nationwide, the 

prototype task bank covers a substantial part of the total LE/CJ personnel sys

tem and represents the broadest effort to delineate essential job requirements. 

While it still must be considered as preliminary and in need of wider-based 

validation, the task bank has tremendous potential for application in the LE/CJ 

system. Each task statement includes a description of what the worker does 

and whatgetsdone--the behavior and the results. As such, it can be useful to 

LE/CJ planners in both manpower and training specialties. The task statements 

represent the fundamental unit which systematically can be used for designing 
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jobs, developing selection criteria, determining training needs, identifying 

performance standards for evaluation, and distinguishing job levels for setting 

wages. 

The entire NMS occupational analysis process, of which the task bank 

statements are a part, represents another potentially useful by-product for local 

and regional LE/CJ manpower and/or training specialists. The empirical occupa-

tional analysis methodologies utilized in the NMS--beginning with how criti-

cal key occupation tasks and knowledges were identified and categorized, con-

tinuing with the instruments deciigned to collect task/knowledge data, and end-

ing with how the data were validated by incumbents and job experts--can all be 

adapted for use by specific LE/CJ headquarters or agencies. The NMS has pro-

vided the means for the development and demonstration of the worth of the over-

all procedures; effective adaptation to local LE/CJ manpower and training 

areas will depend upon the specific conditions. Several guidelines can be 

offered, however. 

Whether the purpose at the local or regional level is to create tasks 

and know ledges for occupations not already included in NNS or to validate the 

existing tasks and know1edges against occupational requirements in a specific 

LE/CJ department or agency, it is essential that: (1) the sample of incumbents 

used for the analysis be representative of the total incumbent population and 

(2) that the analysis be based on a sufficiently large number of cases. Only 

if these two conditions are met can it be assured that the task/knowledge reqtiire-

ments identified are typical to the job and that the results of any analyses 

are generalizable to the entire 'popu1ation of job incumbents. 

There are several practical precautions that follow from these conditions. 

One such precaution is that any occupational analysis effort should focus on 
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only one occupation at a time, unless experienced manpower and occupati.onal 

specialists are involved. Even if the effort consists of validating task 

ban~ statements generated from the NMS, the technical requirements and staff 

needed to conduct an effective occupational analysis are sufficiently demanding 

that, for most manpower staffs, necessitates only one or two occupations to 

be dealt with at anyone time. It is very easy to lose control over the quality 

when the analytic effort is spread too thin over too many occupations. 

A second precaution when utilizing the NMS occupational analysis proce-

dures is to restrict the analysis of any single occupation to one or two types 

of agencies. An occupational a.nalysis of correctional counselors represen-

tative of one type of agency (e.g., adult institutions) considerably varies 

in scope from an analysis of counselors representative of several types of 

agencies (e.g., adult institutions, juvenile training schools, juvenile 

detention centers). Spreading an analysis over too many different types of 

agencies means either that the sample size within each agency type will have 

to be reduced or that the total number of job occupations to study will have 

to be dramatically increased. In the former instance, the quality of the 

occupational analysis suffers, in the latter, time and costs increase. 

In summary, the occupational analysis procedures and data instruments that 

were developed and validated for the NMS are applicable to many other LE/CJ 

situations involving manpower and training. While the basic methodology can 

be;repllcated, it is not possible to prescribe specific steps that can be per-

formed in "Cookbook" fashion equally well across all situations. Adaptation 

to local needs and conditions almost certainly will require adaptation of occu-

pational analysis methods. 
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A. ORGANIZATION OF THE PROJECT 

1. A.I.R. Management 

The internal management of the project was under the direction of a 

Principal Investigator, Dr. Albert S. Glickman, and a full time Project Director, 

pro Robert W. Stephenson. Dr. Daniel B. Felker was the Project Director during 

the last months of the project. These individuals were responsible for the plan

ning and supervision of the project, and for making initial contacts at regional 

and state headquarters of the sites visited. They also provided the primary 

liaison with the prime contractor and the sponsoring agency. 

2. Task Forces 

Three task forces were set up, each consisting of a technical specialist 

and personnel specialists. One t.ask force, responsible for the activities 

within the law enforcement area, included Mr. Louis o. Richardson, as techni

cal specialist and Dr. Gary B. Brumback as the personnel specialist. In the 

courts area the team consisted of Mr. William M. Trencher as the technical 

specialist and Dr. Dorothy S. Edwards as the personnel specialist. In the 

corrections area, the technical specialist was Mr. Dennis Osterman and the 

personnel specialists were Drs. Dan Felker, Robert Frey, Barry Goodstadt, and 

Ms. Tania Romashko. 

This division of effort does not imply that the three teams worked entirely 

independently. Every effort was made to maintain a high level of communication 

among the team leaders and all staff engaged in the project, through frequent 

meetings and written communications. For example, each week a chronological 

file was circulated among all staff working on the project, including contri

butions from all staff, the prime contractor, the other subcontractor, and the 

sponsoring agency. 
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In addition~ the teams worked together to assure as much similarity among 

data collection instruments as was consistent with special characteristics of 

various agencies. 

The law enforcement and courts teams consisted throughout the project of 

the pairs of individuals named. The corrections team was augmented at various 

times with additional staff. This was necessitated primarily by the larger 

number of individual agencies that had to be visited to attain proper coverage 

of the occupations under study, and by some turnover within A.I.R. 

3. Consultants 

A number of Consultants were used at selected times to aid the project 

staff in devising procedures, developing content, and in reviewing results of 

occupational analyses. Consultants were used typically in conferences 

established for specific purposes. These are presented in the List of 

Conferences on the following five pages. 
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Date 

Sept. 6-7, 1974 

Dec. 4-9, 1974 

Mar. 7, 1975 

Mar. 11-14, 1975 

, ' 

List of Conferences 

Name of Conference 

Briefing on Project STAR 

Job Analysis Training Conf. 

Task/Knowledge Development 
Law Enforcement 

t 

Task/Knowledge Development -
Judicial Process 
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Consultants 

Dr. Charles P. Smith 
American Justice Institute 
Project STAR Director 
Marina Del Rey, California 
Dr. Sidney Fine 
W.E. Upjohn Institute for 

Emp'loyment Research 
Washington, D.C. 

Dale Beerbower 
Director, Criminal Justice 

Programs 
Florida Junior College 
Jacksonville, Florida 

James Stinchcomb 
Director, Criminal Justice 

Programs 
Virginia Commonwealth University 
Richmond, Virginia 

t<liles Ro Warren 
Associate Director 
Human Resources Mgmt. & Develop. 

Program 
Kansas City, Mo. Police Dept. 

George Greisinger 
Director, Human Resource Mgmt. 

& Development Program 
Kansas City, Mo. Police Dept. 

James P. Morgan 
Faculty, Criminal ,Justice Dept. 
Virginia Commonwealth University 
Richmond, Virginia 

Marshall Hartman 
National Legal Aid & Defender 

Services 
Chicago, Illinois 

Nancy Goldberg 
National Legal Aid & Defender 

Services 
Chicago, Illinois 

Douglas Langford 
Executive Director 
American Academy for Judicial 

Education 
Washington, D.C. 



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

Mar. 11-14, 1975 

Mar. 22, 1975 

Nov. 5, 1975 

Apr. 9,10, 1976 

Apr. 13, 14, 1976 

Task/Knowledge Development -
Judicial Process 
(continued) 

Task/Knowledge Development 

Task/Knowledge Development -
Juvenile Corrections 

Occupational Analysis -
Juvenile Institutions 

Occupational Analysis
Adult Probation/Parole 
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Alan Ashman 
Director of Research 
American Judicature Society 
Chicago, Illinois 

Daniel J. Sullivan 
1st Asst. District Attorney 
Manhattan Dist. Attorney's Office 
Seaford, New York 

David J. Saari 
American University 
Center for Administration of 

Justice 
Washington, D.C. 

David Bourland 
National District Attorneys 

Association 
Chicago, Illinois 

Dr. Peter Haynes 
Center for Judicial Administration 
University of Southern California 
Los Angeles, California' 

Dr. Knowlton W. Johnson 
Institute of Criminal Justice 

and Criminology 
University of Maryland 
College Park, Md. 

Dr., Rosemary Sarri 
Co-Director of National Asso

ciation of Juvenile Corrections 
and·Professor of Social Work .. ! 

Univ.ersity of Michigan 
Ann Arbor, Michigan 

Samuel Sublett, Administrator 
Juvenile Division 
Dept. of Corrections 
St. Charles, Illinois 

Larry Grauberger 
Grants Admin. lie Planning Coordinator 
Dept. of Institutions 
Div. of Youth Services 
Denver, Colorado 

William Kyle 
Director., Field Services 
Florida ProbC!-tion/Parole 
Tallahassee, Florida 
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April 13, 14, 1976 Occupational Analysis -
Adult Probation/Parole 

Occupational Analysis -
Adult Community Based 
Corrections 

April 15,16, 1976 Occupational Analysis -
Juvenile Community Based 
Corrections 

April 19, 1976 Occupational Analysis -
Juvenile Probation/ Parole 

April 23,24, 1976 Occupational Analysis -
Adult Institutions 

April 26, 1976 

April 27, 1976 

Occupational Analysis -
Criminal lrivestigator 
Investigative Services Supt. 

Occupational Analysis -
Patrol Officer, 
Patrol Officer Super. 
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Norman Katz 
Maryland Div. of Parole and 

Probation 
Baltimore, Maryland 

Alan Tudor 
Florida Dept. of Offender 

Rehabilitation 
Community Correctional Centers 
Tallahassee, Florida 

Ronald Amaral, Supt. 
MCI Boston Pre-Release Center 
Dorchester, Mass. 

Evelyn Slagqt 
Maryland Youth Dept. of 

Corrections 
Baltimore, Maryland 

Paul Isenstadt 
National Assessment of Juvenile 

Corrections 
University of Michigan 
Ann Arbor, Michigan 

William Smith 
Div. of Youth Services 
Tallahassee, Florida 

William Litsinger 
Juvenile Community Based Services 
Baltimore, Maryland 

William Dawber 
Former Supt., Diagnostic Center 
Norfolk, Mass. 

Larry Meachum 
Assoc. Commissioner of 

Corrections 
Massachusetts 

Roy C. McLaren, Chief 
Arlington County Police Dept. 
Arlington, Virginia 

Wretha Wiley 
Self-Management Systems 
Washington, D.C. 

Roy C. McLaren, Chief 
Arlington County Police Dept. 
Arlington, Virginia 



April 27, 1976 

April 28, 1976 

April 29, 1976 

April 30, 1976 

May 1, 1976 

April 27, 1976 

Occupational Analysis -
Patrol Officer, 
Patrol Officer Super. 

Occupational Analysis -
Chief Executive, 
Mid-Level Manager 

Occupational Analysis -
Legal Advisor 

Occupational Analysis -
Evidence Technician 

Occupational Analysis -
Police Planner 

Occupational Analysis -
l'rosecutor 
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George Greisinger, Director 
Human Resources Mgmt. & Develop

ment Project 
Kansas City Police Dept. 
Kansas Ci ty, ~10. 

Roy C. McLaren, Chief 
Arlington County Police Dept. 
Arlington, Virginia 

George Greisinger, Director 
Human Resources Mgmt. & Develop

ment Project 
Kansas City Police Dept. 
Kansas City, Mo. 

Thomas A. Hendrickson 
Super. Attorney, IACP's Police 

Legal Center 
Gaithersburg, Maryland 

George Greisinger, Director 
Human Resources Mgmt. & Develop

ment Project 
Kansas City Police Dept. 

Gary Howell, Asst. Director 
of Operations 

Regional Crime Laboratory 
Independence, Missouri 

George Greisinger, Director 
Human Resources Mgmt. & Develop

ment Project 
Kansas City Police Dept. 
Kansas City, Mo. 

Miles Warren 
Personnel Task Force 
Kansas City Police Dept. 
Kansas City, Mo. 

George Greisinger, Director 
Human Resources Mgmt. & Develop

ment Proj ect 
Kansas City Police Dept. 
Kansas City, Mo., 

Joseph Lyons 
Chief, Trial!? Div. 
Ba1timor¢ State Attorney's Office 
Ba1timore,Md. 



April 27, 1976 

April 28, 1976 

April 29, 1976 

April 30, 1976 

1 "., 
Occupational Analysis -

Prosecutor 

Occupational Analysis -
Defender 

Occupational Analysis -
Judge 

Occupational Analysis -
Court Administrator 
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Steven Montanarelli 
Baltimore County State's 

Attorney's Office 
Towson, Md. 

Stuart Stiller 
Stiller, Adler and Schwartz 
Washington, D.C. 

Harold Jacobson 
New York Legal Aid Society 
New York, N.Y. 

Paul M. Li 
Director 
California Center for Judicial 

Education & Research 
Berkeley, California 

Tim Murphy 
Judge in Superior Court for 

District of Columbia 
Washington, D.C. 

Stuart Spirn 
Court Specialist 
Council on Criminal Justice 
Div. of Justice & Crime 

Prevention 
Virginia SPA 

Larry Polansky 
Deputy Court Administrator 
City Hall 
Philadelphia, Pa. 

Carolyn Cooper 
Deputy Director 
Criminal Courts Tech.Asst. Project 
American University Law Institute 
Washington, D.C. 



B. SELECTION OF KEY OCCUPATIONS 

The contract required the study of 20 key occupations across the three 

LE/CJ sectors. Each task force nominated occupations for study, the list far 

exceeoing 20. Sources of nominations included the knowledge of the technical 

experts, within A.I.R. and NPA, literature review, a day-long conference with 

the director of Project STAR, and the opinions of expert consultants outside 

A.I.R. 

The combining of data from these many sources yielded some deletions and 

additions to the list, but priorities were assigned, within and across the 

three sectors of the LE/CJ system. Compromises were made, argument de-fused, 

and a final list, satisfactory to all was assembled, as follows: 

Law Enforcement: 

Police Chief Executive 
Police Mid-Level Manager 
Patrol Officer 
Detective/Criminal Investigator 
Criminal Investigator Supervisor 
Patrol Line Supervisor 
Police Planner 
Police Legal Advisor 
Evidence Technician/Crime Scene Analyst 

Judicial Process 

Judge - Court of General Jurisdiction 
Judge - Court of Limited Jurisdiction 
Court Administrator 
Prosecutor 
Defender 

Corrections 

Community Correctional Administrator 
Correctional Institution Administrator 
Correctional Officer 
Probation Officer 
Parole Officer 
Counselor/Caseworker 
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These positions and occupations were considered to represent: (1) a fair 

cross-section of the occupations of the LE/CJ sectors; (2) those most directly 

related to the primary operating missions of the agencies; (3) those most useful 

in the analysis of career progression, particularly in the case of the primary 

"line" positions; and (4) those that best characterized occupational groups or 

subgroups with roughly comparable levels of education and training requirements, 

so that they might serve as a representative prototype of a given group. 

C. DATA REQUIREMENTS DETERMINATION 

As with any project that includes on-site interviewing, the data needs for 

the National Manpower Survey initially exceeded any possibility of being met in 

less than a two-day intensive interview. The problem was one of winnowing down 

the needs to a realistic goal. This was done through a literature review to 

determine what questions could be answered with some confidence from presently 

available data, what questions were essentially unanswerable from existing 

data, and what questions could only be answered piecemeal or equivocally. 

1. Survey of the Literature 

A broad search of published literature in the subject areas was conducted. 

This review served to acquaint the personnel specialists with the content of 

the area of th&ir team, and to aid in the design of the instruments. During 

the literature review phase there was mutual exchange among the three contrac

tors of sources and literature relevant to their separate responsibilities. 

Within A.I.R. the literature review was aimed at a search for information about 

current and emerging occupations, personnel and training information, future 

trends of the agencies, and of positions and special projects or innovations 

rf:ihval'l.t to the positions under study. 
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2. Coordination with NPA and BSSR for Data Needs 

Frequent meetings and written exchangp.s were made with the staffs of NPA 

and BSSR to determine what relevant information could be included in the A.I.R. 

survey that would be useful to their efforts. The recurring question, which 

has never been satisfactorily answered, is:how differences in data from an 

A. I. R. survey of perha.ps 5-20 incumbents can be reconciled wioth contrary data 

from the BSSR survey of hundreds of incumbents. To be sure, intervieweeso~with 

whom good rapport is established will often make statements that they would be 

unwilling to commit to paper. On the other hand, their overt behavior may be 

more in line with their written statements than with private opinions. 

The final allocation of responsibility charged A.I.R. with gathering infor

mation about the occupations and the knowledges required in order to function in 

these occupations. These were the primary goals. 

In addition, A.I.R. was assigned responsibility for gathering statistical 

and opinion data on a number of personnel-related questions, and on special 

trends and activities being carried out by various agencies. 

D. DATA COLLECTION INSTRUMENTS 

L ~ 

It was recognized very early in the study that some of the data collec-

tion instruments would have to be self-administering, to be completed in group 

sessions during a site visit, or by the incumbent on his own, to be returned 

to A.I.R. after the visit was completed. 

Other data could best be collected only during face-to-face interview, 

because wide system variations made mUltiple choice responses impractical, 

because the questions involved personal opinions, and because the magnitude 
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of the task virtually guaranteed that mail returns would not be forthcoming. 

Every effort was made to develop instruments that required a minimum of writing, 

byprecoding wherever possible, and by holding open-ended questions to a 

minimum. 

Because of its usefulness in tying knowledge data to job tasks, the 

Functional Job Analysis (FJA) technique was selected as the method that would 

be used for the task analysis phase of the study. Accordingly, a team of 

experienced job analysts was selected early in the project, and were given the 

detailed training required for FJA. Dr. Sidney Fine, developer of the tech

nique, gave the training and supervised the trainees during their initial 

use of the procedures. 

2. Purpose of the Instruments 

The instruments developed were designed to collect first hand information 

as efficiently as possible about the 20 occupations selected for study, and on 

trends and activities observed in the agencies sampled. The occupations were 

studied in greatest detail, and with greatest consistency across the three 

sectors of the LE/CJ system. 

3. General Content 

The FJA technique breaks a job down into its component tasks--discrete 

elements of the job that mayor may not be performed by every incumbent. For 

each task, data are collected concerning knowledges or skills required, and 

means by which level of performance may be evaluated. It was felt that the 

variations in the occupations across different agencies within the same LE/CJ 

sector could best be identified through such a detailed approach to job analy

sis. Three forms were developed for the specific purpose of collecting occupa

tional information. 
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a. Task Checklist. Each task was briefly described, usually by 

presenting only the first phrase (what is done) of the full task statement, 

with questions asking the incumbent to indicate whether he performs the task, 

and if he does how much time it takes, where it was learned, and how much 

training had been received. 

b. Task Analysis Form. This form contained the full task statement, 

with instructions to the incumbent to edit the task statement to make it suit 

his own position, and a set of questions following each task statement. The 

set of questions, with multiple choice responses, asked the best way to learn 

the task, how difficult it was to learn, and whether college courses were 

necessary for learning the task. The latter question was deemed particularly 

significant because of the current controversy over the advantage of a college 

education for many LE/CJ occupations. 

c. Knowledge Checklist. A list of knowledges and skills was 

developed for each key occupation. The list was compiled from various sources: 

literature review; catalogs of colleges, training and academies; discussions 

with experts in the area; and judgment of the technical specialists of the 

A.I.R. staff. On this form the incumbent was to indicate the level of each 

knowledge required for competent performance of the job and the level the 

typical new hire has when he comes to the job. 

(Note: The three forms just described differed somewhat for different 

sectors of the LE/CJ system. For the courts area, the Task Checklist and the 

Task Analysis Form maintained a one-to-one relationship. That is to say, the 

abbreviated task statement on the Task Checklist was taken directly from the 

first phrase of the Task Analysis Form. All knowledges for the judge, prose-

cutor, and defender positions were presented on a single form. This was 
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possible because the number of tasks and the number of know ledges were rela-

tively small. 

In law enforcement and corrections, however, the tasks and knowledges far 

exceeded what a single incumbent could be expected to read through, in order 

to identify those relevant to his own positions. Closely related tasks were 

combined into a single abbreviated statement for preparation of the task 

checklists. Similar procedures were followed to reduce the size of the 

knowledge checklists, and to eliminate knowledges that staff and consult-

ants felt had no relevance to the position.) 

The three forms just described were completed by incumbents. The other 

types of data instruments are briefly described in the following sections. 

These instruments were normally completed by the A.I.R. member during an 

interview. 

d. Agency Survey Form. This form was used to gather some general 

and statistical information regarding type of community, agency workload, 

positions within the agency turnover, and fiscal information. 

e. Executive Interview Form. This form was used in interviewing 

the top official in each agency visited. The questions differed somewhat, 

depending upon the known characteristics of the type of agency, but generally 

dealt with manpower and training problems, at present and within the next few 

years. 

f. Activities Checklist. An activities checklist was developed 

for each sector, listing trends, innovations, or special experimental programs 

of recent years. Executives were asked about each of these activities, with 

regard to whether their agency had tried the program, and if so, whether it 
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would be continued. Further questions dealt with probable future developments 

with regard to the various activities--increase, no charge, or decrease in 

the level of effort. 

g. Innovations Form. A form covering the innovations that had been 

sel~cted for study in each sector was used in interviewing the executive or 

most relevant person at each agency visited. The form contained more detailed 

questions than the activities checklist, but covered fewer innovative programs. 

h. Personnel Department Interview. This form was used when inter-

viewing the personnel officer, if there was one, at each agency visited. Where 

there was no personnel officer the questions were asked of the individual(s) 

most knowledgeable about personnel matters--hiring, career ladders, separations, 

etc. 

i. Training Department Interview. This form was used when inter-

viewing the training director when the agency had a special training department. 

In agencies without training departments the questions were asked of the 

individual(s) most knowledgeable about in-service training, workshops, semi-

nars, and other special programs. 

Prior to a pilot try-out of the data collection instruments, they were 

reviewed and modified by panels of experts in the three technical areas--police, 

courts, and corrections. 

The individual forms used at the various agencies are listed on the 

following pages by LE/CJ sector: law enforcement, courts, and 

corrections. The forms themselves are presented, in the sequence of the list, 

in Attachments A, B, and C to this Appendix. 
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Law Enforcement 

1. Task Checklist for key occupations 

2. Task Analysis form for key occupations 

3. Knowledge Checklist for key occupations 

4. Agency Survey 

5. Executive Interview form for Agency Administrator 

6. Activities Checklist 

7. Innovations 

- Role of Higher Education 
- Fo~tion of Employee Associations 
- Representation of Women & Minorities 
- Utilization of Personnel 
- Technology 
- Innovative Policing Strategies 

8. Personnel Depattment Interview 

9. Training Department Interview 

Judicial Process 

1. Task Checklist for key occupations 

2. Task Analysis form for key occupations 

3. Knowledge Checklist for key occupations 

4. Agency Survey form for key occupations 

5. Executive Interview for Agency Administrator 

6. Activities Checklist for key occupations 

7. Innovations 

- Pre-trial services 

8. Personnel Interview form for key occupations 

9. Training Interview form for key occupations 
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Corrections 

1. Task Checklist for key occupations 

2. Task Analysis form for key occupations 

3. Knowledge Checklist for key occupations 

4. Combined Department/Agency/Facility Personnel Survey form 

- Adult 
- Juvenile 

s. Executive Interview form for State Headquarter Locations 

6. Executive Interview form for Agency Administrator 

7. Planning Staff Interview form for use at State Administrative 
Offices 

8. Activities Checklist 

- Adult Parole Headquarters 
- Adult Correctional Headquarters 
- Juvenile Aftercare Headquarters 
- Youth Corrections Headquarters 

9. Innovations 

- Work and Study Release Programs (Adult) 
- Small and Community-based Correctional Facilities (Adult 

and Juvenile) 

10. Training Department Interview form 

- Juvenile 
- Adult 

4. Applicability 

Because of differences within agencies some of the forms had to be modified, 

either in content or in method of administration. For example, the agency sur-

vey was sometimes left at the agency because statistical information was not 

readily available. Or, in cases where the position under study did not exist, 

a form was given to someone in a closely related position who performed many of 

the duties of the position. 
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Variations in the forms and procedures resulted from experience with them 

during a series of try-outs before the forms were sent for OMB clearance. Try

outs were held in Kansas City, Missouri; Jacksonville, Florida; Atlanta, Georgia; 

and Norfolk/Virginia Beach, Virginia. These try-outs primarily indicated the 

need to trim the length of the forms, since very few individuals were able to 

spend the time that would have been required to complete all forms. 

During these try-outs the technical specialist and the personnel specialist 

jointly conducted all interviews. It was recognized that during the actual 

survey the two-person approach would be too time-consuming and expensive, so 

the try-out offered each specialist an opportunity to find out what techniques 

the other used to draw out information relative to his specialty. 

E. SAMPLING PROGRAM 

A list of 28 metropolitan areas was compiled from which the final selec

tion was made. These 28 areas were identified as meeting the following 

criteria~ 

- Regional representation--at least one metropolitan area in each of the 

10 LEAA regions. 

Population size and characteristics--a disproportionately high represen

tation of the larger metropolitan areas, including central cities and suburbs, 

and of cities with a relatively high proportion of non-white personnel. These 

areas generally have the most severe crime problem. 

- Crime rates--disproportionately high representation of high crime 

metropolitan areas, based upon crime rate and socio-demographic characteristics. 

- LE/CJ ~haracteristics. Three available indicators were used as 

descriptive of specific agency characteristics, and the general approach to 

crime control: 
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-Percentage of non-sworn personnel in the police department of the 
SMSA's control city. Increased utilization of civilians has been 
proposed as a means of increasing cost-effectiveness and of improv
ing utilization of sworn officers. 

-Ratio of prisoners to total population (state level). Although 
greatly influenced by crime rate, this ratio is also an indicator 
of the state's correctional orientation. 

-Court organization. State courts systems have been grouped as 
either completely unified, partially centralized, or completely 
decentralized. Increased court centralization has been considered 
a desirable trend. 

-Police department employment growth. At the suggestion of a member 
of the Advisory Board a range in growth rates of police department 
was added as one of the criteria. 

A final criterion, not listed, had to be the necessity for selecting sites 

where the likelihood of cooperation was high. This information was obtained 

during the initial visits to SPA directors of the states concerned and with 

LEAA national and regional staffs. 

A list of the field visits, including agencies, is shown on the following 

pages. It will be noted that the corrections team visited corrections head-

quarters as well as different types of adult and juvenile agencies. This was 

necessary because of the organizational structure of corrections and the 

potential significance of type of agency on task and knowledge requirements. 
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Sites of AIR Field Visits 

State Planning Agencies (10) 

Corrections Headquarters Locations (36) 
AduliCorrections 
Juvenile Corrections 
Probation/parole service agency Hq. 
Parole Boards and other 

Adult Corrections agenci~s (49) 
Jails 
Institutions 
Community-based programs 
Probation/parole service agencies 

Juvenile Corrections agencies (46) 
Detention centers 
Institutions 
Community-based programs 
Probation/aftercare service agencies 

Law Enforcement agencies. (31) 

Visits 
Completed 

10 

10 
9 

13 
4 

9 
19 
12 

9 

10 
9 

17 
10 

State police dep.artments 2 
Sheriffs departments 6 
Large Municipal/County police agencies 7 
Medium/Small Municipal/County agencies 16 

Judicial agencies (54) 
State headquarters locations 
Courts of general jurisdiction 
Courts of limited jurisdiction 
Juvenile courts 
Prosecutor offices 
Defender offices 
Other 

Total 
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State Planning Agencies 

1. Governor's Commission on Law Enforcement and Administration of Justice 
Cockeysville, Maryland 

2. Illinois Law Enforcement Commission 
Chicago, Illinois 

3. State of New York, Division of Criminal Justice Services 
New York, New York 

4. Committee on Law Enfocement and Administration of Criminal Justice 
Boston, Massachusetts 

5. Iowa Crime Commission 
Des Moines, Iowa 

6. Bureau of Criminal Justice Planning and Assistance 
Tallahassee, Florida 

7. Division of Criminal Justice 
Department of Local Affairs 
Denver, Colorado 

8. Criminal Justice Council 
Austin, Texas 

9. Executive Department, Law Enforcement Council 
Salem, Oregon 

10. California Council on Criminal Justice 
Sacramento, California 
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STATES 

MARYLAND 

ILLINOIS 

NEW YORK 

MASSACHUSETTS 

IOl~A 

FLORIDA 

--.. --~ 
COLORADO 

TEXAS 

OREGON 

CALIFORNIA 

TOTAL 

LARGE MUNICIPAL/COUNTY POLICE 
AGENCIES (500/more total sworn 
& nonsworn full time police 

personnel) 

.Rochester Police Dept. 

• Boston Police Dept. 

eHiami Police Dept. 

• Dade County Public Safety Dept • 

.Denver Police Dept. 

• Dallas Police Dept. 

I • Portland. Police Bureau 

7 

LAW ENFORCEMENT FIELD SITE VISITS 

MEDIUM/S~~LL MUNICIPAL/COUNTY SHERIFF'S AGENCIES WITH LAW STATE LAW ENFORCEMENT 
POLICE AGENCIES (500/less total ENFORCEMENT RESPONSIBILITIES AGENCIES 
sworn & nonsworn full time police 

personnel) 

.Anne Arundel County Police Dept. 

.Howard County Police Dept. 

• Carol Stream Police Dept. .Cook County Sheriff's Dept • 

.Downers Grove Police Dept. 

eGreece Police Dept • .Monroe County Sheriff's Dept. .New York State Police 

.Newton Police Dept. 

.Quincy Police Dept. 

.West Des Moines Police Dept. ePolk County Sheriff's Dept. 

.Des Moines Police Dept. 

.Hialeah Police Dept. 

-
.Lakewood Dept. of Public Safety .Boulder County Sheriff's Dept. 

• Mesquite Police Dept • eTexas Dept • of Public 

eArlington Police Dept. Safety 

.Milwaukie Police Dept • eMultnomah County Sheriff's 
. 

Department 

.Santa Monica Police Dept. eLos Angeles County Sheriff's 

eBel1 Gardens Police Dept. Dept. 

.' 
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STATE I 
! 

MARYLAND 

ILLINOIS 

I 
NEW YORK 

MA.SSACHUSETTd 

IOWA 1 
I 
I 

I 

FLORIDA 

COLORADO 

TEXAS 

I 

OREGON 

CALIFORNIA 

TOTAL 

HEADQUARTERS 

.Md. State Public 
Defender 

eAdmin. Off. of the 
Md. Courts 

.Admin. Off. of the 
Md. Dist. Courts 

.Admin. Office of 
the Illinois Courts 

eOffice of Court 
Admin. of the State 
of New York 

.Supreme Judicial 
Court of Mass. 
Admin. Office 

.Dist. Court of 
Mass • 

• Mass. Def.Comm. 

eSupreme Court of 
Florida 

IIColorado Admin. 
Off. of the Courts 

.State Public 
Defender 

eOregon Supreme 
Court 

.California Judicial 
Council 

13 

JUDICIAL PROCESS VISITS BY AGENCY TYPE 

COURT - GENERAL COURT - LIMITED PROSECUTION DEFENSE OTHER 

.Baltimore City eBaltimore District 
States Attys. Office Public Defender 

.Cook County Circuit Court ,.Cook County Public eIllinois Law Enforcement 
Defender Council 

.' 

eMonroe County eMonroe County eMonroe County .Monroe County Public 
Supreme Court County Court District Attorney Defender 

.Superior Court eDistrict Court .Suffolk County .Suffolk Dist. Defender 
Suffolk County (Statewide) Dist. Attorney Office 

.Polk County Court ePolk Co. Attorney's ePolk County Offender 
Office Advocate 

.Dade County Circuit eDe.de County States eDade County Public .Florida Prosecuting 
Court 11th Ju- At,torney D.efender Attorneys Assn. 
dicial Circuit .Florida Public Def~nders 

" Assn. 

.Denver District eDenver - County .Denver City & eState Public 
Court Court County Dist. Defender Denver 

Attorney Office 

.Dallas County eDallas County eDallas County eCriminal Defense 
Criminal Dist.Ct. Criminal Court District Attorney Lawyers Project 

eTexas Center for the 
Judiciary 

.Texas Jud. Council 
. 

.Multnomah County eMultnomah County eMultnomah County eMetropolitan eOregon LE Council 
Circuit Court District Court District Attorney Defender Services 

eLos Angeles County eLos Angeles Co. eLos Angeles County eLos Angeles County .California Center for 
Superior Court Municipal Ct. District Attorney Public Defender Judicial Education 

and Research 
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CORRECTIONS HEADQUARTERS LOCATIONS 

INDEPENDENT PROBATION/PAROLE 
STATES ADULT CORRECTIONS YOUTH CORRECTIONS SERVICE AGENCY PAROLE BOARDS AND OTHER 

HEADQUARTERS 

I-lARYLAND 'Df!partment of Corrections 'Department of Juvenile Services 'Department of Probation and 'Department of Public Safety 
Parole and Correctional Services 

ILLINOIS 'Adult Division. Department 'Juvenile Division, Department 
of Corrections of Corrections 

NEH YORK 'Department of Correctional 'N.Y. State Division for Youth 
Services 

~lASSACHUSETTS 'Department of Adult Corrections 'Department of Youth Services 'Commissioner of Probation 'Parole Board 

IOl-/A CDivision of Correctional 'Children Services Division, 
Institutions Department of Social Services 

.~ureau of Cowm. Correctional 
Services 

FLORIDA 'Division of Adult Services 'Division of Youth Services oCommission of Probation 
nnd Parole 

COLORADO 'Division of Correction i 'Youth·Services Division I 'Department of Social 
Services 

TEXAS 'Texas Deoartment of Corrections 'Texas Youth Council 'Board of Pardons and Parole 

OREGON 'Corrections Division 

CALIFORNIA 'Department of Corrections 'California Youth Authority 

TOTALS 10 9 3 independent plus 4 
10 subordi nate 



ADULT CORRECTIONS AGENCIES 

COMI4UN ITY - BASED PROBATION-PAROLE TOTAL ~ 

STATE JAILS INSTITUTIONS PROGRAMS SERVICE AGENCIES NUMBER 
OF VISITS 

MARYLAND IBaltimore City Jail IMaryland Correctional Training 'Community Vocational IBaltimore County 5 
Center (Hagerstown) Rehabilitation & Release Probation/Parole Office 

IMaryland House of Corrections Center 
(Jessup) 

ILLINOIS .Cook County ~ail 'Vienna Correctional Center IWIND Work Release Program 3 

NHI YORK 'Monroe County Jail 'Albion .Rochester Correctional 
IAttica Facility (pre-release) 4 

MASSACHUSETTS .Middlesex County House .Massachusetts Correctional 'MCI Shirley (halfway house) 4 
of Corrections Institution Walpole 

IMassachusetts Halfway House 
(Boston) 

IOWA IPolk County Jail IIowa State Men's IRiverview Release Center IFifth Judicial District 4 
Reformatory Department of Court 

Services 

FLORIDA IDade County Jail .Glades Correctional '14'1 ami -North (pre-release 'Miami Probation/Parole 4 
Institution center) Office 

COLORADO 'Buono Vista Reformatory IBa,i1 s Hall (work 'Parole Service Center 6 
'Canyon City Penitentiary release) 

'Fort Logan (ed. release) 
(BEG) 

IEmploy X 

TEXAS IDallas County Jail IFerguson Unit .Field Parole Office 4 
in Dallas ~ 

.Adult Probation 
Department 

OREGON'· I I Rocky Butte Jail .Oregon State Penitentiary IState Probation/Parole 6 
.Oregon State Corrections Office 

Institution IBurgl~ry Project 
IOregon State Women's 
Correctional Center 

CALIFORNIA IL.A. County Jail ISan Quentin ICentral City Community IRegional & District 9 
ISusanville Skill Center Center Parole Office ,. 
ISan Luis Obispo Men's .~entral Testing (Clinic) 

" Colony 
.California Medical Facility 

(Vacaville) 
ICal ifornia Rehabil itation, " 

Center 

TOTALS 9 19 12 9 49 

--~---'-----------
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STATE 

MARYLAND 

ILLINOIS 

NEW YORK 

HASSACHUSETTS . 

IO~lA 

FLORIDA 

COLORADO 

TEXAS 

OREGON 

CALIFORNIA 

TOTALS 

DETENTION CENTERS 

IMonroe County Children's 
Detention Center 

IRoslindale Youth Center 
ICharlestown Overnight Arrest 
Program 

eCamp Halifax 
IDYS Detention and 
Assessment Center for Girls 

ePolk County Juvenile 
Home 

eYouth Hall 
INon-Secure Detention 

eDallas County Juvenile 
Detention 

eSouthern Reception Center and 
Cl inic (Horwalk) 

10 
c 

Juvenile Corrections Agencies 

COMHUNITY-BASED INSTITUTIONS PROGRAMS 

IMaryland Training School for IYouth Services Center 
Boys 

IIllinois Youth Center - .United Delinquency Inter-
Valley View venti on Service 

IIndustry School IRochester Monroe County 
IUrban Home #4 Youth Bureau 

ICambridge Youth Resources 
Centers 

IHastings House 
ICommunity Advancement 
Program 

IEldora Boys Facility eYouth Guidance Program 
IHitchelville Facility for IADAPT Inc. 
Girl s 

IFlorida School for Boys at IPentland Hall (halfway house 
Okeechobee for girls) 

eDade Marine Institute 
It·li ami TRY Center 

.vlestside Youth Dev;Prog. 
INew Pride 
,S.W.Youth Employ.Service 
IJefferson County Dept. 
of Soci a 1 Servi ces 

IGainesville State Home and 
School 

IMorrison Center (OF) 

IFred C. Nelles School IPomona juvenile diversion 
project (DF) 

9 17 

\"; 

Revised 1/23/76 

PROBATION/AFTERCARE TOTAL 
SERVICE AGENCIES NUMBER 

OF VISITS 

ISaltimore City Office, 3 
Maryland Dept. of Juvenile 
Services 

I Joint Youth Deve10pment 3 
Program 

4 

IRegional Office, Youth 8 
Services 

ePolk County Juvenile 6 
Court Probation Office 

6 

IJuvenile Court Services, 5 " 
Denver Juvenile Court 

I 

eJuvenile Parole - Area 3 <4 

IDallas County Juvenile 
Probation 

1 

• :\::.1 

eSPACE reentry program 6 
ICYA Parole Zone III 
ICYA Compton communit) 
Parole Center (Ujima 

10 46 



F. DATA COLLECTION PROGRAM 

1. Pre-visit Preparation 

Either the Principal Investigator or the Project Director made the initial 

contact in eac4 state. An appointment for a visit was set up by telephone to 

the state planning agency. During a one or two day visit the purpose of the 

study was described, and needs of the various research teams set forth. Through 

the excellent cooperation at this level, a list of appropriate initial contacts 

was assembled for each team. These trips were of further value in alerting 

the teams to potential problems that might be encountered during individual 

visits, and in making the final selection of cities and agencies to be visited. 

2. Agency Visits 

Visits to the agenc.ies included in the study were conducted between 

September 1975 and February 1976. Executives and directors of personnel and 

training were interviewed; the self-administering forms (task checklist, task 

analysts, and knowledge checklist) were either left with a coordinator to be 

distribut.ed and returned to A. 1. R., or administered to small groups by the 

A.I.R. team member. At some agencies one official assumed responsibility for 

coordinating all visits; at others, the A.I.R. team member made all his own 

,arrangements. Both approaches were satisfactory, and most visits were com

pleted within 3-5 days. Return trips were necessary at a few agencies where 

key people were unavailable, usually because of some local emergency. 

3. Follow-up Procedures 

At agencies where the team had to leave forms to be completed and returned 

to A.I.R., follow-up procedures, first by mail, and then by telephone, were 

carried out. Unfortunately the results of the follow-up were generally not 

satisfactory, and no further attempt was made after the second telephone call. 
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4. Special Procedures 

Law Enforcement 

The law enforcement team made greater use of local coordinators than did 

either of the other teams. The procedures used by these coordinators are 

described in the guidelines left with them, and reproduced on the following 

six pages. 
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AMERICAN INSTITUTES FOR RESEARCH 

," "-~AGE~~''! COORoiNATO~ GlJ,I,DELt~ES FO.R, COMPLETION 
,:,,' "OF' OC,CUPATIONAL ANA'[ YSrS INSTRUMENTS . ' 

/: v ,I, •. " ", 

.. . 

The following information regarding instruments we are using to collect occupa
tional and knowledge/ski 11 data for key law enforcement occupations is intended to 
facilitate the coordinating function you are performing for us. If questions arise 
which are not answered in the guidelines, please call anyone of the following persons 
at area code 202, 686-6800: 

- Louis O. Richardson 
- Dr. Gary Brumback 

Dr. Robert W. Stephenson 
- Ms. Marian Fox 

Copies of eleven instruments are being left with you for dissemination to 
appropriate personnel, collection of completed forms, and return to us. These forms 
are: 

TASK CHECKLIST - INCUMBENT for Police Executives 
" II II for Patrol Line Officer/Supervisor 
II II II for Detective/Investigative Services Supervisor 
" " II for Police Legal Advisor 
II II II for Police Planner 
II II II for Evidence Technician 

KNOWLEDGE CHECKLIST for Police Executives 
II " for Police Line Personnel 
II II for Police Legal Advisor 
II II for Police Planner 
II II for Evidence Technician 

GUIDELINES FOR COMPLETION OF TASK CHECKLIST INSTRUMENTS 

Tas~ checklist data are to be collected from JOB INCUMBENTS who have 1-3 years 
experience in the occupation or job type specified. Instructions are provided with 
each fQrm and should be self-explanatory. Minimum effort should be required in admin
istering the forms. Following is a listing of the forms, specific job types within 
each occupational category for which data are required, and the number of job incum
bents that we would like to have complete the forms: 

JOB TYPE OF INCUMBENT TO NUMBER OF INCUMBENTS OF 
TASK CHECKLIST-INCUMBENT FORM COMPLETE THE FORM EACH JOB TYPE 

• for Police Executives 

(. 

Chief of Police 
Top level executive, 

e.g. Asst. Chief of 
Police 

Mid-level management 
- Patrol 
- Criminal Investigations 
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page 2 

TASK CHECKLIST-INCUMBENT FORM 

• for Patrol Line Officer/ 
Supervisor 

• for Detective/Investigative 
Services Supervisor 

• for Police Legal Advisor 

• for Police Planner 

• for Evidence Technician 

JOB TYPE OF INCUMBENT TO 
COMPLETE THE FORM 

Patrol Line Supervisor 
- Patrol 
- Traffic 
- Special Operations 

Patrol Officer 
- Patrol 
- Traffic 
- Special Operations 

Investigative Svcs.Line 
Supervisor 

- Criminal Investigations 
- Juvenile 

Detective/Criminal 
Investigator 

- Criminal Investigations 
- Juvenile 

Legal Advisor 

Police Planner 

Evidence Technician 

GUIDELINES FOR COMPLETION OF KNOWLEDGE CHECKLISTS 

NUMBER OF INCUMBENTS OF 
EACH JOB TYPE 

2 - 6 
2 
2 

2 - 6 
2 
2 

2 - 8 
2 

2 - 8 
2 

1 

2 

2 

Knowledge data are to be collected from JOB EXPERTS. Ideally, a job expert is 
a person who has had extensive supervisory and line experience in one of the key law 
enforcement occupations and whose experienceTncludes exposure to as many of the 
various job types within that occupation as possible, e.g., a patrol line superVisor 
who has supervisory and line experience in patroL traffic, and special op.el"ations. 
We recognize, however, that the ideal expert will not exist in some instances. In 
some cases, it may be necessary to use job incumbents, e.g., top level executives 
or legal advisor. However, job incumbents should only be utilized if superior 
personnel who are intimately familiar with the key occupation are not available. In 
any case, the persons completing these checklists should be experts who know the 
knowledges required to successfully perform all aspects of the occupation. 

Instructions are provided with each form and should be self-explanatory, Minimum 
effort should be required in administering the forms. Following is a listing of the 
forms and the number of job experts that we would like to have complete the forms. 
Job types in whi ch the ex peri ence is des i red are the same as those 1 i sted abo,ve for 
task inventory forms. 
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KNOWLEDGE CHECKLIST 

I for Police Executives 
- Chief and top executives 
- Mid-level management of patrol and 

criminal investigations 

• for Police Line Personnel 
- Patrol Line Supervisor 
- Patrol Officer 
- Investigative Svcs. Line Supervisor 
- Detective/Criminal Investigator 

• for Police Legal Advisor 

• for Police Planner 

• for Evidence Technician 

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

AMERICAN INSTITUTES FOR RESEARCH 

NUMBER OF JOB EXPERTS TO COMPLETE 

2 

2 

2 
2 
2 
2 

2 

2 

2 

Attached for your use in selecting appropriate personnel to participate in this 
phase of the National Manpower Survey are operational definitions for each of the 
nine key law enforcement occupations being studied. 

We would like to have these forms disseminated to the appropriate personnel, 
collected, and returned to us as soon as practicable. Needless to say, your assist
ance is sincerely appreciated. Do not hesitate to contact us if you need further 
information or encounter difficulties. 

Attachment - Definitions of key law enforcement occupations 

VIII - 946 

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



AMERICAN INSTITUTES FOR RESEARCH 

DESCRIPTION OF KEY LAW ENFORCEMENT OCCUPATIONS 

1. POLICE CHIEF EXECUTIVE 

The police chief executive is the highest level official with direct 
operating responsibility for a law enforcement agency. This occupational 
category also includes primary assistants to the top chief executive who 
have independent responsibility over a major segment of the agency. Duty 
positions may be identified by the title of chief of police, sheriff, 
superintendent, colonel, director, commissioner, assistant chief, or deputy 
chief. As general manager of a police agency or major segment thereof, the 
chief executive has administrative responsibility for the goals and objectives, 
policies, and performance of the agency or segment for which he is responsible. 

2. POLICE MID-LEVEL MANAGER 
.; 

Police mid-level managers are those who occupy management positions in 
the agency which fall between the first line supervisor and the chief 
executive(s}. The position title may be lieutenant, captain, inspector, 
division chief, bureau commander, director, or other titles which denote 
positions with non-executive management responsibilities. While it is 
likely that most of the incuments occupying positions in this category will 
be sworn personnel, some may be non-sworn, e.g., a civilian director of 
training or police-community relations. However, a job to be included in 
this category should be central to the police function; excluded would be 
managerial jobs in the technical and administrative support area, managerial 
jobs in the crafts and trades area, and managerial level professional jobs. 

3. PATROL LINE SUPERVISOR 

Patrol line supervisors are those who are responsible for first line 
supervision of sworn personnel occupying basic line positions in patrol 
operations. The position title may be sergeant, corporal, officer-in-charge, 
team leader, coordinator, or other titles which denote positions with first 
level supervisory responsibilities over patrol officers. 

4. INVESTIGATIVE SERVICES LINE SUPERVISOR 

Investigative services line supervisors are those who are responsible 
for first line supervision of sworn personnel occupying basic line positions 
in police criminal investigative services. The position title may be 
sergeant, corporal, officer-in-charge, team leader, coordinator, or other 
titles which denote positions with first level supervisory responsibilities 
over detectives or investigators who investigate criminal offenses. 
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5. PATROL OFFICER 

Patrol officers are those sworn personnel deployed on the basis of 
patrol assignments (motorized, foot, or mounted) who are responsible for 
the protection of life and property, the prevention and deterrence of 
criminal activity, apprehension of law violators, supervision and control 
of traffic, and the provision of day-to-day police services to the citizenry 
served. The work performed consists primarily of routine patrol tasks and 
is generally supervised by a first line supervisor. 

6. DETECTIVE/CRIMINAL INVESTIGATOR 

Detectives/criminal investigators are those sworn personnel concerned 
with the investigation of criminal offenses and responsible for the 
clearance of reported crimes by arrest and the preparation of sound cases 
for the successful prosecution of offenders. For less serious or complex 
crimes, the detective/criminal investigator usually follows-up preliminary 
investigations conducted by patrol officers. Individual assignments are 
often specialized to correspond with categories of criminal offenses, e.g., 
homicide, burglary, robbery, etc. 

7. POLICE LEGAL ADVISOR 

Police legal advisors are those attorneys employed on a fulltime 
basis by law enforcement agencies who provide legal assistance to the 
agency. Attorneys not classified as agency employees but who provide 
fulltime legal assistance to agencies are included, e.g., those whose 
salaries may be paid by grant funds. Also included are attorneys whose 
full time occupation is providing legal assistance to more than one police 
agency, e.g., regional or metropolitan area police legal services. 

8. POLICE PLANNER 

Police planners are those agency personnel who are formally involved 
in the planning process. The position title may be planner, project 
officer, administrative/management analyst, systems analyst technician, 
program research technician, or other titles which denote personnel who 
provide planning and/or research assistance to operational and staff 
elements of the agency. Examples of work activity are: determines or 
recommends goals, objectives, and priorities; makes short- and long-range 
plans for the future; evaluates and recommends revision of policies and 
procedures; performs in-depth workload and crime analyses; recommends 
resource allocation systems and methodologies; analyzes statistical data; 
prepares requests for outside funding; monitors and evaluates modifications; 
and coordinates agency planning and research activities with other elements 
of the criminal justice system. Personnel in this category may be sworn 
or non-sworn. 
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9. EVIDENCE TECHNICIAN/CRIME SCENE ANALYST 

Evidence technicians/crime scene analysts are those specialized 
agency personnel who are primarily responsible for the location, collection, 
classification, and preservation of physical evidence at crime scenes and, 
when appropriate, the transportation of such evidence to a crime laboratory 
for analysis. Personnel in this category may be sworn or non-sworn and may 
or may not be assigned to perform this function on a fulltime basis. For 
example, a law enforcement agency may designate certain patrol officers on 
each shift as having this responsibility and provide these officers with 
intensive training. When the need arises, these officers perform the 
specialized functions outlined above. These personnel would be included 
in this category. Excluded would be those agency per'sonnel who have not 
been specially trained and who would not normally be referred to as 
specialists in this functional area. 
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Courts 

In addition ,to the agencies selected for the sample, the courts team also 

'visited state headquarters, talking to the state court administrator, the heads 
,j 

of judicial councils, and state supreme court personnel with responsibility 

for administration. This was done primarily for getting a broad picture of the 

state's court system. Only the executive interview form was used at these sites 

plus some general questions aimed at getting a better idea of the state's court 

system, present and projected future. 

The executive interview form was also used in interviewing personnel in 

several organizations not included in the study, but relevant for enhancing 

knowledge about the agencies under study. These organizations included 

state prosecutor's associations, state defender's associations, and a special 

cri~inal defense lawyer's project in Texas, a stat~ without a public defender 

service. 

Corrections 

Since the positions under study by the corrections team differed signifi-

cantly in adult and juvenile corrections agencies, and by type of agency--

community-based or institution--it was necessary for this team to develop some 

additional procedures. 

Data collection for both juvenile and adult corrections was conducted in 

two steps. First, headqu.arters data were obtained at the state department of 

corrections level, which included getting recommendations for specific correc-

tional agencies to visit within the state. Second, data were collected at the 

recommended correctional agencies during visits usually made about two weeks 

after the headquarters visits. Special sub-teams were formed to collect data 

from stat(\'~ departments of correct;i,ons (juvenile, adult, and parole), adult 
'.1 
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agencies (jails, state prisons, community-bas~d facilities, and probatiori/parole 

field offices), and juvenile agencies (detention centers, training schools, 

community-based programs, and probation/parole field offices). 

The headquarters visits to each state department of adult and juvenile 

corrections always started by briefing the director or commissioner of correc

tions on NMS and conducting the executive interview. Our data collection needs 

were discussed with the director, followed by obtaining names of the appropriate 

headquarters staff to interview and receiving his permission to collect data 

in the department. 

Over a two to four day period, interviews were scheduled and held with 

the directors or their designates of the personnel, training, community services 

and/or work release departments. If needed, special interviews were held with 

the director of the corrections training academy and their staffs. These inter

views generated the bulk of the headquarters-level personnel systems and trend 

information. 

A concomitant activity consisted of obtaining the names of various state 

administered correctional agencies suitable for coll~cting occupational data. 

For adult corrections, one large, maximum security prison, two community-based. 

facilities and/or work-study release programs, and two probation/parole field 

office sites were generally requested; jail nominations typically were obtained 

from the SPA. For juvenile corrections, one training school, one detention 

center, two community-based programs, and two probation/parole field off:lce 

sites usually were requested. 

The data collection schedules to these agencies were set up eith~r by a 

designated coordinator at the department. of corrections or by A. loR. 's appro

priate sub-teams. In either case, data were cGllectedat the agencies over a 
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three to five day period. Agency personnel and training information, adminis

trator viewpoints, and occupational information from correctional officers, 

counselor/caseworkers, administrators , and probation/parole officer incumbents 

were collected at this time. All follow-up activities were the responsibility 

of the A.I.R. staff member conducting the relevant interviews. This same pro

cedure essentially was replicated in each of the ten sample states. 

5. Problem Areas Encountered 

A study of the scope and complexity of the NMS must necessarily encounter 

problems, even with careful planning. Not surprisingly, the most troublesome 

problems surfaced at the time of field visits when LE/CJ agency personnel with 

full-time jobs and responsibilities were involved. While all of these problems 

created certain inefficiencies and tended to diminish the overall quality of 

the data collected and the analyses performed, they neither were completely 

unexpected nor prevented any of the major objectives from being achieved. 

One serious problem concerned receiving data forms which were left for 

completion by the agency after the team member had left. Follow-ups were made 

but we were unable to secure a high return rate of the data forms. The overall 

effect wa.s a reduction in the total number of occupational analysis data which, 

of course, detracted from the quality of some of the occupational analyses. 

Another problem, essentially unavoidable in field work, was time. Approxi

mately 230 visits were condensed into a period of 18 weeks, with Thanksgiving 

and Christmas holiday periods includ~d in this time span. Thus, it was some

times necessary to move from one agency to another without time to verify 

questionable information or to follow-up on the thoughts and opinions of 

other knowledgeable persons recommended by interviewees. Another time pressure 

resulted from the length of the interview. With so much data to be collected 

it was not always possible to explore interesting but not essential tangents 
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brought out by the interviewee. With some individua1s~ judges particularly, 

interviews were held at 20-30 minute recesses throughout the day when that was 

the only time the judge felt he could spare from a heavy docket. Knowing that 

plaintiffs, defendants, and witnesses are waiting in the courtroom is not 

conducive to interviewing about manpower shortages! Not all judges were 

routinely interviewed in this fashion as many willingly stayed late to complete 

interviews. 

Still another problem encountered at isolated times was the unavailability 

of the key person to be interviewed at the scheduled time. Unexpected travel 

or local emergencies were the usual reasons which, however inconvenient, have 

to be expected. In a few instances illness precluded obtaining data from key 

persons as did bad weather which disrupted schedules. At no time, however ~ 

did the absence of key persons seriously compromise the quality of the data 

or the analyses conducted in NMS. 

G. SYSTEM FOR DATA ANALYSIS 

1. Quantitative Analysis 

The Task Checklist and Knowledge Checklist forms had been completed by a 

large number of personnel, so a computer program was prepared for their,a,n&ly.,.. 

sis. This program yielded distributions, means, standard deviations, and 

medians for all response positions. Since the number of cases in a single 

response cell was often quite small it was decided to use the median, or 

middle response (50th percentile), in reporting the data. The median, as a 

statistic is less subject to extreme responses, especially with small samples. 

The Task Checklist medians permitted analysiS of the relative importance 

of tasks, the time spent on them, and the way the tasks were learned. 
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The Knowledge Checklist medians permitted an evaluation of the level of 

proficiency in knowledges or skills required for capable job performance and 

the level normally brought to the job by newly hired personnel. 

Since it would have been unreasonable to expect incumbents who completed 

these forms to match the knowledges with the separate tasks, the matching was" 

done by the A.I.R. teams and then reviewed by consultant experts. The con

sultants were also asked about probable changes (increase, decrease, remain 

the same) in each task over the next five years. 

a. Courts Procedures. The courts consultants performed the task 

essentially as described above. Because the judge, prosecutor, and defender 

positions vary so little from one jurisdiction to another, and many of the 

knowledges are based on legal training, the matching task was easier than for 

other positions. 

Since so few court administrators were included in the study, the consult

ants for that position also performed some of the work normally done during 

the field visits. The consultants reviewed the complete set of FJA task state

ments, suggesting changes and adding knowledges or skills where necessary. 

b. Corrections Procedures. The corrections team had to use slightly 

different procedures in working with the consultants, particularly because of 

significant differences between adult and juvenile corrections systems. The 

task statements and knowledge checklists were originally developed for adult 

corrections positions. The juvenile corrections system was added later, but 

the same forms were used. The consultants were given the additional task of 

editing, adding, and eliminating task statements and knowledges, as well as 

matching the tasks--new and old--with the knowledges. 
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The consultants also rated the level of knowledge required, since in many 

cases, the number of incumbent responses was very small. Also, the prohibitive 

length of the original knowledge checklist led to elimination of about 20 

knowledges. Since no incumbent ratings were available, consultant responses 

are the only source of data on these 20 knowledges. 

Some special procedures were followed in analyzing the corrections key 

occupational data which need to be considered when interpreting the meanings 

and T&E implications of the findings. As noted in the Occupational Analysis 

(section D of Chapters IV, V and VI), Task and Knowledge Checklists were de-

veloped for each key occupation. The Knowledge Checklists listed varying 

numbers of skills and knowledges which were rated by incumbents during field 

visits for the proficiency level required to perform their job. These ratings 

were statistically summarized to provide an index of the knowledge/skills 

required for job performance. When the specific knowledges and skills were then 

related to specific tasks to form a Task-Knowledge Matrix for each key occupa-

tion, the proficiency ratings formed the cell entries. Occupational conferences 

were held where two experts in each key occupation reviewed the proficiency 

ratings and made changes as deemed appropriate. The outcomes were the ,ralidated 

Task-Knowledge Matrices presented in Volume VIII chapters on corrections. 

There are more knowledges and skills in the Task-Knowledge Matrices than 

there are in the Knowledge Checklists. This means that some of the providi-

ency ratings were based on job incumbent responses and expert reviews and some 

on the consensus of two experts only. The reason for this was that the 

limited amount of time available for field visits necessitated including only 

some of the knowledges and skills in the Knowledge Checklist. Consequently, 

only these were rated by job incumbents. The remaining proficiency ratings 

were based solely on the two job experts, the rationale being that it is 
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better to get proficiency ratir.gs, even though preliminary, on the entire 

range of job knowledge/skills than to ignore a significant proportion as if 

they did not exist. 

The following indicates the specific skills/knowledges listed in the 

task-knowledge matrices presented in Volume VIII. They are divided into two 

categories: those having proficiency ratings based on incumbent responses 

and experts' reviews, and those having proficiency ratings based on experts' 

reviews only. 

Specific Knowledge/Skill 

Key Occupation 
Knowledge Incumbent + Experts 
Category Experts Only -

Adult Institution A 1-8 9-18 
Correctional Officer 

B 1-5 

C 1-7 8 

D 1-4 5-7 

E 1-7 8 

F 1-5 6-10 

G 1-6 

H 1-7 

I 1 

J 1-3 

Adult Institution A 1-8 9-10 
Counselor 

B 1-8 

C 1-13 14-20 

D 1-7; 9-10 8 

E 1-10 11-15 

F 1-6 7-10 

Adult Community-based A 1-8 
Counselor 

B 1-8 

C 1-13 14-19 

D 1-9 

E 1-10 11-14 

F 1-6 7-10 
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Specific Knowledge/Skill 

Key Occupation Knowledge Incumbents + Experts 
Category Experts Only 

Adult Community-based A 1-7 
Administrator 

B 1-6 

C 1-6 

D 1-3 

E 1-2 

F 1-5 

G 1-8 

H 1-3 

Adult Probation/ A 1-8 9-10 
Parole Officer 

B 1-8 

C 1-14 15-20 

D 1-10 

E 1-10 11-15 

F 1-6 7-10 

Juvenile Houseparent A 1-7 8-15 
(Youth Service 

B 1-5 Worker) 
C 1-5 6 

D 1-4 5-7 

E 2-5 1, 6 

F 1-5 6-10 

G 1-4 

H 1-6 

I 1 

J 1-2 

Juvenile Institution A 1-8 9-10 
Counselor 

B 1-8 

C 1-14 15-20 

D 1-10 

E 1-10 11-16 

F 1-6 7-10 
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Specific KnowledgeiSkill 

Key Occupation 
Knowledge Incumbent + Experts 
Category Experts Only 

Juvenile Community- A 1-7 8 
based Counselor 

B 1-8 

C 1, 3-11 2, 12-16 

D 1-10 

E 1-10 11-14 

F 1-6 7-10 

Juvenile Community- A 1-7 
based Administrator 

B 1-6 

C 1-6 

D 1-5 

E 1-2 

F 1-5 

G 1-8 

H 1-3 

Juvenile Probation/ A 1-8 9-10 
Parole Officer 

B 1-8 

C 1-14 15-20 

D 1-10 

E 1-10 11-15 

F 1-6 7-10 

c. Law Enforcement Procedures. The law enforcement procedures 

during the conferences with experts were somewhat more complicated, primarily 

because tasks had been combined and now needed to be broken out, and because 

single forms of the task and knowledge checklists had been used for more than 

one position. The procedures used in law enforcement are described below. 

A final, occupational analysis conference was conducted for each key 

occupation. The conferees included an NMS staff member, an outside occupa-

tional research consultant, and an occupational subject matter expert 
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authoritaLive in the law enforcement field. Two of the objectives of the 

conference were to obtain from the outside conferees their review and advice 

on the task and knowledge profiles for the current status of the occupation 

and to obtain projections of the profiles five years from now. The current 

task and knowledge profiles consisted of summary data on the field sample 

responses to the checklists. 

With regard to the current task profile for an occupation, conferees were 

asked whether checklist tasks, if any, which had failed to meet an empirical 

criterion for retention in final, composite profile could be excluded. The 

criterion involved combinations of the percentage of the sample of respondents 

who checked that they performed the task and the amount of time spent on it. 

The decision rule using this criterion was as follows: 

For the row below which applies for a given task, reject it (R) unless 
there is a K (keep) in that row which also applies. 

Percentage of Sample Checking Time Spent Amounts 

Percentage of Sample Very 
Doing Task >50% 

>50% K 

25% - 49% R 

0 - 24% R 

Small Moderate 
<50% >50%· <50% 

K K K 

R K R 

R R R 

Considerable 
>50% <50% 

K 

K 

K 

K 

R 

R 

Conferees were also asked to review any task descriptions which respondents 

had written in as additional items on the space provided in the Task Checklist. 

Write-in tasks judged to represent omissions in the checklist and necessary as 

part of a final, composite profile were written in checklist task terminology 

and included in the profile. 

With regard to the Knowledge Checklist data, since there probably is a 

tendency for checklists of this kind to produce overestimates of knowledge/skill 
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requirements, an attempt was made to cross-verify the relative levels 

(median scale values) of the requirements against the knowledges and skills 

independently identified through the FJA procedure. For most of the key occu

pations, a four-quadrant matrix was developed which identifies the particular 

knowledge/skill items which both the checklist and FJA procedures agree or 

disagree should be emphasized as job requirements or de-emphasized or rejected. 

Conferees were asked to make final decisions on the status of the items, paying 

particular attention to items within two of the quadrants. 

A third objective was to obtain the assistance of the conferees in 

identifying for each knowledge and skill requirement, one or more task markers 

so that a task marker/knowledge/skill matrix for each occupation could be pro

duced. It will be recalled that field sample respondents rated the knowledge 

checklist items in terms of job requirements, not individual task requirements. 

While the FJA approach had generated, by trained analysts and subsequent expert 

reviewers, specific knowledge/skill requirements for each FJA task specifica

tion, it was decided to use this approach only as a source of verification of 

the checklist data and of information on task difficulty, best way to learn task, 

and essentiality of college courses (the FJA field review procedure was very 

limited in that there were no reviewers available for some FJA tasks, and very 

few reviewers available for some of the other tasks). 

A task marker is a task judged, during the final occupational analysis con

ference, to be a task which clearly requires a given knowledge/skill and to a 

degree greater or no less than any other knowledge/skill. A given knowledge/ 

skill can thus have one or more task markers if the former is required to an 

equal degree by the different tasks. A given knowledge/skill can, of course, 

also be related to other tasks, but at levels lower than the marker tasks. 

Occasionally, a given knowledge/skill may be judged job pervasive; that is, 
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the ~equirement appears to pervade throughout the job in a large number of 

tasks, and no one task can be singled out as a prominent marker. 

The results of the quantitative analyses are described in Section D of 

Chapters III-IX. 

2. Qualitative Analysis 

The interview forms were not subjected to any computer analysis because 

the number of them was small and many of the questions were open-ended. Each 

team tallied the responses and reported the findings in separate chapters of 

this report relating to specific LE/CJ sectors. 

The qualitative findings reflect factual and opinion data, as well as 

tentative conclusions and projections for the future. 

3. Data File 

A data file containing the analysis of Task Checklist and Knowledge 

Checklist data for key occupations was developed. This data file was subse-

quently turned over to the prime contractor for documentation. 
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I Police Executive (Chief Executive or· 
Mid-Level Manager) 

IIOMB# 043-S75042 
axp. 7/31/76 

AIR Task Checklist 

LAW ENFORCEMENT 
LEAA (3600-L) 

I 
I 
I 
I 
I 
'1 
I 
I 
I 
I 
I 
I' 
I 
I 
I 
c.~ 

,I 
I 

,. 

Please fill in the identification information requested below. The 
information will be used for research purposes only and will not become a 
part of any personnel or official file. 

1. Agency for which you work: __________________ _ 

Bureau/Division or Unit: -----------------------------
2. Agencyaddress: ___________________________ _ 

3. What is your position or job title: ____________________ _ 

4. What is your current duty assignment: _______________ _ 
-

5. What is your age: ___ ,(J5.16) 6. Sex: Male ( )1 Femal e ( )2 

7. What is your Race: Bl ack ( ) 1 White ( ) 2 Other ( )3 

(17) 

(1S) 

8. How long have you worked in your current duty assignment: Yrs. Months (19·22) 

9. How many years have you worked for thi s agency: ______________ _ 

10. In all, how many years have you worked in the law enforcement area: 

11 t plea,se. circle the. numbe.r i,ndica,ting your current le.vel 

Less tha,n high school diploma! .••••• , .• ,~!'~~.~ ••.• 

High school graduate •.••••.••.•.•• ,., .• , •• ~ .•••••. 

1 to 2 years of college •...••.••••••• " ••••••••. ,. 

2-year college degree ................... ~ ....... , .. . 

3 to 4 years of college ..•.••••••••••. , •.•••.••••• 

4-year college degree ....•...•.•..••.•.•••••.•.••• 

Some graduate course work .....••.•. ~ .••..•••.•.••. 

Master's degree .................................. . 

Graduate work beyond the master's degree .•.•.•••.• 

Doctorate, ..' ............ ····~~·'!",~.~'!.,~"~'t 

of forma, 1 

01 

02 

03 

04 

05 

06 

07 

08 

09 

10 

Ll.B. or J.D ....................... : ............ J1 

---
education; 

(23·24) 

(25·26) 

(27·28) 
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-------------------, 

TASK CHECKLIST 
Introduction and Instructions 

Your agency is cooperating with AIR in a survey of law enforcement occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please '~ 
follow the steps below in completing ~he inventory. ~ 

Step 1. Put a plus (+) in column 1 for all tasks which you perform, ~nd a (-) for all tasks 
you do not perform. 

Step 2. Write in at end of checklist any tasks you perform that are not li~ted. 
Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated, 
"B", and a very small amount of time would be rated "N I

• 

Step 4. Then, complete column 3,4, or 5 to show where you learned the knowledge or skill. 

Step 5. 

Formal training = classroom (non college) workshops, special courses, entry 
level or in-service training programs 

College courses = courses taken at college or law school either for a degree 
or to acquire special knowledge 

Informal job learning = working on the job 
If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable 
source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 
Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job. For each knowledge or skill you check in column 1, place an ~)in one box in 
column 6 to indicate: 

Too little 

About right 

= not given any/enough training; not enough detail; too 
narrow in scope, etc. 

= suited to job tasks; enough depth; provided necessary 
information, etc. 

Too much = overtrained for level needed; too much detail; etc. 
We appreciate your cooperation in this phase of the study. It should be very helpful to LEAA in planning 
support for fu~re training and educational programs. 

.. ,.' 



-.- - - - - - - - - - - Amount 
of Time II A moderatl! amount of lilllH - - --A A vmy slllall "'''Olillt of tim" -TASK CHECKLIST 

Job Title: POLICE EXECUTIVE (including Chief Executive, Spent on C A eOllsiel,!!"hl" amoullt 0' lill"! 
OMB# 043-575042 
EXp. 7/31/76 
LEAA (3600-U • M"d L 1 M 1 - eve anager 

-Scal.~ 
) Task: 

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

TASK STATEMENTS 

l. Formulates clearly defined departmental goals, objectives, policies, and procedures 
considering laws and wishes of the community. (29) 

.---~- ... 

2. Considers a wide variety of alternatives and plans department and major project operations so 
activities will be effective and efficient. ,t35) 

3. Organizes and staffs department or unit to gain optimal benefit from budgeted funds. and 
available resources. (41) -- -- . .. 

4. Negotiates with representatives of employee organizations in collective bargaining, and 
discusses grievance with employees and their representatives. (47) ._._- ----

5. Evaluates departmental operations and subordinates and modifies plans and pol icies to 
increase effectiveness. (53) ----------

6. Receives, reviews, revises, approves and forwards daily, periodic and summary reports con-
cerning'activities of the department, bureau, division, or unit to assist in evaluating 
individual, group and unit performance. (59) 

--

7. Reviews, revises, and approves budget request considering needs of department and community 
and participates in its presentation to the approving authority. .1.65) 

8. Reviews, approves, and makes recommendations concerning commendations, disciplinary actions. 
assignments, promotions or other personnel actions. (71 ) --------. . . 

9. Responds to scene-of major occurrences, provides advice and assumes 1 eadershi p of s ituati 011 

as needed. (77) 

,10. Conceives, plans and recommends innovative methods for preventing or coping with major crimes 
or other protective service problems of the community. . (1!) 

ll. Formulates and directs preparation of applications for federal or other grants. (23) 

12. Gathers, dispenses and exchanges technical information by personal contact, correspondence. (29) 
and conference with subordinates, community leaders, specialists, outside agencies and peers. 

13. Meets with representatives of the news media in order to provide information relevant to 
current activities. (35) 

--.-

14. Responds to calls or correspondence from local citizens or government officials in order to 
facilitate public understanding of the department and its role in the community. (41) 

15. Testifies and speaks as agency representative at judicial proceedings, committee hea ri ngs, 
conferences and public gatherings. (47) 

16. Recieves and imparts training in law enforcement and related disciplines. (53) 

17. Coordinates activities of police with government and community agencies in common or 
overlapping activities. (59) 

18. 'Prepares written directives and standard operating procedures for sensitive or major impact 
operations. (65) 

TI·505 

Whml! h!arlJud Amolillt 0' DII (I) tllne spent ('dllk ordeo I 2 3) 
III [Joll'r on Iltsk (se. Formal Cnllp.!l· Onth. 
Do( ) scale ahovu} Twininn Course Joh 
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Amount 01 (X) 

Training/Edueation 
Too Ahout Too 
Lilt Ie Riuht Mueh 

( 34) 
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I ( 40) . 
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46) 

} 52) 
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- - -.. - - - - - - -TASK CHECKLIST 

Job Title: POLICE EXECUTIVE 

-
r--------------------------.------~----"-- ""--

TASK STATEMENTS 

-
19. Receives and ana1yzes departmental crime and workload statistics and other indices of police 

effecti veness. (71) 

24. Discusses and confers with investigators on special or sensitive criminal cases in order to(3S) 
direct and coordinate field investigations and provide general overall guidance and direction. 

25. IF"YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE BACK 
OF THIS FORM. 

-
Do ( f) 
or Don't 
Do (.) 

- - - - - -~~~Uf~:} A = A very small amount of time 

of Time B = A moderate amount of time 
Spent on 
Task: C = A considerable amount of time 

A~ount of -"~ Where learned 
time spent (rank order 1,2 3) 
on Task (see Formal College On the 
scale above) Training Course Job 

(40) 
~-----+_------r_--_+----~--_;r_--_r----r_--~I 



I Detective/Criminal Investigator/ 
Investigative Services Line Super. 

OMB# 043-S75042 AIR Task Checklist 

LAW ENFORCE~1ENT I xp. 7/31/76 
EM (3600-M) 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I' 
I 
I 
I 
I 
'I 
I 

Please fill in the identification information requested below. The 
information will be used for research purposes only and will not become a 
part of any personnel or official file. 

1. Agency for which you work: __________________ _ 

Bureau/Division or Unit: ___________________ _ 

2. Agency address : ______________________ _ 

3. ~Jhat is your position or job title: ______________ _ 

4. What is your current duty assignment: _____________ _ 
-

5. What is your age : ___ ,(15·16) 6. Sex: Male ( )1 Female )2 

7. What is your Race: Black ( ) 1 White ( )2 Other )3 

8. How long have you worked in your current duty assignment:_Yrs._Months 

9. How many years have you worked for this agency: -----------
10. In all, how many years have you worked in the law enforcement aY'ea: 

11 , ple~~e circle the number indicating your current level 

Less thAn high school diploma, .••• , •••••••••• ~, •.• 

High school graduate ••••..•• , ••.••••••.••• ~ ••••••. 

1 to 2 years of college •...••.••.•••••.•.•••••.••• 

2-year college degree •••..•••..••.••••••••• , ••••.. 

3 to 4 years of college ...... " ................. .. 

4-year college degree .............................................. , ..... .. 

Some graduate course work .•.•.•••••••..•••••.••••• 

Masterls degree .................................................................. .t 

Graduate work beyond the master's degree •••••••••• 
, . 

Doctorate, ••••••.•..•• •••••• : •• '! •• ,~ •••• "~.~" 

of forma') 

01 

02 

03 

04 

05 

06 

07 

08 

09 

10 

L~~.~ ~~~, .. ~~: ,J ~ O!l ".................................................................... 11 

education; 

.;. 

(17) 

(18) 

(19.22 1 

(23·24) 

(25·26) 

(27·28) 
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-------------------
TASK CHECKLIST 

Introduction and Instructions 

Your agency is cooperating with AIR in a survey of law enforcement occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks which you perform, and a (":') for all tasks 
you do not perform. 

Step 2. Write in at end of checklist any tasks you perform that are not listed. 
Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated 
"B", and a very small amount of time would be rated "AI/. 

Step 4. Then, complete column 3,4, or 5 to show where you learned the knowledge or skill. 

Step 5. 

Formal training 

College courses 

= classroom (non college) workshops, special courses, entry 
level or in-service training programs 

= courses taken at college or law school either for a degree 
or to acquire special knowledge 

Informal job learning :0: working;.;)n the job 
If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuab,le source~ and a 2 in the box that indicates the less valuable 
source. If you learrved the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 
Column 6 is used to indicate whether you think you received a proper amount of t."aining 
to do your job. For each knowledge or ski 11 you check in column 1, place an (X) in one box in 
column 6 to indit:ate: 

Too little 

About right 

= not given any/enough training; not enough detail; too 
narrow in scope, etc. 

= suited to job tasks; enough depth; provided necessary 
information, etc. 

Too much = .overtrained for level needed; too much detaili etc. 
We appreciate your cooperation 1.n this·phase of the. study. It should be very helpful to LEAA in planning 
support for future training and educational programs. 

_______________ '.l ________ , 



- - - - - - - - - - - -TASK CHECKLIST (148* 043-575042 
Exp. 7/31/76 
LEAA (3600-M) Job Title: Detective/Criminal Investigator/ 

Investlgatlve Servlces Llne Supervisor 

TASK STATEMENTS 
00(+) 
or Don't 
Do (.) 

1. Interviews complainants, witnesses and victims of crime to gain information on current or 
unresolved cases. (29) 

2. Examines and evaluates information from interviews and observations. (35) -
3. Reads, reviews and evaluates crime investigation report and related material on cases. (41) --
4. Responds to calls for service or help and takes action to alleviate or control reported 

situation. (47) 

5. Enters and conducts search of premises specified in warrant or following "hot pursuit" of 
suspect or fugitive. (53) --

6. Receives, inventories, stores, issues, accounts for and disposes of physical evidence of crl~i' 

7. Establishes and carries out surveillance of persons and things. (65) 

8. Plans for and interrogates suspects. (71) 

9. Supervises or conducts "line-up" when warranted. (17) 

10. Studies and evaluates available information on suspects. (17) 

11. Searches for, identifies and recovers lost or stolen property. (23) 

12. Enforces law situationally, exercising judgement and discretion as to most effective means 
for controlling or resolving problems. (29) 

·13. Assists people with problems or refers them to public service agencies. (35) 

14. Establishes and updates general intelligence and information files on known offenders and 
criminal activity. (41) 

15. Pursues fleeing suspects or fugitives by vehicle or on foot. (41) 

16. Arrests, searches and secures suspects and fugitives. (53) 

17. Informs arrested persons and suspects of legal rights. (51) 

18. Uses physical force and protective equipment such as revolver, baton, handcuffs. shot gun 
and tear gas when necessary to subdue resistance, prevent escape or protect self or pub1ic.(15) 

19. Discusses charge and circumstances of arrest with arresting officer to ensure they are in 
accord with law and department policy. (71) 

20. Evaluates circumstances and releases arrested person on a citation rather than taking into 
custody when warranted. (77) 

21. Conceives. plans and recommends improvements. innovations and changes in department policies. 
objectives. and procedures for coping with crime or providing public service. (17) 

TI-5/75 

- - - - -~=:::} A = A very small amount of time 
of Time B = A moderate amount of time 
Spent on 
Talk: C = A considerable amount of time 

Amount of Where learned Amount of (X) 
time spent (rank order 1,2 3) T ra ini r1<I/Education 
on Task (see Formal College On·Job Too About Too 
scale above) Training Course [rraining Little Right Much 

\ ~. 

: 
t 

-
() 

(34) P 
....L 

(48) D 

C' 
(41) 

(52) C 

~ 
(51) 

(64) 

(78) 

(76) 

(11) 

(22) 

(21) 

(34) 

(41) 

( 

( 

( 

41) f) . 

:: J 
( 14) 

( 71' 
( 71) 
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- - - - - - - - - - - - -TASK CHECKLIST 

Job Title: Detecti ve/Crimi nal Investi gator/ 
I nves"flgati ve Servlces Line' Supervi sor -.----~-- .... ~----"-. ---"....,. .... "'---~~--- -_.-

Do (+) 
TASK STATEMENTS or Don't 

Do (,) 

22. Responds to scene of major occurrences, provides advice and assumes leadership of situation 
as needed. (23) 

23. Photographs locations, individuals, and crime and accident scenes. (29) 

24. Diagrams or sketches locations, individuals, and crime and accident scenes. (35) 

25. Makes castings of foot and tire pri nts, tool marks and other impressions at crime scene. __ (41) 

26. Searches for, collects, labels and packages physical evidence found at crime and acci dent scene. 
(47) 

27. Collects and compares fingerprint evidence from crime or accident scenes. (53) 

28. Recruits informants on criminal activity and solicits information from them. (59) -
29. ~ ... Jrts periodic and daily activities verbally and in writing to supervisor. (65) 

30. Participates in staff meetings, briefings, professional meetings, conferences and coordination 
meetings. (71) 

3l. Prepares "wanted" advisories for distribution to other officers and agencies. (77) 

32. Provides offi ci al information to news media and government agencies. (17) 

33. Prepares individual case folders. (23) 

34. Prepares and submits requests, and supporting affadavits and documents for arrest and search 
warrant,s. (29) 

35. Records field actions and observations and transposes information into formal report of 
crimes, accidents or other activities and action taken. (35) 

36. Receives, reviews, revises and forwards reports and files on daily activities, crime, 
accidents, and other incidents. (41) .. 

37. Prepares formal charges on suspects. (47) 

38. Prepares, reviews, approves and forwards summary and statistical reports on crime and police 
activity. (53) 

39. Directs arrangements for police participation in trials, conferences and hearings. (59) 

40. Coordinates crime strike force, major investigations, or other multi-jurisdictional police 
activity. (65) 

4l. Assigns detectives and related personnel to duty. --- (71) 

42. Monitors, supervises and plans and schedules investigative operations and personnel. (77) 

43. Receives reports and takes action on complaints against investigative personnel or unit 
operations. .. (17) 

\\ 

44. Prepare witnesses for t~\stifYing in court. (23) 
') H5/75 

- - - - -~~~~:} A = A very small amount of time 

of Time 8 A moderate amount of time 
Spent on 
Task: C • A considerable amount of time 

Where learned .- f .- _._-::--

Amount of Amount of(X) 
lime spent {rank order 1,2,31 Training/Education 
on Task (see Formal College On-Job Too About Too 
scale above) Training Course raining Little Right Much 

I 

I 
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I 
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(21) 

(34) 

(40) 

(46) 

(52) 

i51) 

(&4) 

(70) 

(76) 

(16) 

(22) 

(28) 

(34) 

(40) 

(46) 

(52) 

(SI) 

(64) 

(70) 

(7&) 

(16) 

(22) 

(21) 



- - - - -," 

TASK. STATEMENTS 

45. Performs personnel and administrat 
performance, taking disciplinary a 
counseling subordinate personnel._ 

46. Teaches law enforcement and invest 

47. Responds to local citizen and gove 
advise on citizen responsibility 

- - - - - - - -TASK CHECKLIST 

Job Title: Detect~~/Crimi /1_a_U!l..!'e~ti ga19rl __ 
Investi~ative Services Line Supervisor 

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

00(+) 
or Don't 
Do (,) 

ive actions such as hearing grievances, evaluating job 
ction, recommending awards, approving promotions and (29) 

--~---

igative techniques in formal classes, (35) 

rnment groups to promote understanding of the crime problem, 
and assist in deterring criminal activi ty. (41) 

of juveniles to build respect for law and order, advise on 48. Talks with juvenile~ and families 
acceptable behavior and reduce crl 'me and unacceptable activity, (47) 

49. Testifies at judicial proceedings. (53) 

50. IF YOU PERFORM ADDITIONAL TASKS NO T DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE BACK OF 
THIS FORM. 

Tl-5n5 (, 

- -!~!~: } 
of Time 
Spent on 
Task: 

- - -A = A very small amount of time 

B = A moderate amount of time 

C = A considerable amount of time 

Amount of . -Where leariied , --;O;molmt of (X) 
time spent (rank order 1,2,3) Training/~ducation 
on Task (see Formal College On-Job Too About Too 
scale above) Training Course I:!!:aining Little Right Much 

-
(34) 

(40) 

(46) 

(52) 

(51) 



I Patrol Line Offi cer/Patrol Li ne 5upervi-s,9r 

'

8# 043-575042 
xp. 7/31/76 
EM (3600-M) 

AIR Task Checklist 

LAW ENFORCEMENT 

I 
I 
I 
I 
I 
I 
I 
I' 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Please fill in the identification information requested below. The 
informati on wi 11 be used for research purposes only and wi 11 not become a 
part of any personnel or official file. 

1. Agency for \'/hich you work: ___________________ _ 

Bureau/Division or Unit: ----------------------
2. Agencyaddress: ________________________ _ 

3. What is your position or job title: _______________ _ 

4. What is your current duty assignment: ______________ _ 
. 

5. What is your age: (15-16) 6. Sex: Male ( )1 --- Female 

7. 

8. 

9. 

What is your Race: Bl ack ( ) 1 l~hite ( ) 2 Other )3 

How long have you worked in your current duty assignment: Yrs. 

How many years have you worked for this agency: 

)2 

Months 

-----------
10. In all, how many years have you worked in the law enforcement ar2a: ____ _ 

11, plea,se. circle. th.e. numbe.r indicating your current le.ve.l 

Le.ss than high school diploma ....... ~"~ .•.•••. , .. . 

High school graduate ...•...• , .•.••.••.• , .••.• , •• ,. 

1 to 2 years of college .........•••..•••.••..•.••• 

2-year college degree .....•.••••...•.••.•.•••. , ••• 

3'0 4 years of college .•....••..•••..•.•..••..••• 

4-year co 11 ege degree .....•....•.........••.• , .••• 

Some graduate course work ......•....•.••.•.••.•••• 

Master I S degree ................................. ,. 

Graduate work beyond the master's degree.: .••••••• 

Doctorate, ............ ······.~·.tf:"~"'!·q~~,~'" 

of fOY1T)a 1 

01 

02 

03 

04 

05 

06 

07 

08 

09 

10 

lL. B. or J.D. .., .................... :............ 11 

e.ducation; 

(17) 

(18) 

(19-22) 

(23-24) 

(25-26) 

(27-28) 



I~ 
" 

? /::-

. 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 



-------------------
TASK CHECKLIST 

Introduction and Instructions 

Your agency is cooperating with AIR in a survey of law enforcement occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step l. Put a plus (+) in column 1 for all tasks which you perform, and a ( .. :-) for all tasks 
you do not perform. 

Step 2. 
Step 3. 

Step 4. 

Step 5. 

Write in at end of checklist any tasks you perform that are not listed. 
Using the scale shown on each page, rate in column 2 the relative amount of time you 
spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
thi s task "C". If you spend a moderate amount of time on a task that woul d be rated 
"B", and a very small amount of time \'JOuld be rated II A". 
Then, complete column 3,4, or 5 to show where you learned the knowledge or skill. 

Formal training 

College courses 

= classroom (non college) workshops, special courses, entry 
level or in-service training programs 

= courses taken at college or law school either for a degree 
or to acquire special knowledge 

Informal job learning = working on the job 
Ityqu acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable 
source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 
Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job. For each knowledge or skill you check in column 1, place an ~)in one box in 
column 6 to indicate: 

Too little 

About right 

= not given any/enough training; not enough detail; too 
narrow in scope, etc. 

= suited to job tasks; enough depth; provided necessary 
information, etc. 

Too much = overtrained for level needed; too much detail; etc. 
We appreciate your cooperation in this phase of the study. It should be very helpful to LEAA in planning 
support for future training an~ educational programs. 

\ • < ;~ 



- - - - - - - - -- - - -TASK CHECKLIST 
OMB# 043-575042 
Exp. 7/31/76 
LEAA (3600-M) 

Job Title: Patrol Line Officer/Patrol Line Supervisor 

00 (+ I 
TASK STATEMENTS or Don't 

Do 1-' 
1. Familiarizes self with assigned patrol area and its citizens, businesses and crime problems, 

and identifies potential trouble spots. (29) 

2. Drives vehicle or walks in assigned patrol area and watches for unusual or suspicious events 
and irregularities. (35) 

3. Responds to calls for service or help and takes action to alleviate or control situation. (41t 

4. Interviews suspects, complainants, witnesses and victims of crime to gain information on 
current or unresolved cases. (47) 

5. Enters and conducts proper search of premise specified in warrant or following "hot pursui t" 
of suspect or fugitive. (53) 

6. Establishes and carries out surveillance of persons and things. (59) 

7. Directs traffic at intersections, accidents or points of congestion and issues traffic 
citations or warning notices to motorists and pedestrians. (85) 

8. Administers emergency first aid to injured or ailing persons. (71) 

9. Observes speech, odor and movements of stopped motorist or pedestrian to determine degree of 
drug or alcohol intoxification. (77) 

10. Searches for, identifies and recove\s lost or stolen property. (17) 

11. Assists people with problems or refers them to public service agencies. (23) 

.12. Enforces law situationally exercising judgement and discretion as to the most effective means 
for controlling or resolving problems. (29) 

13. Pursues fleeing suspects or fugitives by vehicle or on foot. (35) 

14. Arrests, searches, and secures suspects and fugitives. (41) 

15. Uses physical force and protective equipment such as revolver, baton, handcuffs, shot gun 
and tear gas when necessary to subdue resistance, prevent escape or protect self or pub1ic.(47) 

16. Informs an arrested person of charges and his legal rights. (53) 

17. Participates in booking an arrested person. (59) 

18. Discusses charge and circumstances of arrest with arresting officer to ensure they are in 
accord with law and department policy. (IS) 

19. Evaluates circumstances and releases arrested person on a citation rather than taking into 
custody when warranted. (71) 

20. Conceives, plans and recommends improvements, innovations and changes in department p01icie~ 
objectives, and procedures for coping with crime or providing public service. ) 

21. Responds to scene of major occurrences, provides advice and assumes leadership of situation 
as needed. .. (1J) 

TI-5 

AlMunt _Sca~ A "ysmlllntof" 
of Time 
Spent on 

B = A moderate amount of time 

Talk' e = A considerable amount of time 

Amount of Where learned Amount of IX' 
timespaIlt (rink order I 2 31 TriiniiiiiEducation 
onTakl~ FOfmal College On the Too About Too 
scale above' Trlining Course Job [!-ittle Right Much 

1/ 

-
(34 

(40 

(48 

(52 

(51 

(&4 

(70 

(71 

(tl 

(22 

(2' 

(34 

(. 

(41 

(52 

(51 

(It 

11' 

(11 

II 

(22 



- - - - - - - - - - - - - - • - - - -TASK CHECKLIST 
A : A very SllllII s.mount of time 

ofTiIM B = A moderate ''!'Gunt of time ·-l Job Title: Patrol line OfficerLPatrol line Supervisor S.."ron c = A considerable amount of time TnIc: 

TASK STATEMENTS 

22. Photographs locations, individuals, and crime and accident scenes. (23) 

23. Diagrams or sketches locations, individuals, and crime and accident scenes. (21) 

24. Makes castings of foot and tire prints, tool marks and other impressions at crime scene. (35) 

25. Searches for, collects, labels and packages physical evidence found at crime and accident 
scenes. (41) 

26. Recrui ts informants on criminal activity and solicits information from them. (47) 

27. Acquires and updates information on crime and other police matters by reading station log 
and reports, exchanging information with fellow officers and other knowledgeable persons, 
chatting with citizens, and soliciting guidance from superiors. (53) 

28. Reports periodic and daily activities verbally and in writing to supervisor. (59) 

29. Participates in staff meetings and conferences. (65) 

30. Operates voice radio equipment to receive and give information. (71) 

31. Provides official information to news media and other government agencies. (77) 

32. Attends conferences, seminars, briefings and professional meetings to gather and exchange 
information. (17) 

33. Records field actions and observations in notebook and transposes information into formal 
report of crimes, accidents or other activities and action taken. (23) 

34. Receives, reviews, revises and forwards reports and files on daily activities, crime, 
accidents, and other incidents. (29) 

35. Prepares, reviews, approves and forwards summary and statistical reports on crime and police 
activity. (35) 

36. Inspects police personnel and equipment for conformance to regulations. (41) 

37. Assigns police and related personnel to .duty. (47) 

38. Monitors, supervises and schedules police operations and personnel. (53) 

39. Receives. investigates reports and takes action on complaints against police personnel or 
unit operations. (II) 

40. Plans, organizes and staffs unit operations utilizing available resources. (., 
4l. Performs personnel and administrative actions such as hearing grievances, evaluating job 

performance, taking disciplinary action, recommending awards, approving promotions, approvi~ 
directives, and counseling subordinate personnel. j) 

42. Receives and imparts training in law enforcement. (77) 

Amount of Where I_rnld Amount of (X) 
Do (+) time spent lrank ordtw I 2 3) Traini ;a/Edumtion 
or Don't on Task IS4I!I Formal College On the Too About Too 
Do I·) scale above) Training Course Job little Right Much 

I 
I 

(2' 

( 

( 

34) 

411) 

(41 

(52 ) 

(51 

(14 

(11 

(7' 

(1. 

(22 

(2' 

i34 

(41 

(41 

(52 

(II 

eM 

C1I 

De ) .. Ii 



- - - - - - - - - - - - - - --Amount A = A very SlNllamount of'time 
ofTi_ B = A moderate amount of time 

TASK CHECKLIST 

Job Title: Patrol 
~rr 

Line Officer/Patrol Line Supervisor ~on C = A considerable amount of time 

Amount of Where learned • Amount of (X) 
Do (+) time spent (rank order I 2 3) Training/Education 

TASK STATEMENTS or Don't anTasic (_ Formal College On-Job Too About Too 
00(') scale above) Training Course irraining Little Rjqht Much 

43. Responds to local citizen and government groups to promote understanding of the police 
department, advise on citizen responsibilities, and deter crime and criminal activity. (n) 

44. Testifies at judicial proceedings. (23) 

45. Talks with juveniles and families of juveniles to build respect for law and order, advise on 
acceptable behavior and reduce crime and activity. (29) 

46. Guards suspects, prisoners and other detained persons to prevent escape or injury. (35) '. 
47. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE BACK OF 

THIS FORM. 

J/ 

,I 

" " , 
H5n5 

-
(22) 

(21) 

(34) 

(41) 

,J 



I Evidence Techni ci an/Crime Scene" 
Analyst 

(1181 043-575042 AIR Task Checklist 

LAW EN FORCEMENT 
lixp. 7/31/76 
.EAA (3600-K) 

I 
I 
I 
I 
I 
I 
I',"· 
I 
I' 
I 
1--

,. 

I 
I 
I, 

I 
,I 
I 

~~'-y~ ~-.- II 

• 
Please fill in the identification information requested below. The 

information will be used for research purposes only and will not become a 
part of any personnel or official file. 

1. Agency for \'lhich you work: ___________________ _ 

Bureau/Division or Unit: ____________________ _ 

2. Agency address : ______________________ _ 

3. What is your position or job title: ______________ _ 

4. What is your current duty assignment: _____________ _ 
. 

5. What is your age: ___ (1S-16) 6'1 Sex: Male ( 11 Female ( )2 

7. What is your Race: Black ( ) 1 White ( )2 Other ( )3 

(17) 

(18) 

8. How long have you worked in your current duty assignment:_Yrs._Months (19·22i 

9. How many years have you worked for thi s agency: (23·24) 

10. In all, how many years have you worked in the 1 aw enforcement area: (25·26) 

11, rle~se. circle. tfl.e. numbe.r indicating your current le.ve.l of formal e.ducation; 

Less than high school diploma ....... ~ .. , ... P ..... 01 

High school graduate ...•••..•.•.•••••.. ,., •••••••• 02 

1 to 2 years of college .••.••.•••••••••••••••••••• 03 

2-year college degree .••.•••••••.•••••••••••..•••• 04 

3 to 4 years of college .•..•••••.•.••••••••••••••• 05 

4-year college degree ..•.•.....•..•..••••••••••••• 06 (27·28) 

Some graduate course work ••••••.•••.•••.••..•••••• 07 

Master's degree ......................... e.. • • • • • • •• 08 

Graduate work beyond the master's degree.: .•.••••• 09 
. . . 

Doctorate 10 , ........... , .......• ~.'! •• ,~., .• I!~,,~" 

LL.~B. or J.D .................................... 11 
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~. - - - - - - - - - - - - - - - - - -
TASK CHECKLIST 

Introduction and Instructions 

Your agency is cooperating with AIR in a survey of law enforcement occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks which you perform, and a (-) for all tasks 
you do not perform. 

Step 2. Write in at end of checklist any tasks you perform that are not listed. 
Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated 
"B", and a very small amount of time woul d be rated II A". 

Step 4. Then, complete column 3, 4, or 5 to show where you learned the knowledge or skill. 
Formal training = classroom (non college)' workshops, special courses, entry 

level or in-service training programs 
College courses = courses taken at college or law school either for a degree 

or to acquire special knowledge 
Informal job learning = working on the job 

If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable 
source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 

Step 5. Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job. For each knowledge or skill you check in column 1, place an {X)ln one box in 
column 6 to indicate: 

Too little = not given any/enough training; not enough detail; too 
narrow in scope, etc. 

About right = suited to job tasks; enough depth; provided necessary 
information,. etc. 

Too much = overtrained for level needed; too much detail; etc. 
We appreciate your cooperation in this phase of the study. It should be very helpful to LEAA in planning '\ 
support for future training an~ educational programs. 



~B*"'S750111 
Exp. 7/31/76 
LEAA (3600-K) - - - - - - - - - -TASK CHECKLIST 

Job Title: ..fiIDENCE TECHNICIAN/CRIME SCENE ANALYST 

TASK STATEMENTS 
00 (+) 
or Don't 
00 (.) 

1. Examines crime scene and surrounding area prior to collection of evidence, discusses and 
clarifies known facts of case with officer in charge, and determines most effective search 

(29) procedure and identification techniques. 
'..j 

2. Searches for, locates, marks, collects, labels, and packages physical evidence and 'fdte~t 
fingerprints found at crime scenes. (35) 

~ 

3. Makes castings of footprints, tire prints, tool marks, and other impressions found at crime 
scenes. (41) 

4. Photographs crime scene prior to removal of evidence to provide 'permanent record. (47) 

5. Photographs individuals and locations under police surveillance. (53) 

6. Draws scale diagrams of crime scene. (59) 

7. Completes crime scene search report for each crime scene analyzed. (65) 

8. 'Inspects and checks avai 1 abi 1 ity and servi ceabil ity of regul ar and special police equipment 
required in the performance of assigned duties. (71) 

9. Inventories and checks physical evidence received from officers, stores items in evidence 
room, and maintains evidence/property receipt. (77) 

10. Develops photographic films, makes prints, and enlarges photos. (17) 

11. Compares fingerprint evidence from crime scene with department fingerprint records of 
suspects and prior offenders. (23) 

12. Disposes of evidence, by returning to rightful owner, or destroying it. (29) 

13. Operates mobile or portable radio equipment in order to maintain effective communications. (35) 

14. Communicates orally or in writing with personnel of other law enforcement/criminal justice 
agencies. (41) 

15. Instructs law enforcement personnel in various specialized evidence gathering techniques. (47) 

16. Attends training in and studies use of new and specialized police procedures and equi pment. (53) 

17. Testifies at judicial proceedings as expert witness. (59) 

18. Completes daily activity summary in order to inform superior of daily work output and to 
maintain record for future reference. (65) 

19. Reads records of crime activity such as station log, hotsheet and posted notice, and 
exchanges information with fellow officers. (71) 

20. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE BACK 
OF THIS FORM. 

, , 

TI.5/75 

- - - - - -'_fu, } A = A very small amount of time Amount 
of Time B = A moderate amount of time 
Spent on 

C = A considerable amount of time Task: 

Amount of Where learned . Amount of (X) 
time spent (rank order I 2 3) Training/Education 
on Task (see Formal College On the Too About Too 
scale above) Training Course Job Little Right Much 

I ' 

(34) 

(40) 

(46) 

(52) 

(58) 

(64) 

(70) 

(76) 

(16) 

(22) 

(21) 

(34) 

(40) 

(48) 

(52) 

(SI) 

(64) 

(70) 

(71) 

-----------------------------------------------------' 



I Police Planner 

I MB# 043-S75042 
Exp. 7/31/76 
LEAA (3600-0) 

AIR Task Checklist 

LAW ENFORCEMENT 

Please fill in the identification information requested below. The 
information will be used for research purposes only and will not become a 
part of any personnel or official file. 

1. Agency for which you work: __________________ _ 

Bureau/Division or Unit: ___________________ _ 

2. Agency address : ______________________ _ 

3. What is your position or job title: ______________ _ 

4. What is your current duty assignment: _____________ _ 
-

5. What is your age: __ ~05-16} 6. Sex: Male ( )1 Female )2 

7. What is your Race: Black ( ) 1 Whi te ( ) 2 Othe,-,-r-->-_)3 

8. How long have you worked in your current duty assignment: Yrs. Months 

9. How many years have you worked for this agency: __________ _ 

(17) 

(18) 

(19-22) 

(23-24) 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

10. In a 11, how many years have you worked in the 1 aw enforcement area: (25-26) 

11 t pleqse ctrcle tile. number indicqting ,your current level of fomql e.ducqtion; 

Less tha,n high school diploma ....... ~H ............ 01 

High school graduate ...•.•.••••.••.••..•.•..•..•.. 02 

1 to 2 years of college ......................... ,. 03 

2-year college degree ......................... , ... 04 

3 to 4 years of college ........................... 05 

4-year college degree ....•...•.......•.•..•.••..•• 06 

Some graduate course work.......................... 07 

Master's degree ................... tI. • • • • • • • • • • • • •• 08 

Graduate work beyond the master's degree ••.•..•••• 09 

Doctorate, 10 - ............ ······'t~'f.'.'~.I11!~.~'''~~'' 
LL.'B. or J.D ....................... :., ............ 11 

(27-28) 



I:~ 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 



-_ .... - - - - - - - - - - - - - - - - -
TASK CHECKLIST 

Introduction and Instructions 

Your agency is cooperating with AIR in a survey of law enforcement occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks which you perfonn, and a (-) for all tasks 
you do not perform. 

Step 2. Write in at end of checklist any tasks you perform that are not listed. 
Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a tas~ :Jou would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated 
"8", and a very small amount of time would be rated !I A". 

Step 4. Then, complete column 3, 4, or 5 to show where you learned the knowledge or skill. 

Step 5. 

Formal training = classroom (non college) workshops, special courses, entry 
level or in-service training programs 

College courses = courses taken at college or law school either for a degree 
or to acquire special knowledge 

Informal job learning = working on the job 
If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable 
source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 
Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job. For each knowledge or skill you check in column 1, place an (X}in one box in 
column 6 to indicate: 

Too little 

About right 

= not given any/enough training; not enough detail; too 
narrow in scope, etc. 

= suited to job tasks; enough depth; provided necessary 
information, etc. 

Too much = overtrained for level needed; too much detail; etc. 
We appreciate your cooperation in this phase of the study. It should be very helpful to LEAA in planning 
support for future training and educational programs. 



.. - ... - - - - - - - - - -(JotBI 043-S75042 
EXp. 7/31/76 
LEAA (3600-0) 

rASK STATEMENTS 

TASK CHECKLIST 

Job Title: POLICE PLANNER 

1. Coordinates activities related to preparation of applications for federal or other grants 
by elements of department, initiating submission of applications, reviewing and editing 
applications, and providing research and planning support necessary to identify and isolate 
problem areas and propose possible solutions for inclusion in grant applications. (29) -

-
Do (+ I 
or Don'l 
Do (·1 

2. Observes operations and studies reports of departmental elements in order to identify and solve 
operational problems. (35) 

3. Reads offense or accident reports and daily activity report of officers, analyzes, interprets 
and sunrnarizes report data, and compiles periodic crime trend and activity recap reports for 
submission to management. (41) 

4. Gathers, compiles and analyzes departmental crime and workload statistics. (47) 

5. Reviews, edits, and approves correspondence, studies, and reports destined for another office 
or agency. (53) .. . . . .. 

6. Prepares written directives, standard operating procedures and police statements. (59) 

7. Confers with departmental chief executive and/or command staff to report progress on programs 
and Projects, and to receive guidance. (65) 

8. Reviews budget requests and participates in presentation . .. h' (71) to approvlng or revlewlng a~t orlty. 

9. Institutes and monitors budgetar.y and other administrative controls. (77) 

10. Conceives, plans and recommends innovative methods for preventing/coping with major crimes 
or other service de1iver,y problems. (17) 

11. Makes oral presentations to local governing body, its components, and/or other outside 
councils, or boards. (23) 

12. Communicates orally or in writing with personnel of other law enforcement/criminal justice 
agencies. (29) 

13. Provides information to the news media. (35) 

14. Attends and participates in professional meetings, conferences, seminars, and public 
gatherings. (41) 

15, Represents agency on special task forces or commissions. (47) 

16. Instructs/teaches law enforcement personnel in planning and budgeting techniques. (53) 

17. Advises and makes recommendations to chief executive or immediate superior regarding agency (\9) 
goals, objectives, policies, and procedures. 

18. Compiles and prepares required administrative reports. (65) 

19. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED: ABOVE, PLEASE DESCRIBE THEM ON THE BACK 
OF THIS FORM. 

TI-5f75 

- -~=Uf:: } 
of Time 
Spent on 
Task: 

- - -A = A very small, amount of time 

B = A moderate amount of time 

C = A considerable amount of time 

Amount of Where learned Amount of (XI 
lime spent (rank order I 2 31 Training/Education 
on Task (see Formal College On the Too About Too 

-
scale abovel Training Course Job Little Right Much 

1'\ 
\ 

__ ~L 

\ 
\ 

(34) 

(41) 

(4&) 

(52) 

(51) 

(64) 

(7D) 

(76) 

(11) 

(22) 

(21) 

(34) 

(41) 

(41) 

(52) 

(SI) 

(14) 

(71) 

.:. 
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Please fill in the identification information requested below. The 
information will be used'for research purposes only and will not become a 
part of any personnel or official file. 

1. Agency for which you work: _________________ _ 

Bureau/Division or Unit: __________________ _ 

2. Agency address : ______________________ _ 

3. What is your position or job title: ______________ _ 

4.' What is your current duty assignment: _____________ _ 

5. What is your age: ___ (J5·16) 6. Sex: Male ( )1 Female { )2 

7. What is your Race: Black ( ) 1 White ( )2 Other L)3 

8. How long have you worked in your current duty assignment:_Yrs. ___ Months 

9. How many years have you worked for thi s agency : .. _~ ________ _ 

10. In all» how many years have you worked in the law enforcement area: __ _ 

llv p1e~s.e ctrc1e the. numf)er i,ndi,cati,ng your current level of formal educ~tion; 

Less thqn ~igh school diploma"~"'~"'~t,~ •• tt'" 01 

High school graduate •••••••• , .••••• 't ••••••• ,.~t •• 02 

1 to 2 years of college •..•••••••••••••••• , •••••• , 03 

2 .. year college degree •••..••••••••••..••••••••• , ••• 04 

3 to 4 years of college ••••••••••••••••••••••••••• 05 

4-year college degree ....•••••••••••••..•.•••••••• 06 

Some graduate course work .••..••••• ; ••••••••.••••• 07 

Master I S degree .................................. . 08 

Graduate work b~yond the master's degree •••••••••• 09 
Doctorate . ',. , 

. ' •• • • • • • • • • •• • ••••• ~ ',II! • , .. , t , •• ~ • , , , • , , , 
10 

LL.B. or J.D ••••••••••••••.••••••••••••••••••••• 11 

'. 

(17) 

(18) 

(19·22) 

(23·24) 

{25·26) 

(27·28) 
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TASK CHECKLIST 

Introduction and Instructions 

Your agency is cooperating with AIR in a survey of law enforcement occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide in\ormation about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step.l. Put a plus (+) in column 1 for all tasks which you perform, and- a (.:-) for all tasks 
you do not perform. 

Step 2. Write in ~t end of checklist any tasks you perform that are not listed. 
Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated. 
"B", and a very small amount of time would be rated nAil. 

Step 4. Then, complete column 3, 4, or 5 to show where you learned the knowledge or skill. 

Step 5. 

Formal training 

College courses 

= classroom (non college) workshops, special courses, entry 
level or in-service training programs 

= courses taken at college or law school either for a degree 
or to acquire special knowledge 

Informal job learning = working on the job 
If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable 
source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 
Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job. For each knowledge or skill you check in column 1, place an ~)in one box in 
column 6 to indicate: 

Too little 

About right 

= not given any/enough training; not enough detail; too 
narrow in scope, etc. 

= suited to job tasks; enough depth; provided necessary 
information, etc. 

Too much = overtrained for level needed.- too much detail i etc. 
We appreciate your cooperation in this phase of the study. It should be very helpful to LEAA in planning 
support for future training and educational programs. 

" 
- --- -~ .... _.- - -~'...--:...~ 
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TASK CHECKLIST 

Job Title: LEGAL ADVISOR 

TASK STATEMENTS 

1- Conducts studies of and prepares position papers about various legal phases of police depart-
ment operations. (29) 

2. Monitors oral testimony and demeanor of officers in court. (35) 

3. Discusses a charge and circumstances of arrest made by an officer, ensuring that the charge and 
circumstances are in accordance with applicable laws and made in accordance with departmental 
policies and procedures. (41) 

4. Reviews reports or files containing information related to misdemeanor and/or felony cases to 
ensure that the report is complete and accurate, and that the case is prosecutable in judicial 
proceedings. (47) 

5. Testifies at judicial proceedings. (5~!. 

6. Prepal'es and files appl ication for arrest and search warrants with the proper judicial officlNr 

7. Meets periodically with officers of the department to inform them of any new court decisions 
affecting departmental policies and procedures or to review nolle-prosse cases. (65) 

8. Provides consulting services to management, supervisors, and officers regarding legal matters, 
visiting various operational elements to meet with persons regarding technical points of the 
law which require clarification. (71) 

9. Responds to all incidents which require the presence of legal counsel to provide legal advice 
and assistance to officials at the scene. (77) 

10. Reviews and studies trends in the law as indicated by judicial decisions and legal interpreta-
tions, and translates these into departmental policies and procedures when warranted. (17) 

11. Prepares and submits formal legal opinions regarding departmental matters. (23) 

12. Assists appropriate officials in cases involving repeat offenders and crimes of exceptional 
violence to expedite the indictment and prosecution of offenders. (29) 

13. Talks with representatives of prosecutor's office, discussing reasons for court dismissal 
actions, contacting prosecutor who tried a particular case in question, if necessary, for 

(35) clarification or recommendations. 

14. Writes and periodically updates an annotated, indexed manual on criminal laws and codes 
applicable in department's area of jurisdiction. (41) 

15. Reads and reviews contractual agreements, such as leases, to ensure that legal agreements 
necessary to departmental operations are properly execut~d. (47) 

16. Coordinates preparation of litigation, proposed answers to interrogatories, affidavits, and 
summaries of correspondence in order to defend individual police officers, police officials, 
the police department, or a governmental unit in civil suits. (53) 

17. Contributes to research and drafting of governmental unit's position in class action suits 
and other litigation. (59) 

18. Appears as attorney of record in administrative hearings to represent department. (65) 

TI-5/75 

=::: l A = A very small amount of time 
of Time B = A moderate amount of time 
Spent on C A 'd • ' Task: = conSI erable amount o. time 

Amount of Where learned Amount of (XI 
Do (+ I time spent (rank order I 2 3) Training/Education 
or Don't on Task (see Formal College On the Too About Too 
Do (-) scale above) Training Course Job Little Right Much 

--

. -

! 

( 

( 

( 46) 

( 52) 

51) 

64) 

( 

( 

( 70) 

(7 6) 

(1 6) 

( 22) 

(21) 

( 34) 

40) ( 

( 46) 

( &2) 

( II) 

( 

(7 

84) 

I) 
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Job Title: LEGAL ADVISOR 
--~==~~~~-------------

Do (+1 
TASK STATEMENTS or Don't 

Do (·1 

19. Participates in collective bargaining or negotiating sessions with representatives of employee 
organizations t~ give advice on contracts and legal matters. (71) 

20. Communicates orally or in writing with personnel in department and with personnel of other 
law enforcement/criminal justice agencies, the community. and outside boards and councils, (77) 

2l. Provides information to the news media. (~!) 

22. Attends and participates in professional meetings. conferences. seminars and staff meeti ngs. (23) 

23. Instructs law enforcement personnel in new and revised interpretations of statutes. (29) 

24. Advises chief executive or imn~iate superior regarding legal aspects of agency goals, 
objectives, policies, and procedures. (35) 

25. Confers with departmental chief executive and command staff to report progress on programs 
and projects. and to receive guidance. (41) 

26. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE BACK 
OF THIS FORM. 

, 

Tl-6/75 

Amount of 
time spent 
on Task {~ 
scale abovel 

- - -A = A very small amount of time 

B = A moderate amount of time 

C = A considerable amount of time 

Where learned Amount of IXI 
{rank order I 2 31 T rainirlglEduCition 

Formal College On the Too About Too 

-
Training Course Job Little Right Much 

(7&) 

( 1&) 

22) 

21) 

34) 

( 

( 

( 

( 40) 

( 46) 
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10/2/75 

TASK ANALYSIS INSTRUCTIONS 

As part of the National Manpower Survey detailed task descriptions have been prepared for a 
number of positions in the law enforcement and criminal justice system. In addition to the task 
descriptions, the knowledges and skills required to do the task and the standards on which performance 
of the task can be evaluated are set forth. 

Because of your familiarity'with one of the positions under study you have been selected to review 
some of the task statements~ We would like "you to read the task ~tatement, making any changes you think 
are needed to give a good description of the task. You will note that each task statement describes 
what is done, what is needed to do it, and why it is done. 

The second step is to reap the list of knowledges and skills required. It is in the lower right 
corner of the form. Again, make any changes you think would improve the list--changing the knowledges 
or skills, adding new ones, or eliminating any you think are not necessary. 

Finally, please review the performance standards, in the lower left corner. Again, make any changes, 
additions, or deletions that you think will improve the list. 

\ 
The last,page of the fonn contains three questions about training or education for this task. 

We appreciate your cooperation in this part of the study. 



.' 
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TASK ANALYSIS FORM 

POSITION LAW ENFORCE:...::MENT~_~LOCATION. ___________ ----:REVIEWED BY _______ TASK NO • .....::,I ____ _ 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxXXXXXXXXXXXXXXXXXX 
X X 
X X 
XTASK: Adopts departmental goal.s and objectives, calling upon personal knowledge and experience regarding the department, X 

.Xthc canmunity served, role of police in the administration of justice, and other relevant factors, basing decisions x 
Xregarding goals and objectives on recommendations made by subordinates supported by staff study and research, when x .; 
Xnvailabletin order to establish clearly defined departmental goals and objectives against which progress of the department 
xand its individual organizational components towurd attainment of these goals and ohjectives can be measured and x 
Xmonitorcd and to insure that such goals and objectives are in accord "lith needs of departmental personnel and the x 
xcommunity and legal and moral considerations involved in the administration of jus_~ice in a democratic society.· x 
x X 
x x 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

PERFORMANCE STANDARDS 

Goals and objectives provide an effective means by 
which .department management can judge performance and, 
*len necessary take corrective action. 

x 
'x x x 

x x x x x x x x x x x x x x 
x 
x x x 
x x x x 
x x x 
x 
x x 
x x 
x 
x x 
x 
~ x x 
x 
x x 
x x x 
~ x x 
)( 
)( 

~ 
)( 

" " 

KNOWLEDGES OR SKILLS REQUIRED 

. Knowledge of the role of police in a democratic society. 
Kno\'1ledge of the police function, authority and responsibility. , 
Knowledge of po lice administration. . . . . 
Knowledge of management by objectives. 
How to select realistic goals and objectives and institu\te 
all effective program of follow-up to ensure attainment. 

.', 

Knowledge of the 
comm.and staff. 

department organization, operations, anc.\l 

Knmdedge of the community served. 
Knowledge of the governmental unit administr~tion. 
Knowledge of agency/community needs and resources. 



_r _ ________________ _ 
.. . . 

" 

1. What do you think is the one best way to learn to do this task? 

Academic education 
_____ Special training, such as academy training, workshops, seminars, or courses 
_____ Working with experienced co-worker 
___ On-the-job training by supervisor 
___ No special training necessary 

Other (pl ease speci fy) : _________________________ _ 

2. How difficult was it for you to learn how to do this task? 
one of the most difficult tasks to learn on the whole job 

_____ very difficult to learn 
___ of moderate difficulty 
___ of slight difficulty 

not difficult to learn at all--can easily be learned by anyone 

3. Are college courses essential or highly necessary for performing this task? 
No, the task does not need college training 
Yes. Why? _______________________________________________ ___ 
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Position to be rated: Police Executive (Chief Executive and Mid-Level Manager) 

This fonn will be,used to provide information about the l~vel of knowledge 
required by certain positions in the criminal justice field, and the level of 
knowl edge normally. found in ne\,/ly hi red personnel in those pas iti ons . The re
sults wi1l permit planning of further education and training programs to bring 
new employees up to full performance. Because of your famil i ari ty with one of 
the positions under study, named in the box above, you have been selected to 
complete this form. 

We would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner~ with no more than the 
usual level of supervision provided for the job. Then we would like you to 
describe the level of knowledge that you have observed in personnel newly 
assigned to the position. Use the same scale, described below, to rate the 
job requirements and the p}~oficiency level of newly hired personnel. 

Ex~ert: In-depth knowledge, including application of knowledge 
n unusual or complex situations. 

High Degree: Highly knowledgeable. Can apply knowledge in some 
unusual or complex situations. 

Moderate Degree: Has level of knowledge to perform acceptably in 
typical or usual situations. 

Slight Degree: Has sufficient knowledge to function in only simple 
or routine situations. . . 

None: Not required by job or learned by incumbent. 

Circle one letter on the Job Requir~ment scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of knowledge that a newly hired person usually brings to the job. 

In many agencies new employees in this position receive academy or other 
formal training. If this training is required by this agency, consider the 
typical entry level worker to be rated on the Proficiency scale as an individual 
who has just completed such train~ng. 

. If formal training is not required, rate the Proficiency of the typical 
employee newly assigned to the job. 

Is formal training required by this Agency for this position? 

Yes ------- No ___ -'--__ _ 

. ~~ - -.-----------------------~-----"--------~ 
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Position Title POLICE EXECUTIVE 
-Chief Executive 

A. Pol 
Rel 

1-

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

B. Org 

l. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

-Mid-Level Manager 

ice Responsibilities and Environmental 
ationships 

the police history, role, mission, authority, 
and r~sponsibility 
-
criminal justice system/agencies/relationships 

criminal/civil laws and legal procedures 

legal issues and trends in law enforcement 

citizen rights and processing of complaints 

external pressure groups, radical groups, 
dissidents 

contemporary social problems 

police ethics and civil liability 

community needs and resources 

anization and Management 

leadership and supervision 

police organization, administration, and 
operations 

fiscal and budget management 

police labor relations 

planning and research 

decision-making 

management by objectives 

motivation, morale, and police productivity 
~ 

departmental goals and objectives 

10. written and oral communications 

(15) 

(17) 

(19) 

(21 ) 

(23) 

(25) 

(27) 

(29) 

(31) 

(33) 

(35) 

(37) 

(39) 

(41 ) 

(43) 

(45) 

(47) 

(49) 

(51 ) 

Joa 
REQUIREMENT: 

Level required 
for capable 
-perfonnance 

Page--!l __ ~ 

PROFICIENCY: 

Level of typical 
newly ,assigned 
personnel 

i~lik~/; 4j::r:~~~ 

E H M 5 N 

E H M 5 N 

E H M S N 

E H M S N 

E H M S N 

E H M 5 N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M 5 N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N (16) 

E H M S N (18) 

E H M S N (20) 

E H M S N (22) 

E H M S N (24) 

E H M S N (26) 

E H M S N (28) 

E H M S N (30) 

E H M S N (32) 

E H M S N (34) 

E H M S N (36) 

E H M S N (38) 

E H M S N (40) 

E H M S N (42) 

E H M S N (44) 

E H M S N (46) 

E HM S N (48) , 

E H M S N $m 

E • H M 5 N $~ 

'0 
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KNOWLEDGE CHECKLIST 

Position Title POLICE EXECUTIVE 
-Chief Executive 
-Mid-Level Manager 

11. personnel administration (53) 

12. human relations/group processes (55) 

13. need~ assessment, resource allocation and 
util ization (57) 

14. data procpssing and the use of computers 
in agency management and operations (59) 

C. Pol ice Operations 

1. patrol administration, policies, procedures, 
techniques, problems (61) 

2. criminal investigation policies, procedures, 
techniques and problems (63) . 

3. traffic supervision, safety, and accident 
investigation (65) 

4. police tactical operations (67) 

5. crowd/riot control (69) 

6. hostage and sniping situations (71) 

7. crime strike/task forces (73) 

8. crime prevention (75) 

9. criminal behavior (77) 

10. commercial, industrial and residential 
security (79) 

11. juvenile justice system and laws (15) 

12. prevention and control of juvenile 
delinquency (17) 

13. interviewing and eliciting information (19) 

14. collecting, recording and analyzing 
infonnation (21 ) 

Page..!:2'--__ 

JOB 
REQUIREMENT: PROFICIENCY: 

Level required 
for capable 
perfonnance 

I~~~%o/J ~ ~ ~ c" ~ 

E H r~ S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

Level of typical 
newly assigned 
personnel 

E H M S N (54) 

E H M S N (56) 

E H M S N (58) 

E H M S N (60) 

E H M S N (62) 

E H M S N (64) 

E H M S N (66) 

E H M S N (68) 

E H M S N (70) 

E H M S N (72) 

E H M S N (74) 

E H M S N (76) 

E H M S N (78) 

E H M S N (80) 

E H M S N (16) 

E H M S N (18) 

E H M S N (20) 

E H M S N (22) 
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KNOWLEDGE CHECKLIST 

Position Title __ P_O_LI_C_E_E_XE_C_U_T_IV_E ________ _ 
-Chief Executive 
-Mid-Level Manager 

15. police reporting (23) 

16. arrest and detention (25) 

17. hot pursuit (27\ 

18. use of physical force, lethal and non-lethal 
weapons (29) 

D. Sta ff Services 

1. police-community relations (31) 

2. police-news media relations and public 
information (33) 

3. legal advice/services (35) 

4. training (37) 

E. Aux i liary and Technical Services 

1. police comn~nications (39) 

2. police records and information systems (41) 

3. criminalistics/crime laboratory (43) 

4. police supplies, equipment, and facilities (45) 

JOB 
REQUIREMENT: 

level required 
for capable 
perfonnance 

Page~3 __ _ 

PROFICIENCY: 
Level of typical 
newly assigned 
personnel 

/li~/Ik%~ ~::C~Ci)~ 

E H M S N E H M S N (24) 

E H M S N E H M S N (26) 

E H M S N E H M S N (28) 

E H M S N E H M S N (30) 

E H M S N E H M S N (32) 

E H M S N E H M S N (~) 

E H M S N E H M S N (~) 

E H M S N E H M S N (~) 

E H M S N E H M S N 
(40) 

E H M S N E H M S N (42) 

E H M S N E H M S N (441 

E H M S N E H M S N (46) 
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Position to be rated: Line Personnel (Patrol Sup-ervisor, Investigative Services Super., __________________________________ ~ol Officer. Detective/Criminal Investigator) 

This form will be,used to provide information about the level of knowledge 
required by certain positions in the criminal justice field, and the level of 
knowledge normally found in newly hired personnel in those positions. The re
sultswill permit planning of further education and training programs to bring 
new employees up to full performance. Because of your familiarity with one of 
the positions under study, named in the box above, you have been selected to 
complete this form. 

We would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner, with no more than the 
usual level of supervision provided for the job. Then we would like you to 
describe the level of knowledge that you have observed in personnel newly 
assigned to the position. Use the same scale, described below, to rate the 
job requirements and the proficiency level of newly hired personnel. 

Exeert: In-depth knowledge, including application of knowledge 
1n unusual or complex situations. 

High Degree: Highly knowledgeable. Can apply knowledge in some 
unusual or complex situations. 

Moderate Degree: Has level of knowledge to perform acceptably in 
typical or usual situations. 

Slight D~ree: Has sufficient knowledge to function in only simple 
or routine situations. . 

~one: Not required by job or learned by incumbent. 

Circle one letter on the Job Reguirement scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of knowledge that a newly hired person usually brings to the job. 

In many agencies new employees in this position receive academy or other 
formal training. If this training is required by this agency, consider the 
typical entry level worker to be rated on the Proficiency scale as an individual 
who has just completed such train1ng. 

If formal training is not required, rat€ the Proficiency of the typical 
employee newly assigned to the job. 

Is formal training required by this Agency for this position? 

Yes "-------- No" _____ ..:.-__ _ 
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Position Title __ L_I_N_E_P_E_R_S_ON_N_E_L _________ _ 

A. Pol 
~el 

l. 

2. 

3. 

4. 

5. 

6. 

7. 

B. 

9. 

10. 

ll. 

12. 

13. 

14. 

15. 

B. Org 

l. 

2. 

- Patrol Supervisor 
Investigative Services Supervisor 

- P 1 ff· atro 0 lcer 
- Detective/Criminal Investigator 

ice Responsibilities and Environmental 
ationships 

police history, role and mission (15) 

crimi na 1 justice system!agenci es/rel ati onshi ps (17) 

criminal/civil laws (19) 

criminal/civil legal procedures (21) 

laws of evidence (23) 

legal issues and trends in criminal law 
enforcement (25) 

local jurisdiction, laws and ordinances (27) 

police authority, responsibilities, rights and 
civil 1 iabi 1 ity (29) 

preparation and execution/issuance/processing 
of a warrant or subpoena (31) 

citizen rights and processing of complaints (33) 

courtroom procedures, demeanor and presenta-
tion of testimony (35) 

suspect identification by victim or witness (37) 

external pressure groups, radical groups, 
dissidents (39) 

contemporary social problems (urban, ethnic, 
etc. ) (41) 

community needs and resources (43) 

anization and Management 

leadership and supervision (45) 

police organization, administration, and 
operations (47) 

JOB 
REQUIREMENT: 

level required 
for capable 
perfonnance 

Page---!l __ _ 

PROFICIENCY: 

level of typical 
newly assigned 
personnel 

~~!J%& ~ / tfj::::~~~ 

E H M S N E H M S N (16) 

E H M S N E H M S N (18) 

E H M S N E H M S N (20) 

E H M S N E H M S N (22) 

E H M S N E H M S N (24) 

E H M S N E H M S N (26) 

E H M S N E H M S N (28) 

E H M S N E H M S N (30) 

E H M S N E H M S N (32) 

E H M S N E H ~1 S N (34) 

E H M S N E H M S N (36) 

E H M S N E H M S N (38) 

E H M S N E H M S N (40) 

E H M S N E H M S N (42) 

E H M S N E H M S N (44) 

E H M S N E H M S N (46) 

E H M S N E H M S N (48) 
.' 
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I 
I 
I 
cl 

KNOWLEDGE CHECKLIST 

Position Title __ L_I_N_E_P._E..;."R..:.:.SO..:.,:N..:.:.N.:..::E:.::;:L ________ _ 

c. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

Pol 

l. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

c 

police labor relations (49) 

planning and decision-making (51 ) 

motivation, morale, and police productivity (53) 

departmental goals and objectives (55) 

written and oral communications (57) 

personnel administration (59) 

human relations/group processes (61 ) 

ice Operations 

onduct of investigations: 

preliminary investigations (63) 

techniques for identification of lost/stolen 
items (65) 

interviewing and eliciting information (67) 

collecting, recording, analyzing information (69) 

information sources and informants (71) 

visual and audio surveillance (73) 

field testing for intoxication or use of drugs(75) 

operation of breathalyzer (77) 

investigation of specific crimes: e.g. , arson, 
burglary, rape, homicide (79) 

preparation of clear, concise reports (15) 

T raffic supervision and safety: 

1. traffic control (17) 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

Page --=2=----__ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

i~~!lk1t/; ~::z: ~ "" ~ 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 
• 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

H M S N E 
-I---f-.f--f---l 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

(50) 

(52) 

(54) 

(56) 

(58) 

(60) 

(62) 

E H M S N (64) 

E H M S N (66) 

E H M S N (68) 

E H M S N (70) 

E H M S N (72) 

E H M S N (74) 

E H M S N (76) 

E H M S N (78) 

E H M S N (SO) 

E H M S N (16) 

E H M S N (18) 



I KC-10h5 

KNOWLEDGE CHECKLIST I 
I 
I 

Position Title __ L_I_N_E_P_E_R_S_ON_N_E_L _________ _ 

I 
I 2. traffic laws and ordinances (19) 

3. 

!I P 

traffic accident investigation (21 ) 

-< 

olice'tactical operations: 

il l. 

2. 

crowd/riot control (23) 

hostage and sniping situations (25) 

II 3. crime strike/task forces (27) 

I l. 

E mergency care and rescue: 

fir~ alarm response (29) 

I 2. 

3. 

first aid/rescue at accidents (31 ) 

crisis intervention, dispute settlement (33) 

I S pecial problems of juveniles: 

l. juvenile justice system, laws, and procedure (35) 

I 2. prevention and control of juvenile delin-
quency (37) 

I D epartmenta 1 pol i ci es/procedu,res: 

I 
l. 

2. 

arrest techniques (39) 

hot pursuit/defensive driving (41) 

I 3. use of physical force, lethal and non .. lethal 
weapons (43) 

I 
4. 

5. 

care and use of firearms (45) 

defensive tactics/physical training (47) 

I 6. disarming, handcuffing, other restraint (49) 

7. technique for searching a person " (51) 

I 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

"" IIJ "" 

Page __ 3 __ 

PROFICIENCY: 

Level of typ;cal 
newly assigned 
personnel 

.c.. .c.. ~ ~i~0~~ ~ ~ ,0, (lJ 

J~~~j 

E H M S N E H M S N (20) 

E H M S N E H M S N ~2) 

E H M S N E H M S N (24) 

E H M S N E H M S N (2m 

E H M S N E H M S N (28) 

E H M S N E H M S N (30) 

E H M S N E H M S: N (32) 

E H M S N E H M S N (34) 

E H M S N E H M S N ~6) 

E H M S N E H M S N ~~ 

E H M S N E H M S N (40) 

E H ~1 S N E H M S N (42'" 

E H M S N E H M S N (44) 

E H M s N E H M S N (46) 

E H M S N E H M S N (48; 

E H M S N E H M S N (50) 

E H M S N E H M S N (52) 
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I KNOWLEDGE CHECKLIST 
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I 
I 
I 
I 
I 
I 

Position Title _-=L:..:I:.!.!N~E-!...!PE:.!R!.':S~O:!.!N!!;NE=.!L=--________ _ 

D. Staff Services 

1. use of agency computer terminal 

2. data .analysis, synthesis, interpretation 

3. use of agency files 

4. police-community relations 

5. police-media relations 

6. release of information 

I 7. issues requiring legal interpretation 

I 
I 
I 
I 
I 
I 
I 
I 
I 

E. Auxiliary and Technical Services 

1. departmental cOl1111unications 

2. criminalistics/forensic science 

3. protection/analysis of crime scene 

4. police photography 

5. finger prints - collection, preparation, 
classification, use 

6. capabilities of crime laboratory 

7. availability, use, maintenance of police 
supplies and equipment 

(53) 

(55) 

(57) 

(59) 

(61) 

(63) 

(65) 

(67) 

(69) 

(71) 

(73) 

(75) 

(77) 

(79) 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

4 Page ___ _ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

lihllk~/ ~~~"'~ 

M S N E H M S N (54) 

M S N E H M S N 
(56) 

M S N E H M S N 
(58) 

~1 S N E H M S N (60) 

M S N E H M S N (62 

M S N E H M S N (64) 

M S N E H M S N (66 

M S N E H M S N (68 

M S N E H M S N (70 

M S N E H M S N (72 

M S N E H M S N (74 

M S N E H M S N (76 

M S N E H M S N (78 

M S N E H M S N (SO 
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Exp. 7/31/76 I LEAA (.3600-0) 

. Respondent's Position 

KNOWLEDGE CHECKLIST 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

----------~T~i~t~le---------- location 

Posit~on to be rated: Evidence Technician/Crime Scene Analyst 

This form will be used to provide information about the level of knowledge 
required by certain positions in the criminal justice field, and the level of 
knowledge normally found in newly hired personnel in those positions. The re
sults will permit planning of further education and training programs to bring 
new employees up to full performance. Because of your familiarity with one of 
the positions under study, named in the box above, you have been selected to 
complete this form. 

We would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner, with no more than the 
usual level of supervision provided for the job. Then we would like Y9u to 
describe the level of knowledge that you have observed in personnel newly 
assigned to the position. Use the same scale, described below, to rate the 
job requirements and the proficiency level of newly hired personnel. 

Exeert: In-depth knowledge, including application of knowledge 
ln unusual or complex situations. 

High Degree: Highly knowledgeable. Can apply knowledge in some 
unusual or complex situations. 

Moderate Degree: Has level of knowledge to perform acceptably in 
typical or usual situations. 

Sliqht Degrt'c: Has sufficient knOl~ledge to function in only simple 
or routine situations. 

None: Not l"equired by job or learned by incumbent. 

Circle one letter on the Job Requirement scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of knowledge that a newly hired person usually brings to the job. 

In many agencies new employees in this position receive academy or other 
formal training. If this training is required by this agency, consider the 
typical entry level worker to be r~ted on the Proficiency scale as an individual 
who has just completed such training. 

If formal training is not required, rate the Proficiency of the typical 
employee newly assigned to the job. 

Is formal training required by this Agency for this position? 

Yes No ------- -------
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Position Title Evidence Technician/Crime Scene Analyst 

A. Pol ice responsibilities and Environmental 
Rel ationships 

1- current criminal activities/trends 

2. police history, role and function 

3,. criminal justice system/agencies/relations 

4 •. criminal/civil law definitions, phrases and 
procedures 

5. constitutional issues and trends, current/ 
recent judicial decisions 

-

6. laws of evidence; court preparation, 
presentation, admissability 

-
7. local jurisdiction, laws and ordinances 

8. courtroom procedures, demeanor and 
presentation of testimony 

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

9. police authority, rights and civil liability 

10. contemporal~y soc; a 1 problems 

11. relatiDnship with other LE/CJ agencies 

B. Org 

1. 

anization and Management 

departmental goals, objectives, activities, 

2. 

3. 

c. Pol 

1. 

programs, and special projects 

written and oral con~unications 

human relations/group process 

ice Operations 

patrol administration, policies, procedures, 
problems 

(15) 

(17) 

(19) 

(21) 

(23) 

(25) 

(27) 

(29) 

(31) 

(33) 

(35) 

(37) 

(39) 

(41 ) 

(43) 

JOB 
REQUIREMENT: 

level required 
for capahle 
perfonnance 

~-------~ 

Page_l ---.-. 

PROFICIENCY~ -----
Leve1 of typical 
newly assigned 
personnel 

i/;/l£ii ~/; ~. ~ ~ ;;; ~ 
--~ 

E H M S N E H M S N (16) 

E H M S N E H M S N (18) 

E H M S N E H M S N (20) 

E H M S N E H M S N (22) 

E H M S N E H M S N (24) 

E H M S N E H M S N (26) 

E H M S N E H M S N (28) 

E H M S N E H MI S N (30) 

.-

E H M S N E H M S N (32) 

E H M S N E H M S N (34) 

E H M S N E H M S N (36) 

I 
E H M S N E HI M s N (38) 

E H M S N E H M S N (40) 

E H M S N E H M S N (42) 

E H M S N E H M S N (44) 
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KC-10/75 

KNOWLEDGE CHECKLIST 

Position Title Evidence Technician/Crime Scene Analyst 

2. 

14. 

15. 

16. 

17. 

18. 

19. 

1 

1 

1 

1 

conduct of preliminary investigations field 
testing for intoxication and use of drugs 

policies, procedures, techniques and problems 
in investigation of: 

3. arson 

4. assault 

5. auto theft 

6. burgl ary and robbery 

7. explosives and clandestine devices 

8. fugitives and missing persons 

9. homicide 

O. narcotics 

1. organized white collar, and corporate 
crime 

2. rape and sex offenses 

3. other, please specify: 

traffic control and supervision 

traffic accident investigation 

organization and operation of crime strike/ 
task forces 

operation of breathalyzer 

collecting, synsethizing, and protecting 
recording information 

conducting visual and audio surveillance 

(45) 

(471 

(49) 

(51 ) 

(53) 

(55) 

(57) 

(59) 

(61) 

(63) 

(65) 

(67) 

(69) 

(71) 

(73) 

(75) 

(77) 

(79) 

Page...,,2"--__ 

JOB 
REQUIREMENT: PROFICIENCY: 

Level required 
for capable 
perfonnance 

Level of typical 
newly assigned 
personnel 

~Ih~00~ .... I! .... 
,. .e: ~ :;. t:J 

Ji'~;;;j 

E H M S N E H M S N (46) 

E H M S N E H M S N (48) 

E H M S N E H M S N (50) 

E H M S N E H M S N (52) 

E H M S N E H M S N (54) 

E H M S N E H M S N (56) 

E H M S N E H M S N (58) 

E H M S N E H M S N 
(60) 

E H M S N E H M S N (62) 

E H M S N E H M S N (64) 

E H M S N E H M S N (66) 

E H M S N E H M S N (68) 

E H M S N E H M S N (70) 

E H M S N E H M S N (72) 

E H M S *N E H M S N (74) 

E H M S N E H M S N (76) 

E H M S N E H M S N (78) 

E H M S N 
,) 

E Ii M S' N (80) 

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

.) 
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Position Title -E.ll@nce Techni ci an/Crime Scene Anal yst 

20. operation of agency computer terminal and 
how to access agency files for specific 

21. 

22. 

o. Sta 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

E. Aux 

1. 

2. 

information 
-

report preparation and departmental forms 

how to write a clear, concise, complete 
r'eport 

ff Services 
-

community relations 
j 
• -• relations with ethnic minorities 

public education program 

police media relations/role of the press/ 
release of information policies 

departmental policies and procedures 
pertaining to the issues requiring formal 
legal interpretation 

evidence gathering training needs and 
requirements 

teaching methods/techniques/training 

use of training aids 

,iliary and Techni cal Services 

information available from and access to 
records processed and maintained by the 
department 

departmental communications capability, 
policies, use and procedures 

-

(15) 

(17) 

(19) 

(211 

(23) 

(25) 

(27) 

(29) 

(31) 

(33) 

(35) 

(37) 

(39) 

JOB 
REOUIREMENT: 

level required 
for capable 
perfonniince 

Page-->o!3'--__ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

~~liko/;~ ~~~!J%o/;/ .... "' .... 
J;~J;~~ 

'!$'I?il 

E H M S N E H M S N (16 

E H M S N E H M S N (18 

E H M S N E H M S N (20 

E H M S N E H M S N (22 

E H M S N E H M S N (24 

E H M S N E H M S N (26 

E H M S N E H M S N (28 

. 

E H M S N E H M S N (3 0) 

E H M S N E H M S N (3 2) 

E H M S N E H M S N (3 4) 

E H M S N E H M S N (3 6) 

E H M S 'N E H M S N ( 38) 

E H M S N E H M S N (4 0) 



.1 .KC-10/75 
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I 

Position Title 

KNOWLEDGE CHECKLIST 

Evidence Technjcian/Crjme Scene Analyst 
JOB 

REQUIREMENT: 

level required 
for capable 
perfonnance 

Page_4'---_ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

I 
I 
I 

3. basic criminalistics/forensic science 
departmental physical evidence policies and 
procedures: identification, collection, 
preservation, chain of custody, analysis 
techni~al procedures, specific crime 
relationship, utility, limitations, disposal (41) E H M S N E H M S N (42) 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

4. 

5. 

6. 

7. 

8. 

crime scene activities: analysis, protection 
preparation of scale diagrams, equipment/ 
technicians/services utilized 

.. 
police photography 

fingerprints - collection, preservation, 
classification, identification of prepara-
tion and use in law enforcement 

the capabilities of the crime laboratory 
and the value of laboratory analysis in the 
resolution of criminal cases 

availability, use and maintenance of police 
supplies and equipment 

(43) E H M 

(45) E H M 

(47) E H M 

(49) E H M 

(51 ) E H M 

S N E H M S N (44) 

S N E H M S N (46) 

S N E H M S N (48) 

S N E H M S N (50) 

S N E H M S N (52) 

I 
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Respondent's Position 
----------~T~l~·t~l-e----------

Position to be rated: Legal Advisor 

Location 

This form will be used to provide information about the level of knowledge 
required by certain positions in the criminal justice field, and the level of 
knowledge normally found in newly hired personnel in those positions. The re
sults will permit planning of further education and training programs to bring 
new employees up to full performance. Because of your familiarity with one of 
the positions under study, named in the box above, you have been selected to 
complete this form. 

We would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner, with no more than the 
usual level of supervision provided for the job. Then we would like you to 
describe the level of knowledge that you have observed in personnel newly 
assigned to the position. Use the same scale, described below, to rate the 
job requirements and the proficiency level of newly hired personnel. 

EXfert: In-depth knowledge, including application of knowledge 
n unusual or complex situations. 

High Degree: Highly knowledgeable. Can apply knowledge in some 
unusual or complex situations. 

Moderate Degree: Has level of knowledge to perform acceptably in 
typical or usual situations. 

Slight Degree: Has sufficient knO\~ledge to function in only simple 
or routine situations. 

None: Not required by job 0\-' learned by incumbent. 

Circle one letter on the Job Requirement scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of knowledge that a newly hired person usually brings to the job. 

In many agencies new employees in this position receive academy or other 
formal tr'aining. If this training is required by this agency, consider the 
typical entry level worker to be rated on the Proficiency scale as an individual 
who has just completed such train~ng. 

If formal training is not required, rate the Proficiency of the typical 
employee newly assigned to the job. 

Is formal training required by this Agency for this position? 

Yes No ------- -------



I' KC-10/75 

I 
OMB# 043-575013 
Exp. 7/31/76 
LEAA (3600-G) KNOWLEDGE CHECKLIST 

I 
I 

Position Title Legal Advi sor 

I . 

I A. Pol 
re1 

ice responsibilities and environmental 
ationships 

I 1. 

2. 

current criminal activities/trends (15) 

police 'authority and responsibility, rights 3 

I 3. 

ethics and civil liability (17) 

history of police, role and function in a 
democratic society (19) 

I 4. background and philosophies of social 
control and justice (21) 

I 5. criminal justice system/agencies/relations (23) 

6. 

I 7. 

criminal/civil law definitions and procedures (25) 

constitutional issues and trends, current/ 
recent judicial decisions (27) 

I 8. laws of evidence;court preparation, 
presentation, admissability (29) 

I 9. local jurisdiction, laws and ordinances (31) 

10. 

I 
preparation and execution/issuance/ 
processing of a warrant or subpoena (33) 

11. citizen rights and complaints (35) 

I 12. courtroom procedures, demeanor and 
presentation of testimony (37) 

I 13. suspect identification by victim or witness, 
conducting criminal line-up (39) 

I 14. confessions (41) 

15. police authority, rights and civil liability (43) 

I 16. police pressure groups, radical groups, 
dissidents, non-conformist cultures (45) 

I 17. contemporary social problems (47) 

JOB 
REQUIREMENT: 

level required 
for capable 
perfonnance 

P/;lillih 
E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

5 

S 

S 

S 

S 

S 

5 

S 

5 

S 

5 

5 

S 

5 

5 

5 

5 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 
1---

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

1 Page ___ _ 

PROFICIENCV: 

Level of typical 
newly assigned 
personnel 

H M 5 N (16) 

H M S N I1S) 

H M S N 12()) 

H M 5 N (22) 

H M S N (24\ 

H M S N (26) 

H M 5 N (281 

H M 5 N (30) 

H M 5 N (321 

H M S N (34) 

H M 5 N (36) 

H M 5 N (38) 

H M 5 N (401 

H M 5 N (421 

H M 5 N (44) 

H M 5 N (46) 

H M 5 N (481 
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, 
KC-l0/75 

KNOWLEDGE CHECKLIST 

Position Title _--=L~eo.:lgLll!!.a...!...l.....!A~d=!.!v,-!i.!il.sllt.or!...-__________ _ 

B. Org 

1. 

C. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Pol 

1. 

2. 

3. 

4. 

5. 

6. 

anization and management 

police organization, administration, and 
operations 

police labor relations, employee organizations, 
negotiating and collective bargaining 

departmental goals, objectives, activities, 
programs, and special projects 

departmental structure, organization, 
policies, procedures and performance 
standards 

written and oral communications 

personnel administration: manpower needs, 
qualification requirements, position 
classification, career development, performance 
evaluation, civil service rules and regulations 

human relations/group process 

use of volunteers and/or para-professionals 

ice operations 

criminal investigation policies, procedures, 
techniques and problems 

traffic administration; control, safety 
engineering 

traffic direction, regulation, laws and 
ordinances 

police tactical operations 

crowd/riot control 

major case-hostage situations/sniding 
situation-organization and operation of 
crime strike/task forces 

(49) 

(51) 

(53) 

(55) 

(571 

(59) 

(61) 

(63) 

(651 

(67) 

(69) 

(71) 

(73) 

(75) 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

2 Page ___ _ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

.... "' .... ~~0 ~ ~ i; ~ CIJ !$'/~j'j 

E H M S N E H M S N (50) 

E H M S N E H M S N (52) 

E H M S N E H M S N (54) 

E H M S N E H M S N (56) 

E H M S N E H M S N (58) 

E H M S N E H M S N (60) 

E H M S N E H M S N (62) 

E H M S N E H M S N (64) 

E H M S N E H M S N (66) 

E H M S N E H M S N; (68) 

E H M S N E H M S N (70) 

E H M S N E H M S N (72) 

E H M S N E H M S N (741 

E H M S N E H M S N (76) 
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KC-10/75 

KNOWLEDGE CHECKLIST 

Position Title __ L_e..':!.g~a l~A..:..::d~v..:...i s:...:o::..:..r _________ _ 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

D. Sta 

1. 

2. 

3. 

juvenile offenders, juvenile justice 
system and juvenile law 

departmental policies and procedures 
pertaining to juveniles 

interviewing complainants, witnesses and 
slJspects 

collecting, synthesizing, protecting and 
recording information 

criminal jargon 

information sources and informants 

conducting visual and audio surveillance 

operation of agency computer terminal and 
how to access agency files for specific 
information 

report preparation and departmental forms 

departmental policies and procedures 
pertaining to arrest and detention 

prisoners-rights, transportation and 
safety, booking, and disposition of 

hot pursuit and defensive driving 
techniques, policies and procedures 

use of physical force, lethal and 
non-lethal weapons 

ff services 

community relations 

relations with ethnic minorities ~ 
',{ 

public education program 

(77) 

(79) 

(15) 

(17) 

(19) 

(21 ) 

(23) 

(25) 

(27) 

(29) 

(31) 

(33) 

(35) 

(37) 

(39) 

(41) 

JOB 
REQUIREMENT: 

level required 
for capable 
perfonnance 

Page 3 

PROFICIENCY: 

level of typical 
newly assigned 
personnel 

1Jkk%~/ J~~~%O/;/; 
E H M S N E H M S N (7S) 

E H M S N E H M S N (SO) 

E H M S N E H M S N (16) 

E H M S N E H M S N (1S) 

E H M S N E H M S N (20) 

E H M S N E H M S N (22) 

E H M S N E H M S N (24) 

E H M S N E H M S N (26) 

-' 
E H M S N E H M S N (2S) 

E H M S N E H M S N (30) 

E H r~ S N E H M S N (32) 

E H M S N E H M S N (34) 

E H M S N E H M· S N (36) 

E H M S N E H M S N (38) 

E H M S N E H M S N (40) 

E H M S N' E H M S N (42) 
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KC-10/75 

KNOWLEDGE CHECKLIST 

Position Title Lega 1 Advi sor 
JOB 

REQUIREMENT: 

level required 
for capable 
perfonnance 

Page 4 

PROFICIENCY: 

level of typical 
newly assigned 
personnel 

~ik /h1;/ ~ ~ ~ v, ~ 

4. police media relations/role of the press/ 
release of information policies (43) E H M S N 
--------~,-~.------------------------------~~~~--~ 

5. departmental policies and procedures pertaining 
to the issues requiring formal legal interpre
tation 'and to the rendering of legal advice 
and servi ces by agency counsel (45) E H M S N 

6. laws pertaining to contractual agreements, 
collective bargaining, employment practices 
and class action suits (47) E H M S N 

7. procedures for preparation of litigation for 
defense of officers/department in civil suits (49) E H M S N 

8. factors involved in court dismissal actions ffi1) E H M S N 

9. how to present department policy or plead 
department case as expert witness in court (53) E H M S N 

10. practi ces and methods of 1 ega 1 research (55) E H M S N 

11. legal training needs and requirements (57) E H M S N 

12. teaching methods/techniques/training 
resources used in instruction of police 
personnel (59) E H M S N 

13. use of training aids (61) E H M S N 

E. Auxiliary and technical services 

1. records processed and maintained by the 
department (63) E H M S N 

2. departmental communications capability, 
pol i ci es, use and procedures (65) E H M S N 

3. departmental physical evidence policies and 
procedures: identification, collection, 
preservation, chain of custody, analysis 
technical procedures, specific crime relation-
ship, utility, limitations, disposal (67) E H M S N 

4. availability, use and maintenance of 
pol ice suppHes and equipment (69) E H M S N 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

E H 

M S N (44 

M S N (46 

M S N (48 

M S N (50 

M S N (52 

M S N (54 

M S N (56 

M S N (58 

M S N (60 

M S N (62 

M S N (64 

M S N (66 

M S N (68 

M S N (70 
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Respondent's Position 
----------~T=i~t~le--------------

Positl0n to be rated: Police Planner 

Location 

This form will be used to provide information about the level of knowledge 
required by certain positions in the criminal justice field, and the level of 
knowledge normally found in newly hired personnel in those positions. The re
sults will permit planning of further education and training programs to bring 
new employees up to full performance. Because of your familiarity with one of 
the positions under study, named in the box above, you have been selected to 
complete this form. 

We would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner, with no more than the 
usual level of supervision provided for the job. Then we would like you to 
describe the level of knowledge that you have observed in personnel newly 
assigned to the position. Use the same scale, described below, to rate the 
job requirements and the proficiency level of newly hired personnel. 

4 = Ex~ert: In-depth knowledge. including application of knowledge 
1n unusual or complex situations. 

3 = High Degree: Highly knowledgeable. Can apply knowledge in some 
unusual or complex situations. 

2 = Moderate Degree: Has level of knowledge to perform acceptably in 
typical or usual situations. 

1 = Slight Degree: Has sufficient knowledge to function in only simple 
or routine situations. 

o = None: Not required by job or learned by incumbent. 

Circle one letter on the Job Reguirement scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of knowledge that a newly hired person usually brings to the job. 

In many agencies new employees in this position receive academy or other 
formal training. If this training is required by this agency, consider the 
typical entry level worker to be rated on the Proficiency scale as an individual 
who has just completed such training. 

If formal training is not required, rate the Proficiency of the typical 
employee newly assigned to the job. 

Is formal training required by this Agency for this position? 

Yes --------------- No _____________ _ 
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KC-10/75 

OMB* 043-S-75013 

~~t ~~~~b~~) KNOWLEDGE CHECKLIST 

Position Title _, Pol ice Pl anner 

. 

A. Pol ice responsibilities and environmental 
rel ationships 

l. uniform crime reporting system/measurement 
of crime 

2. current criminal activities/trends 

3. police authority and responsibility, rights, 
ethics and civil liability 

4. history of police; role and function in a 
democratic society 

5. criminal justice system/agencies/relations 

6. criminal/civil law definitions, and 
procedures 

7. constitutional issues and trends, current/ 
recent judicial decisions 

8. local jurisdiction, laws and ordinances 

9. preparation, execution, issuance, processing 
of a warrant or subpoena 

10. police authority, rights and civil liab'ility 

ll. police pressure groups, radical groups, 
dissidents, non-conformist cultures 

12. contemporary social problems 

13. community needs and resources 

B. Org 

1. 

anization and management 

police organization, administration, and 
operations 

2. needs assessment, resource allocation and 
utilization 

(15) 

(17) 

(19) 

(21 ) 

(23) 

(25) 

(27) 

(29) 

(31) 

(33) 

(35) 

(37) 

(39) 

(41) 

(43) 

JOB 
REQUIREMENT: 

level required 
for capable 
perfonnance 

Page_--,-__ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

l~~liko/Jh 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

H M S N E 
-}---+-.j--I-~ 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

I 
E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

(16) 

(18) 

(20) 

(22) 

(24) 

(26) 

(28) 

(30) 

(32) 

(34) 

(36) 

(38) 

(40) 

E H M S N ~2) 

E H M S N (<<) 
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KNOWLEDGE CHECKLIST 

Position Title Pol i ce Pl anner 

c. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

Pol 

1. 

2. 

3. 

4. 

5. 

fiscal management, budgets, funding 
priorities, evaluation and control (45) 

planning and decision making (47) 
. 

data processing and application of computer 
science to agency management and operations (49) 

motivation, morale, and police prodllct~vity (51) 

departmental goals, objectives, activities, 
programs, and special projects . (53) 

departmental, structure, organization, 
policies, procedures, and performance 
standards (55) 

written and oral communications (57) 

personnel administration: manpower needs, 
qualification, requirements, p't>sition 
classification, career devel~pment (59) 

performance evaluation, civil service 
rules and regulations (61) 

human relations/group process (63) 

use of volunteers and/or para-professionals (65) 

ice operations 

patrol administration, policies, procedures, 
techniques, problems (67) 

criminal investigation policies, procedures, 
techniques and problems (69) 

traffic administration, control, safety, 
engi neeri ng (71) 

police tactical operations (73) 

organization and operation of crime 
strike/task forces (751 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

.,.. 'Ir"" 

Page 2 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

~;~0~ ", .c:- .§ .~ q, J ~Q) ~ $ j '! 
E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H M 

E H' M 

E H M 

S 

S 

S 

S 

S 

S 

S 

S 

S 

S 

S 

S 

S 

S 

S 

S 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

E H M S N ~6) 

E H M S N ~m 

E H M S N (50) 

E H M S N (52) 

E H M S N (54) 

E H M S N (00) 

E H M S N (5~ 

E H M S N (60) 

E HI M S N (62) 

E H M S N (64) 

E H M S N (66) 

E H M S N (68) 

E H M S N (70) 

E H M S N (72) 

E H M S N (74) 

E H M S N (76) 
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KC ... 10/75 

KNOWLEDGE CHECKLIST 

Position Title Police Planner 

D. 

6. 

7. 

8. 

9. 

10. 

Sta 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

criminal behavior/crime patterns/potential 
criminal targets 

juvenile offenders, juvenile justice system 
and juvenile laws 

collecting, synsethizing, protecting and 
recording information 

. 
operation of agency computer terminal and how 
to access agency files for specific information 

departmental policies and procedures pertaining 
to report preparation and departmental forms 

ff services 

principles, practices and procedures for 
long- and short-range planning 

research, evaluation and systems analysis 
methodologies 

elementary statistics and data: compilation, 
analysis, synthesis and interpretation 

crime analysis 
--

how to prepare requests for outside fund'ing, 
e.g., federal or non-public grants 

public community relations 

relations with ethnic minorities 

public education programs 

police media relations/role of the press/ 
release of infurmation policies 

fl 

issues re~uiring for~al legal interpretation 

legal advice and services by agency counsel 

training needs, policies, and requirements 

(77) 

(79) 

(15) 

(17) 

(19) 

(21) 

(23) 

(25) 

(27) 

(29) 

(31 ) 

(33) 

(35) 

(37) 

(39) 

(41) 

(43) 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

Page_-.:3>l..-_ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

iw/J~~/; .... 11J .... .r.. .r.. ~ 
CZI ~ fJ ,0, CZI 

$$~$; 

r II .. C' .. 
Co n 1'1 .) n E H i~ S N (78) 

E H M S N E H M S N (00) 

E H M S N E H M S N (16) 

E H M S N E H M S N (18) 

E H M S N E H M S N (20) 

E H M S N E H M S N (22) 

E H M S N E H M S N (24) 

E H M S N E H M S N (26) 

E H M S N E H M S N (28) 

E H M S N E H M S N (30) 

E H M S N E H M S N (32) 

E H M S N E H ~1 S N (34) 

E H M S N E H M S N (36) 

E H M S N E H M S N (38) 

E H M S N E H M S N (40) 

E H M S N E H M S N (42) 

E H M S N E H M S N (44) 
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KNOWLEDGE CHECKLIST 

Position Title _P_()._l_i_c_e_P_l_a_n_n_e_r _________ _ 

i3. teaching methodsitechni 
resources used in instr 

quesitraining 
uction of police 

personnel 

14. topical. research and pr eparation of lesson 
plans 

15. use of training aids 

16. minimum state standards for police training 
-

E. Auxiliary and technical se rvices 

1. records processed and m 
department 

2. departmental communi cat 
policies, use and proce 

aintained by the 

---, 
ions capability, 
dures 

(45) 

(47) 

(49) 

i51) 

(53) 

(55) 

" ------~----~~-

3. procurement and mainten 
supplies and equipment 

ance of police 
(57) 

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

JOB 
REQUIREMENT: 

level required 
for capable 
perfonnance 

/J. r~0~ .... "' .... .c.. .c.. ~ 
;:"§~.~~ 
~~~C;;~ 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M 

·~t-
S N 

1--' 

E H M S N 

I 

Page_,._4 __ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

E H M S, N (54) (? 

E H M' S N (ss) 

E H M S N (5m 
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National Manpower Survey American Institutes for Research 

LAW ENFORCEMENT AGENCY REPORT FORM 

This form asks for certain info~ation about this law enforce
ment agency. Since the form is designed to be used with various 
sizes and types of law enforcement agencies~ you may find that 
some of the information asked for is not relevant to you. Provide 
only the information that is pertinent to your agency. 

Name of Law Enforcement Agency --------------------------------------
Address: 

Street 

City State Zip Code 

Individual to be contacted about this survey (person coordinating comple
tion of report form: 

Position: 

Telephone Number: 
area code 

AF 30 

----------------------------~~--~----~-~-
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Section A: General Information 

A-l. Population figures covering total number in your jurisdiction. 

A-2. Square miles of the geographical area covered by your jurisdiction. 

A-3. Which of the following alternatives best characterizes the local 
government structure in your city or county? (If yours is a state 
policy agency, do not answer this question.) (Check only one.) 

A-4. 

a. Weak mayor-council government 
b. Strong mayor-council government 
c. Mayor-appointed chief administrative officer government 
d. ____ Council-manager government 
e. _____ Commission government 
f. Other (Please describe.) 

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

Which of the following best describes your jurisdiction? 
is a state police agency, do not answer this question.) 
one. ) 

a. Central city within a metropolitan area 

(If yours 
(Check only 

b. Suburban area within a metropolitan area, outside central . 
--city 

c. _____ Urban area within a metropolitan area, outside central city 
d. _____ Rural area within a metropolitan area, outside central city 
e. Urban area in non-metropolitan area 
f • _____ Rural area in non-metropol itan area 

A-S. Which of the following functions are currently performed by your agency? 
a. Patrol 

',,'. 

b. ___ Criminal investi gations 
c. Traffic law enforcement and control --- . 

d. Emergency cOl1lT1unications (receipt and dispatch of calls for 
---service) 
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A-6. 

A-7. 

A-B. 

e. __ Crime laboratory analysis of evidence 
f. ____ Operation of short-term detention facility, e.g., lock-up 
g. _____ Operation of longer-term detention facility, e.g. jail 
h. Provision of formal entry-level training 
i. Provision of formal in-service training 
j • __ Personne 1 
k. Records and 10 

l. ___ Pl ann; ng and research 
m. ___ Equipment maintenance 
m. __ Oata processing 
o. __ Legal counsel 
p. Public/community relations 
q. Motor vehicle licensing and inspection 
r. Juvenile services 
s • __ Emergency ambul ance servi ce 
t. __ Vehicle towing 
u. __ Civi1 process serving 

For the previous fiscal or calendar year (fill in appropriate dates) 
_______ , 19 to , 19 _, 

how many reported offenses were 
Part I? -------
Part II? ------

how many arrests were made for 
Part I offenses? -----
Part II offenses? ----

For the previous fiscal or calendar year (fill in appropriate dates) 
______ , 19 to ,19_, 

how many traffic summonses were issued?_---=-__ _ 
how many traffic related arrests were made? ___ _ 
how many traffic accidents were investigated? ____ _ 

For the previous fiscal or calendar year (fill in appropriate dates) 
,19 to , 19_ how many calls 

-:f-or-s-e-rv-,::-' c-e-we-r-e-rece i ved? -------------
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Section B. Agency Budget Information 

Current Fiscal or Calendar Year 
(Fill in appropriate dates below) 
____ , 19_to ___ , 19_ 

B-1. What is your agency's TOTAL budget 
appropri ation? $ ______ _ 

a. How much for salaries and fringe? $ -------
b. How much for other operating? $ ______ _ 

c. How much for capital expenditure? $ -------
B-2. What is your agency's budget for TRAINING? $ ______ _ 

a. Which of the following costs are 
included in your agency's training 
budget? Include amounts if available. 
___ Salary and fringe of training staff $---,,..--____ _ 
___ Cost of outside training $ ______ _ 

Salary and fringe of trainees 
--- (full and part-time) $ _____ _ 

__ Purchase of supplies and 
materials 

___ Capital expenditures for training 

b. Which of the following types of training 
are funded by your agency's training 
budget? Include amounts if available. 

entry-level training for sworn --- personnel 
in-service training for sworn --- personnel 
supervisory and management --- training 

___ entry-level training or orienta
tion for nonsworn personnel 

entry-level training or orienta---- tion for paraprofessionals; 
e.g. cadets, aides, community 
service officers, school 
crossing guards 

__ --'other; please specify 

$_-----
$_-----

$_-----

$._-----

$.------

$._-----

$._---------
$_----
$.------
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8-3. From what sources is your agency 
receiving funding for the current 
fiscal year? Please include amounts. 

______ ~Local governmental unit 
_____ -;State governmental agenc; es. 

Please specify which and include 
amount of funding. 

Federal governmental agencies. ----, Please specify which and include 
amount of funding. 

Non-governmental associations or 
------' organizations, e.g. Police 

Foundation. Please specify which 
and include amount of funding. 

_____ Other, please specify which and 
include amount of funding. 

8-4. What percentage of your agency's budget is 
co~nitted to manpower related costs? 

B-5. From what sources is your agency receiving 
funding for these manpower related costs for 
the current fiscal year? PLease specify and 
include amounts. 

$._-----

$._-----
$._----
$,------

$,------

$,-----
$,-----
$,------

$_----
$_----
$_-----

$,------
$,------
$._-----

% -------' 

Local governmental unit $, ______ _ 

Other~ please specify 

... 

$._----
$._----
$._-----
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8-6. What percentage of your agency·s budget 
is committed to training costs? 

8-7. From what sources is your agency receiving 
funding for these training costs for the 
current fiscal year? Please specify and 
include amounts. 
Local governmental unit 
Other, please specify 

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

-_--:% 

$_-----

$_----
$_----
$_----
$_-----

, 
r. 

...... 
j 
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Section C.Employment in the Agency 

Fol' purposes of this survey, the key oaeupations in l(JJ;) enfol'aement ape 
desaPibed hel'e. Infor.mation about these key oaeupations is l'equested in this 
Seation and Seation D. ~irwe not aZZ key oaeupations may be relevant to this 
speaifl.a agency, pl'ovide information only on those that ape. 

Police Executive: 

chief, director, assistant chiefs and deputy chiefs 

Police Mid-Level Manager: 

sworn officials above the rank of sergeant and below the rank of 
assistant or deputy chief 

Patrol Line Supervisor: 

first level supervisors including sergeants and corporals assigned to 
supervise patrol duties 

Patrol Officer: 

basic level sworn position including officers with titles such as 
"Patrolmen," IIprivates," "troopers,1I and lIagents" 

Traffic Officer: 

basic level sworn police officers assigned primarily to traffic duties 

Traffic 1st Level Supervisor: 

first level supervisors of officers assigned primarily to traffic 
duties if traffic division is separate from patrol division 

Detective/Criminal Investigator: 

basic level sworn position assigned to criminal investigations 

Investigative Services Line Supervisor: 

first level supervisors of detectives/criminal investigators 

Police Legal Advisor: 

attorneys who provide legal assistance to the agency 

Police Pl anner: 

agency personnel formally involved in the planning process 

Evidence Technician/Crime Scene Analyst: 

personnel responsible for the location, collection, and preservation 
of physical evidence at crime scenes 
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C-1. This chart deals with full time employment for the entire agency and 
for the key law enforcement occupations for the 1973-76 period. How 
many personnel were employed full time by the agency at the end of 
each fiscal or calendar year? (Fill in appropriate dates below.) 

, 1973 , 1974 , 1975 , 1976@ 
Total Agency Staff 
Total Sworn Officers 

(including 
supervisors) 

Police Executives 
Police Mid-level 

Managers 
Patrol Line 

Supervisors 
Patrol Officers 
Traffic Officers(if 

separate from 
patrol division) 

Traffic First Level 
Supervi sors (i f 
separate from 
patrol division) 

Investigative Services 
Line Supervisors 

Detective/Criminal 
Investigators 

Pollce Legal 
Advisors 

Police Planners 
#Evidence Technician/ 

Crime Scene 
Analysts 

@ProJected estlmates of staff employed. 
NOTE: For any key occupation that is not included in the agency, write N/A 

(Not Applicable) in the 1st empty space in the row for that job. 
IF SPECIFIC H1PLOYMENT INFORMATION IS NOT AVAILABLE FOR ANY OF THE DATES 
REQUESTED, PLEASE INCLUDE ESTIMATES. STAR (*) ALL ESTIMATES. 
HPlease indicate number of persons who perform this specialized function. If 
not fulltime, indicate other functions they perform, e.g., patrol. 
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yare assigned to each of the C-2. How many police personnel in your agenc 
following police activities? 

Administrative Functions (i.e. planning 
research, personnel, training, in
spection, community relations, etc.) 

Patrol (i.e., walk, motor, tactical) 
Traffic (i.e., enforcement, safety 

education, etc.) 
Criminal Investigation (i.e., 

homicide, robbery, prostitution, 
narcotics, etc.) 

Juvenile 
Auxiliary Functions, (i.e. communi

cations, records, identification, 
laboratory, etc.) 

Total 

C-3. Number of new hires and separations of 

Considering the total number of sworn a 
in your agency, -please provide the following 
separations: 

a. New Hires 
b. Total Separations 
c. -Voluntary Resignations 
d. -Retirements 
e. -All other separations 

Sworn Person 
Fiscal or Calend 
Years ending as 

,1973 

f. Has your agency made a study of personnel 
years? Yes No 

If so, can a copy be made available? 

No. of No. of No. of 
Total Sworn Nonsworn 

Personnel Personnel Personnel 

sworn and nonsworn personnel. 

nd nonsworn positions authorized 
information on new hires and 

nel Nonsworn Personnel 
ar Fiscal or Calendar 
of Years ending as of 

,1974 ,1973 ,1974 

turnover during the last five 

Yes No --
g. What are the most current estimates of sw orn and nonsworn personnel 

turnover rates in your agency? 
sworn % Rate: ------
nonsworn % Rate: ------
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Please briefly describe how the above turnover rates were calculated. 

-h. We are interested in determining turnover rate trends for sworn and 
nonsworn personnel. If available, please provide estimates of turnover 
rates fot' the past five years: 

C-4. 

C-5. 

C-6. 

Estimated Turnover Rates 
Sworn Personnel Nonsworn Personnel 

1975, to date 
1974 . 

1973 
1972 
1971 
1970 

a. What are the monthly starting and maximum salaries for patrol 
officers in your agency? 

Monthly starting salary: $. ____ _ 

Monthly maximum salary: $. _____ _ 

b. How many years of service are normally required to attain the 
maximum salary level? ____ _ 

Of those persons hired for sworn positions during 1973 and 1974, about 
what percent of them had previous experience in jobs similar to those 
for which they were hired? 

1973 : 
1974: 

% ---....; 
% ----

Does your agency have a separate research and planning unit? 
___ Yes No 

a. If so, how many full-time equivalent staff, excluding clerical, 
were employed in this unit as of June 30, 19751 ____ _ 

b. How many of the above are sworn personnel? ____ _ 

.' 
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Section 0, Recruitment and Selection 

0-1. This chart deals with whether three of the nine law enforcement key 
occupations described in Section C are entry-level and have minimum educa
tional requirements for employment. Please complete this chart for your 
agency. Check (vi) N/A if an occupation is not included in your agency. 

Patrol Officer Police Evidence 
p2:tanner Teci]ician 

ON/A* N/A* N/A* 
'Is position entry-level? DYes ONo DYes ONo DYes DNo 

Where do personnel filling DNew Hires DNew Hires ONew Hires 
these positions come from? OTransfers DTransfers OTransfers Check (") all relevant 
categories. o Promoti ons OPromotions DPromotions 

Is there minimum education 
requirement? DYes DNo DYes DNo DYes DNo 

If Yes, please list education 
requirement (for example, 
high school diploma or 
G.E.D., bachelor's degree). 

0-2. Does the selection process for Police Officer include a Civil Service 
type examination that may include such components as written, physical 
and oral tests? 

Yes No 

If Yes3 go on to D-3. If N03 go on to Section E. 

0-3. Please complete the following information about the last Civil Service 
type exam administered to a pool of applicants: 

Number of appl icants ____ _ 
Number qual ified through exam process_, ____ _ 
Date qualified list established _____ _ 
Was qualified list current as of June 30, 1975? 

Yes No 
If Yes 

how many were hired as of June 30, 1975? _____ _ 
how many names were still on the list as of June 30, 1975? 

If No 
when did list expire?_' ____ _ 
how many were hired from list? ______ _ 

t~1 
.. ··;qt~ .... ,._---'-_"'---......... ""'--'-----'~"---_""""-'-_~=-'-'------'-'~_--"-''''''''''''-~~~~~_~~_~~ _ .", 
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Section E. Employee Representation 

E-1. Sworn Personnel. Are some or all of your agency's sworn personnel 
represented by an employee organization(s) which is (are) formally 
recognized as collective bargaining agent(s) for certain categories 
of personnel? 

Yes No 

If so, please (1) identify each such organization, (2) indicate the 
categories of personnel represented by each (e.g., basic level police 
officers, patrol officers, detectives, first level supervisors, or 
specific ranks), and (3) provide an estimated percentage of the number 
of personnel represented by each organization who are members: 

Sworn Per~onne1 Represented by Employee Organization(s) 
Estimated Percentage Categories of Name of Organization(s) of Represented Personnel Personnel Represented Who are Members 

1- - % 

2. % 

3. % 

E-2. Non-sworn Personnel. Are some or all of your agency's nonsworn 
personnel represented by an employee organization(s) which is (are) 
formally recognized as collective bargaining agent(s) for certain 
categories of personnel? 

Nonsworn Personnel Represented by Employee Organization(s) 

Categories of Estimates Percentage 
Name of Organization(s) of Represented Personnel Personnel Represented Who are Members 

1. % 

2. % 

3. % 

------=-----~ \----------------~~------------

.) 
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Section F. Representation of Women and Minorities 

F-1. What percentages of sworn police positions are/were filled by women 
now and three years ago in 1972? 

1972 
% basic level (e.g., patrol officer) positions 

---' 

% all higher ranks 
---' 

% all sworn positions 
---' 

1975 

--~% 
--~% 

% 
---.-.; 

F-2. What percentages of sworn police positions are/were filled by minorities 
now and three years ago in 1972? 

F-3. 

F-4. 

1972 1975 
% basic level positions 

---' --~% 
__ ...:% hi gher ranks 0/ 

__ ~/O 

% all sworn positions --- ---.-.;% 

What percentage of all nonsworn police positions are/were filled by 
women now and three years ago in 1972? 

1972 1975 

% all nonsworn positions 
---' --~% 

What percentage of all nonsworn police positions are/were filled by 
minorities now and three ye~rs ago in 1972? 

1972 1975 

___ % all nonsworn positions % ---' 
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Additional Info~ation Needed 

In order to help us complete the National Manpower SurveY3 it wouZd be 
most helpful if we could get some additional info~ation about this agency. 
If possible and if available3 would you please include the following infor
mation with the completed survey form. 

-A copy of the most recent staffing table/organization chart 

-A copy of the most recent Annual Report. 

-Copies of the above for any year close to 19?O. 

Please return the completed survey form and the information listed 
above to: 

American Institutes for Research 
National Manpower Survey 
330l New Mexico Avenue3 N.W. 
Washington3 D.C. 20016 

Attn: L.O. Richardson 
National LE/CJ Manpower Survey 

" .. 
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EXECUTIVE INTERVID~ FOR AGENCY ADMINISTRATORS 

Title 

Location 
.------------------------------~--

Give introduction, describing goals of study, reason for agency selection, 
and purpose of this interview. 

1. In your judgment, do you now have any critical manpower shortages? 

Yes 
No (Go to Question 8) 

2. In what personnel categories do you have shortages? (Probe especially 
for the key occupational categories.) 

.,. 
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3. Which of the following conditions characterizes these shortages? 
(Check as many as apply) 

( ) Present staffing levels are below optimum levels* 
( ) Present staffing levels are below authorized levels 
{ } Present staffing levels are below the absolutely minimal levels 

necessary for adequate service to the public 
( ) All the above* 

*If checked, ask what the optimum level would be in his/her opinion. 

4. How long have these shortages existed? 
Since 19 

5. What are the causes of these shortages? {Probe re increasing work load, 
budget cutbacks, turnover, etc.} 

6. ~1hat effects within and outside your agency have these shortages had? 
(Probe re cutbacks in services, community dissatisfaction, staff morale, 
curtailment of training activities, etc.) 
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7. Are there any current efforts to reduce these shortages? 

( ) No 
( ) Yes. What? 

8. Do you predict critical manpm'ler shortages in your agency five years 
from now? (Check as many as apply.) 

) Yes* 
) Yes, present shortages will continue 

) Yes, present shortages will even worsen 

) Yes, new shortages will arise 

) No 

*Speci fy the occupations where shortages wi 11 arise. 

9. What is the basis for your prediction? 
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10. In your opinion, are personnel hired at the entry level better qualified 
than those entering five years ago? 

( ) Better (Probe re reasons) 
( ) Poorer (Probe re reasons) 

11. Are there any critica~ training needs in your agency? 

Yes (Probe re details) 
No 

• 
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12. 

13. 

Do you think the work of this agency will change within the next five 
years? 

( Yes (Probe re changes in role, functions, etc.) 
( No 

If you were to receive a 10% increase in your annual budget for the 
next fiscal or calendar year and could spend it however you chose, how 
would you spend it? 

• 
,--
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14. The state and federal governments spend a great deal of money on training 
and education. Do you think the payoff could be increased by changing 
the way these dollars are spent and, if so, how? 

( ) Yes 
( ) No 

-GIVE AGENCY ACTIVITY PROFILE HERE-

15. Of these activities (variables/innovations), which do you think will be 
the most important in the next 10 years? (Probe re reasons and forces! 
counterforces affecting activity.) 

(If time permits, use appropri ate forces and counterforces questi ons 'f;'\Rm 
the planning interview.) 
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National Manpower Survey 
ACTIVITIES CHECKLIST 

A number of trends, activities, or experimental programs have been tried in the law enforcement and 
criminal justice field in recent years. We would like your opinions on whether some of these things are betng 
done or should be done at your agency.' Use the scale shown below to answer the questions abQut the various 
activities described. . 

1 = Yes. Will definitely continue to do this .. 
2 = Yes. Will continue to do this if funds are available. 
3 = Yes, but uncertain whether we will continue to do this. 
4 = Not yet, but plan to do this in the near future 
5 = No. Would like to do ~his but have not been able to. 
6 = No. No plans to do this. Uncertain of the value. 
7 = No. Have tried it and dropped it. 
a = No. It is not suitable here. 
9 = Don't know anything about it. 

We are also interested in probable chan~es. Durinq the next five years, what can you realistically expect? 

+3 = Increased activity will be dramatically more than.it is now 
+2 = Increased activity will be somewhat more than the increase in workload 
+1 = Increased activity will be proportional to workload increases 
o = No increase in activity of this type is expected, even if the workload increases . 

-1 = There will be a mild decrease in activity of this t~pe 
-2 = There will be a considerable decrease in activity of this type 
-3 = Activity of this type will be dropped 

.AF 301 



- ~"/l3" - - - - - - - -Activities List for Law Enfrocement 

Does this agency have or use: 

*1. Innovative policing strategies? (e.g. team policing; "community
oriented policing). 

----------------_._-_ .. -_._-_ .... 
2. New functions or activities? 

Probability 
Rating 

- - - - - .. -
5-year 
Change Notes 
Rating 

I 
I 
I 
I 
! 

I ----- '-'--'---+-r: ---f-------------------
*3. New forms of personnel specialization? 

*4. Technological improvements which have resulted in a significant 
change in the utilization of personnel resources? 

···--------··-·---------l 
*5. Emphasis upon recruiting and hiring programs for women and 

minorities? 
I 
I 

I I 
I '1 

. -'.--'" ---.. '---'-"---'" --_._-,.. --'-'----
6. Decriminalization or law reform? (This includes the exercise of '! 

prosecutorial discretion not to prosecute certain types of offenses.) 

*7. Civilianization? 

*Activities associated with law enforcement variables/innovations being studied in greater detail. AF 301 

-
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Does this agency have or use: 

8. Planning/research activities? 

- - - - -Activities List for Law Enforcement 

Probability 5-year 
Change 

Rating Rating 

- -- - -- .. 
Notes 

--------_. __ ._- .... -- .. - - ----- -----------_._--------------+------+--_._--\-_._-------------------
9. Regionalization or pooling of police services (e.g. centralization of 

staff services or multi-jurisdictional investigative units)? 

----_ ... .- . - .... ----. ----.--.-.---------,-- --.-._ .. ., .-.---f-.. - --'-- -----.--.-.-.---.----------------
10. Consolidation of police services with other agencies or departments? 

~l. Paraprofessionals (e.g., police aides or community service officers)? 

12. Formal career development program? 

I 
I 
I 
I 

---------------------------------------------4--------r------+-------------------------------
13. Career progression patterns which differ from traditional paths? 

---_.---_.-.. .. "- ... --.-.-----------------+-----+--~-~--------------------
*14. Variations in entry level pay differentials based upon the applicant's 

level of education? 

----------------------: ... - .... -.-.---.-----__ ---J'--____ '--__ ..L.. _ ____________________ ... 
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Does this agency have or use: 

- - - Ac~es ~or IIII,fo"--t -
Probability 5-year 

Change 
Rating Rating 

- - - - - - -
Notes 

_._-----_ ... ----- - --"-' ------. ---.----- .. --.-~ .. -----+----+-----------------------
*15. Pay incentives for officers who attain higher levels of education? 

----- -. -- - ----.... -- --. '- .. - --. --- -----.. - .. ----. --- r---- --.-.---+----+------------------------
*16. Higher entry-level educational reguirements (higher than high school) 

or G.E.D.)? 

*17. Police cadet programs? 

*-l-S-.-C-o-ll-e-c-t-iv-e-ba-r-g-a-in-i-n-g-u-n-i-ts-?-------------·---------~--------~I------~---------------------------

-------------.---.. - -.--.-.... - -... -.-------,,- ---------!-------f------.----------------------
19. Higher entry level jobs or pay differentials for those with prior 

police experience (i.e .• lateral entry)? 

... ' ----------.......... -. - ---;------------------t------+-------.------------------------
*20. Computerized analysis of crime data and criminal information 

retrieval? 

--------.--.--~---.. --.. -- -- ----.----------.-- ------ -.----+---t-----------------------
*21. Officars or civilians who specialize in juvenile problems? 

~---....,.-_---.---- ----------- -'" .. -------:-: .. ,..,---_______ ......&_-.,.,.. __ , __ '--__ -4-________________________ _ 



· ---- -----------------------------------------------------------------------------------------

- .- - - - - - Ac""'ies ~for IRnfo~t - - - - - - - -
Probability 5-year 

Change 
Rating Rating 

Notes Does this agency have or use: 

22. Formal diversion programs for adults? 

-.-. .. --- .... _+-------------------------------------
23. Formal diversion programs for juveniles? 

--.-... ------.-.. -.-- ----_._--+--+--------------------
24. Police-community relations programs? 

... - - .. -.--.- - .. --------... ----.. -----.---+----~----t_------------------------
25. Community crime prevention programs? 

I 
--------------.------------------------------.-------------~-------~----+------------------------------------------26. S"tonat'c long range plans based "pon data collection and analysis? I 

I ! -----.------------'-------------------t--.----------------
Preservice training activities? I *27. 

I 

----------------------------------------.------~--------~-----4r------------------------------------------*28. In-service training activities? 



-.- - - -
o oes this agency have or use: 

'-'~-'-' - . -. - .. ... . -~. 

29. Outside consultants who conduct in-service training or development 
programs? 

.... _.- ----.-. ._-
30. Li ai son and coordination with local public welfare agencies? 

3l. Consultations with prosecuting attorney's office? 

32. Appearances in court and performance of court related duties? 

----- -- . -

Probability 5-year 

Rating Change 
Rating 

I 

_. -_ .. -
I 

· 
I 
! 

! · , 
I 
i 
; · j 
I 

I 
i 
! 
I 
! 

- - -
Notes 

, 
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-
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NATIONAL MANPOWER SURVEY AMERICAN INSTITUTES FOR RESEARCH 

Law Enforcement Variable/Innovation Interview Guide 

VARIABLE/INNOVATION: FORMATION OF EMPLOYEE ASSOCIATIONS 

DESCRIPTION: Police unions and employee associations have had and will 
continue to have an influence upon the law enforcement system. For the 
purposes of the NMS, our inquiry focuses on collective bargaining units of 
sworn and nonsworn personnel. 

INTERVIEWEES: 

QUESTIONS: 

- Chief Executives 
- Mid-Level Managers 
- Personnel Department 
- Training Department 

(Note: Answers to questions 1 and 6 may already be available 
from Agency Report Form - Section E.) 

1. ARE ANY OF YOUR SWORN PERSONNEL REPRESENTED BY COLLECTIVE BARGAINING 
UNITS? 

( 

( 

Yes 
No (Go to question 6) 

2. WHICH IF ANY OF THESE UNITS WAS ESTABLISHED WITHIN THE LAST THREE YEARS? 

) None. All before 1972 

) Some (specify which ones below) 

3. FOR THOSE UN'ITS ESTABLISHED WITHIN THE LAST THREE YEARS, WHAT FACTORS 
LED TO THEIR FORMATION? 

'I 

" ji 

AF 746 
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4. HAVE COLLECTIVE BARGAINING UNITS FOR SWORN PERSONNEL HAD A SIGNIFICANT 
IMPACT UPON ANY AREAS OF PERSONNEL MANAGEMENT? 

( ) Yes 
( ) No (Go to question 6) 

5. WHICH ONES OF THE FOLLOWING AREAS WERE AFFECTED, AND HOW? 

) hiring standards 
) promotion standards 
) work scheduling, e.g., additional shift during high crime 

( ) 

( ) 

( ) 

( ) 

( ) 

period 
staffing capabilities, e.g., one vs. two officer patrol cars 
recruit training 
in-service training and continuing education 
retention 
other (specify) 

(Use space below for description of the effects in each of 
the areas checked above.) 

6. ARE ANY OF YOUR NONSWORN PERSONNEL REPRESENTED BY COLLECTIVE BARGAINING 
UNITS? 

) Yes 
) No (Go to question 11) 

• 

- ---------- ------.-~----------~-~----'-'--------~--'--' 
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7. WHICH IF ANY OF TH~SE UNITS WAS ESTABLISHED WITHIN THE LAST THREE YEARS? 

None, all before 1972 
Some (specify which ones below) 

8. FOR THOSE UNITS ESTABLISHED WITHIN THE LAST THREE YEARS, WHAT FACTORS 
LED TO THEIR FORMATION? 

9. HAVE COLLECTIVE BARGAINING UNITS FOR NONSWORN PERSONNEL HAD A SIGNIFICANT 
IMPACT UPON ANY AREAS OF PERSONNEL MANAGEMENT? 

( ) Yes 
( ) No (Go to question 11) 

10. WHICH ONES OF THE FOLLOWING AREAS WERE AFFECTED, AND HOW? 

( ) hiring standards 
( ) promotion standards 
( ) work scheduling 
( staffing capabilities 
( ) training 
( ) retenti on 
( ) other (specify) _______________ _ 

(Use space below for description of the effects of the 
areas checked above.) 
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11. WHAT ARE THE REASONS FOR THERE NOT BEING ANY COLLECTIVE BARGAINING UNITS 
IN YOUR AGENCY. 

12. ARE THERE EMPLOYEE AS$OCIATIONS WITHIN YOUR AGENCY WHICH REPRESENT 
EMPLOYEES BUT ARE NOT FORMALLY RECOGNIZED AS COLLECTIVE BARGAINING UNITS? 

Yes (Describe below) 
) No (Go to question 15) 

13. HAVE THESE EMPLOYEE ASSOCIATIONS HAD A SIGNIFICANT IMPACT UPON ANY AREAS 
OF PERSONNEL MANAGEMENT? 

( ) Yes 

( ) No (Go to question 15) 

. :of. 

I 
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14. WHICH ONES OF THE FOLLOWING AREAS WERE AFFECT~D AND HOW? 

( ) hiring standards 
( ) promotion standards 
( ) work scheduling 
( ) staffing capabilities 
( ) recruit training 
( ) in-service training and continuing education 
( ) retention 
( ) other (specify) 

(Use space below for description of the effects in each 
of the areas checked above) 

15. WHAT DO YOU THINK WILL BE THE STATUS OF EMPLOYEE ASSOCIATIONS IN YOUR 
AGENCY WITHIN THE NEXT FIVE YEARS? 
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NATIONAL MANPOWER SURVEY AMERICAN INSTITUTES FOR RESEARCH 

Law Enforcement Variable/Innovation Interview Guide 

VARIABLE/lNNOVATION: INNOVATIVE POLICING STRATEGIES 

DESCRIPTION: A number of police agencies have attempted to improve their 
delivery of police services to the community by experimenting with innova
tive policing strategies. For purposes of the NMS, our inquiry will focus 
on i~novative policing strategies designed to decentralize operational 
authority and responsibility and/or expand the role of basic level police 
officers and encourage more active involvement of the public in preventing 
and solving crimes. Specific examples include: 

- Team policing 
- "Directed" patrol 
- "Community-oriented" policing 
- Teaming investigators with patrol officers 
- Reinstituting foot beats 

INTERVIEWEES: 

- Chief Executives 
- Mid-Level Managers 
- Personnel Department 
- Training Department 

QUESTIONS: 

1. DURING THE PAST THREE YEARS, HAS YOUR AGENCY IMPLEMENTED ANY INNOVATIVE 
POLICING STRATEGIES DESIGNED TO DECENTRALIZE OPERATIONAL AUTHORITY AND 
RESPONSIBILITY AND/OR EXPAND THE ROLE OF BASIC LEVEL POLICE OFFICERS 
AND ENCOURAGE MORE ACTI VE I NVOL VH1ENT OF THE PUBLI C IN PREVENTI NG AND 
SOLVING CRIMES? 

[Relevant examples might be cited to ensure that the interviewee under
stands the question: team pol icing; "directed" patrol; "cormlUnity
oriented" policing; teaming investigators with patrol officers; or 
reinstituting foot beats.] 

Yes'- continue to questions £ thru~. 
No - skip to question lQ. 

AF 743 
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2. PLEASE BRIEFLY DESCRIBE THE INNOVATIVE POLICING STRATEGY IMPLEMENTED 
BY YOUR AGENCY. 

[It is critically important the innovative strategy be described 
accurately and in sufficient detail so as to be understandable to a 
reader with minimum subject matter knowledge. Each of the following 
seven questions (3 thru 9) will be asked regarding the innovative 
strategy. It is important that all questions be answered. Ask for 
copies of written material that might be available which describes 
specific innovative strategies.] 

3. WHAT LED YOUR AGENCY TO IMPLEMENT THIS INNOVATIVE POLICING STRATEGY? 

Probe re: 

a. When it was implemented. 

b. Whether it was first implemented as an experimental project 
on a limited basis and later expanded, or, if not yet expanded, 
what the likelihood is of it being expanded further and when 
this ~ight occur. 

c. Forces and counterforces (positive and negative influences) 
encountered during the decision-making and implementation 
processes. 

d. Problems solved as well as those which might have been 
created. 

e. Whether such an innovative strategy was implemented and 
subsequently discontinued or revised significantly. If so, 
collect information regarding the circumstance and why this 
occurred. (Cessation of funding from external sources might 

be be a good example.) 

f. Where the funds to support implementation of the innovative 
strategy derived from and how much the innovation cost. (Be 
sure to include personnel costs as well as equipment costs. 
Determine amount of funding from each source, including agency 
budget if local funds were committed.) If funds were from 
external sources such as LEAA or Police Foundation, ascertain 
what the likelihood is of the innovative strategy being con
tinued or expanded after cessation of outside funding. 

4. HOW HAS THIS INNOVATIVE POLICING STRATEGY AFFECTED YOUR AGENCY·S 
WORKLOAD, t4ANPOWER NEEDS, AND STAFF DISTRIBUTION? 

Probe re: 

a. Number and types of personnel affected (especially insofar as 
the key occupations are concerned; it is also important to 
distinguish between sworn and nonsworn personnel). 
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b. How these personnel were affected 

- changed job requirements 
- increase or decrease in workload 
.. changes in salary or status 
- significant role changes 

c. Number and ~. of organizational structure changes which 
resulted; e.g., formation of a computer services unit .. 

d. Emergence of new occupations/utilization of paraprofessionals. 

e. Effects on the chain of command. 

5. HOW HAS THIS INNOVATIVE POLICING STRATEGY AFFECTED YOUR MANPOWER 
TRAINING AND EDUCATION? 

Probe re: 

a. Amounts and types of training (length, content, and tech
niques) for sworn and nonsworn personnel affected. Include 
effects on entry level as well as in-service training. 

b. Educational requirements for sworn and nonsworn personnel 
affected. 

c. How the agency met the need for additional or revised 
training or education, including problems encountered in 
providing the required training or education. 

6. WHAT OTHER EFFECTS HAS THIS INNOVATIVE POLICING STRATEGY HAD IN THE 
AREA OF POLICE PERSONNEL ADMINISTRATION? 

Probe re effects on: 

a. Position classification and rank structure 

b. Recruitment 

c. Selection 

d. Promotion and career progression patterns 

e. Motivation, effectiveness, and satisfaction 

f. Productivity 

g. Retention and turnover 

~~~~~~~~--------------~------------~------~.~--------~-
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7. DO YOU THINK THAT THIS INNOVATIVE POLICING STRATEGY HAS HAD ANY EFFECTS 
WHICH ARE FELT BY DTHER COMPONENTS OF THE CRIMINAL JUSTICE SYSTEM, i.e., 
PROSECUTION, COURTS~ AND CORRECTIONS? 

If so, probe re: 

a. What the effects have been. 

b. Where the effects have occurred. 

c. Implications of the effects on reinforcing or retarding use 
of the innovative strategy. 

8. WHAT DO YOU THINK THE STATUS OF THIS INNOVATIVE POLICING STRATEGY WILL 
BE IN YOUR AGENCY IN THE NEXT FIVE YEARS? 

Probe re: 

a. Assessment of whether the strategy has been effective in 
accomplishing what was intended. [If available, obtain 
copies of evaluation studies or reports.] 

b. The likelihood of the strategy being continued, including 
forces and counterforces bearing on this. 

c. Whether significant changes in the strategy are anticipated 
and, if so, what they might be. 

d. Other innovative strategies being considered for implementa
tion in the next five years, the likelihood of each being 
implemented, when this might occur, what the structures of 
each might be and the probable effects on agency operations, 
manpower, training, and education. 

e. Explanation for the projection. 

f. Effects on pOlice-community relations. 

9. WHAT DO YOU THINK THE STATUS OF NEW INNOVATIVE POLICING STRATEGIES SUCH 
AS THOSE IMPLEMENTED BY YOUR AGENCY WILL BE IN THE LAW ENFORCEMENT SYS
TEM AS A WHOLE IN THE NEXT FIVE YEARS? 

For each strategy implemented and under consideration by the agency, 
probe re: 

a. Estimates of the extent to which the strategy might gain 
widespread acceptance, including forces and counterforces 
bearing on this. 

b. The types of innovative policing strategies we can expect to 
see more of, less of, or not at all in the future. 

c. Explanation for the projection. 
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10. DURING THE PAST THREE YEARS, HAS YOUR AGENCY GIVEN SERIOUS CONSIDERATION 
TO IMPLEMENTING ANY INNOVATIVE POLICING STRATEGIES DESIGNED TO DECENTRALIZE 
OPERATIONAL AUTHORITY AND RESPONSIBILITY AND/OR EXPAND THE ROLE OF BASIC 
LEVEL POLICE OFFICERS AND ENCOURAGE MORE ACTIVE INVOLVEMENT OF THE PUBLIC 
IN PREVENTING AND SOLVING CRIMES? 

Probe re: 

a. Why or why not (including forces and counterforcesbearing on 
such considerations)? 

b. If lIyes , II what each innovative strategy .. considered was, why 
each was not implemented and whether there is any likelihood 
that it will be implemented in the foreseeable future, when 
this might occur, what its structure might be, and its prob~ 
able effects on agency operations, manpower, training, and 
education. 

c. If IIno,1I whether serious consideration will be given to such 
innovative strategies in the foreseeable future (which ones?), 
the likelihood of each being implemented, when this might occur, 
what its structure might be, and its probable effects of agency 
operations, manpower, training, and education. 

d. Projected status of any such innovative strategies in the 
agency in the next five years. 

e. Projected status of any such innovative strategies in the 
law enforcement system as a whole in the next five years. 

ASK THE INTERVIEWEE TO IDENTIFY ANY ADDITIONAL INFORr1ATION OR REF
ERENCES REGARDING SUCH INNOVATIVE STRATEGIES THAT HE MAY HAVE AT 
HIS DISPOSAL OR BE AWARE OF. THESE MIGHT BE INTERNAL AGENCY STUDIES 
OR REPORTS OR PUBLISHED DOCUMENTS. RECORD THOSE THAT ARE READILY 
AVAILABLE FROM OTHER SOURCES AND, IF POSSIBLE, OBTAIN COPIES OF THOSE 
NOT READILY AVAILABLE ELSEWHERE. 
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NAlIONAL MANPO~IER SU~VEY Ar~ERICj~N INSTITUTES FOR RESEARCH 

Law Enforcement Variable/Innovation Interview Guide 

VARIABLE: REPRESENTATION OF \40~1EN AND ~UNORITIES 

DESCRIPTION: The objective of this part of the Nr~S is to determine 
whether there has been increased representation of women and ethnic 
minorities in sworn police positions and s if so, what have been the 
effects, if any, on the agency's manpower and training/education. 

INTERVIEWEES: 

- Personnel Department 
- Training Department 
- Middle Managers 
- Chief Executives 

QUESTIONS: 

1. WHAT PERCH AGES OF SWORN POLICE POSITIONS ARE/WERE FILLED BY WOMEN 
\ E YEARS AGO IN 1972? 

1972 

2 

____ -....:% all sworn pOSitions 

1975 

1975 

__ ---C% 

__ ---C% 
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3. \~HAT PERCENT OF AL NONSWORN POLICE POSITIONS ARE/WERE FILLED 
BY ~OzMEN NO AND THR E YEARS AGO in 1972? 

5. 

1972 1975 

---,;-c% all nonswo n posi ti ons 

/ % all nons rn positions 

1972 

_--.:% all nonsworn pos' ions 

'- . . _--.:% all nonsworn posltlons 

DO YOU EXPECT THE PRESENT REPRESENTATIOtl OF WOMEN AND rUNORITIES 
IN YOUR AGENCY TO (FURTHER) INCREASE ~lITHW THE NEXT SEVERAL YEARS? 
(Check below the groups where (further) increases are expected.) 

Sworn Nonsworn Both 
Women ( ( ) ( ) 

Hinorities ( ) ( ) ) 

Both ( ) ( ) ( 

(Probe regarding the forces and counterforces which facil itateor 
thwart increased representation.] 

, , 
J 
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6. HAS YOUR AGENCY INSTITUTED ANY SPECIAL PROGRAMS OR POLICIES FOR 
RECRUITING AND HIRING WOMEN AND MINORITIES? 

Yes 

No - go to ques t ion 10. 

7. PLEASE INDICATE WHICH OF THE FOLLmHNG PROGRAMS/POLICIES ARE USED. 
(Check all that apply.) 

Women Minority -Both 

( ) ( ) ( ) 

( ) ( 

( ( 

( ) 

) ( 

) 

( ) 

( ) ( ) 

( ) ( ) 

Special recruitment teams 

Special school and/or college trips 

Visits to community centers, etc., 
on a regular scheduled basis 

Operating storefront (or similar) 
centers within the inner city for 
information and/or examination purposes 

Placing advertisements in minority 
news media 

Keeping information offices open 
after hours and on weekends 

Providing pre-examination counseling 
and training (please describe) 

Employing different selection pro
cedures and/or standards (please 
specify) 

Other (please specify) 

8. WERE THESE PROGRAMS IN EFFECT THREE YEARS AGO IN 1972? 

Yes 

No - started in 19 
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9, WHAT WERE THE INFLUENCES HHICH AFFECTED THE DECISION TO INSTITUTE 
THESE PROGRAMS/POLICIES AND WHAT, IF ANY, WERE THE FACTORS MAKING 
THE DECISION A DIFFICULT ONE? 

10. HHAT ARE THE REASONS FOR NOT HAVING INSTITUTED ANY SPECIAL PROGRA~1S/ 
POLICIES FOR RECRUITING AND HIRING Wm·1EN AND MINORITIES? 

No need to, representation is increasing anyway 

Have not been able to (ask why) 

11. HAS INCREASED REPRESENTATION OF ~JOMEN AND/OR rUNORITIES IN St~ORN 
POLICE POSITIONS CHANGED THE WAY S~JORN POSITIONS ARE STAFFED? 

Yes 

No ... go to question 13. 
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12. HOW HAVE STAFFING PATTERNS CHANGED? (Get documentation of any 
changes if available) 

( ) Women are replacing men in auxiliary functions 

( Women are replacing men in traffic functions 

Women are replacing men in community service or 
relations functions 

More minority employees are being employed in 
community service or relations functions 

( Other (please specify) 

13. ARE THERE ANY Sl~ORN POSITIONS HHICH HOMEN CANNOT BE ASSIGNED TO 
BECAUSE OF POLICY? 

Yes 

No - go to question 15. 

14. WHAT ARE THESE POSITIONS? 

( ) Any patrol positions 

) Single-person patrols 

Special operations 

( Supervisory positions 

( Other (please specify) 
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15. ARE THERE ANY SWORN POSITIONS TO WHICH MINORITY EMPLOYEES CANNOT 
BE ASSIGNED? 

Yes (please specify) 

No 

16. HAS INCREASED REPRESENTATION OF ~Jor~EN AND/OR MINORITIES IN SWORN 
POLICE POST IONS HAD ANY NOTICEABLE n,1PACT ON PERSONNEL MATTERS 
(E.G., PERFORMANCE, RETENTION, Er~PLOYEE-MANAGEMENT RELATIONS, ETC.) 
OTHER THAN TRAINING WHICH I SHALL ASK ABOUT SHORTLY? 

Yes (please specify) 

No 

17. DO FEMALE AND/OR MINORITY OFFICER RECRUITS TEND TO DIFFER IN 
EDUCATIONAL LEVEL AND/OR RELEVANT BACKGROUND EXPERIENCES FROM 
OTHER RECRUITS? (Get documentation of education levels by 
employee group if available.) 

Yes - please specify how they differ 

No 
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18. HAVE THERE BEEN ANY CHANGES IN RECRUIT OR IN-SERVICE TRAINING AS 
A RESULT OF INCREASED REPRESENTATION OF WOMEN AND/OR MINORITIES 
IN SWORN POLICE POSITIONS? 

Yes 

No - but changes are needed (go to quest; on 20 ) 

No 

19. WHAT HAVE THESE CHANGES BEEN? 

20. WHAT CHANGES DO YOU THINK ARE NEEDED? 

21. WHAT IS YOUR AGENCYIS APPRAISAL OF ITS ADAPTATION TO WOMEN AND/OR 
MI~ORITY OFFICERS AND THEIR ADAPTATION TO THE AGENCY? 
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22. WHAT NOTICEABLE IMPACT, IF ANY, HAS THE EMPLOYMENT OF WOMEN AND/OR 
MINORITY OFFICERS HAD ON YOUR AGENCY's RELATIONSHIP WITH THE 
COMMUNITY? 
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NATIONAL MANPOWER SURVEY AMERICAN INSTITUTES FOR RESEARCH 

Law Enforcement Variable/Innovation Interview Guide 

VARIABLE/INNOVATION: UTILIZATION OF PERSONNEL 

DESCRIPTION: Many factors have been brought to bear on police agencies which 
have led them to experiment with various ways of utilizing their personnel 
resources. For purposes of the NMS, our inquiry will be limited to those 
strategies implemented within the last three years. The following are of 
particular interest: 

- any new forms of specialization; 
- significant increases or decrease in the number 

of nonsworn personnel utilized by the agency; and 
- any new functions which personnel are required to perform. 

INTERVIEWEES: 

- Chief Executives 
- Mid-Level Managers 
- Personnel Department 
- Training Department 

QUESTIONS: 

1. DURING THE PAST THREE YEARS, HAS YOUR AGENCY EXPERIMENTED WITH NEW OR 
DIFFERENT STRATEGIES FOR UTILIZING YOUR PERSONNEL RESOURCES? 

[Relevant examples might be cited to ensure that the interviewee under
stands the question.] 

Yes - continue to questions ~ thru i. 

No - skip to question lQ. 

2, PLEASE BRIEFLY DESCRIBE HOW EACH STRATEGY IS STRUCTURED AND HOW IT 
OPERATES IN YOUR AGENCY. 

[It is critically important that each specific strategy be described 
accurately and in sufficient detail so as to be understandable to a 
reader with minimum subject matter knowledge. Each of the following 
I questions (3 thru 9) will be asked for each specific strategy. It 
is important that all questions be answered for each strategy. Ask 
for copies of written material that might be available which describes 
specific strategies.] 
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Probe re: 

a. Changes in patterns of departmental personnel utilization 
in terms of numbers, types, and functions performed 

3. WHAT LED YOUR AGENCY TO EXPERIMENT WITH EACH OF THESE STRATEGIES? 

For each strategy, probe re: 

a. When it was implemented 
b. Whether it was first implemented as an experimental project 

on a limited basis and later expanded, or, ir not yet 
expanded, what the likelihood is of it being expanded 
further and when thi s mi g~t occur. 

c. Forces and counterforces (positive and negative influences) 
encountered during the decision-making and implementation 
processes. 

d. Problems solved as well as those which might have been 
created 

e. Whether such a strategy was implemented and subsequently 
discontinued or revised significantly. If so, collect 
information regarding the circumstances and why this 
occurred. (Cessation of funding from external sources 
might be a good example.) 

f. Where the funds to support implementation of t~e strategy 
derived from and how much the strategy costs. (Determine 
amount of funding from each source, including agency 
budget if local funds were used.) If funds were from 
external sources such as LEAA or the Department of Labor 
ascertain what the likelihood is of the strategy con
tinuing or being expanded after cessation of outside 
funding. 

4. HOW HAS EACH STRATEGY AFFECTED YOUR AGENCY'S WORKLOAD, MANPOWER NEEDS, 
AND STAFF DISTRIBUTION? 

For each stragegy, probe re: 

a. Number and types of personnel affected (especially insofar 
as the key occupations are concerned; it is also important 
to distinguish between sworn and nonsworn personnel 
affected) . 

b. How these personnel were affected 
-changed job requirements 
-increase or decrease in workload 
-changes in salary or status 
-significant role changes 

c. Number and types of organizational structure changes which 
resulted, e.g. consolidation of several functions into a 
specialized unit. 

d. Emergence of new occupations/utilization of paraprofessionals. 
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5. HOW HAS EACH STRATEGY AFFECTED YOUR MANPOWER TRAINING AND EDUCATION? 

For each stragegy, probe re: 

a. Amounts and types of training for sworn and nonsworn 
personnel and those assigned to specialist positions as a 
result 

b. Educational requirements for sworn and nonsworn personnel 
and those assigned to specialist positions as a result 

c. How the agency met the need for additional training or 
education, including problems encountered in providing 
the required training or education 

6. WHAT OTHER EFFECTS HAS EACH STRAGEGY HAD IN THE AREA OF POLICE PERSONNEL 
ADMINISTRATION? 

For each stragegy, probe re effects on: 

a. Position classification and rank structure 
b. Recruitment 
c. Selection 
d. Promotion and career progression patterns 
e. Motivation, effectiveness, and satisfaction 
f. Productivity 
g. Retention and turnover 

7. DO YOU THINK THAT ANY OF THESE STRATEGIES HAS HAD ANY EFFECTS WHICH ARE 
FELT BY OTHER COMPONENTS OF THE CRIMINAL JUSTICE SYSTEM, i.e., PROSECUTION, 
COURTS, AND CORRECTIONS? 

[An example might be a major offender unit which specializes in the prepara
tion of cases involving repeat offenders.] 

For each strategy felt to have effects, probe re: 

a. What the effects have been 

b. Where the effects have occurred 

c. Implications of the effects on reinforcing or retarding 
use of the strategy 



I' ~ . 

I 
I 
I 
I 
I 
I 
I 
I 
I) 

I-
I 
I' 
I 
'I 
I 
I 
I 
I' 

8. WHAT DO YOU THINK THE STATUS OF EACH OF THESE STRATEGIES WILL BE IN 
YOUR AGENCY IN THE NEXT 5 YEARS? 

For each stragegy, probe re: 

a. Assessment of whether the strategy has been effective in 
accomplishing what was intended 

[If available, obtain copies of evaluation studies or reports.] 
b. The likelihood of the strategy being continued, including 

forces and counterforces bearing on this 
c. Whether significant changes in the strategy are anticipated 

and, if so, what they might be 
d. Other personnel utilization strategies being considered 

for implementation in the next five years, the likelihood 
of each being implemented, when this might occur, what 
the structure of each might be and the probable effects 

on on agency operations, manpower, training, and education. 
e. Explanation for the projection 

9. WHAT DO YOU THINK THE STATUS OF NEW PERSONNEL UTILIZATION STRATEGIES 
SUCH AS THOSE IMPLEMENTED BY YOUR AGENCY WILL BE IN THE LAW ENFORCEMENT 
SYSTEM AS A WHOLE IN THE NEXT 5 YEARS? 

For each strategy implemented and under consideration by the agency, 
probe re: 

a. Estimates of the extent to which the strategy might gain 
widespread acceptance, including forces and counterforces 
bearing on this 

b. The types of strategies we can expect to see more of, less 
of, or not at all in the future 

c. Explanation for the projection 

10. DURING THE PAST THREE YEARS, HAS YOUR AGENCY GIVEN SERIOUS CONSIDERATION 
TO EXPERIMENTING WITH NEW OR DIFFERENT STRATEGIES FOR UTILIZING YOUR 
PERSONNEL RESOURCES? 

Probe re: 

Yes No 

a. Why or why not (including forces and counterforces bearing 
on such consideration)? 

b. If ilYES,1I what each strategy considered was, why each was 
not implemented and whether there is any likelihood that 
it will be implemented in the forseeable future, when this 
might occur, what its structure might be, and its probable 
effects on agency operations, manpower, training, and 
education 
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c. If liND," whether serious consideration will be given to 
such strategies in the forseeable future (which ones?), 
the likelihood of each being implemented, when this might 
occur, what its structure might be, and its probable effects 
on agency operations, manpower, training, and education 

d. Projected status of any such strategies in the agency in 
the next 5 years. 

e. Projected status of any such strategies in the law enforce
ment system as a whole in the next 5 years. 

Ask the interviewee to identify any additional information or references 
regarding such strategies that he may have at his disposal. These might 
be internal agency studies or reports or published documents. Record 
those that are readily available from other sources and, if possible, 
obtain copies of those not readily available elsewhere. 
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Date 
--------------~ 

Interviewer ----------------

Name 

Personnel Department Interview 
for Law Enforcement Agencies 

-------------------
Title --------------------------------------
Location ---------------------------------------
Telephone Number ___________________________ _ 

Give introduction, describing goals of study, reason for agency selection, 
and purpose of this interview. 

1. Are sworn police personnel in your agency under a civil service 
merit system? 

1 ( ) Yes (all ranks) 
(15) 2 ( ) Partly (some ranks - specify which ones) 

3 ( ) No (if no, specify type of system) 

2. ~~hich of the following person(s) or agency(ies) has the major 
responsibilities for establishing policies for sworn police personnel? 
(Check all that apply) 

(16) 1 ( ) Civil Service Commission 
(17) 2 ( ) Central Personnel Office 
(18) 3 ( ) Public Safety Director 
(19) 4 ( ) City Manager or similar 
(20) 5 ( ) Board of Police Commissioners or similar 
(21) 6 ( ) Police Personnel Office 
(22) 7 ( ) Chief of Police 
(23) 9 ( ) Other (Please specify.) 

3. Which of the above agencies has authority for setting the sworn 
personnel ceiling in your agency? 

(24) (use code number from item 2) 

4. Is there also a ceiling set on the number of authorized positions for 
each rank? 

1 ( ) Yes 
(25) 2 ( ) No, just the total 

AF 30 
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5. Which office or agency has primary responsibility for the following 
selected sworn personnel functions? (Check only one in each row.) 

Ciuil &ruice 
Police Dept. Commission 

but not and/or 
Polke Police Central 

Personnel Personnel Personnel 
Office Office Office 

Establishing entrance qualification 1 2 3 
standards for applicants ---
Administering entrance exams 
Recruiti ng 
Preparing job specifications 
and/or position descriptions 
Developing pay schedules ----
Developing promotion standards 
Administering promotion exams 
Engaging in collective bargaining 
with unions and/or employee 
organizations 

Planning and conducting training 
programs ---- . _---

Planning and conducting an 
affirmative action program ----- -----

6. What is the minimum educational requirement for employment of entry-
level officers? 

1 ( ) No formal education requirements 
2 ( ) Completion of 8th grade 
3 ( ) Completion of 10th grade 

(36) 4 ( ) High school diploma or equivalency certificate 
5 ( ) Some college up to one year 
6_ ( ) Associate Degree (two years college) 
7 ( ) Bachelor's Degree ( if a specific field, specify) 

7. What is the minimum age requirement for employment by entry-level 
officers? 

(37 -38) ____ years 

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

Police 
PUIOrtMl 

Office 
arlll Central 

Personnel 
Office 

(jointly 
or both) 

4 
{26} 

(27) 
(28) 

(29) 

(30) 
(31) 

(32) 

(33) 

(34) ---- --.--" . 

(35) 
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8. Does your agency expect the minimal educational requirements to 
remain the same in the next several years? 

1 ( 

(39) 2 ( 

3 ( 

) Yes 
) No, will be lowered to _________ _ 

) No, will be raised to 
~---.-----------

9. Does your agency expect the minimal age requirement to remain the 
same in the next several years? 

1 ( 

(40) 2 ( 

3 ( 

) Yes 
) No, will be lowered to ------------------
) Yes, will be raised to _________ ~------

I 10. Why does your agency expect these requirements to stay the same/change? 
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11. Is successful completion of recruit training required prior to being 
appointed to your police department as a sworn police officer? 

1 ( ) Yes 
(41 ) 2 ( ) No 

12. Is successful completion of the probationary period required prior to 
being appointed to your police department as a sworn police officer? 

1 ( Yes 
(42) 2 ( No 

13. How long 
1 ( 

2 ( 

(43) 3 ( 

4 ( 

9 ( 

is the probationary per'iod for recruit or new police officers? 
) No probationary period (skip to question 15) 
) 6 months 
) 12 months 
} 18 months 
) Other (please specify) 

c 
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14. During the past 12 months, as of the end of last month, what was the 
number and percent of recruit officers who did not successfully 
complete their required probationary period? 

(44-45) No. of voluntary terminations __ Percent of total recruits __ ....;% {46-47} 
(48-49) No. of involuntary terminations __ Percent of total recruits % (50-51) 
(52-54 Total no. of terminations Percent of total recruits % (55-56) 

15. Within the past year, has your agency hired sworn personnel from other 
police departments or similar agencies? 

(57) 1 ( ) Yes, tota 1 number (58-60) 
(61) 2 ( ) No (ask why and then go to question 19) 

16. For which of the following key positions were these lateral entry/transfers 
made? 

(62) 1 ( ) Patrol officer 
(63) 1 ( ) Detective/Criminal investigator 
(64) 1 ( ) First line supervisors 
(65) 1 ( ) Mid -level manager 
(66) 1 ( ) Chief executives 
(67) 1 ( ) Evidence technician/crime scene analyst 
(68) 1 ( ) Police planner 
(69) 1 ( ) Police legal advisor 

17. ~hat number of these people were hired under each of the following 
conditions? 

Number 
(70-72), Hired for ranks equal in responsibility to those they left 
(73-75) ____ Hired for ranks lower in responsibility than those they left 
(76-78) Hired for ranks greater in responsibility than those they left 

18. Were these people hired by meeting qualifications equal to those required 
of members of your department? 

1 ( ) Yes 
(79) 2 ( ) No (please specify how requirements differed) 

I 

___ J 



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

19. 

20. 

Do you have any problems recruiting for any of the following personnel categories? 

(80) 1 ( ) No, go to question 21 

(15 ) 1 ( ) Yes, patrol officers 

(16 ) 1 ( ) Yes, police planners 

(17) 1 ( ) Yes, police legal advisor 

(18 ) 1 ( ) Yes, other 

Hhat are the reasons for these problems? 

(19) 1 ( ) Selection standards are too high 

(20) 1 ( ) Selection standards are too low 

(21) 1 ( ) Pay is not competitive in labor market 

(22) 1 ( ) Benefits are not competitive in labor market 

(23) 1 ( ) . Police work is unattractive 

(24) 1 ( ) Reputation of the department 

(25) 1 ( ) Population characteristics of community such as a 
retirement community (specify) 

(26) 1 ( ) Difficulty in recruiting minorities 

(27) 1 ( ) Limited recruitment budget/staff 

(28) 1 ( ) Other (specify) 

(Use space below to get any elaborations of reasons 
checked.) 
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21. Are there other significant personnel problems in this agency 
as you see them? 

(29) 1 ( ) No, go to question 22 

(30) 1 ( ) Not enough budget to hire 

(31) 1 ( ) Pay scale 

(32) 1 ( ) Turnover 

(33) 1 ( ) Poor morale 

(34) 1 ( ) Little chance for advancement 

(35) 1 ( ) Had to lay-off personnel 

(36) " ( ) Problems with union . 
(37) 1 ( ) Other (specify) 

(Use space below for any elaborations of problems 
checked. ) 
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22. What are the ranks within your sworn personnel coomand structure? 

(38 j 1 () ( 39) 1 () { 40} 1 () ( 41 ) 1 () ( 42) 1 () ( 43) 1 () ( 44) 1 ( ) 
Patrol Cpl. Sgt. 

23. Total number ranks (count of ab'ove) 

(45) 

Lt. Capt. Maj. 

24. What are the different types of assignments (broadly grouped below) 
at the patrol officer rank? 

(46) 1 ( ) patrol (47) 1 ( ) fugitive/warrant 
{48} 1 ( ) traffic (49) 1 ( ) harbor patrol 

Chief 

(50) 1 ( ) accident investigation (51) 1 ( ) police-community relations 
(52) 1 ( ) special operations (53) 1 ( ) identification 
(54) 1 ( ) tactical operations (55) 1.( ) personnel 
(56) 1 ( ) canine unit (57) 1 ( ) training 
(58) () helicopter unit (59) 1 ( ) planning/research 
(60) 1 ( ) plainclothes work 
(61) 1 ( ) dispatching 

(62) 1 ( ) Other (specify) 

25. Are entry-level patrol officers always given a patrol assignment 
first? 

1 ( ) Yes 
(63) 2 ( ) No 

26. If no, what other first assignments are possible? 

(64) 1 ( ) Traffic 
(65) 1 ( ) Accident investigation 
(66) 1 ( ) Parking enforcement 
(67) 1 ( ) Dispatching 
(68) 1 ( ) Other (specify) 

s· 
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27. What is the opinion of supervisors in your agency regarding how 
many years it takes a rookie officer to become a proficient 
patrol officer? 
( 69) 1 { Don I t know 
(70) Years (any elaboration) 

28. Are there specialized assignments with pay differentials within each 
of the ranks of patrol officer, first line supervisor, lieutenant, 
and captain? 

1 ( 

(71) 2 ( 

3 

Yes 
No, but certain specialized assignments get 
differential pay incentive 
No, only one pay scale for each rank 

(If yes, ask for descriptions of the number of levels, 
types of assignments, and pay scales. If no, but 
pay incentives for certain specialized assignments, 
ask for details.) 

29. Does your agency have any formal requirements for promotion? 
1 ( ) Yes 

(72), 2 ( ) No - go to question 33 

~ .~~--~~-~~--~--~----------------------------------------------
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30. What are the factors used to determine eligibility, extra points and 
ranking of candidates for promotion to first line supervisor? 

Supervisory evaluations 
Veteran's preference 
Seniority within rank* 
Promotion exam (written) 
Experience (type of, 
variety of) in previous 
rank 

Advanced education* 
In-service training* 

To Determine 
E1 i gi bil ity 

1 
(73) ( ) 

(74) ( ) 

(75) ( ) 

(76) ( ) 

(77) ( 

(78) ( 

(79) ( 

To Receive 
Extrr. Points 

2 
( ) 
( ) 
( ) 

( ) 

( ) 
( ) 

( ) 

To Rank 
Order 
Canr~idates 

3 
( ) 

( ) 
( ) 
( ) 

" 

*Ask question 32 if one or more of these are checked 

31. Are the factors the same for promotion to higher ranks? 

(15) 1 ( Yes 
2 ( ) No - describe how different 

Check 
Most 
Import. 
Factor 

1 ( ) 

2 ( ) 

3 ( ) 

4 ( ) 

(80) 

5 ( ) 

6 ( ) 

7 ( ) 
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32. 

33. 

34. 

35. 

What are (if any) the minimum years experience and/or level of education/ 
training required to be eligible for promotion to the following ranks? 
(Note: Get data from position descriptions or qualification standards 
if available), 

To Corporal 

To Sergeant 

To Lieutenant 

To Captain 

To ~'ajor 

r~in. Yrs. in 
Next Lower 

Rank 

Education 
(Credits or 
degree) 

In-Service 
Training 
No. Hours 

Do officers promoted to the rank of Corporal or Sergeant tend to come 
more frequently from a certain type of assignment or pattern of assign
ments at the patrol rank? 

(16) ~ ~ No, it varies considerably 
) Yes (specify) 

Do officers promoted to the level of middle management (rank of Captain) 
ten~, t~ have had a certain pattern of assignments at the lower ranks? 

'1 ( No, it varies considerably 
(17) 2 ( ) Yes (specify) 

Which, if any, of the following three emerging occupations selected 
for the tU·1S study are now utilized in your department? 

( 18) 1 ( ) Community service officer 

(19) 1 ( ) Police cadet 

(20) 1 ( ) Police aide 

(21) 1 ( ) None of these 
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36. 

37. 

Are there any other positions in your agency which you feel should 
be considered as emerging occupations? (If answer to items 36 and 
37 are No, go to question 39.) 

1 ( ) No 
(22) 2 ( ) Yes (specify) 

What have been the effects so far of the emerging occupation(s) upon 
total manpower requirements?* (Ask for each applicable occupation.) 

(23) 

csa 

1 ( ) 

2 ( ) 

3 ( ) 

Cadet 

1 ( 
(24) 2 ( 

3 ( 

Aide 

1 ( 
(25) 2 ( 

3 ( 

) No net effect 
) Decreased total personnel strength 
) Decreased total personnel strength 

*Follow-up on any training/education effects with training dept. 
interview question. 

(If there have been effects, ask for the specifics such as which 
key occupations were offered. Also, probe for effects on recruitment, 
morale, turnover, performance.) 
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38. 

39. 

Which factor(s) led to the emerging occupation(s) being funded as new 
positions or created from existing ones? 

csa Cadet Aide 

(26) 1 ( ) (27) 1 ( ) (28) 1 ( ) Organization'changes 
(29) 1 ( ) (30) 1 ( ) (31) 1 ( ) Role or mission changes 
(32) 1 ( ) (33) 1 ( ) (34) 1 ( ) Policy changes 
(35) 1 ( ) (36) 1 ( ) (37) 1 ( ) SOP or work procedure changes 
(38) 1 ( ) (39) 1 ( ) (40) 1 ( ) Introduction of new or 

modified equipment 

(41) 1 ( (42) 1 ( (43) 1 ( Job reengineering 

(44) 1 ( (45) 1 ( (46) l( Outside factors such as com-
munity pressure, court decisions, 
laws 

(47) 1 ( ) (48) 1 ( (49) 1 ( Unionization 

(50) 1 ( ) (51) 1 ( (52) 1 ( Use of women, minority groups, 
civilians, paraprofessionals 

(Get as much of the details as possible on the factors checked 
above. If alternative 6 is checked, ask which jobs were re-
engineered and how to create the emerging occupation(s).) 

Is your agency seriously considering or planning the reengineering 
or redesigning of any key jobs? , 

1 ( ) No 
(53) 2 ( ) Yes (specify and elaborate) 
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(NOTE: do not ask questions 40-42 if alternative #4 was not checked on 
question 21.) 

40. 

4l. 

Is the turnover rate greater for some occupational categories 
than for others? 

(54) 1 ( 
2 ( 

No 
) Yes (specify which categories) 

What appear to be the reasons for the turnover problem? (Ask for 
elaboration of reasons checked and/or for any available analyses/ 
studies of the turnover.) 

(55) 1 ( ) Pay and benefits 

(56) 1 ( ) Aspects of the work itself 

(57) ( ) Organization and management 

(58) ( ) Recruitment and selection 

(59) 1 ( ) Training/educational opportunities 

(60) ( ) Promotion opportunities r't •. 

(61) 1 ( ) Other (specify) 

42. Do you expect the turnover rate to remain about the same or increase, 
or decrease over the next several years and why? 

1 ( 

(62) .2 ( 

3 ( 

) Same 
) Increase 
) Decrease (if checked, get details on efforts to improve 

retention) 
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43. 

44. 

45. 

46. 

What is the average length of service of officers who leave 
voluntarily for reasons other than retirement? 

(63-64) Years 

Does your agency have any special programs for recruiting and hiring 
minority groups and women for sworn police positions? (Note - this 
question is to be followed up at the appropriate point(s) with the 
separate interview form on minorities and women.) 

1 ( ) Yes 
(65) 2 ( ) No 

What is the staffing ratio now of sworn personnel to population 
and/or square miles served? (Note, if agency report form has already 
been answered, get ratio from it.) 

_____ per ___ _ 

# personnel population 

Has this 
1 ( 

(66) 2 ( 

ratio changed at all during 
No 

) Yes (ask how and why) 

_ ____ per ____ _ 

# personnel sq. miles 

the past five years? 

47. Is this ratio expected to change in the near future? 
1 ( ) No 

(67) 
2 ( ) Yes ( ask why) 

..1 
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________________ ~Date 

Training Department Interview 
For Law Enforcement Agencies 

Name __________________________________________________ ___ 

Tit1e, ________________________________________________ __ 

Location, ________________________________________________ _ 

Telephone number ______________________________ _ 

Give introduction, describing goals of study, reason for agency selection, 
and purpose of this interview. 

1. How many personnel are employed full-time in your department? 

(15-18) 
(19-22) 

(23-27) 

________ .sworn offi cers 

civilians ------_. 
_______ tota 1 

2. Approximately what percent of your staff's time is spent on 
giving training as opposed to administrative and other functions? 

(28-29) 

(30-31) 

(32-33) 

% of sworn officer~ time -------' 

% of civilians' time -------' 

% of total time ---
3. How are trainers on your staff selected and assigned? 

(34) 

(35) 

1 ( ) Recruited as trainers from outside 
1 ( ) Recruited from line or staff personnel and given 

formal recruit training 
(36) ) Recruited from line or staff personnel and learn 

training on the job with assistance of training staff 

4. What kinds of training does your staff give? 
(37) 1 ( ) Entry level recruit training 
(38) 1 ( ) In servic,e training 
(39) 1 ( ) Formal on-the-job training 

.,AF 86 

Interviewer 
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5. Do personnel of your agency participate in training programs that 
are supported in whole or in part by funding sources outside your 
agency, e.g., regional criminal justice training centers; F.B.I. 
sponsored seminars; or highway traffic safety institutes? 

1 ( ) Yes 
(40) 2 ( ) No, go to question 8 

6. Of the total number of personnel formally trained each year, what 
percentage receive training from these outside resources? 
(41-42) % 

7. Please identify these outside training programs, the funding sources 
sponsoriny them and also the kinds of training delivered by each to 
your agency's personnel. 

(Continue responses to item 7 on reverse side and use additional 
sheets if necessary) 

,8. When do new recruits get trained? 
(43) 1 Immediately upon appointment and before receiving 

any assignment 
(44) 1 ) As soon as it can be scheduled, but always before 

giving the recruit sworn law enforcement responsibilities 
(45) 1 ( ) As soon as it can be scheduled and sometimes after 

the recruit is given sworn law enforcement responsibilities 
(if this is checked, ask how often this usually happens). 

9. How many hours of entry level training do new recruits receive? 
(46-48) hours 

10. How many training topics or courses are covered in this training? 
(49-50) topics/courses (Ask for copy of course outline) 

11. How many, if any, of the hours and the topics are mandated by an out
side authority? 
(51-53) hours 
(54-55) ___ topics 

12. What is the authority? 

') ( ) State LE COl11!1i ssi on or T /E Standards 
(56) 2 ( ) Other (specify) 

I {I 
'\ 



-------"------,-----------------..--------~-----~ '''''7.' 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

13. 

14. 

15. 

16. 

17. 

How are the number of hours, topics,and their content and 
sequence (for which your department has authority) determined? 

(57) 1 ( ) From tasks or job analyses 
(58) 1 ( ) From formal performance evaluation results 
(59) 1 ( ) Recommended or specified by management 

and/or supervisor 

(60) 1 ) Other (specify) 

In your agency's opinion, how long does it take for a new patrol 
officer to become a proficient and mature journe)~an at his/her job? 

(61) __ ---"yea rs 

Is your agency presently satisfied with the length and content of 
recruit training? 

(62) 
1 ( ) Yes 
2 ( ) No, ask why 

Are there any plans to change the recruit training program? 
1( Yes, ask what 

(63) 2 ( No 

of in-service training is (are) give~r 
f 

Which "kind(s) 

(64) 1 ( ) 

(65) 1 ( ) 

(66) 1 ( ) 

Review courses for upgrading skills and knowledges 
Specialized training 

(67) 1 ( ) 

Supervisory training 
Other (speci fy) 

__________________________________ J 

,1 
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18. Who provides in-service training in your agency? 
-check all that apply-

(68) 1 ( ) Training staff 

{69} 1 ( ) Line officers 

(70) 1 ( ) Staff officers 

(71) 1 ( ) Specialists from outside 

19. Is any part of your in-service training mandated by an outside 
authority? 

1 { } Yes (identify the authority, which kind(s) of 
in-service training and ask for specifics on 

. {72} number of hours and topics) 

2 ( No 

20. How are specific in-service training requirements (over which your 
agency has authority) determined? 

2l. 

(73) 

(74) 

(75) 
{76} 

1 Recommended or specified by management and/or 
supervision 

1 ( ) From formal performance evaluation results 
1 ( ) From task job analyses 
1 ( ) Other (specify) 

What gives rise to in-service training needs in your agency? 

(77) 1 ( ) Specialized assignments 

(78) 2 ( ) Promotional assignments 

(79) 3 ( ) Changes in technology 

(80) 4 ( ) Changes in laws 

(15) 5 ( ) Changes in agency policies/procedures 

(16 ) 6 ( ) Redesign of jobs 

(17) 7 ( ) Emerging occupations 

(18) 8 ( ) Need for general refresher training 

(19) 9 ( ) Other (specify) 
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22. Which of the above is the most important factor? 

I (20) "I 
I 

I 
23. How regularly are review courses required? 

! .0. 

1 ( ) Once or more a year 

I 
2 ( ) Once every 2 years 

(21) 3 ( ) 
-! () 

Once every 3 years 
4 ( ) Once every 5 years or less often .~ ~ 

I 5 ( ) As needed 
--t' 

24. Which non-supervisory key occupations are provided review courses or 

I specialized training? 

(22) 1 ( ) Patrol officer 

I (23) 1 ( ) Traffic officer 

(24) 1 ( ) Detective/criminal investigator 

I 
(25) 1 ( ) Evidence technician/crime scene analyst 

(26) 1 ( ) ·Police planner 

I 25. If specialized training is provided, indicate which kind(s). 

I 
(27) 1 ( ) Investigation 

(28) 1 ( ) Crisis intervention 

(29) 1 ( \ Community relations ) 

I (30) 1 ( ) Tactical operations 

(31) 1 ( ) Internal affairs 

I (32) 1 ( ) Communications 

{33} 1 ( ) Canine handling 

I (34) 1 ,( ) Special weapons 

(35) 1 ( ) Crime prevention 

·1 
(36) 1 ( ) Juvenile 

(37) 1 ( ) Other (specify) 

I 
I 
I 
I " . 

. .:: --- ------- ---
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26. If your agency has supervisory training, is it given before or after 
newly promoted officers assume their new supervisory duties? 

1 ( ) Before, and affects final promotional decision 
2 ( ) Before, but does not affect final promotional decision 

(38) 3 ( ) After, and routinely given every new promotee 
4 ( ) After, but given only on an as needed basis 

27. What, if any, in-service training has been brought about by one or 
more of the following emerging occupations? 
(39) 1 ( ) Community service officer 
(40) 1 ( ) Pol ice cadet 
(41) 1 ( ) Police aide 
(42) 1 ( ) None of the above 

28. What have been the effects so far of the emerging occupation(s) upon 
the training and educational requirements within your agency? (Ask 
for each of the applicable occupations) 

CSO Cadet Aide 
31 32 33 

(43) 1 () (44) 1 () (45) 1 ( ) No effects 
(46) 1 () (47) 1 () (48) 1 ( ) Change in training content 
(49) 1 () (50) 1 () (51) 1 ( ) Change in length of training 
(52) 1 () (53) 1 () (54) 1 ( ) Change in educational requirements 
(55) 1 () (56) 1 () (57) 1 ( ) Other (specify) 

For each effect checked, get as much of the details on reverse side as possible, 
including effects on key occupations. 

29. Has any other emerging occupation utilized by your agency made 
in-service training a necessity? 

(58) 1 ( ) Yes 
2 ( ) No 

If so, which occupations? 

What is the length and content of the training? 
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30. Is your agency presently satisfied that in-service training needs 
are being met? 

1 ( ) Yes 
(59) 2 ( ) No (specify) 

31. Are there any plans to change the in-service training program? 
1 ( Yes (specify) 

(60) 2 ( ) No 

32. Does your agency have a formal on-the-job training program? 
1 ( ) No 

(61) 2 ( ) Yes 

(If yes, go to on-the-job checklist questionnaire) 
(If no) How is on-the-job training handled? (specify) 

.j 
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33. Has there been a formal evaluation of your training program(s) within 
the last few years? 

1 ( ) Yes 
(62) 2 ( ) No - go to question 36 

34. Which program{s) were evaluated? 

35. 

(63) 1 ( ) Entry-level recruit training 
(64) 1 ( ) In-service training 
(65) 1 ( ) Formal OJT 

How are (were) the evaluation(s) made? 

(66) 1 ( ) Percentage of trainees who meet specific terminal 
performance objectives 

(67) 1 ( ) Control vs. experimental group comparisons 

(68) 1 ( ) Feedback survey of trainees themsleves 

(69) 1 ( ) Feedback survey of management and supervision 

(70) 1 ( ) Tests 

(71) 1 ( ) Other (specify) 

36. Did the evaluation cause changes in the training program? 
1 ( ) No 

(72) 2 ( ) Yes (specify) 

------ ---------- ---------------------
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37. 

38. 

39. 

40. 

Do you think that college education should be required for any of 
the jobs in your department? 

1 ( ) Yes (specify jobs and reasons) 
(73) 2 ( ) No (ask why) 

What percentage of sworn personnel are continuing their education? 

(74-75) % 
(Get a statistical breakdown by rank and key occupation, if 
available) 

What percentage of sworn personnel have at least an AA degree? (Get a 
statistical distribution of levels of college attained if available.) 

(76-77 ) ___ --....:% 

Do officers receive college credit for any training given by your 
department? 

(78) 1 ( ) Yes (get specifics) 
2 ( ) No 
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41. 

42. 

43. 

44. 

Which of the following policies concerning continuing education does 
your agency have? 
(79) 1 ( Schedules are adjusted to facilitate class 

attendance 
(80) 1 ( ) Time off is allowed to attend class 
(15) 1 ( ) Pay is increased according to number of accumulated 

college credits or degrees 
(16) 1 ( 

(17) 1 ( 

Continuing education is a formal promotion factor 
Agency gives subsidies for books and tuition 

Have there been any changes in your recruit and/or inservice training 
policies and programs as a result of more college educated officers? , 
(18) 1 ( ) Yes (Go to Question 43 and then skip question 44) 

.' 2 ( ) No (Go to Guestion 44) 

What are these changes? (Probe for any differences between college 
educated officers and others in amount or type of training given.) 

Do you think college educated officers have different training needs? 
1 ( Yes (Specify - use reverse side) 

(19) 2 ( ) No 
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45. 

46. 

~--------

Would you please describe the extent of the working relationships 
your agency maintains with criminal justice programs of local 
colleges/universities (e.g., whether agency participates in a CJ 
prog.·am advisory board)? 

What would you say your agency's appraisal is of local college/university 
CJ programs? 

(20) 1 ( Mutually beneficial (specify how) 
2 ( Problems exist (specify what) 

!' 
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'1, 043-575042 
ile: 7/31/76 r (3600-U) AIR Task Checklist 

Judge 

JUDICIAL PROCESS 

Please fill in the identification information requested bel 0\'1. The 
information \'lill be used for research purposes only and \'/ill not become a 
part of any personnel or official file. 

1. Title of Agency for which you \'wrk (e.g., 16th Judicial Circuit Court, or 

Cook County Public Defender's Office): 
----------~---------------

.. 
2. Agency address: 

3. What is your position or job title: 

4. Your Age: (15·16) 5. Sex: ~1a 1 e { }1 Female ( )2 

6. Your Race: Black { ) 1 Hhite { )2 Other ( )3 

(17) 

(18) 

1 
1 
1 
1 
I 
I 
I 
1 
I 

7. Ho\'!. long have, you \·wrked in your current posi ti on : __ ' Years __ t~onths (10-22) 

I 
1 
1 
1 
1 
I, 
1 
'I 

8. How many years have you worked for this agency: (23-24) 

9. In all, hO\'J many years have you \'Iorked in the judicial process: ___ _ (25·26) 

10. P1eqse ctrcle the. number indicating your current le.vel of formal education: 
. , 

less than high school diploma ................... 01 

High school graduate ....••••••.•.• : ..••••••.••. 02 

1 to 2 years of college ....................... .. 03 

2-year co 11 ege degreE. •..•.••.•.••••.•.••.•••••• 04 

3 to 4 years of college ........................ . 05 

4-year college degree .•••••••.•.•••••••••..•.•• 06 (27·28) 

Some graduate course work •••• -•••••.•••••• , ••••• 07 

Master's deg'fee ••••••••••••••••••••••••.•••••• 08 

Graduate work beyond the master's degree .•.....• 09 

Doctora te .................••. " •..•..•..• _ .••••••• 10 

LL.B. or j.D •••.•••••.•••..•..•••••.....•. ..,-:. ~. 11 

.J.H .,:: .... -'t~~ __ -'--~~~~-=-.'---~~~ __ ~~~~~~ __ ~~-"'._ .. -'-. ~~~-'--~~~~ __ ~_ 

(J 
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----------------------~-~--

----------------~-~ 
TASK CHECKLIST 

Introduction and Instructions 

Your agency is cooperating with AIR in a survey of judicial process occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks \'/hich you perform, and a (-) for all tasks 
you do not perform. 

Step 2. Write in at. end of checklist any tasks you perform that are not listed. 
Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
this task "CI~ If you spend a moderate amount of time on a task that would be rated 
118 11, and a very small amount of time \'JOul d be rated IIN 1

• 

Step 4. Then, complete column 3, 4, or 5 to show where you learned the knowledge or skill: 

Step 5. 

Formal training = classroom (non college) workshops, special courses, entry 

College courses 
level or in-service training programs 

= courses taken at college or law schooi either for a degree 
or to acquire special knowledge 

Informal job learning = \'lOrking on the job 
If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable 
source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 
Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job'. For each kno\'Iledge or skill you check in column 1, place an (X) in one box in 
column 6 to indicate: 

Too little 

About right 

= not given any/enough training; not enough de~ail; too 
narrow in scope, etc.i:! 

1/ 

= suited to job tasks; enough depth; provided necessary 
information, etc. 

Too much = overtrained "tor level needed; too much detai.lj etc. 
We appreciate your cooperation in this phase of the study. It should be very helpful to LEAA in planning 
support for future training and educational programs. . 

- ±---



- - - -.- - - - - - - -TASK CHECKLIST 

Job Title:_~--...:J::.:u:.:d:.i!g.::.e ______ ,.--__ 

TASK STATEMENTS 

. 
1. Hears testimony and reviews affidavits in order to justify the issuance of warrants. (29) . 

2. Conducts bail hearings. (35) 

3. Conducts preliminary hearings (probable cause). (41) 

4. Presides at arraignment hearings (entry of a plea). (47) 

5. Advises defendant of his right to counsel and appoints counsel when appropriate. (53) 

6. Weighs propriety of plea of guilty or nolo contendere entered by or on behalf of 
defendant in order to decide whether plea is proper and in accordance with law. (59) 

.-r 
7. Conducts and mediates conferences in chambers with the prosecutor and defense counsel. (65) 

8. Rules on requests and motions (venue, continuance, etc.) by defens'e and/or 
prosecution. (71) 

9. Interviews and evaluates potential jury panel candidates (voir dire). (77) 

10. Orients member of the jury panel. (17) 

11. Presides over criminal trials. (23) 

12.. Questions witnesses when appropriate to clarify testimony. , (29) 

13. Considers and decides upon legal procedure matters at the bench and in chambers. (35) 

14. Insures the security of the courtroom and environs. (41) 

15. Issues instructions to the jury. (47) 

16 .• Researches and writes legal opinions and memorand~ms ~/hen required or when he deems 
necessary. (53) 

17. Analyzes and evaluates all evidence and other material available concerning cases of 
persons pleading guilty or found guilty in order to arrive at and impose the sentences. (59) 

18. Presides in emergency situations (commitment orders). (65) 

19. Conducts review hearings in connection with conditional sentences in order to modify or 
revoke. or determine further action necessary for problem presented. (71) 

20~ Composes letters to persons concerned with case. (77) 

21. . ~eads/revi ews legal opinlons. publications. in orde~ to keep abreast of new 
developments. .(17) . 

. 
TI-5175 

- -i:~u~.t A "'vsmaW.~tof. 
of Time B = A moderate amount of time 
Spent on 
Task: C = A considerable amount of time 

Amount of Where learned Amount of (X) 
00(+) timespcnt (rank order 1.2,3) Training/Education 
or Don't on Task (see Formal College On the Too About Too 
Do (.) scale above) Training Course Job ~ittle_ Right Much 

" 

( 

( 

( 

( 

( 

( 

( 

34) 

40) 

46) 

52) 

58) 

64) 

70) 

( 76) 

16) 

22) 

28) 

34) 

40) 

46) 

52) 

( 

( 

( 

( 

( 

( 

( 

( 

( 

( 

( 

( 

58) 

76) 

16) 

( 22) i 



- - - - .- - - - -- -TASK CHECKLIST 

Job Title: Judge 

TASK STATEMENTS 

22. Consul ts, and exchanges information with other judges'. 123) 

23. Perf~rms liaison tasks with community ~nd citi~en groups a.nd the 
media. (29) 

24. Presents and discusses ideas to social service agency representatives, legislative 
representatives and community groups. (35) 

25. Manages the criminal calendar. (41) 

26. Attends and participates in formal and informal judicial education programs. (47) 

27. Monitors correctional facilities in the jurisdiction. (53) 

28. Performs miscellaneous administrative tasks. (59) 

! 

29. Presides at juvenile hearings and over matters relating to juveniles. (65) 

30. IF YOU PERFORM ADDITIONAL ~~SKS NOT DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE BACK 
OF THIS FORM. 

. 

{t , 
.' 

TI n -5 6 

-
Do (+) 
or Don't 
Do (.) 

_scale~ Amount 
of Time 
Spent on 
Task: 

A ~vsmalllllntof~ 
B = A moderate amount of time 

C = A considerable amount of time 

Amount of Where learned Amount of (X) 
time spent (rank order 1.2.3) Training/Education 
on Task (see Formal College On the Too About Too 
scale above) Training Course Job Little Right Much 

" ... ' 
0= -. 

,. , 

(28) 

(34) 

(40) 

(46) 

(52) 

(58) 

(64) 

(70) 



".'- - - - - - - - - - - - - - - - - -
Task Checklist Court Administrator OMB #043-575042 

Exp. 7/31/76 
LEAA (3600-T) JUDICIAL PROCESS 

Please fill in the identification information 
requested below. The information will be used for 
research purposes only and will not become a part 
of any personnel or offi ci a 1 fi 1 e. , 

1. Title of Agency for wh~ch you work (e.g., 16th 
Judicial Circuit Court, or Cook County Public 
Defender's Office): ______ - ___ _ 

2. Agencyaddress: ____________ _ 

3. What is your position or job title: 

4. Your Age: 
Fema1e( 
White ( 

(15-16) 
)2 (17) 

)2 

-----

5. Sex: Ma 1 e ( ) 1 
6. Your race:Black( )1 

Other ( ) 3 (18 ) 

7. How long have you worked in your current 
Position: Years Months (19-22) 

8. How many years have you worked for this 
agency: (23-24) 

9. In all, how many years have you worked in the 
judicial process: (25-26) 

10. Please circle the number indicating your current level 
of formal education: 

Less than high school diploma •......•.•.••.• Ol 

High school graduate ....••...•.......••.••.. 02 

1 to 2 years of co11ege ..................... 03 

2-year college degree .................•..... 04 

3 to 4 yea rs of co 11 ege ..•............•...•. 05 

4-year coll ege degree ..........•.....•...... 06 (27-28) 

Some graduate course work ....•........•..... 07 

Mas ter IS degree ............................... 08 

Graduate work beyond the master's degree •.•.. 09 

Doctorate .......................... ~ ..... D •• 10 ,"\ 

LL.B. or J.D ....................... & ••••••• 11 

AE 402 



." - - - - - - - - - - - - - - - - - -
TASK CHECKLIST 

Introduction and Instructions 

Your agency is cooperating with AIR in a survey of judicial process occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follmv the steps below in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks which you perform, and a (-) for all tasks 
you do not perform. 

Step 2. Write in at end of checklist any tasks you perform that are not listed. 
Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated 
IIB", and a very small amount of time woul d be rated II All. 

Step 4. Then, complete column 3, 4, or 5 to show where you learned the knowledge or skill. 

Step 5. 

Formal training = classroom (non college) workshops, special courses, entry 
level or in-service training programs 

College courses - courses taken at college or law school either for a degree 
or to acquire special knowledge 

Informal job learning = working on the job 
If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable 
source. If you learned the knowledga or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 
Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job. For each knowledge or skill you check in column 1, place an (X) in one box in 
column 6 to indicate: 

Too little 

About right 

= not given any/enough training; not enough detail; too 
narrow in scope, etc. 

= suited to job tasks; enough depth; provided necessary 
information, etc. 

Too much = overtrained for level needed; too much detail; etc. 
We appreciate your cooperation in this phase of the study. It should be very helpful to LEAA in planning 
support for future training and. educational programs. 



1IIi- _ - - - - - - - - - -OMB# 043-S75042 
Exp. 7/31/76 
LEAA (3600-T) 

TASK CHECKLIST 

Job Title: __ C""o"-,u..,r....,t'-'-!Ad""m!!..iw.n...,.i.,..s-,,-tr...,a..,t..,,o,,-r_ 

TASK STATEMENTS 

l. Analyzes the court system's fiscal needs in order to prepare, present, and justify the 
judicial system budget. 

2. Testifi es as a repr-esentati ve of the judi ci a 1 system at budget hearings. 

3. Supervises and monitors the fiscal administration of the judicial system. 

4. Compiles and collects information about judicial system operations to evaluate and plan 
for effective management of the court system. 

5. Solicits sources for additional funds to supplement regular appropriations. 

6. Evaluates the performances, practices, and procedures of the judicial system. 

7. Develops or modifies plans and procedures of judicial system to accomodate ne~1 
developments or observed deficiencies. 

8. Designs and supervises special projects or feasibil ity studies for the judicial system. 

9. Supervises the day-to-day operations of the judicial system. 

10. Supervises non-judicial personnel system for the court system, 

ll. Coordinates court reporter, special project and support services for judicial system. 

12. Manages petty and grand jury systans for the court. 

13. , Coordinates space management and planning. 

14. Manages the court's caseflow and case inventory control. 

15. Coordinates the collection of information about the judicial systan and court 
operations in order to prepare reports ard disseminate information for the court 
internal staff, special groups such as the bar, and the public as necessary. 

16. Prep~res reports and/or testimony on impending legislation or proposed rule changes 
be.l ieved to have impact on the court system. 

17. Communicates with internal staff, community and external groups, media representatives, 
educational and political organizations, bar associations, and others. 

18. Prepares professional articles and speeches. 

19. Responds to questions and problems identified or complaints filed by court personnel, 
persons having business with-the court, and citizens. 

20. Meets with judges, judicial councils, bar associations, etc., on a regularly 
scheduled basis or as requested to give and receive information and guidance. 

21. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE BACK 
OF THIS FORM. 

TI-5/75 

(29) 

(35) 

(41) 

(47) 

(53) 

(59) 

(65) 

(71) 

(77) 

(17) 

(23) 

(29) 

(35) 

(41) 

(47) 

(53) 

(59) 

(65) 

(71) 

(77) 

- - -Scale for} Amount 
of Time 
Spent on 
Task: 

- - -A = A very small amount of time 

B = A moderate amount of time 

C = A considerable amount of time 

--~ ----~-

Amount of,\X) Where learned Amount of Do (+) time spent (rank order 1,2 3) Trainirig/Education 
or Don't on Task (see Formal College On the Too About Too 
Do (. J scale above) Training Course Job Little Right Much 

-

AE 402 ' 

( 

( 

( 

( 

( 

( 

-
34) 

40) 

46) 

52) 

58) 

64) 

( 70) 

(76) 

(16) 

(22) 

(28) 

(34) 

(40) 

(46) 

(52) 

(58) 

(64) 

(70) 

(11) 

(1&) 



~----------------------------------------------------------------------------~---------------'---'Y .. 
.. - - - - -- ------- - - - --

Task Checklist Prosecutor Of4B #043-575042 
Exp. 7/31/76 
LEAA (3600-V) JUDICIAL PROCESS 

Please fill in the identification information 
requested below. The information will be used for 
research purposes only and will not become a part 
of any personnel or official file •. 

1. Title of Agency for wh.ich you work (e.g., 16th 
Judicial Circuit Court, or Cook County Public 
Defender's Offi ce) :, _______ --;... ____ _ 

2. Agencyaddress: ___________ _ 

I, 

\ 

10. Please cfrc1e the number indicating your current level 
of formal educ~tion: 

" .. Less than high school diploma ••••••••. u ..... 01 

High school graduate •••••••••••••••••••••••• 02 

.1 to 2 years of co11ege ••••••••••••••••••••• 03 

2-year college degree ••••••••••••••••••••••• 04 

3 to 4 years of co11ege ••••••••••••••••••••• 05 

_r 
. , 
. 
1 
1 r 

4-year college degree ••••••••••••••••••••••• 06 (27-28) 

i' . 

3. What is your position or job title: ___ _ 

4. Your Age: (15-16) 
Female( )2 (17) 
White ( )2 

5. Sex: Male ( ) 1 
6. Your race:B1ack( )1 

Other ( )3 (18) 

7. How long have you worked in your current 
Position: Years Months (19-22) 

8. How many years have you worked for this 
agency: (23-24) 

9. In all, how many years have you worked 1n the 
judicial process: (25-26) 

Some graduate course workeo •• uio •••••• • J" •••• 07 

Master's. degree ••••••••••••••••••••••••••••• 08 

Graduate work beyond the master's degree •••• 09 

Doctorate ••••••••••••••••••••••••••••••••••• l0 

LL.B. or J.D-•••••• ~\'!'I-= •••••••••••••••••••••• 11 

AE 401 
i' 

• . , 
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r - - - - - - - - -

TASK CHECKLIST 
Introduction and Instructions 

- - - - - -
Your agency is cooperating with AIR in a survey of judicial process occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in dO'ing your job. Please 
follow the steps below.in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks which you perform, and a (-) for all tasks 
you do not perform. 

Step 2. Write in at end of checklist any tasks you perform that are not listed. 
Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated 
IIBII, and a very small amount of time would be rated II All. 

Step 4. Then, complete column 3,4, or 5 to show where you learned the knowledge or skill. 
Formal training = classroom (non college) workshops, special courses, entry 

level or in-service training programs 
College courses = courses taken at college or law school either for a degree 

or to acquire special knowledge 
Informal job learning = working on the job 

If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable 
source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 

Step 5. Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job. For each task you check in column 1, place an (X) in one box in 
column 6 to indicate: . 

Too little = not given any/enough training; not enough detail; too 
narrow in scope, etc. 

About right = suited to job tasks; enough depth; provided necessary 
information, etc. 

Too much = overtrained for level needed; too much detail; etc. 

-

We appreciate. your cooperation in this phase of the study •. It should be very helpful to LEAA in planning 
support for future training and educational programs. . .. 

_l 
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- - - - - -- - -TASK CHECKLIST .608042-
Exp. 7/31/76 
lEAA (3600-V) Job Title: __ -'-P.:..ro;::.;5:..:e:..:c..;:.u;::.;to:..:r _______ _ 

TASK STATEMENTS 

1. Obtains or causes to be collected records and evidence of alleged law violations. (29) 

2. Interviews scene witnesses and officers who were at the scene of an alleged crime. 
/ (35) officers of the Mobile Crime la~ratory, and other investigators. 

3. Compiles and analyzes information and evidence collected by law enforcement officials. 
investigators. and other judicial system in order to determine whether sufficient 
information and probable cause exist. (41) 

4. Screen cases, advise citizens as to appropriate course of action or decide 
whether or not to bring formal charges against an individual or individuals. (47) 

5. Gives testimony before the grand jury when requested or on his own initiative. (53) 

6. Represents the state at preliminary hearings. (59) 

7. Reviews and evaluates physical and testimonial evidence in a case in order to determine 
whether additional evidence is necessary. (65) 

8. Supervises or assists case investigators. (71) 

9. Consults with superiors. technical experts. and associates in order to make accurate I 

judgements and formulate further plans for case preparation or strategy. i (77) 

10. Negotiates with defense counsel concerning charges pending against a defendant. :(17) 

11. Conducts legal research. (23) 

12. Prepares. responds to. and files motions and/or memoranda. (29) 

13. Orients witnesses. i(35); 

14. Interviews and evaluates prospective jurors. (41) 

15. Prosecutes alleged law violators in a criminal court. . (47) 

16. Reviews and analyzes proposals and information about an offender who has pleaded or 
((63) been found guilty. in order to make recommendations. 

17. Participates in conferences. lectures, and training sessions. (59) 

18. Reviews and evaluates existing case load and calendar schedule. (65) 

19. Reads/evaluates/analyzes inquiries obtained from various sources and writes material in ~~r) form of correspondence. reports. and records. 

20. Meets'and communicates with lE/CJ personnel in order to keep his legal knowledge current. 
to enable adopting successful innovations. and to have a store of ideas for possible 

(77) improvement in his work area. 

. 
TI.r.~ ........ 

- _scale~ A - sma"ntof" Amount ~ 
of Time B = A moderate amount of time 
Spent on 
Talk: C = A considerable amount of time 

Amount of Where learned Amount of IX) 
001+) time spent (rank order I 2 31 Trainil1!i/Education 
or Don't on Task Isee Formal College Dnthe Too About Too 
001-1 scale abovel Training Course Job Little Right Much 
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'~r -
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( 58) 
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\ .. - - - - - - - - -- - -TASK CHECKLIST 

Job Title: __ ..!:p.!.:ro!!;si!.!eOJ,co.!!uL.!<t!!;orL-______ _ 

TASK STATEMENTS 

21. Meets and confers with citizens, members of the LE/CJ system and offenders in order to help 
prevent crime and other violations of law, and to promote a general understanding of the. 
authorities, responsibilities, a~d objectives of the LE/CJ organization and system. (17) 

22. Supervises offenders in diversion programs. (23) 

23. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE 
BACK OF THIS FORM. 

, ' 

( 

. 
TI-6175 

....-' 

- ~C:~u;:rt A - sma~tof" 
of Time B = A moderate amount of time 

~:k: on c = A considerable amount of time 

Amount of Where learned Amount of (XI 
Do (+ I time spent (rank order I 2 3) Traini ria/Education 
or Don't on Task (see Formal College On the Too About Too 
00(-) sca Ie above) Trainin~ Course Job Little Right Much 
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.. 

( 

( 

22) 

28)' 
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Task Checklist , Defender ~. OMB #043-575042 
Exp. 7/31/76 
LEAA (3600-5) JUDICIAL PROCESS 

Pl.ease fill in the identification information 
requested below. The information will be used for 
research purposes only and will not become a part 
of any personnel or offi ci a 1 fil e .. ' 

1. Title of Agency for which, you work (e.g., 16th 
Judicial Circuit Court, or Cook County Public 
Defender IS Offi ce) : _____ --.-____ _ 

2. Agency address: 
" 

3. What is your position or job title: 

4. Your Age: {15-16) 5. Sex: Male { ) 1 
Fema1e{ }2 (17) 6. Your race:B1ack( )1 
White ( }2 Other (, }3', (18) 

7. How long have you worked in your current 
Position: Years Montns (19-22) 

8. How many years have you worked for this 
agency: (23-24 ) 

9. In all, how many years have you worked in the 
judicial process: (25-26} 

10. Please circle the number indicating your current level 
of formal education: 

t •• Less than high school diploma ••••••••••••••• Ol 

High school graduate •••••••••••••••••••••••• 02 

1 to 2 years of col1ege ••••••••••••••••••••• 03 

2-year college degree ••••••••••••••••••••••• 04 

3 to 4 years of co1lege •••••••••••••••• ~ •••• 05 ~ 

4-year college degree ••••••••••••••••••••••• 06 (27-28) 

Some graduate course work ••••••••••••••••••• 07 

Master's degree ••••••••••••••••••••••••••••• 08 

'. Graduate work beyond the master's degree •••• 09 

Doctorate ..................... II ••••••••••••• 10 

LL.B. or J.D. . " ' .. ~ . 
. • . . • • • • • • • • • • • • . • ' •.•••••••••• 11 

, , 
" . 
I.~ 

• \.1 • 

• t. 

t • 
• I 



I _________________ • __ .fl 

TASK CHECKLIST 
Introduction and Instructions 

Your agency is cooperating with AIR in a survey of judicial process occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks which you perform, and a (-) for all tasks 
you do not perform. 

Step 2. Write in at end of checklist any tasks you perform that are not listed. 
Step 3. 

Step 4. 

Step 5. 

Using the scale shown on each 'page, rate in column 2 the relative amount of time you 
spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable'amount of time on a task you would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated 
"8", and a very small amount of time would be rated ",A". 
Then, complete column 3, 4, or 5 to show where you learned the knowledge or skill. 

Formal training = classroom (non college) workshops, special courses ll entry 
level or in-service training programs 

College courses = courses taken at college or law school either for a degree· 
o.r to acquire special knowledge 

Informal job learning = working on the job 
II,' 

If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable I' 

source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box thai: i nd i cates the 1 eas t va 1 uab 1 e source. , \1 

Column 6 is used to indicate whether you think you received a proper amount of training I" 

to do your job. For each task you check in c01umn 1, place an (X) in one box in 
column 6 to indicate: ' 

Too little 

About right 

= not given any/enough training; not enough detail; too 
narrow in scope, etc. 

= suited to job tasks; enough depth; provided necessary 
information, etc. 

, , Too much = ove-trained for level needed; too much detail. etc •. 
\~e appreciate your cooperation in this phase "Ii the ~tudy. It should be very helpful to LEAA in planning 
support for future training and educational pw'ograms. 

,._11' . ... 

, 
! 

I 
f 
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--------------------~--------------------~-------------------~------------------------------------

.043.42 - - - -Exp. 7/31/76 
LEAA (3600-S) 

- - --TASK CHECKLIST 

Job Title: Defender 
- - - _cale'q-A :'- .. , .. Amount .......",small 0 t 

of Time B = A moderate amount of time 
Spent on . . 
Task: C = A considerable amount of time 

Amount of Where learned Amount of (XI 
00(+1 time Gpent (rank order 1.2 31 Training/Education 

TASK STATEMENTS or Don't on Task (see Formal College On the Too About Too 
00(·1 scale above I Training ("nurse Job Little Right Much 

l. Represents clients at police line-ups and interrogations. 1(29) 
, 

2. Interviews and consults with clients in order to decide on case objectives and report ! on progress. (35) 

3. Represents clients at preliminary hearings. . (41) 

4. Represents clients at bail hearings. (47) 

5. Interviews scene witnesses and officers who were at the scene of an alleged crime. 
officers of the Mobile Crime Laboratory, and other investigators. (53) 

6. Reviews and evaluates physical and testimonial evidence in a case in order to determine 
whether additional evidence is necessary in the preparation of a criminal case. 

I 
. (59) 

7. Supervises or assists case investigators in order to establish facts and document 
evidence necessary in the preparation of a criminal case. (65) 

8. Consults with superiors? technical experts, and associates. /(71) 

9. Negotiates with the prosector and/or judge in order to have charges or sentence against 
his client reduced in exchange for a plea of guilty or to have the case dismissed /. I 

for other consideration. ( (77) 

10. Conducts legal research. 1(17) 

11. Prepares. responds to. and files motions and/or memoranda in order to present 
a certain position prior to. during. or after trial. ' / (23) 

12. Orients witnes'ses in order to assure that potentla1 witnesses have a basie understanding 
1(29) of the proceedings and allay anxiety that might confuse them. 

13. Interviews and evaluates prospective jurors. (35) 

14. Represents clients at trial. (41) 

15. Collects and evaluates information about client needs in order to plan and recommend 
dispositional alternatives in the best interest of his client. (47) 

~'-

16. Represents client at sentencing. (53) 

17. -Prepares. wri tes. and fil es appeals. (59) 

18. Detennines grounds and represents defendanf:s in seeking post-conviction remedies. -. /(65); 

19. Participates in conferences, lectures. and training sessions. ,(1)} 

TI-6115 AE '404 
: . . . ' . ...--.,. 
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,- - - - -
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- - --TASK CHECKi]S'f" - -
Job Title: __ !!CDe:..!f~e:!.!n!!Cde:..!r,--_______ _ 

TASK STATEMENTS 

20. Reviews and evaluates existing case load and calendar schedule in order to negotiate i (77) 
a practical calendaring of cases. : 

21. Reads/evaluates/analyzes inquiries obtained from various sources. received in writing. 
and writes material in form of correspondence. reports. and records. ((17) 

22. Meets and communicates with LE/CJ personnel in order to keep his legal knowledge current. 
to enable adopting successful innovations. and to have a store of ideas for 
possible improvement in his work area. I (23) 

23. Meets and confers with citizens. member of th'e LE/CJ system or offenders in order to 
help prevent crime and other violations of law. and to promote a general under-
standing of the authorities. responsibilities. and objectives of the LE/CJ organization, 
and system. ' (29) 

24. Supervises Offenders in diversion programs. ( (35) 

25. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE. PLEASE DESCRIBE THEM ON THE.BACK 
OF THIS FORM. 

': . 

. 
TI-6/76 

.,...... 

-
001+1 
or Don't 
001·1 

·.- -- -7--.-. --

_ClI.~A •• smal'-toft_ ~moun 
of Time B = A moderate amount of time 
Spent on . . 
Task:' C = A considerable amount of time 

Amount of Where learned Amount of (XI 
time spent (rank order I 2 31 Trainino/Education 
on Task Isee Formal College On the Too About Too 

I -
scale above I Training Course Job Little Right Much 
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I 
t.8# 043-575013 

p. 7/31/76 
LEAA (3600-A) 

KNOWLEDGE CHECKLIST 

I Respondent I s Pos i ti on _____ -=-..-:-=-______ _ 

Title Location 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Position to be rated: Judge, Prosecutor, Defender 

This form will be used to provide information about the level of knowledge 
required by certain positions in the criminal justice field, and the level of 
knowledge normally found in newly hired personnel in those positions. The re
sults will permit planning of further education and training programs to bring 
new employees up to full performance. Because of your familiarity with one of 
the positions under study, named in the box above, you have been selected to 
complete this form. 

We would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner, with no more than the 
usual level of supervision provided for the job. Then we would like you to 
describe the level of knowledge that you have observed in personnel newly 
assigned to the position. Use the same scale, described below, to rate the 
job requirements and the proficiency. level of newly hired personnel. 

Expert: In-depth knowledge, including. application of knowledge 
in unusual or complex situations. 

High Degree: Highly-knowledgeable. Can apply knowledge in some 
unusual or complex situations. 

Moderate Degree: Has level of knowledge to perform acceptably in 
typical or usual situations. 

Slight Degree: Has sufficient knowledge to function in only simple 
or routine situations. 

None: Not required by job or learned by incumbent. 

Circle one letter on the Job Reguirement scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of knowledge that a newly hired person usually brings to the job. 

AE 51 



KNOWLEDGE CHECKLIST 

Position Title Judge, Prosecutor, Defender 

A. Knowledge of the judicial system 

1. organization of the judicial system 

2. role of the court in the administration of 
justice 

(15 ) 

(17 ) 

-------~~.-~------- .. --' .. --.. ---~-.--~ - ..... - -
3. role of law enforcement 

4. role of prosecutors, defenders, judges 

5. the corrections process/probation function 

6. interrelationship of the courts to other 
components of the system~ 

7. the adversary process 

8. the jury function 

9. the juvenile justice system 

B. Knowledge of jurisdictional rules and procedures 

1. court rules and forms 

2. the screening and charging process 

3. the processing of a criminal case 

C. Knowledge of criminal law rules, theory and 
procedure 

1. laws of arrest 

2. juvenile law and procedure 

3. lineups and identification 

4. probable cause/causation 

5. search and seizure 

6. suppression of evidence 

(19 ) 
~ . 

(21 ) 

(23 ) 

(25 ) 
--.-

(27 ) 

..• 

(29 ) 

,~ 

(31 ) 

. -

(33 ) 
.. -

(35 ) 

(37 ) 
~.~ .. 

(39 ) 
....... 

(41 ) 

-. 
(43 ) 

--
(45 ) 

(47 ) 

(49 ) 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

Page ___ _ 

PROFiCIENCY: 

Level of typical' 
newly assigned 
personnel 

f~/J/lt/; ~~:f;;;-& 

E H M 
-

E H M 
-- _.- ~~-.. 

E H M 
... ,-. .. -.--. 

E H M 
'" .... ' ,--' . 

E H M 

E H M 
.- ---. .,.- ...... '-

E H M 
-.- . ..... .,." ~ ~-.. --
E H M 

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

E H M 
---~-. 

"-'''r' __ --, .-

E H M 
--1--- -~-, .. 
E H M 
-. --- -,-"". 

E H M 
--~-~ 

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

E H M 
--. - .. ---
E H M 

,." .. "., ,....-,~ .--
E H M 
- -_. '--
E H M 

1---

E H M 

E H M 

S N 

S N 

S N 
. -_.' .-
S N 
., ....... ""' .. ~. ~ 

S N 
.i-

S N 
._.- 1-

S N 
..... --r--
S N 

.---:-
S N 

---I_ 

S N 

S N 
- 1--

S N 
---i-

S N 
--i-
S N 

-'.- --.-
S N 

--- -
S N 

S N "'--
S N 

E H M S N (16) 

E H M S N (18) 

E H M S N (20) 

E H M S N (22) 

1--

E H M S N (24) 

E H M S N (26) 

-
E H M S N (28) 

E H M S N (30) 

-
E H M S N (32) 

-

E H M S N (34) 

--- -_." .. -j-+--~ 
E H M S N (36) 

E H M S N (38) 
I-

E H M S N (40) 

t--

E 

E 

'-

r-

E 

E 

E 

--
H 

H 

H 

H 

H 

-,,'-

M 

M 

M 

M 

M 

--
S N (42) 

S N (44) 

S N (46) 

S N (413) 

S N (50) 
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KNOWLEDGE CHECKLIST 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Position Title Judge, Prosecutor, Defender 

7. 

B. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

I D. Kno 

I 
I 
I 
I 
I 
I 
I 

l. 

2. 

3. 

B. 

9. 

rules of discovery (51) 

rules of evidence (53) 

the right to counsel (55) 
,-

due process rights (57) 

plea negotiation (59) 

the elements of a crime (51 ) 

mental competency/criminal capacity (53) 

insanity pleas (55) 

affirmative defenses (57) 

special defenses (59) 

,-

diversion (71 ) 

-
wledge of case preparation practices 

use of subpoenas (73) 

interviewing techniques (75) 

-

review of physical and testimonial evidence (77) 

utilization of investigative techniques 

4. criminalistics (79) 

-
5. photography (15) 

6. model building (17) 
... _._. ------

7. forensic medicine and sciences (19) 

poli"cy regarding exercise of discretion (21) 

~election of evidence for presentation (23) 

Page_-=2=---_ 

JOB 
REQUIREMENT: PROFICIENCY: 

Level required 
for capable 
perfonnance 

Level of typical 
newly assigned 
personnel 

~;~~o/;/; w '" w 
'" '" 01:: q, 01:: "t§' 0, q, 

Si'~~j 

E H M S 

E H M S 
. 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

I 
I 

EIH M S 

E H M S 

E H M S 

E H M S 

E HI M s 

E H M S 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

E H M S N (52) 

E H M S N (~) 

E H M S N (55) 

E H M S N (58) 

E H M S N (50) 

E H M S N (52) 

E 1 H M S N (64) 

E H M S N (55) 

E H M S N (58) 

E H M S N (70) 

E H M S N (72) 

I 
SI HIM N .(74) I E 

E H M S N (75) 

E H M. S N (78) 

i 
! 

E H; M' SI N (80) 
I 

EI HI M s' N (15) 
I I ! 

I 1 

E Hi MI s, N (18) 

EI H M SI N (20) 

E H M S N (22) 

E H M S N (24) 



I, 

I 
I KNOWLEDGE CHECKLIST 

I Position Title Judge, Prosecutor, Defender 

I 
I 
I 
I 
I 

E. Kno 

1. 

2. 

3. 

4. 

I F. Kno 

I 
I 
I 
I 

l. 

2. 

3. 

4. 

5. 

6. 

7. 

I G. Kno 

1. 

wledge of legal research techniques 

sources and understanding of laws, case 
materials, precedents 

recent decisions 

use of legal journals, encyclopedias, 
digests, reporters, etc. 

sheppardizing 

wledge of legal writing 

brief writing 
__ 4.--_ ..... _____ . _.-_. 

motion drafting 
'-' 

opinion writing 
-. 

format requirements 
----~---

uniform citation methods 
,-----. 

drafting of orders 

complaint preparation 

wledge of legal proceedings 

pretrial motions 

I 2. warrant issuance 

I 
I 
I 
I 

3. 
,-

grand jury proceedings 

conduct of preliminary hearings 

4. defendant rights 

5. rules governing examination of witnesses 

6. police practices 

7. rules governing probable cause 

(25) 

(27) 

,,-

(29) 

(31) 

(33) 

(35) 

(37) 

(39) 

(41 ) 

-
(43) 

(45) 

(47) 

(49) 

(51 ) 

(53) 

(55) 

• 
(57) 

(59) 

Page __ 3 __ 

JOB 
REQUIREMENT: PROFICIENCY: 

Level required 
for capable 
perfonnance 

Level of typical 
newly assigned 
personnel 

to ~o/J~ ... 4.,J 1tJ ....... 
.(,. .(,. ~ 
CZI~-&b)CZI 

,ff ;;:b) ~ i; ; 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

'E H M S 

E H M S 

E H M S 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

E H M S N (2~ 

E H M S N ~8) 

E H M S N (30) 

E H M S N ~2} 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

H M S N (34) 

H M S N (36) 

H M S N (38) 

H M S N (40) 

H M S N (42) 

H M S N (44) 

H M S N (46) 

H M S N (48) 

H M S N (50) 

H M S N (52) 

H M S N (54) 

H M S N (56) 

E H M S N ~8) 

E H M S N (60) 



J. 

1! 

", 



"i, 

~ -

----.-~-



I 
I 
I 
I 
I 
I 
I 
-I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
---

;.' , 

KNOWLEDGE CHECKLIST 

Positio n T it Ie _...:::J-=u...::;d>Lge;:;..."--'-P...:..r..:::.o::..;se::..;c::.::u:....:t:..::.o-=-r~, -=D:...:e:.:.f:..::.e.:.:.nd.::.:e::..:.r ____ _ 

8. filing motions (61) 

9. arraignment, entering of pleas (63) 

1 O. rules governing pleas (65) 

conduct of bail hearings 

1 l. rules governlng the setting of bail (67) 

1 2. conditions of release (69) 

1 3. community resources (71) 

1 4. pre-trial investigation (73) 

1 5. bail review proceedings (75) 

H. Con duct of trials 

l. courtroom decorum (77) 

2. questioning of and impaneling jurors (79) 

3. orienting jurors and witnesses (15) 

4. addressing the Jury (17) 

~-~-- .. ~------
5. examining witnesses (19) 

---.".---------. 
6. making objections, motions (21) 

----------
7. ruling on objections (23) 

8. trial tactics (25) 

9. use of expert witnesses (27) 

---------
10. jury instructions (29) 

ll. closing arguments (31) 

12. contempt powers (33) 

---
13. legal and judicial ethics (35) 

Page __ 4 __ 

JOB 
REQUIREMENT: PROFICIENCY: 

Level required 
for capable 
perfonnance 

Level of typical 
newly assigned 
personnel 

hh4~0/; ..... '17 ..... 

t<:-&ti.1JJ 
J-i'~~1 

E H M S N E H M S N (62) 

E H M S N E H M S N (~) 

E H ~1 S N E H M S N W6) 

E H M S N E H M S N WS) 

E H M S N E H M S N (70) 

-

E H M S N E H M S N (72) 

E H M S N E H M S N a4) 

E H M S N E H M S N (76) 

E H M S N E H M S N (7S) 

E H M S N E H M S N (SO) 

E H M S N E H M S N (16) 

E H M S N E H M S N (1S) 

E H M S N E H M S N (20) 

.--

E H M S N E H M S N {22) 

-

E H M S N E H M S N (24) 

E H M S N E H M S N (26) 

E H M S N E H M S N (2S) 

E H M S N E H M S N (30) 

E H M S N E H M S N (32) 

E H M S N E H M S N (34) 

E H M S N E H M S N (36) 
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KNOWLEDGE CHECKLIST 

Position Title _..::Jc:u..:::.dg.;L:e"'-"l.-.!..P..!..r~o~se~c~u!..!et~o.!...rL' ...!D::.!:e'-.!.f..::=.e!.!.nd~e::.!r ____ _ 

I. Kno 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

J. Kno 

1. 

2. 

3. 

4. 

5. 

6. 

K. Off 

1. 

wledge of sentencing practices 

pre-sentence investigations 

sentencing alternatives 

bifurcated trials 

dispositional planning 

sentencing hearing/pronouncement 

rules governing probation 

classification and assessment of 

wledge of appellate practices 

court rules governing appeal 

prepare motions, memoranda 

oral advocacy 

habeas corpus, corum nobis 

post conviction remedies 

laws related to detainers 

ender related knowledges 

drug or alcohol abuse 

2. minority culture 

3. urban sociology 

4. counseling techniques 

5. juvenile 

6. mental health 

offenders 

-

" 

(37) 

(39) 

(41 ) 

(43) 

(45) 

(47) 

(49) 

(51) 

(53) 

(55) 

(57) 

(59) 

(51 ) 

(53) 

(55) 

(57) 

(69) 

(71 ) 

(73) 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

..... ." ..... 
s.. s.. ~ 

Page __ 5=--_ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

~i~0 /1 CII ~ fJ ,01 IV 

$i'~$:! 

E H M S N E H M S N (38) 

E H M S N E H M S N (40) 

E H M S N E H M S N (42) 

E H M S N E H M S N (44) 

E H M S N E H M S N (45) 

E H M S N E H M S N (48) 

-
E H M S N E H M S N (50) 

E H M S N E H M S N (52) 
t-. 

E H M S N E H M S N (~) 

E H M S N E H M S N (55) 

E H M S N E H M S N (58) 

E H M S N E H M S N (60) 

E H M S N E H M S N (52) 

E H M S N E H M S N (64) 

E H M S N H M S N E:....J--4-_I---j...-..;-i 

(66) 

E H M S N E M H S N 
-1--4--1--4--1 

(00) 

E H M S N E H M S N (70) 

E H M S N E H M S N (72) 

E H M S N E H ·:i .. j S N. (74) 
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KNOWLEDGE CHECKLIST 

Position Tit Ie __ J_u_d..::.g_e_.::..... _P_r_o_s_ec_u_t_o_r...:.., _D_e_f_e_n_de_r ____ _ 

7. 

8. 

9. 

L. Kno 

l. 

2. 

3. 

4. 

5. 

6. 

M. Oth 

l. 

2. 

3. 

4. 

5. 

6. 

educational needs assessment and services (75) 

vocational needs and services (77) 

investi~ative methods & practices (79) 

~--'---'~-~""'-~-' - --- ~--~~---

wledge of administrative matters 

personnel management (15) 

.----- --~---~----~--
case flow management (17) 

--- --.. ~ ...... '----_._-- -._-.- •.. -.--...~-

fiscal management (19) 

. - - ~-~-- _."---
space and facility management (21 ) 

. -~- -~ -.~---<-- --. 

jury management (23) 

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

systems management (25) 

er 

(27) 

--------_ .. . 
(29) 

(31) 

-

(33) 

. 

(35) 

(37) 

-

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

Page 6 

PROFICIENCV: 

Level of typical 
newly assigned 
personnel 

l/;/lk~~ 
E H M S 

E H M S 

EH f-f M IS 

! 
I 
I I 

E H !M S 
--
E H M S 

E H M S 
-.-

E H M S 
" 

E H M S 
--f-- 1--- --
E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 

N 

N 

N 

N 

N 

N 

N 

N 
I--

N 

N 

N 

N 

N 

N 

N 

H M S N (76) 

H M S N (78) 

E H M S N (80) 

! 

E H M S N (16) 

E H M S N (18) 

E H M S N (20) 

E H M S N (22) 

E H M S N (24) 

E H M S N (26) 

E H M S N (28) 

E H M S N (30) 

E H M S N (32) 

E H M S N (34) 

E H M S N (36) 

E H M S N (38) 

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



---------------.:--".~; ---.,..-",.......,.-....,....""...----", .. ~ 

I MB# 043-575013 
xp. 7/31/76 
LEr~ (3600- I) KNuHLfDGE CHECKLIST 

I Respondent's Position. _____ -=,....,.-...--______ _ 
Title location 

II Position to be rated: Court Administrator 

I 
II 
I 
I 
I 
I 
I 
I 
II 
I 
I 
I 
I 

~i,1 

I 

This form will be used to provide information about the level of knowledge 
required by certain positions in the criminal justice field, and the level of 
knowl edge normally found in ne\'/ly hi red personnel in those pos i ti ons. The re
sults will permit planning of further educat10n and training programs to bring 
new employees up to full performance. Because of your familiarity with one of 
the positions under study, named in the box above, you have been selected to 
complete this form. 

We would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner, with no more than the 
usual level of supervision provided for the job. Then we would like you to 
desc!'i be the 1 eve 1 of knovJl edge that you have observed in personrie 1 ne\'Ily 
assigned to the position. Use the same scale, described belo\1, to rate the 
job requi rements and the profi ci ency level of nev/ly hi red personnel. 

Expert: In-depth knowledge, including application of knowledge . 
in unusual or complex situations. 

High Degl~ee: Highly knovlledgeable. Can apply knm'/ledge in some 
unusual or complex situations. 

Moderate Degree: Has level of kno\,/ledge to perform acceptably in 
typical or usual situations. 

Slight Degree: Has sufficient knowledge to function in only simple 
or routine situations. 

None: Not required by job or learned by incumbent. 

Circle one letter on the Job Requirement scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of knowledge that a newly hired person usually brings to the job. 

0' 

, ., 

; ; 

.' ) 
.J 
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I 
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KNOWLEDGE CHECKLIST 

Position Title __ Co_u_r_t_A_dm_l_o n_i_s_t_ra_t_o_r _______ _ 

I 
I 
"1\ A. Kno 

1. 

I 
I 
I 
I 
I 
I 
I. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

wledge of the judicial system 

role of the court in the administration 
of justice 

court organizations and functions 

interrelationship of the courts to other 
components of the system 

role of law enforcement 

role of prosecutors~ defenders 

the corrections process/probation function 

the adversary process 

the jury function 

the juvenile justice system 

rules, statutes, code affecting court 
operations 

criminal law and procedure 

I B.c~ Kno 

1. 

wledge of internal rules and procedures 

court rules 

I 
I 
I 
"I 
I 

2. appropriate forms 

procedures related to: 

3. traffic 

4. domestic relations 

5. guardianship 

({t:.. ,"' .. juvenile matters 

7. functions of the clerk's office 

(15) 

(17) 

(19) 

(21) 

(23) 

(25) 

(27) 

(29) 

(31) 

(33) 

(35) 

(37) 

(39) 

(41) 

(43) 

(45) 

(47) 

(49) 

JOB 
REQUIREMENT: 

level required 
fOI" capable 
pel"fonnance 

Page __ l __ 

PROFICIENCY: 

level of typical 
newly assigned 
personnel 

l~/J%o/;~ 
E H M S N 

E H r~ S N 

E H N S N. 

E H M S N 

E H M S N 

E H M S N 
-

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M \S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N (16) 

E H ~1 S N (18) 

E H M S N 
(20) 

E H M S N (22) 

E H M S N (24) 

E H M S N (26) 

E H M S N (28) 

E H r~ S N (30) 

E H M S N (32) 

E H M, S N ~~ 

E H M S N (36) 

E H M S N (38) 

E H M S N (40) 

E H M S N M~ 

E H M S N (~l 

E H M S N (46) 

E H M S N (48) 

E H M S N mm 
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KNOWLEDGE CHECKLIST 

I 
I 
I 
I 
I. 
I 
I 
I 
:1 
I 
I 

Position Title __ C.:....o:...:u:..:..r-=t~Ad=m.:.:...i:..:.n:...:i-=s-=t.:....:ra=-t::..:o:..:.r _______ _ 

C. Kno wledge of case-flow management 

1. 

2. 

3. 

4. 

5. 

D. Kno 

l. 

2. 

3. 

4. 

'5 
\' 

6. 

7. 

8. 

9. 

E. Kno 

1. 

intake procedures 

case pl~ocessing 
. 

~ecords maintenance 

calendaring 

utilization of computers, ADP systems 

wledge of personnel management 

rules and practices governing personnel 
------"" 

unionization/collective bargaining 

career progression 

job descriptions/analysis 

evaluation 

training needs and practices 

affirmative action programs/EEOC 

personnel motivation 

systems and classification (pay) 

wledge of fiscal management 

funding sources, resources-local, state, 
federal 

the funding process 

assessment of need 

budget preparation, justification 

2. 

3. 

4. 

5. maintenance of internal fiscal administration 

(51)' 

(53) 

(55) 

(57) 

(59) 

(61) 

(63) 

(65) 

(67) 

(69) 

(71 ) 

(73) 

(75) 

(77) 

(79) 

(15) 

(17) 

(19) 

(21) 

JOB 
REQUIREMENT: 

level required 
for capable 
perfonnance 

.... 'It .... c.. c.. <:: 

Page __ 2 __ 

PROF ICI ENCY: 

level of typical 
newly assigned 
per~cnnel 

~lj0~,/; CZI <:-{!/ ~ CZI 

,ff~~i;; 

E H M 5 N 

E H M 5 N 

E H M 5 N 

E H ~t 5 N' 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H ~1 S N 

E H' M S N 
I-

E H M 5 N 

E H r~ 5 N 

E H M 5 N 

E H r~ S N 

E H M 5 N 

E H M 5 N 

E H M 5 N 

E H M 5 N 

E H M 5 N 
\~ . 

,-' .. 

E H M S N (52) 

E H M S N (54·) 
-'; 

E H M. S N (56) 

E H M S ,N (58); 

E H M 5 N (60) 

E H M 5 N (62) " 

E H M 5 N (64) 

E H M 5 N (66) 

E H M 5 N (6S) 

E H M 5 N (70) 

E' 

E 

E 

E 

E 

E 

E 

E 

H 

H 

H 

H 

H 

H 

H 

H 

H 

r . 
" C/'. 

M S 

M 5, 

M ,5 

M 5 

M S 

M '$ 

M. s" .' 

M S 

M~ 

N (72) 

N (74) , 

N (76) 

N (78) 

., 

N 
(SO) 

N' (16) 

N, ; (18) 

'"'N .(20)" 

,. 

N (l,?) 

I:;' 

" 
" 
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I KNOWLEDGE CHECKLIST 

I Position T,itle __ C_o_u_r_t_A_d_m_i_n_i s_t_r_a_t_o_r _______ _ 

I 
:1 
'·1' 

I 
I 
I 
I 
I 
I' 
'I 
I 
I 
I 
I 
I 

6. accounting and auditing systems 

7. payroll systems for employees 

8. disbursement practices. 

9. appropriate records and forms 

10. contract services 

F. Kno wledge of space and faci 1 i ty management 

1. space needs and room assignments 

2. space design 

3. local codes and zoning 

4. building and courtroom security 

G. Kno wledge of jury management 

1. requirements of the system fOl~ juries 

2. rules related to notice, qual-ifications 

3. excus i ng j moors 

4. orientation 

5. pay system for jurors 

6. accommodations, space, food, transportation, 
etc" 

7. rules related to sequestration, security 

H. Kno wledge of support service management 

needs assessment . 
2. procurement, distribution, i nvelitory 

3. various support service resources, e.g., 
court reporters, duplication facilities, etc.. 
-

(23) 

(25) 

(2I) 

(29) 

(31) 

(33) 

(35) 

(37) 

(39) 

(41) 

(43) 

(45) 

(47) 

(49) 

(51) 

(53) 

(55) 

(57) 

(59) 

Page 3 

JOB 
R~~QUJREMENT: PROFICIENCY: 

level of typical 
newly assigned 
perscnnel 

level required 
for capable 
perfonnance 

~ij;!J~~~ ~ 'If .... 
'- '- ~ 
tb~-{!Jo,tb 

,ff /::, ~ ~ J 
.E IH M S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 
1-' 

E H M S 

E H M S 

E H M S 
'- f-

E H }1 S 

E H M S 

E H M S 

E H M S 
. 

E H M S 

E H M S 

E H M S 

E H M S 

E H t4 S 

E H M S 

N 

N 

N 

N 

N 

N 

N 
--
N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

N 

H (24) 

H N (26) 

E H M S N (28) 

H l~ I S N (30) 
I 

E 

E H M S N (32) 

E H r~ S N (34) 

E H MIS N (36) 

E H t4 S N (38) 

E H MIS N (40) 

E H MI 
I 

s N (42) 

E HI MI s 
I I 

N (44) 

E H MI s N (46) 

I 
E H MI s N (48) 

E H MI Sj N (50) 

0\ 

H ~11 s I N 
(52) 

E 

E H MI Sl N (54) , 

I 
E H M S N ~6) 

E H M S N (sm 

E H M SN 
(601 
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KNOWLEDGE CHECKLIST I 
I 

Position Title Court Administrator 

I 
I 
I 
I 1. 

I 
I 
I 
I 
I J. 

I 
I 
I, 

I 
I' K. 

I 
:1 

4. 

5. 

Kno 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Kno 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

Oth 

1. 

2'. 

3. 

equipment utilization 

care, maintenance 

wledge of planning and evaluation 

goals and objectives 

current literature 

needs analysis 

recent trends and innovations 

proposa 1 \'/ri ti ng 

information compilation 

performance evaluation 

systems analysis 

\.,,1 edge of systems management 

instructing employees 

managing system components 

COlTlflllmicating with outside groups 

communicating \'Iith judicial pel'sonnel 

dealing with the media 

report and memo writing 

conducting staff meetings 

er 
. 

research principles 
.. 

statistics 

publi~ relations 

4. drafting (rules~' ,legislation', etc .• ) 

(61) 

(63) 
-

~ 

(65) 

(67) 

(69) 

(71) 

(73) 

(75) 

(77) 

(79) 

(15)' 

(17) 

(19) 

(21) 

(23) 

(25) . 
(27) 

{291, , 

{3U 

I 

(33) 

(35, 
" " 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

.,., 'Ir .... 
~ 4:.1:: 

Page 4 

PROfiCIENCY: 

Level of typical 
newly assigned 
personnel 

~/lko/;/; Qi-J:::-& 0) <!I 

$i'~~j 

E H t~, S N 

E H M S N 

E H M S N 
-
E H M S N 

-
E H M S N 

E H M S N 

E H t~ S N 

E H M S N 

E H M S N 

E H M S N 

" 

E H M S N 

E H t~ S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 
. 

E H M S N 
c 

E H M S N 

E H M S N c 

E H M S N,. 

EHr~SN 

E H MS· N (64) 

E 

E 

E 

E 

E 
f-

E 

E 

E 

E 

E 

E 

E 

E 

E 

E 

-

H M 

H M 
-

H M 

H M 

H M 

H M 

H M 

H M 

H M 

H M 

H M 

H M 

H M 

H MI 

H M 

J 

S N (66) 

S N (68) 

S N (70) 

S N (72) 

S N (74) 

S N (76) 

S N (7g) 

S N t!30 

" 

S N (16) 

S N (18) 

S N (20) 

S N (22) 

S N (24) 

s N (26) 

S N (29) 

(30) , 

E H M S N132' 

E H M S N (34, 

'H M S N, (36' 'E 

p,' 
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AGENCY SURVEY REPORT FORM 

Judicial Process 

Courts 

A1. Person to be contacted concerning this survey; 

A2. Position (Job Title) _____________________ _ 

A3. Address: --------------------------------------------------

A4. Telephone Number: ( ) __________________________ _ 

AS. Name of the Court: (e.g., Greenville County Municipal Court; Fourth Judicial 
Circuit Court of Florida) ____________________________ _ 

\\ 
:1 ______________________ ~il 

AF 12 
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I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Bl. Briefly describe the geographic area over which this court has jurisdiction 
using specific names where appropriate: (e.g. Laramie County, Melnot Town
ship, City of Alexandria). ------------------------------------------

B2. What is the approximate resident population and 
the square mi 1 es of'~th~i;-s--g'e-o-g-r-a-ph;-l;-· c--a-re-a-=?:-------

B3. Please check which of the following is most descriptive of this geographic area. 
( ) Central city within a metropolitan area 
( ) Central city in rural area 
( ) Urban area including central city 
( ) Urban area outside central city 
( ) Urban area in non-metropolitan area 
( ) Rural area outside central city 
( ) Rural area in non-metropolitan area 

B4. How are criminal courts of general jurisdiction organized in this state? (e.g., 
22 circuit courts sitting in 18 locations) ~ --"----

B5. How are criminal courts of limited jurisdiction organized in this state? (e.g., 
31 general district courts--one in each county). _____________ __ 

B6. In this state who has jurisdiction over matters pertaining to juveniles? Check 
a 11 that apply., 

( ) general jurisdiction courts 
( ) limited jurisdiction courts 
( ) separate juvenile courts 

B 7. If there is a separate juveni le court how is it organi zed? (e. g., one juvenile 
and domestic relations court for each judicial circuit) . ______________ _ 

2 
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I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Il.1 

B8. Check the box(es) below that best describe the jurisdiction of this court. 
[] general jurisdiction court--civil & criminal matters 
[] general jurisdiction court--criminal only 
[J limited jurisdiction court--civil and criminal 
[] limited jurisdiction--criminal only 
[J juvenile court 
[J traffic court 
[] other, please specify ____________________ _ 

B9 . Briefly describe the scope of your legal jurisdiction. (For example, exclusive 
original jurisdiction over felonies and civil matters from $25 to $10,000.) 

Caseload Data 
Cl. On the average for the previous calendar or fiscal year (fill in specific dates) 

-;-;-_---;:-_____ ' 19 to , 19_, how many case fi 1 i ngs were 
there for: 

mi sdemeanors 
felonies 
traffic 
juvenile 
civil 
other, specify 

Number Percent 

C2. If you hear civil cases in this court, could you estimate the number of civil 
filings involved in criminal justice issues (e.g. habeas corpus, prison 
conditions, etc.). % 

C3. If this jurisdiction utilizes juvenile court or hearing referees, what are 
their responsibilities? (e.g. hold detention hearings, take evidence, etc.) 

C4. What percentage of referee decisions are appealed? _________ --'% 

3 
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II 
I 
I 
I 
I 
I 
I 
I 
I 
I 
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A list of different judicial functions is presented in the chart below. For 
courts of general and limited jurisdictions and for courts with juvenile 
jurisdiction, check (~) all functions that are performed by this court. 

General Limited Separate 
Functions Jurisdiction Jurisdiction Juvenile 

Court Court Court 

Felony Misdem. Felony Misdem. Delinq. PINS Proced. 

Warrants 
Magistrate Hearings 

, 
.--t--. -

Presentments/First , 
Arraignments 

-" . --
Preliminary (Probable I 

I Cause) Hearings +-- . Second Arraignment ( I 

Hearings I I 
Bail Hearings I ! 
Omnibus Hearings/ ! ; 

Pretrial conferences ! . . 
Trials I 
Sentencing Hearings I 

, -- c-. -Trial de Novo/Appeals 
from Lower Court 

Probation Services 
-- - -

Juvenile Referee 
Hearings 

_ ..... ' .4~-,,",~_ 

Sentencing (if 
--. - .-~-"' ... - .~. 

separate) 

4 
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t I 
~ 

&.c , 

\ ,) 

Employment in the Agency 

This section deals with current, past and projected employment for the 
court and key judicial occupations. For purposes of this survey, the 
key occupations in the court area are described here. Information about 
these key occupations is requested in this Section, 

Professional Court Administrator: This category includes professional 
managerial staff concerned with caseflows, personnel management and non-
judicial proceedings business of a court or court system. Positions included 
in this category are Administrative Director, Executive Secretary, Judicial 
Administrator, Administrative Assistant to the Courts. Deputy Asst. Administrators, 
Assistant Secretaries, etc. May include Clerk of Court. 

Judge--Court of General Jurisdiction: This category includes jurists who 
advise, arbitrate and administer justice in criminal matters before a court 
of general jurisdiction. Positions included in this category are District 
Court Judge, County Court Judge, Circuit Court Judge, Superior Court Judge, 
Judge in the Court of Common Pleas, etc. 

Judge--Court of Limited Jurisdiction: This category includes those exercis
ing judicial authority over criminal matters in courts of limited or special 
jurisdiction. Positions in this category include:Magistrate, District 
Justice, Municipal Court Judge, Justice of the Peace, Judge - County Court, 
Judge - Police Court, Judge - City Court, Judge - Justice Court, etc. 

Judge--Juvenile Court: This category includes those jurists exercising 
judicial authority in juvenile matters including delinquency and status 
offenses in a separate juvenile court. Positions in this category may 
include juvenile court judge, master, referee, commissioner, etc. 

5 
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I 
I 
I 
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This chart deals with past, current, and projected employment for this court 
and key occupations within the judicial process. 

01. Please indicate how many persons were, are, or will be employed by this 
court at the end of each fiscal or calendar year (fill in appropriate dates 
below). + 

1973 1974 1975 1976@ 

Total Staff 
(judicial and 

non-judicial) 

Judge - Court of 
General Jurisdiction 

Judge - Court of 
Limited Jurisdiction 

Judge - Juvenile Court 
II @Projected estimates of staff employed 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

NOTE: For any key occupation that is not included in the agency, write N/A 
(Not Applicable) in the 1st space under the column heading for that job. 

IF SPECIFIC EMPLOYMENT INFORMATION IS' NOT AVAILABLE FOR ANY OF THE DATES 
REQUESTED, PLEASE INCLUDE ESTIMATES. STAR (*) ALL ESTIMATES. 

02. +How many judges are temporarily assigned to this court at this time? 
General Jurisdiction Limited Jurisdiction Juvenile Juris. ------ ----- ----

03. Do your judges rotate among assignments (e.g. juvenile, civil, criminal)? 
Yes No ----

04. If Yes, how often do they rotate? --------------
05. How is this rotation determined? -----------------------------

06. Please indicate approximate % of time that the following classes of employees 
spend on civil, criminal and juvenile matters: 

Ci vil Criminal Juvenile 
Total Staff % % % 
Court Administrator % % % 

Judge - Court of % % % General Jurisdiction 
Judge - Court of % % % Limited Jurisdiction 

---
Judge - Juvenile Court % % % 

To provide additional background information, please attach a copy of 
the agency's organizational (staffing) chart and most recent Annual 
Report with this survey form. If similar charts and reports are avail
able for 1970 or 1971 please also attach. 

6 
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E. Voluntary resignations 

One of the issues of concern is the ability of Judicial Process agencies 
to attract and retain good quality employees for key jobs. An indication of 
this factor is the number of employees who leave voluntarily. 

Considering Judge--Court of General Jurisdiction, Court of Limited Juris
diction or Juvenile Court in the previous table, please provide information on 
total separations and the number of individuals who resigned voluntarily, or 
left for other reasons ~uring the two periods indicated below. 

El. ~umber of Voluntary Resignations and Other Separations 

Fiscal or calendar years ending as of 
, 1973 , 1974 

Judges Judges 

-c:J 
Q) Q) 

r- r- ..- '"C r-
n:s . Q) . .,.- n:s . Q) . .,.-
~U'l~ +-lU'l~ S::~ ~U'l+J ~U'l~ S::~ 
Q).,.- ~ .,.... e,.... s- Q)~ Q).,.- ~ .,.....,.... s- Q)~ 
s::~:::s E~:::S >:::s s::~:::s E~:::S >:::s 
Q):::SO .,.- :::s 0 :::so tl):::so .,.- :::s 0 :::so 

C!l 'J U .....J'J U 'J U C!l 'J U .....J'J U 'J U 

Total Separations 

Voluntary Resignations 

Retirements 

All Other 

If your agency has made a study in the past five years of turnover of judges, 
can a copy be made available? 

New Hires 
newly 

How many Judges were/appointed or elected during fiscal or calendar year 1973 
and 1974 (fill in appropriate dates) from to . ? 
Exclude re-elected and reappointed judges -a-s~t~h-e-y-a-r-e-considered to have prior 
experience. 

1973 1974 

E2..,3. ____ _ ______ Judges--Court of General Jurisdiction 
______ Judges--Court of Lim; ted Juri sCii ction 
________ Judges--Juvenile Court 

E4-5. ------
E6-7. ___ -_ 

7 
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How many of these newly appointed or elected judges had previous experience in 
jobs similar to those for which they were hired in 1973 and 1974? Exclude 
re-e'iected and reappointed judges. 

1973 1974 

E8-9. ____ _ 

El 0-11 ..... ___ _ 

E12-13, .... , ___ _ 

Research and Plannjn[ 

Judges--Court of General Jurisdiction 

Judges--Court of Limited Jurisdiction 

Judges--Juvenile Court 

I E14. Is there a separate research and p 1 anni ng uni t for the court? 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Yes -- __ No 

E15. If yes, how many full-time equiva"lent staff (excluding clerical) 
were employed as of June 30, 19751 ____________ _ 

8 
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Training Budget Infonmation 

Does your agency have a separate budget or accounting item for training costs? 
Yes No • If there is a separate accounting item for training answer 
the questions below» if the information is available. 

Current Fiscal Year 
__ , 19._ to , 19_ 

1. What was the agency TOTAL operating* budget? $ __________ _ 
a. How much for salaries & f"inge? $, __________ _ 

b. How much for other operating? $ __________ _ 

2. What was the agency operating budget for 
training? $ __________ _ 

3. Check costs that are included in the train
ing budget. Include amounts if available. 
_____ Salary of training staff 

Cost of outside training (including 
--travel) 
__ Salary of trainees 

Purchase of supplies and materials 

4. Check the types of training that are 
included in the budget. 
__ entry level training-
__ ,i n-servi ce tra i ni ng 
__ other, please specify _______ _ 

5. What sources of funds for training have you 
used, in the current fiscal year? (Check all 
that apply.) 
Federal funds: 

LEPA 
_' _Other (specify) _____ _ 

___ State funds 
_____ County funds 

Local funds 
. . Other (specify) --------

$----------~--------

$_-----------------
$----------------------
$_-----------------

Amount (if known) 
.$ -------------
$ 

$--------------------------
$---------------------
$------------------------
$' 

*Inc1udes salaries, payroll, and the purchase of supplies~ materials and 
contractual services. Excludes capital outlays. 
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AGENCY SURVEY REPORT FORM 

Judicial Process 

Prosecutor's Office 

Al. Person to be contacted concerning this survey: _______ ..,..... __ 

A2. Position (Job Title) ___________________ _ 

A3. Agency Title (e.g., State's Attorney Offi~e - 4th Judicial Circuit of Maryland): 

A4. Address: ________________________ _ 

AS. Telephone Number: (_--t-) _______________ . __ _ 
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8l. Brlefly describe the geographic jurisd;ction of th~ Prosecutor's Office 
(e.g.~, Me1not Township, Laramie & Su1Hvan Counties, City of Alexandria). 

82. What is the approximate resident population _......-.-_,...--:-_' __ and the 
square miles of this geographic area? 

83. Please check which of the following is most descriptive of this geographic 
area. 

( ) Central city within a metropo1 itan area 
'( ) Central city in rural area 
( ) Urban area including central city 
( ) Urb~n area outside central city 
( ) Urban area in non-metropolitan area 
( ) Rural area outside central city 
( ) Rural area in non-metroP:9litan area 

84. How is the prosecutorial function organized in this state? (e.g. one office 
of prosecuting attorney for each of twenty judicial circuits). 

B5. 'How is this .prosecutor's office organized? (e.g. one chief prosecutor, 
one deputy asst., 10 assistants in trial teams by special area such as 
juvenile, misdemeanors and felonies). Please attach organization chart or 
manning table if available. 

. . 

~~.----------------------------------'-------------------------

86. 'Wh~t 1s the jurisdiction of the courts served by this office? 
Limited 0 
General 0 
Juven'ile 0 
Traffic 0 
Special 0 
Other 0 Please specify _____________ _ 
Other 0 Please specify _____________ _ 
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C1. Here is a list of different judicial proceedings. Please check (yI) all pro
ceedings in which members of this office participate •. 

Limited Juris-'General Juris- Separ~te 
diction Courts diction Courts Juvenjle Court 

Functi'ons Felony Misdem. Felony Misdem. Felony f4i sdem. 
Warrants 
Presentments* 
Prelim. (Probable Cause Hearings} 
Arraignment Hearings (second) 
Bail Hearings 
Juvenil e Court 
Criminal Trials 
Criminal Sentence Hearings 
~ppeals 

Special Hearings/Petitions 
Grand Jury 
Service of Process 

*First arraignment 
....... - .. ..-- ---- -... - ----_ .. 

O. Case10ad Data 

PINS 

.' 

01. How is the decision to bring formal charges made in this office? Describe briefly. ~ 

02. For the previous fiscal or calendar year (fill in specific dates) , 
19 to , 19_ how many cases were referred to your office 
bylaw enforcement officials or others or initiated by your own investigation 
for prosecution in the following classes of offenses.* In how many of these 
cases were formal charges brought? 

Misdemeanors 
Felonies 
Juvenile Matters (if not included above) 

'referred fonna 1 charges ,6rought 

~~---;---------'~,"~,,,~,' ------
Traffic Cases (if not included above) 

"il--..... ---tl---....... ----~~--
Civil Matters I '/ 

*p1ease' describe your definition of a Gase fO"'stati's~ica1 orreportin~ 
purposes. ,. C '.,'~' .,,' , 

. " 

t, 0:1) 

":$ C\ \~)., ~ ..::-:;) 
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D3. What percentage of civil cases involved criminal justice issues (e.g' 9 

habeas corpus, prisoner's rights)? , % 

04. ,Please indicate the disposition of cases where fonna1 charges were brought 
during this time period (please specify dates , 19 
to , 19_, by class of offense. 

. Misd • Felonies Juvenile' T~affic r Other , 

No Papered (Nolle Prosequi) 

Oismi'ssed 
"Pl eaded Gu i 1 ty as charged 

"""'= 

Pleaded. G~ilty (reduced charge) 
Found Guil ty (Court) 

, h ,-

FOQnd 'Guilty (Jury) 
: Not '- Gu i;1 ty (Court) 
Not Guilty (Jury) 
Not Guilty (insanity, etc. ) 
Oi smi ssed (appeal) 
Change,of venue 
Pending disposition 

rr~-
05-6. What is the average time needed by this office to formally bring a case 

to trial? 

I 
'Ii' 
I 
O~I) 

I 
\~I 

'{,~ ," 

~I::,., 
, ,;: 

'I:" " 
: f, 

,~ q 

Misdemeanors 
[] 1 to 15 days 
[] 16 to 30 days 
[] 31 to 45 days 
[] 46 to 60 days 
[] 61 to 90 days 
[] More than 90 days 

Felonies 
[] 1 to 15 days 

0 16 to 30 days 
[] 31 to 45 days 
[] 46 to 60 days 

0 ' 61 to 90 days 
[J More than 90 days 

. " 
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07. If you feel this may represent any undue delay please give. your opinion 
as to why ° 4_ 

)1 

I. Employment in the Agency 
This section deals with employment fot .. key prosecution occupations. 
·Prosecutor. This category includes the chief prosecutor in a given juris,dic
tion, usually elected, and the principal law enforcement official. Positions 
in this category may include: state's attorney, district attorney, cou.nty 
prosecutor, etc. 

Deputy Assistant Prosecutor. This includes an individuals designated as" 
chief assistants primarily responsible for ~dministrative and. supervisory 
duties who may also prosecute law violators. 

Assistant Prosecutor. This category includes all staff attorneys responsible 
for the day to day prosecution and trying of alleged law violators. Positions 
in this category include: assistant state's attorney" assistant district 
attorney, deputy assistants, assistant comnonwealth attorney, etc. 

Investigator. This category includes individuals responsible for assisting 
prosecutors in the thorough investigation and prep~ratiOn of a case. Duties 
may include interviewing witnesses, collecting physical evidence, serving 
subpoenas, etc. 

Paralegals (not law student). This category includes individua;J,$ who are 
engaged in research and case preparation, including the preparation of legal 
documents~ motions, interviewing of victims, witnesses, etc. /1 " 

, /( 

... ,. ... -, 

... , 'I 

/,/ ' , 

Law Interns. This category includes law students working irt prosecutor's .' ""J 
offices who are engaged in research, preparation and generally tri.al a$si'stance." ; 
These individual s may also be engaged in the supervised trying of cases'. "_" "';, 

~: 

Employment in Key Prosecution Occupations,at End of Fis,cal 
or Calendar Years 1973 - 1976. (Fill in appropri.ate dates below.)" 
Data for 1975 and 1976 may be planned or estimated. 

_,1973 _, 1974 _, 1975 L-. 1976 

Prosecutor . 
DeDutv Asst.Pros. 
Asst.Prosecutor(s) 
Investigator(s) 
Paralegal (5). 

Law Intern(s) ~~ 

Other Support Staff " 

. (non-clerical) 
• 
Tota} Staff . 
NOTE: For any key occupation that is not included;n y~ur agency, write 
NIA (Not App1ic~ble) in the first empty sp~ce in the row for that job~ 

'. 

~~) 

IF SPECIFIC EMPLOYMENT INFORMATION IS NOT AVAILABLE, PLEASE INCLUDE EST1NAJES .. 
STAR (*) ALL ESTI~TES. ' 
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To provide additional backgroundinfonnation, please attach a copy of the agency's 
organizational (staffing) chart and most recent Annual Report with this survey 
fonn. If similar charts and reports are available for 1970 or 1971 please al so 
attach. 

Part';'Time Workers. If some attorneys who are employed as prosecutors work 
pa'rt-time, please estimate the average number of hours worked per week. 

Number of attorneys employed part-time -----' •. 
Average number of hours worked per week '-----

Turnover - Voluntary resignations 

One of the issues 'of concern is the ability of Judicial Process agencies 
to attract and retain good quality employees for key jobs. An indication 
of this factor is the number of employees who leave voluntarily. 

Considering only the total of all attorneys (both full and part-time) who work 
as prosecutors or assistant prosecutors, please provide infonnation on the number 
of individuals who quit voluntarily, and for other separations, curing the two 
periods indicated below. 

Number of Voluntary Resignations and Other Separations 
of All Attorneys 

Total Separations of Attorneys 

Voluntary Resignations 

Retirements 

All Other 

Fiscal or Ollendar years 
ending as of 

, 1973 , 1974 
full, Part Full Part 
Time Time Time Time 

If your agency has made a study in the past five years of the turnover of 
employed attorneys, can a copy be made available? ------------------
New Hires 

I 

How '[many attorneys were hired for prosecution duties during fiscal or calendar 
years J973 and 1974 (fill in appropriate dates) from to 
______ 1. Hires in 1973:' • Hired in 1974: ------' 
Approximately how many of newly hired attorneys had previous experience 
1n trying criminal cases? Of those hired in fiscal or calendar years 1973 
and 1974 (fill in appropriate dates) from to 1 

1n 1973;, , in 1974. 

6 

--~-"-



I· ' 
~' 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Training Budget Information 

Does your agency have a separate budget or accounting item for training cQsts? 
Yes No . If there isa separate 'accounting item for trajning answer 
the questions below, if theinfonnation is available. 

Current Fiscal Year 
__ , 19_ to , 19_ 

1. What was the agency TOTAL operating* budget? $, ___________ _ 

a. How much for salaries & fringe? $. _____ ~-----
b. How much for other operating? $~ _________ _ 

2. What was the agency operating budget for 
training? $, _____ ~-----

3. Check costs that are included in the train
ing budget. Include amounts if available. 
_Salary of training staff $, __________ _ 

Cost of outside training (including 
-travel) $. _______ --... __ _ 

_Salary of trainees $. ___________ .--_ 

~urchase of supplies and materials $. __________ _ 

4. .Check the types of training that are 
included in the budget. 
_entry level training 
_in-service training 
_other, please specify _______ _ 

5. What sources of funds for training h'ave you 
used in the current fiscal year? (Check all 
that apply.) 
Federal funds: 

LEAA -
_Other (specify) ____ _ 

_State funds 
_ County funds 

_Local funds 
~Other (specify) ____ _ 

Amount (if known) 

$~--------------
$~--------~-----

$~---------------
$~ ____________ o __ _ 

$~------------~-
$" 

*Incl~des salaries, payroll, and the, purchase of supplies'~ materials ,and 
contractual services. Excludes capital outlays • 
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AGENCY SURVEY REPORT FORM 

Judicial Process 

Defender Services 

'Al. Person to be contacted concerning this survey: ---------------------

A2. Pos iti on (Job Title) : _____________________________________ _ 

A3. Agency Title (e.g. Office of the Public Defender, Suffolk County) ___ _ 

A4. Address: 
-------------------------~-----------------------

AS. Telephone Numff,er: (_---L) ______________________________ '--______ _ 

l AF 13 
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81. Briefly describe the geographic jurisdiction of the PQPu1a,tion served by 
this office (e.g. Milnot Township, Laramie and Sullivan Counties, City of 
Alexandria). ____________________________________ _ 

------------------------------------------------------
B2. What is the approximate resident population ___ ..... -= __ ~--__ -. and 

the square miles of this geographic area? 

II 83. Please check which of the following is most descriptive of this geographic 

I 
I 
I 

ar:ea. 
( 

( 

( 

( 

( 

( 

( 

) 

) 

) 

) 

) 

) 

) 

Central city within a metropo1itanl'area 
Central city in rural area 
Urban area including central city 
Urban area outside central city 
Urban area in non-metropolitan area 
Rural area outside central city 
Rural area in non-metropolitan area 

I 84. Check which of the following best describes the jurisdiction of the courts, 
served by this office. 

I 
I 
I 
I 
I 
I 

:'1: 
I 
I 
I 

( ) general jurisdiction court--civil & criminal m~tters 
( ) general jurisdiction court--crimina1 only 
( ) limited jurisdiction court--civil and criminal 

( ) limited jurisdiction--criminal only 
( ) juvenile court 
( ) traffic court 
( ) Other, please specify _________________ --__ ----

85. How is the provision of defense services organized in·this state? " (For 
example--"legislatively created state defender with offices in each judicial 
dhtrict," or "mixed defender and assigned counsel system".) (Also consider 
3rd year students in court, etc.) . 

86. How is this defender service office organi~eo? (For example, a chief and 
trial team consisting of 2 ... 3 defenders per court division, or divided into 
misdemeanor, felony, family divisions, etc.) Attach organization chart or' 
manning table if available. 

-
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B7. How is the defender service assigned in this- jurisdiction? _____ _ 

88. At what stage of the judicial process? (For example, at presentment or 
at arraignment). _______________________________ __ 

B9.Here is a list of different judicial proceedings. Please check (v') all 
proceedings in which members of this office participate. 

Limited Juris- General Juris- Separate 

Functions diction Courts. diction Courts Juvenile Court ---
Felonv Misdem. Felony Misdem. Felony Mi sdem. 'PINS 

Presentments * 
"""' Prelim. (Probable Cause Hearings) 

Arraignment Hearings (second) - .-
Bail Hearings , 
Juvenil e Court 
Trial 
Sentencing Hearings 
Appeals 
Special Hearings/Petitions 

Pre-trial motions 

Prisoner rights 
Postconviction (e.g., Habeas 

Corpus) 
Mental Health • 

Service of Process 

*First arraignment 

Does your office commonly begin its representation of clients prior to the 
inauguration of judicial proceedings or bail hearings? (i.e., at the police 
arrest stage). 0 Yes 0 No 

If yes, what percent of ca'ses are initiated at, the arrest stage? % 
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C1. Who determines indigency of defendants in this jurisdiction? -------

C2. What are the criteria? 
-------------------~--------------------

C3. What percentage of indigent cases in this jurisdiction are handled by this 
defender service and what percentage are handled by assigned cdun~e1? 

Defender Service Assigned Counsel 
Juvenile cases % % 
Misdemeanors % % 
Felonies % % 

C4. For the previous fiscal or calendar year (fill in appropriate dates) 
---,..--__ .,--,----,:-:--;0_" 19 , to , 19_, how many cases were 
referred to this office? -------

How many of these were juvenile cases? --------------
How many of these were mi sdemeanors : ________ _ 
How many of these were felonies? 

C5. What was the disposition of cases (by number) where formal charges were brought 
against your clients for the previous fis~al or calendar year used above? 

< , 

e6. 

/I 
II 
\ ~. 

Misd. Juvenile Traffic IOth~r Felonies .-
No Papered (Nol1(~ Prosequi) 

Dismissed 
Pl eadcd Gu i 1 ty as charged 

-
Pleaded Guilty (reduced churge) --, -.-
Found Guilty (COUl"t~ -. - -
Found Guilty (Jury) -----_._. 
Not Guil ty (Court) 
Not Guil ty (Jury) .. . --
NQt Guilty (insanity, etc. ) -
Di smi s sed (appea 1) 
Change of venue T--
Pending disposition 1--
~ 

it from the time you are assigned a case td, its On t~\ aV~~fge, how long is 
final di sp~~ition? _______ ~ ______________ ......,.. __ _ 
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Employment in the Agency 

This section deals with employment for key defender occupations. For purposes of 
this survey, the key occupations in the court area are described here. 
. '. 
Chief Defender. This category includes the chief defender in a given jurisdiction 
r@sponsible for managing the provision of defense eervices. Positions in this 
category may include: public,defender, director, defender services, etc. 
Deputy Asst. Defender. This category includes defenders who are primarily responsi
ble for administrative and supervisory duties and may not carry a full- caseload. 
Assistant Defender. This category includes all staff attorneys responsible for the 
day to day provision of defense services to appointed or assigned cases. Positions 
in this category include: deputy public defender; assistant defender, etc. 
Investigator. This category includes individuals responsible for assisting defenders 
in toe thorough investigation and preparation of a case. Duties may include inter
viewing witnesses, collecting physical evidence, serving subpoenas, etc. 
Paralegal (not law stude'ht). This category includes individuals who are engaged in , 
research and case preparation, including the preparation of legal documents, motions, 
interviewing of victims, witnesses, etc. 
Law Intern. This category includes law students working in prosecutors' offices 
who are engaged in research, preparation and generally trial assistance. These 
individuals may also be engaged in the supervised trying of cases. 
Social Service Workers. This category includes social workers or social service 
staff providing assistance and support to defenders in planning case dispositions, 
counseling defendants, etc. 

Employment in Key Prosecution Occupations at End of Fiscal or Calendar Years 1973-76. 
Fill inappropriate dates below. (Data for 1975 and 1976 may be planned or estimated.) 

,1973 ,1974 ,1975 ,1976 
Defender 
Dep.Asst.Defender(s) 
Asst. Defender(s) 
Investigator(s) . 
Para1egal(s) • 

Law Intern(s) 
Social Service 

Worker(s) 
Clerical 
Total Staff 
Note: For any key, occupation that is not included in your agency, write N/A (Not 

Applicable) in the 1st empty space in the row for that job. 

IF SPECIFIC EMPLOYMENT INFORMATION IS NOT AVAILABLE, PLEASE INCLUDE ESTIMATES. 
STAR (*) ALL ESTIMATES. 

To 'provide additional background information, please attach a copy of the agency's 
organizational (staffing) chart and most recent Annual Report with this survey form. 
If similar charts and reports are available for 1970 or 1971 please also attach. 
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Part-time 

If some attorneys who are employed as defenders, work part-time please 
estimate the average number of hours worked per week? 

Number of attorneys employed part-time _____ _ 

Average number of hours worked per week ____ _ 

Turnover - Voluntary resignations 

One of the issues of concern is the ability of Judicial Process agencies 
to attract and retain good quality employees for key jobs. An indication 
of this factor is the number of employees who leave voluntarily. 

(both full and part-time) 
Considering only the total of all attorneys/who work as defenders or 
assistant defenders, please provide information on the number of individ
uals who resigned voluntarily or left for other reasons during 1973 and 1974. 

Number of Voluntary Resignations and Other Separations 
of All Attorneys 

Total separations of attorneys 

Voluntary resignations 

Retirements 

All other 

, 

Fiscal or Calendar 
years ending as of 

, 1973 ., 1974 
Full Part Full Part 
Time Time Time Time 

If your agency has made a study in the past 5 years of the turnover of 
employed attorneys can a c~py be made available? 

New Hires 
\. 

How many attorneys were hfred for defender duties during fi~ca1 or calendar 
years 1973 and 1974 (fill in appropriate dates) from.' to 

?Hired in 1973: Hired' in 1974: 
--------~ -------------
Approximately how many ofnew1y hired attorneys had previous experience 
in trying criminal cases of those hired in fiscal or calendar years 1973 
and 1974 (fi 1] in approprfate dat'es) from. t() ? 

In 1973, In 1974, --------

6 
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Training Budget Information 

Does your agency have a separate budget or accounting item for training costs? 
Yes No • If there is a separate accounting item for training answer 
the questions below, if the information is available. 

1. What was the agency TOTAL operating* budget? 
a.'How much for salaries & fringe? 
b. How much for other operating? 

2. What was the agency operating budget for 
t,--aining? 

3. Check costs that are included in the train
ing budget. Include amounts if available. 
_Salary of traijning staff 

Cost of outside training (including 
-travel) 

Salary of tr'ainees 
__ ' Purchase of suppl ies and material s 

4. Check the types of training that are 
included in the budget. 
____ entry level training 
____ in-service training 

Current Fiscal Year 
__ ,' 19 __ to , 19_ 

$------------------
$_----------------
$------------------

• $ ---------------------

$-------------------
$------------------
$,-------------------
$------~-----------

_other, plecrs-e specify _______ _ • 

5. What sources of funds for training have you 
used in the current fiscal year? .(Check all 
that apply.) • 
Federal funds: 
_LEAA 
...:....-Other (spec,i fy)---...,;~ __ _ 

_State funds 
County funds 

_Loca 1 funds 
_Other (specify) ____ _ 

,) 

Amount (if known) 

$------------------
$------------------

$------------------
$------------------
$-------------------
$" 

*Includes salaries, payroll, ,and the purchase of supplies, materials and 
contractual services. Excludes capital outlays. 
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EXECUTIVE INTERVIEW FOR AGENCY ADMINISTRATORS 

Judicial Process 
Title __________________________________ __ 

Location 

Give introduction, describing goals of study, reason for agency selection, 
and purpose of this interview. 

1. In your judgment, do you now have any ctHical manpo\'/er shortages? 

( ) Yes 
( ) No (Go to Question 8) 

2. In what personnel categories do you have shortages? (Probe especially 
for the key occupational categories.) 
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3. Which of the following conditions characterizes these shortages? 
(Check as many as apply) 

( ) Present staffing levels are below optimum levels* 
( ) Present staffing levels are below authorized levels 
( ) Present staffing levels are below the absolutely minimal levels 

necessary for adequate service to the public 
( ) All the above* 

*If checked, ask what the optimum level would be in his/her opinion. 

4. How long have these shortages existed? 
Since 19 

5. What a.re the causes of these shortages? (Probe re increasing work load, 
budget cutbacks, turnover, etc.) 

6. What effects within and outside your agency have these shortages had? 
(Probe re cutbacks in services, community dissatisfaction, staff morale, 
curtailment of training activities, etc.) 
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7. Are there any current efforts to reduce these shortages? 

( ) No 
( ) Yes. What? 

8. Do you predi ct cri ti ca 1 manpower shortages in you,' agency fi ve years 
from now? (Check as many as apply.) 

( ) Yes* 
( ) Yes, present shortages will continue 
( ) Yes, present shortages will even worsen 
( ) Yes, new shortages will arise 
( ) No 

*Specify the occupations where shortages will arise. 

9. What is the basis for your prediction? 
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10.. In your opinion, are personnel hired at the entry level better qualified 
than those entering five years ago? 

(' ) Better (Probe re reasons) 
( ) Poorer (Probe re reasons) 

" 

11. Are there any critical training needs in your agency? 

( ) Yes (Probe re details) 
( ) No 
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12. Do you thi nk the work of thi s agency wi 11 change wi thi n the next fiNe 
years? 

( ) Yes (Probe re changes in role, functions, etc.) 
( ) No 

13. If you were to receive a 10% increase in your annual budget for the 
next fiscal or calendar year and could spend it however you chose, how 
would you spend it? 
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14. The state ~nd federal governments spend a great deal of money on training 
and education. Do you think the payoff could be increased by changing 
the way these dollars are spent and, if so~how? 

( ) Yes 
( ) No 

-GIVE AGENCY ACTIVITY PROFILE HERE-

15. Of these activities (variables/innovations), which do you think will be 
the most important in the next 10 years? (Probe re reasons and forces/ 
counterforces affecting activity.) 

(If time permits, use appropriate forces and counterforces questions from 
the planning interview.) 

• 
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FOR PROSECUTION, DEFENSE ANn PRESIOING JUnr,ES 

Legal Education Policy Issues Analysis 

To what extent is law school adequately prepaY'ing students to be effective 
advocates or staff attorneys in thi s .agency? 

Specifically, in what areas is law school preparation deficient in meeting 
agency needs or expectations? 

In what areas are current agency needs being met. 

A number of new or innovative techniques have been proposed and tried in an 
attempt to improve the preparation and performance of new prosecutors and 
defenders. Please list for the interviewee the following potential solutions 
and seek respondant's opinion about those he cares to consider. 

1. Increased utilization of clinical education programs. 

2. The creation and utilization of law internships during the summer and 
third year or law school. 

3. Mandatory or voluntary clerkships in this office following graduation 
but before full time employment as a prosecutor or defender. 

4. Mandatory certification for attorneys by the bar or other licensing 
authority by specialization particularly with regard to criminal law, 
procedure and trial practice. 
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FOR PROSECOTION EXECUTIVES ONLY 

Prosecution/Law Enforcement Links 

De you maintain any special progr.ams or policies or practices which you feel 
f.acilitate your relationship with local law enforcement personnel? (For example, 
.are prosecutors ever assigned to station houses to screen cases or assist 
policemen in the preparation of warrants.) 

If Yes, could you please describe them. 

How would you assess the value of these programs or practices - to you - to 
the law enforcement agency? 

Can you identify any factors which tend to inhibit your working relationship 
with law enforcement personnel? 
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For Court Administrators and/or Presiding or Administrative Judges 

The Impact of Court Reorganization 

.. ; _. ___ . ~_. ______________ ~ ___ ~_ ... ______ .~_~~_~_~__'_'_~_._......... _____ ...................... _______ ......... ....:...iI 
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For Defenders only 

Organization of Defender Services 
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I Courts, Prose~ution and Defense 

Diversion and/or PreTrial Programs 
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I See separate trend analysis questions 
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. ~- - - - - - - - - - - - - - - - - -Defender 

National Manpower Survey 
ACTIVITIES CHECKLIST 

A number of trends, activities, or experimental programs have been tried in the law enforcement and 
criminal justice field in recent years. We would like your opinions on whether some of these things are being 
done or should be done at your agency.' Use the scale shown below to answer the questions about the various 
activities described. 

1 = Yes. Will definitely continue to do this 
2 = Yes. Will continue to do this if funds are available. 
3 = Yes, but uncertain whether we will continue to do this. , 

4 = Not yet, but plan to do this in the near future 
5 = No. Would like to do this but have not been able to. 
6 = No. No plans to do this. Uncertain of the value. 
7 = No. Have tried it and dropped it. 
8 = No. It is not suitable here. 
9 = Don't know anything about it. 

I 
, 
r' 

We are also interested in probable chanqes. Durinq the next five years, what can you realistically expect? 

+3 = Increased activity will be dramatically more than it is now 
+2 = Increased acti vi ty wi 11 be some~/hat mOl~e than the increase in workload , 
+1 = Increased activity will be proportional to workload increases 
o = No increase in activity of this type is expected, even if the workload increases 

-1= There will be a mild decrease in activity of this t.xPe 
-2 = There will be a considerable decrease in activity of this type .1; 

-3 = Activity of this type wil" be dropped 



- - - - - "- - - - - - - - - - - - -Activities List for Defender Services 

Probabil i ty 5-year 
Does this Agency (office) have or use: Change Notes Rating Rating 

*1. Operate any pre-trial service and/or diversion programs? 

*2. Employ paraprofessionals (paralegals), law interns or volunteers? 

, 
3. Provide social services or disposition planning for its clients? 

4. Utilize any computerized management system(s)? 

5. Utilize methods of automated legal research? 

6. Establish standards and manage the assignment of counsel for indigents 

7. Conduct training workshops for practicing attorneys? 'C::" 

"". 

*Activities associated with judicial process variables/innovations being studied in greater detail. 
Rev. 10/6175 

-" ----" -" -------'-------~----.----- -----~. '-'=--------"""'-"----- ~----~-



)I' _ - - - - - - - - - - - - - - - - - -Activities Checklist for Defender Services - continued 

Probabil ity 5-year 
Does this Agency (office) have or use: Rating Change Notes 

Ratina 

8. Formalized plea negotiation practices and procedu res? 

9. Evaluative or applied studies requiring the skills of a researcher? 

, , 

10. Systematic long range plans based upon data collection and analysis? 

11. Public relations and public information programs? 

12. Preservice training programs or activities? 

13. In-service training programs or activities? 

I (11 

*Activities associated with judicial process ¥ariables/innovations being studied in greater detail. 
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National Manpower Survey 
ACTIVITIES CHECKLIST 

A number of trends, activities, or experimental programs have been tried in the law enforcement and 
criminal justice field in recent years. We would like your opinions on whether some of these things are being 

. done or should be done at your agency. Use the scale shown below to answer the questions about the various 
activities described. . 

, 

1 = Yes. Will definitely continue to do this 
2 = Yes. Will continue to do this if funds are available. 
3 = Yes, but uncertain whether we will continue to do this. 
4 = Not yet, but plan to do ·this in the near future 
5 = No. Would like to do this but have not been able to. 
6 = No. No plans to do this. Uncertain of the value. 
7 = No. Have tried it and'dropped it. 
8 = No. It is not suitable. here. 
9 = Don't know anything about it. 

We are also interested in probable chanqes. Durina the next five.years, what can you realistically expect? ,. 
+3 = Increased activity will be dramatically more than it is now 
+2 = Increased activity will be somewhat more than the increase in workload 
+1= Increased activ.ity will be proportional to' workload increases 

. 0 = No increase in activity of this type is ~xpected, even if the w~rk1oad increases 
-1 = There will be a mild decrease in activity of this t,xpe 
-2 = There will be a considerable decrease in activity of this type 
-3 • Activity\ of this type will be dropped 

. ~ 

~-' ~'---~~ ~ .. ----

., 

. ' .. "~' c ••• ,~ 



IW~. IUlul J 'J .. --
Doest~is Agency (office) have or use? Pl"()bability 5-year 

Rating Change 
Rating \ . .1 

*1. Operate any pre-trial or diversion programs for defendants? 

2. Utilize any computerized management systems? 

. 

3. Provide services to victims and witnesses 
centers)? 

(victim/witness assistance 

*4. Employ parapl"()fess1onals (paralegals), law interns or volunteers? 

5. Utilize any automated legal methods? 

6. Have formalized plea negotiation practices and pl"()cedures? 

*7. Have any formalized prosecutor - law enforcement agency programs 
for case preparation, screening, etc? 

. 
*Ac:tiv1ties. assoc:iated with Judicill process VAriables/innovations being studied in gre.ter detail. , 
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"" 5-year l~' 

Does this Agency {office} have or use? Probability Change r~otes Qating Rating 

~')·1 

8. Operate any citizen complaint centers or other such service functions? 

, 

i r , 
~. Utfl1ze trial teams for certain classes of offenses? 

1: 
'I 

10. Evaluative or applied studies requiring the skills of a researcher? 

. 
.. 

11. Systematic long range plans based upon data collection and an~lysis? 

, 

12. Public relations and public infonnation programs? 

. 

13. In-service training programs or activities? . 

. 

14. Preservice training programs or activities? 

1) 

-=---:=...::. . ~ -. -- - . 
-. ~. . . -.---', " 

*Activities allociated with judicial process v~Jj~bles/innovations being studied in greater detail. , 
,:~, I,:. 
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Nati ona 1 illanpower Survey 
ACTIVITIES CHECKLIST 

A number of trends, activities, or experimental progt~ms have bee~ t~ied in the law enforcement and 
criminal justice field in recent years. We would like your opinions on whether some of these things are being 
done or should be dpne at your agency. Use the scale shown below to answer the questions about the various 
activities described. 

1 = Yes. Will definitely continue to do this 
2 = Yes. Will continue'to do this if funds are available. 
3 = Yes, but uncertain whether we will continue to do this. 
4 = Not yet, but plan to ~o this in the near future 
5 = No. Would like to do this but have not been able to. 
6 = No. No plans to do this. Uncertain of the value. 
7 = No. Have tried it and dropped it. 
a = No. It is not suitable here. 
9 = Don't know anything about it. 

We are also interested in probable chanqes. DurinQ the next five years, what can you realistically expect? 

+3 = Increased activity will be dramatically more than it is now 
+2 = Increased activity will be somewhat more than the increase in workload 
+1 = Increased activity will be proportional to workload increases 
o = No increase in activity of this type is expected, even if the workload increases 

.. 1 = There will be a mi 1 d decrease in acti vity of thi s \\t.xPe 
-2 = There will be a considerable decrease in activity of this type 
.. 3 • Activity·of this type will be dropped 

---------~---~------------"~ 

1.', 



. - - - - - - - - - - - - - - - - - - -Activities List for Courts 

Does this Court (Jurisdiction) have or use: Probability 5-year 
Change Notes Rating Ratinq 

*1. A professional court management staff? 

*2. Release on recognizance and pre-trial release programs? 

*3. Utilize any computerized caseflow or management information systems? 

*4. Utilize diversion programs? 

! 
: 

5. Computerized offender based tracking systems? 

6. Decriminalization of certain laws (traffic, drug abuse, etc.)? 

-
7. Offer formalized victim witness assistance services? 

. 

*Activities associated with judicial process variables/innovations being studied in greater detail. 
Rev. 10/6/75 



- - - - - - - .- - - -Activities List for Courts - continued 

Does this Court (Jurisdiction) have or use? 

8. Employ parajudicial or administrative personnel to perform quasi
judicial and/or judicial functions? 

9. Utilize any voluntary services to assist either program or 
operational components of the court? 

10. Interdisciplinary training of judges, prosecutors, defenders and 
other court or criminal justice personnel? 

11. Alternative methods to traditional adjudicative practices ever used 
in this jurisdiction (e.g., arbitration)? 

*12. Have courts in this jurisdiction undergone any reorganization or 
consolidation? 

13. Evaluative or applied studies requiring the skills of a researcher? 

14. Systematic long range plans based upon data collection and analysis? 

Probability 5-year 
Change 

Rating Rating 

*Activities associated with judicial process variables/innovations being studied in greater detail. 

- - - - - -
Notes 



~- - - - - -- --------- - - -Activities List for Courts - continued 

Probabil ity 5-year 
Does this Court (Jurisdiction) have or use: Change Notes Rating Rating 

15. Public relations and public information programs? 

16. Preservice training programs or activities? 
I 

1 
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17. Inservice training programs or activities? I 
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PRE-TRIAL AND DIVERSION PROGRAM 
MANPOWER AND TRAINING AND EDUCATION ANALYSIS 

For use ~~ courts, prosecutors, defender, and probation agencies. 

Objective: To collect information about the operations of pre-trial and 
diversion programs with particular emphasis on personnel man
power, training, and training needs. 

Oefinition: Pre-trial programs include the provision of a variety of ser
vices including custody, employment, treatment and educational 
activities to alleged offenders, prior to trial of a charged 
offense. 

Diversion programs are very similar and at times may be con
sidered part of pre-trial programs. The big difference is that 
diversion may be out of the formal system with no charges 
brought or conditioned suspension of charges, and may even be 
a post adjudicative program. 
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For each program or aggregate programs within a given agency, the fol
lowing information is needed: 

Agency _______________________________________________________ _ 

Address 
--~(-s~tr-e-e~t~)-------------------------------------------

{city } {state} (zip code) 

I Contact (i ntervi ewee) _______________________________________ _ 

I 
I 
I 
I 
I 
1 
I 
I 
I 
I, 

I 
I 
I 

Telephone ___ ;-- ______________ _ 
area code 

Program Title(s)* ----------------------------------------------

Indicate whether the data which follows is for a single program or an aggre
gate of programs in this agency which you have just listed. 

[] single program 

[J some aggregate programs 

[] all aggregated programs in this agency 

*Note: For each program not treated as an aggregate, take a new form and 
repeat exercise with another copy of this instrument. 
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A. General Information 

Get a general description of each pretrial or diversion program. 
Use the following questions as guidelines but watch for opportunities 
to collect other data which could be useful to describe the operation 
of such programs. Use more space or additional sheets if necessary. 

A-l. Program Titles and Objectives: 

Generally describe how the program operates: 

A-2. Who are the clients of the program(s)? 

" I"'· ~----~~----~.~,'~----~----~----------~~--------------------------------~ 
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A-3. How is intake into programs achieved? 

A-4. What services are available? 

A-5. How do clients leave or complete the program? 

A-6. Describe the growth of each program (number of participants, 
budget increase, diversified goals, etc.). 

------------------------------------~------------~.~ -:J 

1':1 
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A-7. Describe the perceived degree of success for each program. What 
are the criteria used to determine success of the program? 

A-B. What are the benefits of the program to the department or agency 
(cost, rehabilitation, public relations, etc.)? 

A-g. What have been some of the problems encountered in the estab
lishment of each program. 

Note: If there are any special reports, research studies, or 
statistics which are available and might be helpful to 
our analysis, ask for a copy or loan of the material. 
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B. Program Effects on Manpower 

The purpose of this section is to collect as much information as possi
ble about how pre-trial services or diversion programs have effected man
power in the agency or department. Use charts provided where appropriate, 
but feel free to collect data in more convenient methods as appropriate. 

Find out the type and number of personnel assigned to each program by 
position for each year since the program began. If program is older than 
five years, use last five years only. 

Program ________________ _ 

Numbers Required 

Position Titles 
1st yr. 2nd yi. 3rd yr. 4th yr. 5th yr. 
19 19 19 19 19 

1. t-----+------t-----+----+-=q 
2. ____________ ':1 

3. ____________ _ 

. 4. ___________ _ 

Program _______________ _ 

Numbers Required 

1st yr. 2nd yr. 3rd yr. 4th yr. 5th yr. 
Position Titles 19 19 19 19 19 

1. ---------------
2. ---------------------3. __________________ __ 

4. __________________ __ 
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I' Program 

I Numbers Required 

1st yr. 2nd yr. 3rd yr. 4th yr. 5th yr. 

I Position Titles 19 19 19 19 19 
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Progr~ 

I 
Numbers Required 

1st yr. 2nd yr. 3rd yr. 4th yr. 5th yr. 
Position Titles 19 19 19 19 19 

I 1-

I 2. 

3. 

I 4. 
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Program 

Numbers Required 

I 1st yr. 2nd yr. 3rd yr. 4th yr. 5th yr. 
Position Titles 19 19 19 19 19 

I 1. 

-I 2. 

3. 

I 4. 

I 
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B-2. Were new positions titles created to staff pre-trial/diversion 
programs? 

N b St urn er art1ng 
New Position Title Hired Salary Primary Tasks/Responsibilities 

1. 
.......... 

2. , 

3. 

4. 

B-3. Find out the number of personnel who remained in current positions 
(same title, same location) but were assigned new tasks/responsi
bilities Use chart if appropriate' . . 

",flJ ". ...... flJ 

~~ 
~ ~~ 

",0 1:> q,'C- ~ 
I; q; flJ <;:) 

G: ~ I; ,'\I 
~ "'~" ~~ 

~ 

"'~ 0·~'C- General Description of New ~'C-{' Program Position Titles ~ TasksjResponsibilities 

1. 

2. 

3. 

4. 

5. 

6. 
0 

7. 
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1. 

? .... 

3. 

4. 

5. 

6. 

7. 

1. 

2. 

3. 

4. 

8-4. Were staff workloads readjusteu as a result of implementation 
of pre-trial or diversion programs? How (i.e., intake and screen
ing officers were required to increase case evaluations by 15%)? 
Use chart if appropriate. 

General Description of How Workload 
Position Titles Increased or Decreased 

-

9 

8-5. Did reassignment of existing staff to pre-trial or diversion 
programs create critical manpower problems in other parts of 
the agency/department. 

General Description of How Reassignment 
Position Title Created Manpower Problems by Position 

,.-
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8-6. For each pre-trial or diversion program implemented in the 
department/agency, find out what adjustments in manpower were 
required. Use back of pages if necessary. 

Program ------------7' 

1. 

2. 

3. 

4. 

5. 

Program ____ --,-_-::--____ -,/ 

, .. 
2. 

3 

4. 

5. 
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1. 

2. 

3. 

4. 

5. 

6. 

7. 

B-7. How much did the new programs require the use of volunteers? 
(Probe for numbers used. How recruited? Tasks/assignments 
required? Be sure you understand how volunteers affected the 
program staff. 

General Description of How Use of 
Position Title Volunteers Affected Manomre.r.. 

,. 

How many of the following categories of personnel were used? 

Volunteers 
., 

--------------------
Ex-offenders -----------------
Paraprofessi ana 1 s, __________ ___ 

Describe the tasks (briefly) or responsibilities of volunteers 
(i.e., record-keeping for inmate accounts, provide transportation, 
etc.) . 

How did the use of volunteers affect manpower? 

.-
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How were volunteers recruited (advertisement, local organizations, 
etc.)? 

Would this department continue or expand the use of volunteers 
under this program? 

What have been some of the benefits/problems of using volunteers 
in work/study release programs? 
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C. Training and Educational Effects 

1. 

2. 

3. 

4. 

C-l. As a result of the implementation of pre-trial or diversion 
programs in this department/facility, have you established any 
new training programs for staff or volunteers? 

[] yes, - go to C-3 

[J no, - answer C-2 and proceed to Section D. 

C-2. Do you have any plans to establish new training programs for 
staff or volunteers. If yes, describe. If no, why not? 

C-3. Describe each new training program for staff by position. 

fl,~ 
~ ..... ~ 

o 0 "-'~ .1(, 
~ .~ :< \..'" 

~:te.I ..... ~"'~e 1(,1(, ~ ~ 
Position Title General Description/Objectives fl,~,(,~~~~ ~~ 0'" 4.~ 'V., ':i \J ~ 

NOTE: ASK FOR CURRICULUM GUIDES FOR NEW TRAINING PROGRAMS, 
IF AVAILABLE. 
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1. 

2. 

3. 

.4. 

1. 

2. 

3. 

4. 

C-4. If there has been a modification of the existing curriculum to 
provide specialized training for employees working in work/ 
study release programs, describe the modifications as they affect ~~ 
each position. -<...~~. ~ b ~"'~ 

~o . ~~ 4,-0-" 
...... ~~~. -0-" -0-

• c,"" f:::-~ of<. -<...' ...... f<. 
Description of r·1odification <~,;t~ . .(S-:~. ~r§ -o-f<.f<. "" \:.: 

Position of Existing Training ,~c, e,~ ~ #' c.,l<J 0'" 
~' 'V ~ \J 

. 

C-S. If you have implemented new training or modified existing train
ing, what new tasks or specific new skills have you trained 
personnel to be able to handle? 

Position Tasks or Skills Tau New or Chan ed Trainin 

••• _ r'" 

.. ~ c; 
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C-6. As a result of work/study release personnel needs, have you 
changed the educational standards required for any new or 
existing position used in these programs? If yes, describe. 

Position Chanqe in Educational Standards 

-. 
~_ r 

If no, do you have any plans for changing standards? How? 
For what reasons? 

Position Plans for Revised Standards Why? 

C-7. What factors affected your ability to retrain existing personnel 
for positions in pre-trial or diversion programs (e.g., lack of 
resources, lack of funding, etc.)? 
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2. 

3. 

4. 

C-8. What curriculum priorities would you establish if you could 
expand your training efforts for staff in pre-trial or diversion 
program (i.e. what skills would you particularly emphasize for 
training each position if you could expand your training efforts? 

Position Curriculum Priorities 
- .. - , .... : .. -. . 

I 
'. 

Note: • Ask for job descriptions for any newly created positions 
established for pre-trial or diversion programs. 

• Ask for job descriptions for any continuing positions which 
have modified required tasks, education requirements, etc., 
for use in work/study release programs. L-__________________________ ,, 
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Name 

Personnel Department Interview 
STAFF ATTORNEY - PROSECUTOR AND DEFENDER 

-----------------------------------------
Title -----------------------------------------
Location ---------------------------------------
Telephone _________ ._'~ ______________________ _ 

_____ ----'Oa te 
Interviewer ---------' 

______ Telephone 

Give introduction, describing goals of study, reason for agency selection, and 
purpose of this interview. 

1. Do you have any problems in recruiting staff attorneys? 

(15) Yes (Go to Q. 2) 

2 ( ) No (Go to Q. 3) 

2. If yes, what have some of the problems been? -check all that apply-

(16 ) 1 ( ) Selection standards are too high 
(17) 1 ( ) Selection standards are too low? 
(18 ) 1 ( ) Pay ;s not competitive in the labor market 
(19 ) ( ) Benefits are not competitive in the labor market 
(20) 1 ( ) Public service is unattractive 
(21) 1 ( ) Reputation of the office 

(22) 1 ( ) Difficulty in recruiting minorities 
(23) 1 ( ) Limited recruitment/budget staff 
(24) 1 ( ) Other (specify) 

Go to Q. 4 

3. If no, why not? -check all that apply-
(25) 1 ( ) little need to recruit 
(26) 1 ( ) more qualified applicants than positions 
(27) 1 ( ) competitive in the labor market 
(28) 1 ( ) young lawyers want the experience 
(29) 1 ( ) Other (specify) 
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4. What are the minimal educational and experience requirements for staff 
attorneys? -check all that app1y-

(30) 1 ( ) 1 aw degree 
(31) 1 ( ) high class rank (possibly 1a\,1 review) 
(32) 1 ( ) admission to the bar 
(33) 1 ( ) admission to the bar within 1st year of appointment 
(34) 1 ( ) experience in the practice of criminal law 
(35) 1 ( ) Other (specify) _______________ _ 

5. Do your minimal education requirements present any problems? 

(36) 1 
2 

) Yes 
) No 

6. If yes, expl ain. ____________________ _ 

7. What is the total number of staff attorneys in this office exclusive of 
chief attorney and chief assistants or division directors? 

1 ( ) 1 - 3 

2 ( ) 2 - 5 

3 ( ) 6 -10 

4 ()11-15 
(37) 5 ( ) 16 -20 

6 ( ) 21 -30 

7 ( ) 31 -40 

8 ( ) more than 41 

8. Are new staff attorneys always given a specific assignment first? 

(38.) 1 
2 

( ) Yes 
( ) No 

9. If so, what is it? 

2 

----~j; 
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10. What are the factors upon which promotion decisions are based for staff 
attorneys? -check all that apply-

(39) 1 ( ) supervisory evaluations 
(40) 1 ( ) amount of experience in criminal justice activities 
(41) 1 ( ) amount of experience in the agency 
(42) 1 ( ) Other (speci fy) 

11. What is the normal career pattern(s) for new staff attorneys in this agency? 

Where do they come from? 
Assignment within agency? 
Where do they go? 

12. How many of your staff attorneys are women? 

Is this percentage stable or 1 i kely to change: 

1 ( ) stable 

(45) 2 ( ) likely to increase (specify why) 

3 ( ) likely to decrease (specify why) 

13. How many of your staff attorneys are non-white: 

Is this percentage stable or likely to change? 

1 ( ) stable 

(43-44) 

(48) 2 ( ) likely to increase (specify why) _________ _ 

3 ( ) 1 ikely to decrease (specify why) __________ _ 

( 46-47) 

14. What would you estimate the average number of years your staff attorneys 
have been here? (49-50) 

15. What is Your annual turnover rate of staff attorneys? (51-52) 
How computed? ________________________ _ 

16. Do you expect this rate to increase(l) decrease_(2__.) _____ or remain the same(3) (53) 
over the next five years? 
~lhy? 

3 
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17. What are the reasons staff attorneys leave the job? 

(54) 1 ( ) pay and benefits 

(55) 1 ( ) promotion opportunity at agency poor 

(56) 1 ( ) performance unsatisfactory 

(57) 1 ( ) cut-back in funds 

(58) 1 ( ) better opportunities outside 

(59) 1 ( ) reputation of the office 

(60) 1 ( ) dissatisfaction with public service 

(61) ( ) Other (specify) 

18. The emerging occupations of investigators, paralegals and the increased 
utilization of law interns has resulted in the redesign of the job of 
staff attorney in some respects. Has any of this happened in this agency? 
What changes have occurred as a result of these individuals being employed 
by your agency? (Get job descri ption for emergi ng occupations. ) ___ _ 

19. What duties do they perform? 
Investigators ___________________________________ __ 

Law Interns ___________________________________ _ 

Para 1 ega 1 s _________________________________ _ 

20. Who should I talk to in order to get detailed information about these jobs? 
(Follow up with trend questions.) 

21. What" are the implications of these emergirtgoccupations for the job of 
staff attorney? What changes have occurred? 

4 
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Date -----------------------
Interviewer ----------------
Telephone. ______________ __ 

Interviewee Information: 

Personnel Department Interview 
JUDGES 

Name ____________________________________________ _ 

Title _____________________________________________ __ 

Location 
(Title o·"""'f-c-o-u-rt:-;),---~-----------------

Telep~one.--__ --------------------------------------

Give introduction, describing goals and objectives for the study, reason for 
agency selection and purpose of the interview. 

1. What are the requirements to become a judge (get both general and/or limited 
court criteria as appropriate) in this jurisdiction? 
Education -------------------------------------------------

Age __________________________________________________ __ 

Experience ____________________________________________________ _ 

Endorsements ----------------------------------------------
Licensing, ___________________________________________________ ___ 

A tt i tude/ Oi s pos i ti on. __________________________________________ _ 

2. What is the term of office for judges in this jurisdiction? --------------

3. Determine whether judges are elected or appOinted and describe the selection or 
election process. 
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4. How satisfactory has this process been? Can you make any recommendations for 
its improvement? 

5. What has been the recruitment pool from which judges are selected? 

6. Do you have any difficulty getting or keeping qualified people to serve as 
judges? 

c: best people don't want the job 
[] pay and benefits are poor 
[J problems recruiting minority personnel 

WJmen (number on bench) 
non-white (number on bench) 

[J public service/public scrutiny 
[] qual i ty of present incumbents on bench 
[] other (speci fy) --------------------------------------

I 7. Please explain any items checked in number 6. 

I 
I 
I 
I 
I 
I 
I 

8. The emerging occupations of parajudge and administrative hearing officers ~nd 
the changing role of the magistrate has resulted in the redesign of the job of 
judge in some jurisdictions. f 

~ 
a. Has this happened in your court? -----------------------------
b. Describe some of the changes that have occurred. 

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

c. What are the impl i cat ions of these emergi ng occupati ons ? ________ -

2 
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9. Can you identify persons who may be interviewed in order to get more informa-
tion about these emerging occupations and job redesign changes? __________ _ 

10. Can you identify any other changes in the role of the judge that may occur 
or impact upon the occupation in the next ten years? _______________ _ 

11. Do you believe there are any career patterns that exist for judges sitting -
in this jurisdiction? If yes, please describe:-.. _________________ _ 

3 
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______________ ~Date 

_______________ .Intervi ewer 

____________ Te 1 ephone 

Name 

Personnel Department Interview 
COURT ADMINISTRATOR 

---------------------------------------
Title ---------------------------------------
Location 

~----------------------------------
Te1ephone. ______________________________ _ 

Give introduction, describing goals of study, reasOn for agency selection, 
. and purpose of this interview. . 

1. Were there any problems in recruiting a court administrator? 
1 ( ) Yes (Go to Q. 3) 

l(15) 2 ( ) No (Go to Q. 4) 

2. If yes, what were some of the problems? 
(16).1 ( ) pC'.y and/or benefits not competitive in the labor market 
(17) 1 ( ) sel~ction standards are too high 
(18) 1 ( ) can't find qualified people 
(19) 1 ( ) 'IOther (specify) ______________ _ 

, 

3. How was the position of court administrator created in this jurisdiction'? 
1 ( ) court rule revision 
2 ( ) state/local legislation 

(20) 3 ( ) federal/state/local grant program 
9 ( ) Other (specify) ______________ -----,_ 

4. When was the position of court administrator created in this jurisdiction? 
1 ( .) before 1965 
2 ( ) 1965 - 1968 

(21) 3 ( ) 1969 - 1971 

4 ( ) 1972 - 1975 

.f 

•• 
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5. What are the minimal educational and experience requirements for the 
position of court administrator? -check all that apply-

'.(22) 1 ( ) college graduate 
(23) 1 ( ) law degree 
(24) 1 ( ) degree in business administration 
(25) 1 ( ) a requisite number of years of administration experience-

please specify how many -----
,(26) 1 

(27) 1 

( ) experience in this court 
( ) Other {specify) _______________ _ 

6,>. How many court administrators have there been in this jurisdiction since 
\ the position was created? ~ 

1 ( ) one (Go to Q.8 ) 
2 ( ) two 
3 C ) three 

(28) 4 ( ) four 

5 _. ( ) five 
6 ( ) 

(Go to Q.7 ) 

7. If more than one, where did they come from, and where did they go? 

8. How do you expect the Court Administrator's job to change in the next few 
years? 

1 ( ) 

2 ( ) 
(29) 3 ( ) 

no change 
increased administrative responsibility 
decreased administrative responsibility 
open ended discussion 

9. What has been the effect on the operations of the court system by having 
a court adm~nistrator? -

(on the 'job of presiding judge) 

, 

(on the court system) 

.. 
2 
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Date 
--------------~----

Interviewer 

Name of Interviewee 

Training Interview Questions 
JUDGES 

---------------------------------
Title ____________________________________________ _ 

Location __________________________________________ __ 

Telephone No . ___________________________________ _ 

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

Give introduction, describing goals and objectives of the study, reason for agency 
selection and purpose of the interview. 

1. Do you consider newly elected or appointed judges in this jurisdiction to be 
adequately prepared to assume their judicial duties? 

1 Dyes 2 0 no 

If yes, go on to question 2. 
If no, go on to question 3. 

2. In what areas do you believe new judges are deficient or need more training? 

3. Is there any formal or informal orientation training provided for new judges? 
1 0 yes 2 0 no 

4. 

If yes, go on to question 4. 
If no, go on to question 8. 

Who provides the orientation training? 

____________ ----------------~.~0·-------------------------------
5. How long does it take? __________________________________________ _ 

6. What is the course content and the nature of the training materials used? 
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7. Is this program evaluated? No ___ Yes ____ How? ______________ ~ __ 

8. Is any inservice training provided for judges in this jurisdiction? 
1 0 yes 20 no 

If yes, go on to question 9. 
If no, go on to question 14. 

9. Describe the nature of the training (e.g. weekend sessions run by outside 
consultants twice a year in seminar format, etc.). _. ________ _ 

10. Describe the training content. ------------------------

11. Who provides this training? _____________________ _ 

12. How long does it take? ---------------------------
13. How is it evaluated? ----------------------------------

14. Is either orientation or inservice training required by state or local law or 
court rule? (Please indicate which is required if any and by whom.) 
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18. Who finances your training programs? 
1 Orientation ---------------------------------------
1 Inservice ----------------------------------------
1 Special ------------------------------------------
1 Nati ona) __________________________________ _ 

19,; Is there any incentive fOI" judges to attend special programs or training at 
their own expense'? 1 [j yes 2 a no 
I f yes, exp 1 a in. ______________________________________ _ 

20. If you had more money for training of judges, how would you use it? 

21. Does anything other than money keep you from implementing these programs or 
priorities? 1 Dyes 20no. If yes, explain. _________________ _ 

3 
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.....-----,,;-------------------- ---------~ -----

__________________ ~Date 

____________________ ~Interviewer 

Training Interview Questions 
For Staff Attorney 

Name of Interviewee _______________________________ _ 

Title .----------------------------------------------
location ________________________________________ __ 

Telephone number ____________________________ _ 

Give introduction, describing goals and objectives of the study, reason for 
agency selection, and purpose of this interview . 

. 
1. General information (discussion and probe) question. 

Do you feel new staff attorneys are adequately prepared to perform the full 
range of duties of the position when they come to this agency? _____ _ 

2. In what areas are new staff attorneys most in need of further training 
either on the job or through special training? For each area given ask: 
Should law school curricula have provided this knowledge or skill? 

Area law School Curriculum 
________________ ~----------------------Yes No ____ _ 
________________________________________ yes ______ No ____ _ 

Yes No ------------------------------------------ -----
______________ ~----------_------Yes ,No 

Yes No 
----~-----.....--------------------------

3·. Does this agency provide ·training to new staff at.torneys? 1 0 yes 2 0 no. 
If yes, go on to question 4. 
If no, go on to question 6. 

AF 81 



·,1 
~'~'I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
'1 
I 

4. What kind of training is provided? 
1 () internships 
1 () orientation weeks 
1 () close supervision from experienced attorney 
1 () staff meetings 
1 (') study group 
1 () training manual, bulletins 
1 () seminars (in-house outside of agency ) 
1 () role playing, trial practice 
1 () specialized training 
1 () Other (specify) -------------------------------

2 
. '. 
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5. For each type of training checked in number 4. please· indicate type and collect the following information: 

Type Who gets it Who gives it Where How long 

0 .. 

Content 

,II 

How is it 
evaluated 

{\ 
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6. Are any training programs available for staff attorneys who have been on 
the job for some time? 1 0 yes 2 0 no 
If yes, go on to question 7. 
If no, go on to question 10. 

7. Please indicate what types of training programs are available for experienced 
attorneys within the agency. 

1 ( ) staff seminars 
1 ( ) study groups 
1 ( ) training manuals, bulletins 
1 ( ) trial practice 
1 ( ) specialized training (specify) ____________ _ 

] ( ) other (specify) ________________ _ 

• 
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8. For each type of training checked in number 7, please indicate type and collect the followi,ng information: 

Type ~Jho, gets it Who gives it Where HO\-I long Content How is it 
evaluated 

• 
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I 
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9. Of the types checked and described above, please indicate what methods 
have been found most effective and \'Ihy. (Do for both orientation and 
inservice training.) 

10. Does this office utilize any services or sources of training such as 
national programs outside of the agency? 1 0 yes 2 0 no 
a. If yes, what programs are util ized? _____________ _ 

B. Who attends? ______________________ _ 

c. Who finances staff participation?, ______________ _ 

11. Is there any incentive for attorneys to attend special courses or training 
at thei r own expense? 1 0 yes 2 0 no 
If yes, please explain. _____________________ _ 

12. If more money were available for training, how would you use it? ----

13. Does anything other than money keep you from doing this now? 0 yes 0 no 
If yes, explain. ______________________ _ 
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. :1i~ite --------------------
Interviewer ---,--------

Training Interview Questions 
COURT ADrlINISTRATOR 

Name of Interviewee ---------------------------
Title ------------------------------------------
Location ----------------------------------,---------
Telephone Number _____________________ _ 

Give introduction, describing goals and objectives of the study, reasons for 
agency selection, and purpose for this interview. 

1. What institutional training do you think provides the best background for 
this job? 

(15) 1 Law 
:(16) 1 Business Administration 
(17) 1 __ Court ~1anagement 
k18) 1 __ Personnel Management 
(19) 1 ----public Relations 
(20) 1 Liberal Arts 
(21) 1 __ Other (specify), ________________ _ 

2. Did you have any formal fraining to do this job before you were appointed? 
1 No 

(22) 2 Yes (specify) _______________ _ 

3. Do you feel the need for any further training to do this job? 
1 No 

f(23) 2 Yes 
If yes, in what areas? ______ .... _____ ........ _______ _ 

4. Where could you get this training? ____ ........ _________ _ 
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5. Are funds available for this type of training? _________ _ 

6. Does anything other than money keep you from receiving additional training? 

1 No 
(24) 2 Yes 

If yes, please specify.~, ___________________ _ 

2 
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.- - - - - - - - - - - - - - - - - - -Probation - Parole Officer/Caseworker 
Task Checklist 

OMB #043-S75042 
Exp. 7/31/76 
LEAA (3600-R) 

Please fill in the identification infor~ation 
requested below. The information will be used for 
research purposes only and will not become a part 
of any personnel or official file. 

1. Title of Department or Organization for which 
you work: ______________ _ 

Division (e.g., Planning Office, Penitentiary, 
Pre Release Center, etc. ) ________ _ 

2. Agency address: 

3. What is your position or job title: 

4. Your Age: (15-16 ) 5. Sex:-L)l 
Female ( )2 ( 17) 6. Your Race: Black )1 

White ( )2 Other ( )3 (18 ) 
7. How long have you \>Jorked in your current 

position: Years Months (19-22) 
8. How many years have you worked for this 

agency: (23-24) 
9. In all, how many years have you worked in 

corrections: (25-26) 

CORRECTI ONS 

10. Please circle the number indicating your current level of 
formal education: 

Less chan high school diploma .................... 01 

High school graduate ............................. 02 

1 to 2 years of college .......................... 03 

2-year college degree .........•.................. 04 

3 to 4 years of college .......................... 05 

4-year college degree ............................ 06 (27-28) 

Some graduate course work ........................ 07 

Master's degree .................................. 08 

Graduate work beyond the master's degree ......... 09 

Doctorate ........................ , ............... 10 

LL.B. or J.D •••.•..•...•.•.••...•....•••.•••••.• 11 
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TASK CHECKLIST 

Introduction and Instructions 

Your agency is cooperating with AIR in a survey of corrections occupattons for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks whi ch you perform, and a (-) for a 11 tasks 
you do not perform. 

Step 2. 
Step 3. 

Step 4. 

Write in at end of checklist any tasks you perform that are not listed. 
Using the scale shown on each page, rate in column 2 the relative amount of time you 
spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerabl~ amount of time on a task you would rate 
thi s task "C II

• If you spend a moderate amount of time on a task that woul d be rated 
IIB

II
, and a very small amount of time would be rated II A". , 

Then, complete column 3, 4, oif 5 to show where you learned the knowledge or skill. 
Formal training = classroom (non college) workshops, special courses, entry 

u level or in-service training programs 
College courses = courses taken at college or law school either for a degree 

or to acquire special knowledge 
Informal job learning = working on the job 

If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates" the less valuable 

·source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 

Step 5. Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job. For each knowledge or skill you check in column 1, place an (X) in one 
box in column 6 to indicate: 

Too little = not given any/enough training; not enough detail; too 
narrow in scope, etc. 

About right = suited to job tas~s; enough depth; provided necessary 
information, etc., 

Too much = overtrained fo~Aevel needed; t90 much detail, etc. 
We appreciate your cooperation in this. phase of the studY". It should be very helpful to LEAA in 
planning support for future training and educational programs. 

.~-

...... 



.- - - •• - - - - - -- - -TASK CHECKLIST 
(JolB# 043-575042 
Exp. 7/31/76 Job 'Title: Probation-Parol e Officer/Caseworker 
LEAA (3600-R) 

TASK STATEMENTS 
Do (+) 
or Don't 
00(') 

1. Investigates and vedfies by phone, correspondence, interview and observation; 
probation or parole client's activities and environment to ascertain if le~al 
requirements are being met (ZI) 

2. Interviews client and administers tests to identify and classify client's skills, 
abilities and interests (35) 

3. Establishes periodic verbal or personal contact schedule with client and inter-
views cl ient on conforma.nce to conditions of probation, parole or incarceration __ (41) 

4. Establ ishes and posts case file and evaluates information to determine client's 
progress and needs (47) 

5. Receives and takes action on complaints against client (53) 

6. Modifies probation, parole or correctional program in view of client's needs and progress (SI) 

7. Negotiates and develops individual treatment program for probationary, parole 
or corrections client and assists client in implementing program (65) 

8. Investigates child abuse and neglect complaints and evaluates home and family 
environment prior to taking corrective action (71) 

9. Advises and counsels clients, individually or in groups, concerning conditions 
of probation, parole or incarceration, employment, housing, education, community 
services, and management of personal affairs to establish realistic and socially 

(77) acceptable behavior patterns 

10. Advises and counsels client's family, foster home parents, or complainants on 
problems in deal ing w'ith cl ient (17) 

11. Prepares recommendations, reports and dispositional plans on clients for Court, 
Parole Board or Classification Board (23) 

12. Testifies at judicial proceedings, parole boards or committees as expert witness 
to evaluate client progress, and assist in decision making (21) 

13. Conducts hearings and recommends revocation of probation or parole (35) I: 

14. Establishes and develops contact with potential employers of clients (41) 

15. Contacts and consults with community agencies, individuals and commercial firms 
to evaluate and establish resources for client treatment and assistance (47) 

16. Promotes and explains probation, parole or correctional programs to improve 
public understanding and support of programs (53) 

17. Coordinates use of citizen volunteers in probation, parole or correctional activities 
(II' 

TI-5175 
, 

AlIILy~nto_ -B = A moderate .mount of time 

C = A considerable amount of time 

AmQllntof Where I .. rned .·f.rr!o~7t of (X) 
time spent (rank order I :1 3) Traini EdUQtion 
onTask(MI Formal College On the Too About Too 
scale above) Training Course Job linle Right Much 

(34 

(41 

(4& 

(52 

(SI 

, 
1(&4 
II . 

(70 

(71 

(11 

(22 

(21 

(34 
"i' 

C4I 

IC4I 

•• 
0. 

!; 

Ii 
ii (14' ,. 

~ 50~ I , 
I , 

. d 



.- - - - - - - - ,lltHE~ - - - A~y~nt~ -B = A moderate amount of time 

Job Title: probatjon-paro] e Officer/Caseworker C = A considerable amount of time 

Amount of Where learned Amount of IXI I Do (+ I time spent (rank order I 2 31 Traini!1!l!Education TASK STATEMENTS or Don't on Task I~ Formal College On the Too About Too 
Do I-I SClIle abovel Training Course Job Little Right Much 

18. Attends meetings, hearings and legal proceedings to gather and exchange information 
and provide input to decisions regarding clients (651 ( 711 

19. Coordinates information and plans concerning clients among law enforcement/ 
criminal justice agencies, client's family, community agencies and commercial 
firms (711 ( 7&1 

20. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE, 
BACK OF THIS FORM. 

PLEASE DESCRIBE THEM ON THE 

, 

.' 

.' 
-



~,.~",~.~ ... ~~---~~~~~~~~------~---------------------------------------
Task Checklist 

_MB _-S-.E _::0_ 
Exp. 7/31/76 
LEM (3600-P) 

Please fill in the identification information 
requested below. The infonnation will be used for 
research purposes only and will not become a part 
of any personnel or official file. 

1. Title of Department or Organization for which 
you work: ______________ _ 

Division (e.g., Planning Office, Penitentiary, 
Pre Release Center, etc. ) ________ _ 

2. Agencyaddress: ____________ _ 

" 3. What is your position or job title: ____ _ 

..... "'. 

4. Your Age: ____ (15-16) 5. Sex:~)l 
Female ( )2 (17) 6. Your Race: Black 
White ( )2 Other ( )3 

( )1 

(18) 

7. How long have you worked in your current 
. position: Years Months (19-22) 

8. How many years have you worked for this 
agency: . (23-24) 

9. In all, how many years have you worked in 
corrections: . (25-26) 

" ~ . 
• 

CORRECTIONS 

10. Please cir~le the number indicating your current level of 
formal education: . 

Less than high school diploma •••••••••••••••••••. Ol 

High school graduate ...••.••••••••••••••••••••••• 02 

1 to 2 years of college .•••.••••••••••••••••••••• 03 

2-year college degree .•••••.••••••••••••••••••••• 04 

3 to 4 years of college ••••..•••••••••••.•••••••• 05 

4-year college degree ••...••.••.••••••••••••••••• 06 

Some graduate course work •••..••••••••••••••••••• 07 

Master1s' degree ............ ........•. , ..•.• , ...... , .. 08 

Graduate work beyond the master's degree ••••••••• 09 

Docto rate .•..•.•....•.••••••.•••••••••••••••••.•• 1 O' 

LL.B. or J.D ••••••••••••••••••••••••••••••••••• ~11 

AE 501 
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. '. 'f' ~ .-... - - - - - ,- - - - - - - - - - - - -TASK CIIECKLIST 

Introduction and Instructions 

. Your agency is cooperating with AIR in a survey of corrections occupations for the Law Enforcement 
Assis.tance .Administratfon. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks which you perform, and a (-) for all tasks 
you do not perform. 

Step 2. Write in at end of checklist any tasks you perform that are not listed. 
,Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task' compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated 
"S", and a very small amount of time \<Jould be rated II A ". 

'Step 4. Then. complete column 3. 4, or 5 to shm'l where you learned the knowledge or skill. 
Formal training = classroom (non college) workshops, special courses, entry 

level or in-service tra'ining programs 
College courses = courses taken at college or law school either for a degree 

or to acquire special know'ledge 
Informal job learning = working on the job 

If you acquired the knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates· the less valuable 
source. If you learned the knowledge or skill from all three sources, put a 3 in the (: 
box that indicates the least valuable source. " 

Step 5. Column 6 is used to indicate whether you think you received a proper amount of training. 
to do your job. For each knowledge or skill you check in column 1, place an (X) in one 
box in column 5 to indicate: 

Too little = not given any/enough training; not enough detail; too 
narrow in scope, etc. 

About right = suited to job tasks; enough depth; provided necessary 
information, etc. 

Too. much = overtrained for level needed; too much detail •. etc. 
We appreciate your cooperation in this phase of the study. It should be very helpful to LEAA in 
planning support for future training and educatjonal programs. 

\ 
t 

.' 



.. " ~*_75~ __ _ 
Exp. 7/31/76 - .... CHIIMST - - -LEAA (3600-P) Job Title: Correctional Administrator 

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

00(+1 
TASK STATEMENTS or Don't 

Do (-I 

1. Assigns tasks, evaluates and gives direction to corrections staff in order to effectively 
achieve facility objectives and to make efficient use of available manpower. (29) 

2. Receives information,and issues instructions on requirements and progress of facility prog'rams 
and projects from institution staff and establishes priorities in case of conflict. (35) 

3. Oevelops plans for and directs management and daily operations of physical plant, food service, 
and auxiliary services in order to satisfy Federal/State/Department guidelines. ~1) 

4. Prepares and justifies additional or regular budget funds, new programs, and requests for 
additional personnel resources in order to provide an improving correctional program, community/ 
facility program or staff support services. (47) 

5. Directs and reviews preparation of reports in order to provide current information, gain 
management support of programs, and to assist in long-range planning for facility. (53) 

6 •. Reviews and revises facility policies and operating procedures in order to insure that 
facility/program regulations are up-dated. (59) 

7. Reviews and approves responses to legislative, judicial, departmental and facility inquiries.(65) 

8. Reviews and approves findings and recommendations of facility Disciplinary and Classification 
Boards. (71) 

~. Meets with individuals or groups of residents. staff, or community volunteers in order to dis-. cuss. personal or facility problems, to explain reason for decisions/policies. to consider other 
inputs to planning, and to reduce tension/frustration of residents anct interested parties by 
providing definitive responses where appropriate. (77) 

10. Develops and revises plans for effective utili,zation of staff. residents, resources and outside 
assistance for facility emergenCies. . (17) 

1.1: Directs facility personnel in unusual or emergency situations (e.g •• fire, riot. escape). (23) 

12. 
f 

Meets with government and private officials and interested citizens in order to promote program~ 
disseminate information and receive direct or indirect support for correctional programs/pla~f9) 

13. Negotiates contracts with unions, public organizations. individuals, local'90vernments. and 
(35) businesses in order to acquire required services and resources. . ... 

14. Screens. potential candidates for community programs in order to iaentify individuals with 
(41) backgrounds which meet prerequisites for program participation. 

15. Testifies at committees. boards and judiCial proceedings to provide official information. (47) 

16. Plans orientation for newly arrived residents t.o acquaint them with conditions, rules. benefits. 
aids. and goals of programs or facilJ_ti~~ and spot checks, their reactions. (53) 

17. Plans and conducts staff training to make staff more sensitive to. residents' problems and to. 
~thods for solving those problems. (51) 

! 

... ~ 

- ~"'l ~ery&Wount_ -of Time B = A moderate limount of time 
Spent on 
Task: C = A considerable'amount of time 

.' 

Amount of Where learned 
time spent (rank order I 2 31 
on Task (see Formal College On the 
scale abovel Training Course Job 

/: 

Amount of (XI 
TraininofEducation 

Too About Too 
Little Right Much 

~.501. • 

( 34) 

( 40) 

( 46, 

( 52) 

( 51) 

(64) 

(7a, 

(76) 

(11, 

(22) 

(21) 

( 

40) ( 

( 

( 

46) 

52) i 

, 51) " 

( 
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Job Title: Correctional Administrator 

TASK STATEMENTS 

18. Develops and maintains contact with potential employers of offenders and helping agencies in 
order to assess agency capabilities in light of resident needs. (65) 

19. Consults with parole board and staff to facilitate a smooth transition from a correctional 
to a community environment. (71) 

20. Monitors daily operations of institution to anticipate problems or crises and take appropriate 
.action to prevent disruption of normal operations. (77) 

2l. Performs routine personnel and administrative duties. (17) 

22. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE BACK 
OF THIS FORM. 

•. 

• . 
I' 

, 

. 
TI-I5/75 < 

,~. 

-
~ 

Do (+1 
or Don't 
Do (. I 

S~} Amount 
of Time 
Spent'on 
Task: 

~erys"ount_ 
B = A moderate amount of time 

C = A considerable amount of time 

Amount of Where learned Amount of (XI 
time spent (rank order 1,2,31 Training/Education 
on Task (see Formal College On the Too About Too 

.-
sca Ie above I Training Course Job Little Right Much 

I" 

, 

(70) 

(76) 

(16) 

(22) . 



--- - -.- - - - - - - - - - - _8 ~S7 __ 
Exp. 7/31/76 

Correctional Officer and 
Correctional Officer Supervisor 

Task Checklist LEAA (3600-Q) 

Please fill in the identification information 
requested below. The information will be used for 
research purposes only and will not become a part 
of any personnel or official file. 

1. Title of Department or Organization for which 

2. 

3. 

4. 

you work: ______________ _ 

Division (e.g., Planning Office, Penitentiary, 
Pre Release Center, etc.) ------------

Agency address: 
I 

What is your position or job title~ 
'J-" 

Your Age: (15-16) 5. Sex:~)l 
Female ( )2 {l7} 6. Your Race: Black )1 
White ( )2 Other ( )3 (18 ) 

7. How long have you worked in your current 
position: . Years Months (19-22) 

8. How many years have you worked for this 
agency: (23-24) 

9. In all, how many years have you workea in 
corrections: (25,-26) 

CORRECT! ONS 

10. Please circle the number indicating your current level of 
formal education: 

Less than high school diploma .................... 01 

High school graduate ............................. 02 

1 to 2 years of co11ege .......................... 03 

2-year college degree ............................ 04 

3 to 4 years of college .......................... 05 

4-year college degree ............................ 06 (27-28). 

Some graduate course work ...................... ~ .07 

Master's degree .................................. 08 

Graduate work beyond the master's degree ......... 09 

Doctorate ........................................ 10 

LL.B. or J.D . ................. ~ .................. 11 

AE 502 
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TASK CHECKLIST 

Introduction and Instructions 

Your agency is cooperating with AIR in a survey of corrections occupations for the Law Enforcement 
Assistance Administration. 
You are asked to provide information about the tasks you are performing in doing your job. Please 
follow the steps below in completing the inventory. 

Step 1. Put a plus (+) in column 1 for all tasks which you perform, and a(-) for all tasks 
you do not perform. 

Step 2. Write in at end of checklist any tasks you perform that are not listed. 
Step 3. Using the scale shown on each page, rate in column 2 the relative amount of time you 

spend in performing a task compared with the time spent on each of the other tasks you 
do. For example, if you spend a considerable amount of time on a task you would rate 
this task "C". If you spend a moderate amount of time on a task that would be rated 
"B", and a very small amount of time woul d be rated II A ". 

Step 4. Then, complete column 3, 4, or 5 to show where you learned the knowledge or skill. 
Formal training = classroom (non college) workshops, special courses, entry 

level or in-service training programs 
College courses = courses taken at college or law school either for a degree 

or to acquire special knowledge 
Informal job learning = working on the job 

If you acquired tbe knowledge or skill in more than one way, put a 1 in the box that 
indicates the most valuable source, and a 2 in the box that indicates the less valuable 
source. If you learned the knowledge or skill from all three sources, put a 3 in the 
box that indicates the least valuable source. 

Step 5. Column 6 is used to indicate whether you think you received a proper amount of training 
to do your job. For ~ach knowledge or skill you check in column 1, place an (X) in one 
box in column 6 to indicate: 

Too-little = not given any/enough training; not enough detail; too 

About right 
narrow in scope, etc. 

= suited to job tasks; enough depth; provided necessary 
information, etc. 

Too much = overtrained for level needed;. too much detail, etc. 
We appreciate your cooperation in this phase of the study. It should be very helpful to LEAA in 
planning support for future training and educational programs. 



--- --(MIN 043-S75042 
Exp 7/31/76 

- - - - - - -TASK CHECKLIST 

Job Title: Correctional Officer and 
-

LEAA (3600-Q) Correctional Officer Supervisor 
Do {+I 

TASK STATEMENTS or Don't 
00{·1 

1. Accepts custody of a suspect or offender in order to obtain information and to place offender/ 
suspect on formal r~cord of the facility. (21) 

2. Observes and controls movement of inmates in order to prevent disruptions or incidents and 
account for location and activites of inmates. (35) 

3. Monitors inmate visitations in order to maintain security and safety of inmates. visitors. 
and staff. (41) 

4. Intervenes in conflicts among inmates in order to prevent incidents which could trigger 
major disturbances. (41) 

5. Monitors feeding of inmates in order to prevent disruptions. unauthori.zed r<!tention of 
contraband materials. and to assure that all inmates are fed at designated times. (53) 

6. Searches inmates. cell blocks and critical areas in order to detect, collect. and preserve 
evidence of contraband material. (59) 

7. Conducts investigations of interpersonal incidents in order to gather facts and evidence for 
future analysis. (&5) 

8r Screens incoming and outgoing inmate mail and packages in order to efficientl~ process the 
mail and prevent transmittal of contraband. (11) 

9. Assigns tasks to inmates and monitors performance of inmates on assignments. (11) 

10. Advises inmates concerning personal, work. or adjustment problems in order to assist inmates 
to resolve problems. (11) 

ll. Escorts and/or drives inmates between correctional institution and pOints outside in order to 
ensure prompt and safe delivery. (23) 

12. Talks/listens, discusses with inmates and staff members, as a member of an Institutional Board 
in order to facilitate decisions concerning custody, discipline. treatment. and paro'e. (21) 

13. Makes oral or written recommendations and reports and performs routine administrative duties in 
order to provide inputs to decisions which will respond to specific institutional needs. (35 

14. Responds to emergency situations in order to' minimize adverse outcomes of events. (41) 

15. Ma'intains perimeter surveillance (patrols, television) of a correctional facility to prevent 
inmate escapes and introducti~n of contraband into the facility. (41) 

16. Orients, answers questions fr~newly arrived inmates in order to acquaint new residents 
with the conditions. rule~" benefits. aids, etc. of the correctional enl/ironment. (53) 

17. Schedules/assigns/monitors assignments of correctional officers under his supervision in order 
to assure that designated areas are properly covered for safety/security of inmates and 
institution. (II) 

18. Conducts formal and informal training for correctional officers in order to assist the officer 
to gain proficiency and to improve job performance. (II) 

Tl-5n5 .' 

Amount of 
time spent 
on Task {M!! 
scale above} 

-B = A moderate amount of time 

: C = A considerable amount of time 

Whlre learned oft Am:Rt of {XI {rank order I 2 31 . raini Edumtion 
Formal Col .... On the Too About Too 
[Training Courll! Job linle Right Much 

,. 

.' 

, 

r. 

" 
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() 

(34) 

(41) 

(41) 

(52) 

(SI) 

( 64) 

(11) 

(71) 

(11) 

(22) 

(34) 

(41) 

(41) 

( 52) 

( SI) 

(14) 

(71) 

\;\ 
~------~~----------~~--~----~------~----~--------------------~-
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- - - - - - "cHIIRsT - - - - "'ery~unt_ -B = A moderate amount of time 

Job Title: Correctional Offi cer and C = A consider,ble amount of time 
Correctional Officer SUDervisl r 

Amount of Where Inrnad Amount of (X) . 
Do (+) timesper1t (rank order I 2 31 T l1Iini Il!I/EduCiition TASK STATEMENTS or Don't on Task (s~ Formal College On the Too About Too 
Do (.) scale above) Training Course Job "inle f!illht Much 

19, Evaluates personnel and institution facilities in order to improve job perfonnance, to increase 
safety and efficiency, and to make recommendations to superior. 17tl (7&) 

20. Conducts and attends meetings for key personnel to disseminate and receive infonnation, 
encourage input to decision-making, and provide overall guidelines and direction. Jill (1&) 

2l. IF YOU PERFORM ADDITIONAL TASKS NOT DESCRIBED ABOVE, PLEASE DESCRIBE THEM ON THE BACK 
OF THIS FORM. 

'\ 

~~~ ---------- --------~ 
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lO/Zl/75 

TASK ANALYSIS INSTRUCTIONS 

As part of the National Manpower Survey detailed task descriptions have been prepared for a 
number of positions in the law enforcement and criminal justice system. In addition to the task 
descriptions, the knowledges and skills required to do the task and the standards on which performance 
of the task can be evaluated are set forth. 

Because of your familiarity with one of the positions under study you have been selected to review 
some of the task statements. We would like you to read the task statement, making any changes you think 
are needed to give a good description of the task. You will note that each task statement describE~ 
what is done, what is needed to do it, and why it is done. 

The second step is to read the list of knowledges and skills required. It is in the lower right 
corner of the form. Again, make any changes you think would improve the list--changing the knowledges 
or skills, adding new ones, or eliminating any you think are not necessary. 

Finally, please review the performance standards, in the lower left corner. Again, make any changes, 
additions, or deletions that you think will improve the list. 

If you don't think any changes would improve the task description put a../ in the upper right 
corner of the form. 

The last page of the form contains three questions about training or education for this task. 

We appreciate your cooperation in this part of the study. 

Your posi tion titl e. ____________________ --:Locati on _________ _ 



- - - - - - - - - - - - -TASK ANALYSIS FORM 
No change necessary ---POSITION Correctional Officer TASK NO. Njneteen 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x x 
x 
x TASK: 
x 
x 
x 
x 
x 
x 
x 
x 

x 
Performs administrative duties (writes memos and letters, files, answers specific inquiries) in a routine x 
fashion according to a standard format or procedure, in order to facilitate efficient flow of infonnation. x 

x 
x 
x 
x 
x 
x 
x 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx x . 

PERFORMANCE STANDARDS 

Information is complete, neat, accurate, and 
meaningful 

Filing is accomplished expeditiously and accurately 
Administrative tasks are completed in a timely 

fashion 

x 
x 
x 
x x 
x x 
x x x 
x x x 
x x 

KNOWLEDGES OR SKILLS REQUIRED 

Ability to express self clearly and concisely in writing. 
Ab il i ty to type 
Abi lity to apply appropriate rules of grammar 

~ Knowledge of appropriate forms for internal communications 
~ Knowledge of organization pathways of conmunication and action x 
x x 
x· x 
x 
x x x 
x 
x 
x 
x 
x 
x x x x 
x x x x x x x x x 
x 
~ 
>< 
>< ·x 
x x x x <:) .• 

I) ", 



-------------------
1. What do you think is the one best way to learn to do this task? 

Academic education 
_____ Special training) such as academy training, workshops, seminars, or courses 
_____ Working with experienced co-worker 

On-the-job training by supervisor 
_____ No special training necessary 

Other (pl ease sped fy) : __________________________ _ 

2. How difficult was it for you to learn how to do this task? 
one of the most difficult tasks to learn on the whole job 

_____ very difficult to learn 
____ of moderate difficulty 

of slight difficulty 
not difficult to learn at all--can easily be learned by anyone 

3. Are college courses essential or highly necessary for performing this task? 
No, the task does not need college training 
Yes. t~hy? ______________________________ _ 

------------------~--- -- --
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TASK ANALYSIS FORM 
No change necessary ..-..--

POSITION Correctional Officer TAS K NO ....... T ..... w ...... en;.;..ot .... y __ _ 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x x 
x TASK: 
x 
x 
x 
x 
x 
x 
x 
x 
x 

Maintains perimeter surveillance of a correctional facility, searching vehicles and persons as they enter and 
leave the facility, observing for unusual incidents, using radio or telephone communications with control 
center of the facility, and using broad discretion concerning use of weapons, to prevent inmate escapes and 
the introduction of contraband into the facility, 

x 
x 
x 
x 
x 
x 
x 
x 
x 
x 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx x '/ 

PERFORMANCE STANDARDS 

Maintains continuous surveillance of designated 
perimeter area 
Reports any unusual events or conditions to central 
control for further investigation 
Responds quickly and appropriately to excape 
situations. 

X 
X 
X 
X 
X 

.' X X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X .x 
x x x 
x 
x 

KNOWLEDGES OR SKILLS REQUIRED 

How to apply perimeter security policies 
to specific situations 
How to use weapons 
How to search vehicles and persons 
How to use conununications equipment. 

and procedures 

Knowledge of policies and procedures concerning perimeter 
security, weapons use, vehicle sear,ch, and escape 
Knowledge of use and care of weapons 
Knowledge of use of radio communications equipment 
Observation and surveillance skills 
Knowledge of. types of contraband and methods of 
introduction. 



.' 

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

1. What do you think is the one best way to learn to do this task? 

Academic education 
__ Special training" such as academy training, workshops, seminars, or courses 

Working with exper.ienced co-worker 
__ On-the-job training by supervisor 
__ No special training necessary 

Other (please speci fy) : _________________________ _ 

2. How difficult was it for you to learn how to do this task? 
one of the most difficult tasks to learn on the whole job 

__ very difficult to learn 
__ of moderate difficulty 
__ of slight difficulty 

not d'ifficult to learn at all--can easily be learned by anyone 

3. Are college courses essential or highly necessary for performing this task? 
No, the task does not need college training 
Yes. \~hy?' ----------------------------------------------------

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



.~n --':_-- - -- - - - .- - -TASK ANALYSIS FORM 

POSITION Correctional Officer 
No change necessary __ _ 

TASK NO. Twenty-one 

'xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx~xxxx"xxxxxxx' 
x x ; 
x 
x 
x 
x 
x 
x 
x 
x 
x 

TASK: Delivers orientation session to newly arrived inmates which includes both standard elements and elements tailored 
to the new resident1s unique background in order to acquaint new resident with the conditions, rules, benefits, 
aids, etc., of the correctional environment. 

x 
x 
x 
x 
X. 
x 
x 
x 
x 

x x 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx <' 

PERFORMANCE STANDARDS 

Presentation is clear, 4nteresting, and understandable 
Questions are answered accurately 
Presentation provides an accurate view of the facility 

.x 
·x x x x x 

KNOWLEDGES OR SKILLS REQUIRED 
x 
~ How to communicate in a forceful and understandable manner 
~ How to keep the interest and attention of audience 
x x x 
x x x x x 
X ;x 
X 
X 
X 
X 
X 
X 
X 
X 
)( 
X 
~, 
X 
X 
>< 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 
X 

,~ 
)C 
x' 

')( 
x x 
X 

<'x 

Knowledge of institution1s rules, policies, and procedures 
Knowledge of common problem categories for new inmates 
Ability to communicate effectively with inmates 
Knowledge of institutional operations and schedules 
Knowledge of ori entati on program goal s ,'objecti ves, and 

.outlines for presentation to new inmates 

[) 

" .\ 



-------------------
1. What do you think is the one best way to learn to do this task? 

Academic education 
_____ Special training, such as academy training, workshops, seminars, or courses 
____ Working with experienced co-worker 
____ On-the-job training by supervisor 

____ No special training necessary 
Other (please speci fy) : __________________________ _ 

2. How difficult was it for you to learn how to do this task? 

one of the most difficult tasks to learn on the whole job 
____ very difficult to learn 

____ of moderate diffi culty 
____ of slight difficulty 

not difficult to learn at all--can easily be learned by anyone 

3. Are college courses essential or highly necessary for performing this task? 

No, the task does not need college training 
Yes. Why? ___________________________________________ __ 

------ ----------- -- -~~ 
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TASK ANALYSIS INSTRUCTIONS 

As part of the National Manpower Survey detailed task descriptions have been prepared for a 
number of positions in the law enforcement and criminal justice system. In addition to the task 
descriptions, the know1edges and skills required to do the task and the standards on which performance 
of the task can be evaluated are set forth. 

Because of your famil iarity with one of the positions under study you have beer selected to review 
some of the task statements. We would like you to read the task statement, making any changes you think 
are needed to give a good description of the task. You will note that each task statement descr.ibes 
what is done, what is needed to do it, and why it is done. 

,I. • 

Th,e ;~econd step·is to read the list of knowledges and skills required. It is in the lower right 
corner o'f the form. Again, make any changes you think would improve the list--changing the knowledges 
or skills, adding new ones, or eliminating any you think are not necessary. 

Finally, please review the performance standards, in the lower left corner. Again, make any changes, 
additions, or deletions that you think will improve the list. 

If you don't think any changes would improve the task description put a /'In the upper right 
corner of the form. 

The last page of the form contains three questions about training or education for this task. 

We appreciate your cooperation in this part of the study. 

Your posi tion titl e. ____________________ -...:Location. _________ -.--

o 



~ -,.,'----- -~ . . - - - - - - .. __ t 

TASK ANALYSIS FORM No change necessary __ _ 

POSITION Correctional Counselor TASK NO. 4 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x x 
x 
x 
x TASK: 
x 
x 
x 
x 
x 
x 
x 

x 
x 

Assesses resident's personal infonmation and prepares recommendations, using self-administered diagnostic x 
tools, contacts with interested parties, court records, etc., and own general knowledge and expertise, x 
in order to advise Classification Board/supervisors concerning resident's capabilities for benefit from x 
various programs/treatment. x 

x 
x 
x 
x 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
>< 

PERFORMANCE STANDARDS 

- Resident successfully participates in recommended 
programs 

- Recommendations accepted without major revision by 
review committee/supervisor 

- Priorities for individualized programs are well
developed and clearly stated 

>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< >< 
>< 
>< >< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< 
>< >< 
>< 
>< 
>< >< 
>< 
>< >< 
>< 
>< >< 
>< >< 
)( 
)( 
>< 
)( 
)( 

KNOWLEDGES OR SKILLS REQUIRED 

- Hm~ to synthesize information from various sources 
- How to administer and score diagnostic tools 
- How to plan effectively for individualized programs 

- Knowledge of relationships between test scores and 
performance in various corrections programs 

- Kno\'/ledge of prerequisites for program participation 
- Knowledge of_ range of institutional programming 

opportunities 
- Knowledge of resources supplying pertinent resident 

information 
- Abjlity to write recommendations for resident's 

indi\lidt!at··progr~m plan based upon information 
gathered - . 

'. , 



',' -------------------
r. What do you think is the one best way to learn to do this task? 

Academic education 
__ Special training, such as academy training, workshops, seminars, or courses 
__ Working with experienced co-worker 
__ On-the-job training by supervisor 
__ No special training necessary 

Other (please specify): ------------------.-------------------------------------

2. How difficult was it for you to learn how to do this task? 
one of the most difficult tasks to learn on the whole job 

__ very difficult to learn 
of moderate difficulty 

__ of slight difficulty 
not difficult to learn at all--can easily be learned by anyone 

3. Are college courses essential or highly necessary for performing this task? 
No, the task does not need college training 
Yes. Hhy? ______________________________________ _ 



- ~. - - _.- - - -,~ -- - - - - ~- .. ;~ 
No change Oecessary ---TASK ANALYSIS FORM 

POSITIONCorre~tional Counselor TASK NO.~5 ____ _ 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx ; 
x 

TASK: Establishes and maintains case file, incorporating court records, results of board proceedings, investigations, 
correspondence, contacts with client, diagnostic evaluations, and personal notations, in order to provide 

x 
x 
x 
x 
x a complete summary, as needed or on aperiodic basis, of resident'·s correctional history and progress. x >, 

x 
x 
x 
x 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx;:xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x 

PERFORMANCE STANDARDS 

- Case records/files are complete, organized and 
accurate. 

-' Case information is compatible with standing policies 
and regulations 

- Interpretation/explanation of case files are clear, 
thorough and accurate. 

x 
x 
x 
x x x x x 
x 
x x 
x x 
x x x 
x x 
x 
x x x 
x x x x x 
x x x 
x 
x 
x 
x x 
x 
x 
x 
x 
x 
x 
x x 
x x 
x x x x x 
x 
)C 
)C 
)C 
)C 
)C 

KNOWLEDGES OR SKILLS REQUIRED 

- Ho\'/ to analyze and maintain case information and actions 
- HO\,I to exercise qual i ty control of case actions 
- How to establish rapport and elicit information from 

spec; f; c sources 

- Knowledge of department/institution policies, procedures 
and regulations concerning case management 

- Knowledge of case work principles. methods and supervision 
- Knowledge of resident's environment, needs, and problems 
- Ability to interpret and describe the institutional 

department policies and treatment program 

/' 



------------------------_._------------------------_.-.-, ---. ----

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

1. What do you think is the one best way to learn to do this task? 

Academic education 
__ Special training, such as academy training, workshops, seminars, or courses 
__ Working with experienced co-worker 
__ On-the-job training by supervisor 
__ No special training necessary 

Other (please specify): ------------------------------------------------------

2. How difficult was it for you to learn how to do this task? 
one of the most difficult tasks to learn on the who1e job 

__ very difficult to learn 
of moderate difficulty 

__ of slight difficu1ty 
not difficult to learn at all--can easi1y be learned by anyone 

3. Are co11ege courses essential or highly necessary for performing this task? 
No, the task does not need co11ege training 
Yes. \~hy? 

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



- ~ - _'0 _____ ~ ... ____ _ .. _ ... 
TASK ANALYSIS FORM No change necessary ---

. POSITION Correctional Counselor TASK NO • .....;6~ ___ _ 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x x 
x 
x 
x 
x 
x 
x 
x 
x 
x 
x. 

TASK: Advises residents concerning personal. work or adjustment problems. suggesting remedies, al ternative 
course of action. and additional sources' of aid. in order to assist residents resolve problems. 

-<~::-.. 

, 

x 
x 

• x 
x 
x 
x 
x 
x 
x 
x 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x 

PERFORMANCE STANDARDS 

- Provi des accurate infonnation about al ternati ves 
- Shows concern and interest in residents' problems 
- Refers to other sources of assistance as necessary 
- Advice and infonnation provided is timely 

x 
x 
x ·x 
x 
x x 
x x x 
x x x 
x 
x 
x 
x x x x 
x x x 
x x 
x 
x x 
x x x x x 
x· x 
x 
x 
x x 
x 
x x 
x 
x 
x x 
x x 
x 
x x 
x 
x x x x 

KNOWLEDGES OR SKILLS REQUIRED 

.: ..... , 

- How to clarify issues 
. - How to give support 'and encouragement 

- How to make effective referrals 

- Knowl edge of work.-re 1 ated problems/needs of resi dents 
and possible solutions 

- Knowledge of availabJe resources for specialized 
assistance for residents 

- Ability to effectively communicate with residents 



-.- - - - - - - - - - - - - - - - - - .. 
1. What do you think is the one best way to learn to do this task? 

Academic education 
____ Special training, such as academy training, workshops, seminars, or courses 
____ Worki ng wi th experi enced co-worker 
____ On-the-job training by supervisor 
__ No specia.l trai ni ng necessary 

Other (please specify) : ___________________________ _ 

2. ~ow difficult was it for you to learn how to do this task? 

3. 

one of the most difficult tasks to learn on the whole job 
____ very difficult to learn 
____ of moderate difficulty 
____ of slight difficulty 

not difficult to learn at all--can easily be learned by anyone 

Are college courses essential or highly necessary for performing this task? 
No, the task does not need college training 

.// Yes. \~hy? _______________ -'-}1-/ _______________ ___ 



,"'.- - - - - - - - -- - .- - - - - - - -PaLofe [)lj[i~-' 
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/-)..-
TASK ANALYSIS INSTRUCTIONS 

As part of the National Manpower Survey detailed task descriptions have been prepared for a 
number of positions in the law enforcement and criminal justice system. In addition to the task 
descriptions, the knowledges and skills required to do the task and the standards on which performance 
of the task can be evaluated are set forth. 

Because of your familiarity with one of the positions under study you have been selected to review 
some of the task statements. ~Je would 1 i ke you to read the task statement, making any changes you think 
are needed to give a good description of the task. You will note that each task statement describes 
what is done, ltlhat is needed to do it, and \'/hy it is done. 

The second step is to read the list of knowledges and skills required. It is in the lower right 
corner of the form. Again, make any changes you think would improve the list--changing the knowledges 
or skills~ adding new ones, or eliminating any you think are not necessary. 

Finally, please review the performance standards, in the lower left corner. Again, make any changes, 
additions, or deletions that you think will improve the list. 

The last page of the form contains three questions about training or education for this task. 

We appreciate your cooperation in this part of the study. 

.... J
' 



- --i - - - -- - - - - - -\-
TASK ANALYSIS FORM 

POSITION Parole Officer LOCATION REVIE\~ED BY TASK NO. One ---------------------------- --------------- ------------
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x x 
x 
x 
x TASK: 
x 
x 
x 
X 

I X 
X 
X 

x 
x 

Comp~les information concerning the activities of the client \'Jhile on parole, based on current status of x 
houslng, employment or other appropriate personal information, obtained by direct contacts with the client x 
and community sources (relatives, fr"iends, employer, etc.) in order to maintain accuracy of files. x 

x 
x 
x 
x 
x 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x 

PERFORMANCE STANDARDS 

~ontacts .are made periodically to confirm and update 
lnfor-matlon 
Records and information are timely, complete and 
accurate 
Contacts with sources of information are kept current 

x 
x x 
x 
x 
x 
x 
x x 
x x 
x 
x 
x x 
x 
x x 
x x 
x 
x 
x 
x 
x 
x x 
x 
x x x x 
x 
x x 
x x 
x 
x 
x x 
x x 
x 
x x 
:.< 
x x 
x x x 
x 
x 
x 
x 

KNOWLEDGES OR SKILLS REQUIRED 

How to anlayze and report personal data and behavior 
activity 
How to establish rapport and elicit information from 
particular clients/groups 

Knowledge of preparation and use of parole \~eporting 
forms 
Awareness of domestic and occupational environments ! 
for clients on caseload 
Knowledge of administrative and parole manual procedures 
for reporting 
Abi 1 i ty to eli ci t i nfOl~ma ti on from contacts and sources of 
information in the community 

-' ---



.. - - - - - - - - - - - - - - - '- - - -
1. What do you think is the one best \'1ay to learn to do this task? 

Academic education 
_____ Special training, such as academy training, workshops, seminars, or courses 
_____ Worki ng wi th experienced co-worker, 
___ On-the-job training by supervisor 

No special training necessary 
Other (please speci fy) : _______________________ .:...-__ 

2. How difficult was it for you to learn how to do this task? 
one of the most difficult tasks to learn on the whole job 

_____ very difficult to learn 
_____ of moderate difficulty 
_____ of slight difficulty 
_____ not, difficult to learn at all--caneasily be learned by anyone 

3. Are college courses essential or highly necessary for performing this task? 
No, the task does not need college training 
Yes. Hhy? _________________________________ _ 

Ii 



... ,.- - - .- - - - -...,,- - - - - - - ... - -I 
TASK ANALYSIS FORM 

POSITION Parole Officer LOCATION REVIEWED BY TASK NO. T\'IO 
----------------------------~ --------------- ----------~~ 

. , 

,xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

TASK: Advises client concerning housing, employment, education, vJelfare, community services, etc., using 
compiled in files, personal contacts, and general knowledge of the client1s personal circumstances, 
to encourage and assist him/her ;n adopting a realistic and socially acceptable behavior pattern. 

..... ', 

information 
in order~ 

x 
x 
x 
x 
x 
x 
x 
x 
x 
x 
V 
A 

:xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x 

PERFORMANCE STA~mARDS 

Advice ;s current, relevant, and timely 
Background information on clients is thorough 
accurate. 
Information for available resources for client 
assistance is current and accurate. 

and 

x 
x 
x 
x 
x 
x x 
>< x 
x 
x x 
x 
x x 
x 
x 
>< x 
x 
x 
x 
x 
x x 
x x 
x 
x 
x 
x 
x 
'x 
>< 
)< x 
x 
x x 
x x 
x 
x 
x 
x 
x x 
x 
x 
x x 
x 
>< 
x x 
x 

KNm~LEDGES OR SKILLS REQUIREu 

Ha~ to identify and locate general sources of socially 
relevant information 
How to categorize and interpret documentary data 
How to explain/apply information/material in relation to 
individual needs 
How to listen to client1s assessment of-p"'oblems and 

respond effectively 
Knowledge of local, social and educational services and 
contacts/documents 
Knowledge of records and sources of information in the 
parole office and community 
Ability to provide advice in a manner v/hich VJi11 give 
options for var-ious courses of action by the client 

! . 



--.- - - - -- - - ---------
1. What do you think is the one best way to learn to do this task? 

Academic education 
__ Special training, such as academy training, workshops, seminars, or couY'ses 
__ Working with exp~rienced co-worker. 
__ On-the-job training by supervisor 

No special training necessary 
Other (please specify) : _________________________ _ 

2. How difficult was it for you to learn how to do this task? 
one of the most difficult tasks to learn on the whole Jab 

__ very difficult to learn 
__ of moderate diffi culty 
__ of slight difficulty 

not difficult to learn at all--can easily be learned by anyone 

3. Are college courses essential or highly necessary for performing this task? 
No, the task does not need college training 
Yes. Why? _____________________________________________ _ 

" ,? 



______________________________ ------------------------__ -------------~-------------c~,-------~------
._ ~ _____ _ _ r _ ___ _ - - ~ .. ',- -,-

TASK ANALYSIS FORM 

POSITION Parole Officer LOCATION. ____________ .----:REVIHJED BY _______ TASK NO .-:T~h_=_re::.;e==--__ _ 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x x 
x 
x 
x 
x 
x 
x 
x 
x 
x 

TASK: Writes a recommendation to Supervisory Parole Officer and/or the Parole Board to issue an arrest \'1arrant, 
based on his review of client records and personal contacts and after consultation with the supervisor, in 
order to inform the Board that the parolee is in danger of violation of the conditions of release and to 
begin the formal process of revocation of parole. 

x 
x 
x 
x 
x 
x 
x 
x 
x 

x x 
• .# / 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxXXXXXXXXXXXXXXXXXXXXX~(xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
x 

PE~FOR~iANCE STANDARDS 

Records and information are complete and accurate 
Recommendation is unbiased and fair 
Recommendation is comprehensive, clear, and based upon 
necessary conditions for commencement of revocation 
process 

x 
x 
x x x 
x 
x 
x 
x 
x 
x 
x 
x 
x 
~< 
x 
x x 
x 
x x x 
x 
x x 
x 
x 
x 
x 
x 
x 
x x 
x x x 
x 
x x 
x x 
x, 
x 
x 
x x 
x 
x x 
x 
x 
x 
x 
x 
x 
x 

KNOWLEDGES OR SKILLS REQUIRED 

How to analyze and report personal data and behavior 
activity based upon established procedures/guidelines for 
revocation reports 
Ho'.'! to establish rapport and elicit information from 
particular clients/groups 
How to write a complete and factuai1y accurate revocation 

recommendation 

Knowledge of administrative and parole manual/procedures 
for revocation of parole 
Kno\,/ledge of domestic and occupational environments and 
situations of caseload clients 
Knovl.ledge of available alternatives to recommendation for 
revocation 
Ability to write a revoccrtion report in prescribed format' 

, 

#' 
f~ " 

------"------~---------'-'---------------------------~~ __ --"------/I 
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1. What do you think is the one best way to learn to do this task? 

Academic education 
_____ Special training, such as academy training, workshops, seminars, or courses 
_____ ~Jorki ng wi th experi enced co-worker _ 
_____ On-the-job training by supervisor 

No special training necessary 
Other (pl ease speci fy) :. _______________________ ..:.-.. __ 

2. How difficult was it for you to learn how to do this task? 
one of the most difficult tasks to learn on the whole job 

_____ very difficult to learn 
_____ of moderate diffi culty 

of slight difficulty 
not difficult to learn at all--can easily be learned by anyone 

3. Are college courses essential or highly necessary for performing this task? 
No, the task does not need college training 
Yes. Why? _______________________ ~. ___________________________ __ 

.. -
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OMS# 043-S75013 

I XP. 7/31/76 
EAA (3600-J) 

KNOWLEDGE CHECKLIST 

·1 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Respondent IS Pos i ti on _____ --::::77,....-_____ . __ _ 

Title Location 

Position to be rated: Correctional Officer 

This form yJill be used to provide information about the level of knowledge 
required by certain positions in the criminal justice field, and the level of 
knowledge normally found in newly hired personnel in those positions. The re
sults \'Jill permit planning of further education and training programs to bring 
new employees up to full performance. Because of your familiarity with one of 
the positions under study, named in the box above, you have been selected to 
complete this form. 

We would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner, with no more than the 
usual level of supervision provided for the job. Then we would like you to 
describe the level of knowledge that you have observed in personnel newly 
assigned to the position. Use the same scale, described below, to rate the 
job requirements and the proficiency level of newly hired personnel. 

Exeert: In-depth knowl edge, i ncl udi ng appl i cat; on of knov:l edge 
1n unusual or complex situations. 

High Degre~: Highly knO\~ledgeable. Can apply knowledge in some 
unusual or complex situations. 

Moderate D~ree: Has level of knowledge to perfol"ffi acceptably in 
typical or usual situations. 

Sliqht Degrre: Has sufficient knowledge to function in only simple 
or routine situations. 

None: Not required by job or learned by incumbent. 

Circle one letter on the Job Reguirement scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of knowledge that a newly hired person usually brings to the job. 

In many agencies new employees in this position receive academy or other 
formal training. If this training is required by this agency, consider the 
typical entry level worker to be rated on the Proficiency scale as an individual 
who has just co~eted such training. 

If formal training is not required, rate the Proficiency of the typical 
employee newly assigned to the job. 

Is formal training required by this Agency for this position? 

Yes No ------- -------

AE 62 
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KNOWLEDGE CHECKLIST 

Position Title __ C_o_r_r_e_ct_i_o_n_a_l_O_f:.....f-.:i...;:.c..:..e~r ______ _ 

A. Kno 
cor 

1. 

2. 

3. 

wledge of the principles and procedures of 
rectional institution operations 

observation and surveillance of inmates (15) 

speci a'l procedures for visiting areas, 
dining areas, maximum security areas (17) 

--- ____ . ___ ._w ______ . __ ~ ____ ~. ______ 

search procedures and identification of 
contraband (19) 

-~-- .~.--- -- --. _._-----
perimeter security (21) 

.. --.-.. --.-.--.... --~ .... -------~-~------ - ._._-----_.,..-
use and maintenance of weapons (23) 

... _.- --- --" ---- _ .. _ .. "~ 
... --. --' ---

inmate count and control (25) 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

.... 1tJ .... 
4 4o.t::: 

Page 1 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

~/j%o/J/; " <: fJ C)) CII 

J-i'~iiJ 

E H M S N E H M S N (16) 

E H M S N E H M S N (18) 

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

E H M S N E H M S N (20) 

E H M S N E H M S N (22) 

E H M S N E H M S N (24) 
t--

E H M S N E H M S N (26) 

4. 

5. 

6. 

7. 

8. 

--.--~. ~----- -~ ... ------- ..... ----.-- .... ---... --I-

B. Kno 
inm 

1. 

2. 

3. 

4. 

5. 

C. Kno 
han 

l. 

2. 

duty positions and posts (27) 
-- ~ ---- -----.------- -.- -.. ~. •. ..,.-->-

__ . ____ .0_. _ __.. __ 

facility, disciplinary and Board hearings (29) 
.--.-.. --_____ "_.'--0 _ ._.~._._ ... _ .. __ .... --_. ____ ._ 

wledge of policies and procedures for 
ate transportation and movement 

required forms authorizing and controlling 
movement (31) 

----""- ... -... -~------~~. 

use of restraining equipment (33) 
______ ._ •.. ____ ..... ______ * _____ .4_ 

sources of emergency assistance (35) 
------.-.-----,..,~---~---.~.---.-- -. " ---.- '~-'-' --.. -

court procedures (37) 

-. ... 
inmate transfer and di scharge./ (39) 

.. .. _-.... -.--.._-~ .. ",- -----~--. 

wledge of policies and procedures for 
dling emergencies 

cues for anticipating trouble (41) 

-
resolving problems without physical 
intervention (43) 

3. civil liability of staff (45) 

E H M S N E H M S N (28) 
'-r-- t-

E H M S N E H M S N (30) 

E H M S N E HIM S N (32) 

E H M S N E H M S N (34) 

E H M S N E H M! S! N (36) 

E H M S N E H M S N (38) 

E H M S N E H M S N (40) 

I 
E H M S N E H M SI N (42) 

E H M S N E H M S N (44) 

E H M S N E H M S N (46) 

AE62 
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KNOWLEDGE CHECKLIST 

Position Title Correctional Officer 

4. community and other res ources for emergency 
assistance (47) 

5. use of first aid and em ergency equipment (49) 
_ .. _--_. 

6. use of weapons (51) 

--------_.-.-------------
7. emergency plans (53) 

D. Knowledge of investigation and search procedures 

1. personal and area searc hes (55) 
---_._--------.. - .~. --.--.-- ... _._-_._._-- -.----

ion, 2. identification, collect 
and preservation of eVl 'dence 

documentation 

-----------_. __ ._--. - ~-.,..---~ ~---

3. mail and package inspec tions 

(57) 

--- --~-----

(59) 

--~-- ---.-.. ----~-~-~---.-
4. report writing (61) 

I
E. Knowledge of policies and 

inmate intake to facility 
procedures for 

I 
I 
I 
I 
I 
I 
I 

1. classification of offen ders 
-----------

2. inventory and accomplis hment of proper forms 
-..----

3. court records and requl rements 
- -----

4. fingerprinting inmates 
---' ._-------

5. photographing inmates 

"dentification of 6. search of inmates and 1 
contraband material 

7. orientation of new inma 

F. Knowledge of sUflervision 0 
personnel and activities 

tes 

f corrections 

1. organizing and staffin 
shifts 

g crews and work 

... -----...- .. 

(63) 

(65) 

(67) 

(69) 

(71) 

(73) 

(75) 

(77) 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

2 Page __ _ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

h/;IJ ko/J /; 
E H M 5 N 

E H M S N E H M 5 N (50) 
r-

E H M 5 N E H M 5 N (52) 

E H M 5 N E H M 5 N (54) 
-

E H M 5 N E H M 5 N (56) 
1---

E H M S N E H M 5 N (58) 

- r-r-.. 

E H M 5 N E H M 5 N (60) 
-.--
E H M S N E H M 5 N (62) 

E H M 5 N E H M S N (64) 

E H M 5 N E H M 5 N (66) 

E H M 5 N E H M S N (68) 

E H M S N E H M 5 N (70) 

E H M 5 N E H M 51 N (7~ 

E H M 5 N E H M 5 N (74) 

E H M 5 N E H M S N (76) 

E H M 5 N E H M 5 N (78) 
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KNOWLEDGE CHECKLIST 

Position Title __ C_o_r_r_e_c_t_i o_n_a_l_O_f_f_i c_e_r _______ _ 

2. on the job training techniques and 
procedures (79) E H 

3. personnel actions (15) E H 

4. motivation of inmates and subordinates (17) E H 
-----

5. administrative report writi ng (19) 
E H 

JOB 
R EaUI REMENT: 

Level required 
for capable 
perfonnance 

Page __ 3 __ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

~lk!Jk~/ 
I."j :r: ~ '" ~ 

M S N E H M S N (8 0) 

1--

M S N E H M S N (1 6) 

I---

M S N E H M S N (1 8) 

M S N E H M S N 
(2 

I---1---

0) 
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OMB # 043-S75013 
It<P. 7/31/76 
IJAA (3600-B) KNOWLEDGE CHECKLIST 

I 
I 
I 
I 
I 
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I 
I 
I 
I 
I 
I 
I 
I 
I 

Respondent's Position 
--------~T='~·t~l-e------------- Location 

Position to be rated: Probation - Parole Officer/Caseworker 

This form will be used to provide information about the level of knowledge 
required by certain positions in the criminal justice field, and the level of 
knowledge normally found in newly hired personnel in those positions. The re
sults will permit planning of further education and training programs to bring 
new employees up to full performance. Because of your familiarity with one of 
the positions understudy, named in the box above, you have been selected to 
complete this form. 

We would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner, with no more than the 
usual level of supervision provided for the job. Then we would like you to 
describe the level of knowledge that you have observed in personnel newly 
assigned to the position. Use the same scale, described below, to rate the 
job requirements and the proficiency level of newly hired personnel. 

Ex~ert: In-depth knowledge, including application of knowledge 
1n unusual or complex situations. 

High Degree: Highly knowledgeable. Can apply knowledge in some 
unusual or complex situations. 

Moderate Degree: Has level of knowledge to perform acceptably in 
typical or usual situations. 

Slight Degree: Has sufficient knowledge to function in only simple 
or routine situations. 

None: Not l'equired by .job or learned by incumbent. 

Circle one letter on the Job Reguirement scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of knowledge that a newly hired person usually brings to the job. 

In many agencies new employees in this position receive academy or other 
formal training. If this training is required by this agency, consider the 
typical entry level worker to be rated on the Proficiency scale as an individual 
who has just completed such training. 

If formal training is not reguired, rate the Proficiency of the typical 
employee newly assigned to the job. 

Is formal training required by this Agency for this position? 

Yes No ------- -------

AE 63 
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KNOWLEDGE CHECKLIST 

Position Title Probation-Parole Officer/Caseworker 

A. Knowledge of the judicial and correctional systems 

l. role of the court in the administration of 
justice (15) E 

2. functions of the corrections institution (17) E 

3. philosophy goals and objectives of parole or 
probation agency (19) E -_._ .. 

4. organization of law enforcement agencies (21 ) E 
-----~-~--------

5. future trends in probation and parole (23) E 
._.-.....-- ---.~-~--.-.~-.------~-.--~.---~--- .. ------.~-

6. interrelationship of the components of the 
system (25) E 
---- -" .. _._------------- .~ .. --.-~----

7. intake operations (27) E 
.-------- -~--------:..--

8. laws, rules pertaining to probation and 
parole functions (29) E 

---------------------
B. Knowledge of case files and information gathering 

l. family history (31 ) E 
,.-----

2. behavior patterns (33) E 
-----

3. economic status (35) E 

4. attitude (37; E 

5. medical, social, educational history (39) E 
~-'--'--" 

6. past criminal activity (41) E 

7. preparation of case history (43) E 

8. investigative techniques (45) E 

C. Knowledge of planning, managing and administering 
a counseling program E 

1. client history (47) E 

H 

H 

H 

H 

H 

H 

H 

H 

H 

H 

H 

H 

H 

H 

H 

H 

H 

H 

JOB 
REQUIREMENT: 

Level required 
for capable 
perfonnance 

Page~_l __ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

i/J ~lIk~1 ¢~:fC;;~ 

M S N E H M S N (16) 

M S N E H M S N (18) 

M S N E H M S N (20 

M S N E H M S N (22) 

M S N E H M S N (24) 

M S N E H M S N (26) 

M S N E H M S N (28) 
-, 

M S N E H M S N (30) 

M S N E H M S N (32) 

M S N E H M S N (34) 

M S N E H M S N (36) 

M S N E H M S N (38) 

M S N E H M S N (40) 

M S N E H M S N (42) 

M S N E H M S N (44), 

M S N E H M S N (46) 

M S N E H M S N 

M S N E H M S N (48) 

AE 63 
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KNOWLEDGE CHECKLIST 

Position Title Probation-Parole Offi cer/Caseworker 
JOB 

REQUIREMENT: 

level required 
for capable 
perfon'oance 

Page_--=-2 __ 

PROFICIENCY: 

Level of typical 
newly assigned 
personnel 

/;};;; J%~/ 
E H M S N (5 0) 

• 
E H M S N (5 2) 

E H M· S N (54 

E H M S N (5 6) 

E H M S N (5 8) 
i---

E H M S N (6 0) 

E H M S N (6 2) 

E H M S N (6 4) 

E 1 H M S N (6 6) 

E H M S N (6 8) 

E H M S N (7 o 

E H M S N (7 2) 

E H M S N (7 4) 

E H M S N 
(7 6) 

E H M S N (7 8) 

E H M S N (8 0) 

E H M S N (1 6) 

E H M S N (1 8\ 
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KNOWLEDGE CHECKLIST 

Position Title _P_r_o_b_a_t_i o_n_-_P_a_ro_l_e_O_f_f..:....i c..:....e:....:.r..;..i_C_a_se..:....w.:....o_r..:....k...:..e_r_ 

6. fi nanci a 1, pe rsonal and family planning and 
management fo r clients (19) 

-
7. community ass istance facilities and programs (21) 

8. orientation 0 f inmates (23) 

------~- ~~. _ .. --. 

9 client work s upervision (25) 

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

10. inmate observ ation, evaluation and assessment (27) 

---- ..• -.-.- .. --~-- ----- --~--.-----.-.---~ I E. Knowledge of: 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

1. personality de velopment (29) 
~ --- ----~~ -_ .. -.~ - --- .----~-. 

2. causes of abn orma1 behavior (31) 

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

3. group dynamic S (33) 

----.---~-- - --, -.---------- ---- "-+ --.---~--~- ••• -

4. apti tudes, in terests and motivations (35) 

-----.--.. ~--.- .. ------. ----.. ---- --"--- ----
5. defenses, neu roses, psychoses (37) 

--~--~----- --- -----~ _. . .. ---~. --'----
6. alcoholism an d drug addiction (39) 

-----~-- .. -.. --.---~~.~--- ------
7. medical termi no10gy (41 ) 

-. -~ .. _----_ .. _- -----
8. gang behavior (43) 

_____ < __________ • ____ w __ ·" •• ___ ~ _____ • __ 

9.$treet termin ology (45) 

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

10. physical, emo tional, mental handicaps (47) 

F. Abi 1 ity ~.o: 

1. organi ~~\ fact ual data (49) 

2. detect di\~cre pancies in information (51 ) 

.--
3. grasp feelt~g s of interviewee (53) 

4. establish ra\~. port with 
._------------

client (55) 
--_._----' 

5. instill confi ~ence 
" ., 

with client and family (57) 
\\ 

6. handle interv . \\ 1 e\,\ees reluctant to talk (59) 

Page 3 

JOB 
REQUIREMENT: PROFICIENCY: 

Level required 
for capable 
perfonnance 

Level of typical 
newly assigned 
personnel 

~,~%~~ .... ~ .... 
'- '-..c:-q,..c:-fjo,<ZI 
$~~;;; 

E H M S N 

E H M S N 
--

E H M S N 

E H M S N 
- 1--

E H M S N 
- - " 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 

E H M S N 
-

E H M S N , 

E H M S N 

E H M S N 

E H M S N 

E H M S N (20) 

E H M S N (22) 

E H M S N (24) 

E H M S N (26) 

E H M S N (28) 

i 
I 

E HIM J S N (30) 

E H M S N (32) 

E H M S N (34) 

E H M S N (36) 

E H M S N (38) 

E H M S N (40) 

E H M S N (42) 

E H M S N (44) 

E H M S N (46) 

E H M S N (48) 

E H- M S N (50) 

E H M S N (52) 

-
E H ,M S N (54) 

C --', 
E fL r{ S N (56) 

E H M S N (58) 

II 
E H ~I' S N (60) 



I Ot4Bi 043-S75013 
• Exp. 7/31/76 

LEAA (3600-C) KNOVILEDGE CHECKLIST 

II Respondent's Position 
-----------=T~it~l~e--------------

I 
I 
'I 
I 
I 
I 
I 
I 
I 
I 
I 
I' 
I 
·1 
I 
I 
I 

Location 

Position to be rated: Correctional Administrator 

This form vlill be.used to provide information about the level of kno\,/ledge 
required by certain positions in the criminal justice field, and the level of 
knowledge normally found in newly hired personnel in those positions. The re
sults will permit planning of further education and training programs to bring 
new employees up to full performance. Because of your familiarity \·,ith one of 
the positions under study, named in the box above, you have been selected to 
complete this form. 

W~ would like you to tell us the level of knowledge that is required in 
order for an incumbent to function in a capable manner, with no more than the 
usual level of supervision provided for the job. Then we would like you to 
describe the level of knowledge that you have observed in personnel newly 
assigned to the position. Use the same scale, described below, to rate the 
job requirements and the proficiency level of newly hired personnel. 

~er1!.: In-depth knD\·/ledge, including application of knol1ledge 
111 unusual or complex situations. 

High Degx'~_: Highly knowledgeable. C?n apply knowledge in some 
unusual or complex situations. 

Noderilte Deqree: Has level of knowledge to perform acceptably in 
typicaroi;-Usual situations. 

~lli~s_grC'~: Has sufficient knO'.·/ledge to function in only simple 
or routine situations. . . 

None: Not requil'ed by .job or leal'ned by incumbent. 

Circle one letter on the Job Requirement scale that you think best de
scribes the level of knowledge required for capable performance in the position 
you are rating. 

Circle one letter on the Proficiency scale that you think best describes 
the level of kno\l/ledge that a nevIly hired person usually brings to the job. 

I n many agenc; es nevI employees in thi s pos i ti on recei ve academy or other 
formal training. If this training is required by this agency, consider the 
typical entry level \'IOrkel~ to be rated on the Proficiency scale as an individual 
who has just completed such train1ng. 

ii )i' If formal. training is not reguil~ed, rate the Proficiency of the typical 
employee newly assigned to the job. 

Is formal training required by this Agency for this position? 

Yes No -----------
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KNOWLEDGE CHECKLIST Page 1 

JOB 
REQUIREMENT: PROFICIENCY: Position Title __ C_o_r_r_e_ct_,_· o_n_a_l_A_d_m_i_n_i_s_tr_a_t_o_r ____ _ 

Level required -
for capable 
perfonnance 

Level of typical 
newly assigned 
personnel 

A. Knowledge of personnel management 

1. rules and regulations concerning personnel 
actions 

(15) E H M S N 
_______ ~ _______________________________ _4_--~--4-~_--~ 

2. organiiing and staffing projects and units (17) E H r'~ S N 

3. evaluation of job performance (19) E H M S N 

4. training needs (21) E H I~ S N 

E H M S N (16) 

E H M S N (18) 

E H M S N (20) 

E H M~ S N (22):/ 

______________ ----------+--1--- -+---1--1 l-

5. affirmative action pl~ograms/EEOC 

6. collective bargaining, union agreements 
and contracts 

(23) E H l~ S N 

~5) E H M S N 

(27i E H M S N 7. interpersonal relations ______________________________ , _____ ~---~+-_+_4---

B. Knowledge of fiscal management 

1. funding sources, resources at the local, 
(29) E H M S N 

E H fit S N (24) 0 , 

E tI !vi I S N (26) 

-
E H M S N (28) 

E H M S N (30) state, and federal level ______________________________________ 1 ____ 1--4--+--1 ~-~+_-r~-__I 

2. budget preparation, presentation and 
justification (31) E H M S N E H r~ S N (32) 

3. need assessment procedures 
______________________________ -----,\--4-_t_-I---!---1 I---+-_+_- +--+--1 

E H t~ S N (34) (33) E H M S N 
_________________________ , _______ --1---1---1--1 ~-I--+--II-,,-+--I 

4. ~~intenance of internal fiscal administration (35) E H r~ S N EH~1SN 
_____________________________ I_~-_4--I--4--1 I--~-_t___I~+_~I 

5. accounting and auditing systems (37) E H M S N _____________________________ ~r--~ 

6. management techniqueh: (ZBB, PERT, MBO) a,np~; 
forms used v -

C. Knowledge of principles and ~rocedures of 
correctional planning, program development 
and evaluation 

1. current institutional trends and/or 
innovations 

2. current community-based trends and/or 
innovations 

~9) E H M S N 

(41) E H M S N 

(43) E H MS N 

t-=EHMSN 

E H M S N 
I--

E H S N, 

E H MS 

~ .. 
AE 61'" 

(36) 

(38) 

(40) -
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KNOWLEDGE CHECKLIST 

Posi.t;ion Title __ Co~r~r.....:e:...:.c....::.t..:..i o.::..;n..:.:a:...:l-=...:A=dm~l.:.:· n:...:i-=s-=t-=--ra=-t.::..:o:.:r ____ _ 

program and proposal development 
- ~ 

policy development and revision 

3. 

4. 

5. q uanti~ative and qualitative evaluation 
techniques 

-. 
6. application of research techniques and 

c omputer systems 

D. Knm ~ledge of space and facility management 

1. space requirements for facility functions 
and operations 

---.-. 
2. m inimum standards for space utilization 

3. securi ty requi rements fOI~ areas and/or 
funct-ions 

4. c omputer-ass is ted procedures fo~' i nma te 
novement and control 

5. current use of innovative approaches to 
space design and use in corrections 

~ledge of legal decisions (local and 
eral courts) which affect 

E. Knm 
fed 
pro 

correctional 

1. 

2. 

cedures and operations 

Supreme and Appellate court decisions 
-

local decisions 

F. Know ledge of systems management 

1. 

2. 

3. 

4. 

5. 

system components-management control 

delegation and review procedures 
-
report and memoranda writing 

conducting effective staff meetings 

use of management information systems (MIS) 

(45) 

(47) 

(49) 

(51) 

(53) 

(55) 

(57) 

(59) 

(61 ) 

(63) 

(65) 

(67) 

(69) 

(71 ) 

(73) 

(75 

-

JOB 
REQUIREMENT: 

level required 
for capable 
performance 

.... 1tJ .... 
~ ~-c:: 

Page __ 2 __ 

PROFICIENCY: 

Level of typi ca 1 
newly assigned 
personnel 

~~fjjJ~ tlJ.J:::fj C>,(U 

8:t~Q ifl 
E H M S N 

E H M S -~ 

E H f,1 S N 

E H t·1 S N 

E H t·, S N 

E H M S N 

E H M S N 

E H f.1 S N 

E H M S N 

E H t~ S N 

E H M S N 

E H M S N 

E H M S N 
i~ 

E H M S N 
E H M S N 

E H M S N 

E H M S N (46·) 

(48) 
EHt4SN 

-

E H M S N (50) 

_. 

E H M S N (52) 

1-

E H M S N (54) 

-
E H M S N (56) 

E H M S N (58) 

E H M 

E H M 

E H M 

E H 1-41 
1 

E 

E 

E 
E 

--;: 

. E 

H 

H 

H 
H 

H 

M 

M 

~1 

M 

M 

S N (60) 

sl N (62) 

<.:: 

S N (64) 

5 N 
(66) 

-r 
S N (68) 

S N 
(70) 

S N 
. (7:2) 

5 N (74) 

S N 
(76) 

.. 
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KNOWLEDGE CHECKLIST 

Position Title __ C_o_r_r_e_ct_,_' o_n_a_l_A_d_m_i_n_i_s_tr_a_t_o_r ____ _ 

G. Kno wledge of the correctional system 

l. role of corrections in the administration 
of justice 

2. historical perspective on correctional 
operations 
------------

3. interrelationship of corrections and other 
components of the CJ system 

4. role of law enforcement agencies 

5. role of courts 
- ---

6. the parole/probation function 
-----

7. organization-facilities, staffing, and 
resources 

--
8. legal developments/trends in corrections 

-
H. Kno 

ins 
wledge of procedures and resources for 
titutibnal disruptions and emergencies 

l. 

2. 

3. 

resources available 

policy decisions concerning intervention 
and appropriate response 

public relat'ions 

.-

(77) 

(79) 

(15) 

(17) 

(19) 

(21) 

(23) 

(25) 

(27) 

(29) 

(31) 

Page __ 3 __ 

JOB 
REQUIREMENT: PROFICIENCY: 

Level required 
for capable ' 
perfonnance 

Level of typical 
newly assigned 
perscnnel 

~~0~// ..... 1lJ ..... 
~ ~ ~ 
ltI~fJD)11J 
~ '!!> 0 ~ § 

I<J ~ ::: '" ~ 

E H t~ S 

E H ~1 S 

E H M S 

E H M S 

E H M S 

E H M S 

E H M S 
-

H M S E 
~ --

E H M S 

E H M S 

E H M S 

N 

N 

N 

N 

N 

N 

N 

N 
-

N 

N 

N 

i 

E. H M S N (78) 

E H M S N (80) <, 

E H M S N (16) 

E H M S N 
(18) 

(20) 

E H M S N 
(22) 

E H M S N 

E H M S N (24) 

EH~1SN 

E 

E 

E 

H 

H 

H 

M 

~1 

r~ 

S N 

S N 

S N 
~." 

(26) " 

,) 

(28) 

.(30\ 

(32) 

',' , 

, . ~'. 
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National Manpower Survey 
Corrections Team 

ADULT 
DEPARTMENTAL/AGENCY/FACILITY PERSONNEL SURVEY FORM 

This form asks for oertain information about this Department/ 
Agenoy/Faoility. Sinoe-yhe form is designed to be used with aU 
l.evel.s of Correotions, y(IU may find that some of the infoY'lTlation 
asked for is not rel.evanlF to yoUP Department, Agenoy, or Faoility. 
Provide onl.y the informfftion that is pertinent to this speoifio 
Department, Agenoy, or Faoil.ity. 

Individual to be contacted about this survey: ___________ _ 

Position: 

Telephone Number: 
(area code) 

Name of Department/Agency/Facility: 

Address: 
Street 

City State Zip Code 

NOTE: Seotions A and B shoul.d be oonduoted by personal. 
interview; the remaining seotions, onoe expl.ained~ 
oan be oompl.eted by Personnel. Department staff with 
input from other departments as required. 
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Section A: General Information 

A-l. Check all of the functions which are directly supervised (i.e., fall 

A-2. 

under budgetary control) of this Department/Agency/Facility. 

Please check all 

[] Adult Corrections 
[J Juvenile Corrections 
[J Adult Parole 
[J Adult Probation . 
[J Adult Probation/Parole 
[J Juvenile Parole (Aftercare) 
[J Juvenile Probation 
[] Juvenile Probation/Parole 

the types of facilities and give the numbers which 
are currently administered by this Department, Agency, or Facility. 

Facil ities Adult # Juvenile # 

Maximum security 
institution 0 D 

Medium security ) 

institution D [] /./~ 

Minimum security 
D 0 institution --

LAl A-3. At the-end of the previous fiscal or calendar year (fill in appro-
priate date) _ ,19, approximately what percent 
of incarcerated residents were supervised (leave blank those categories 
not relevant): 

a.} in maximum security facilities 
b.) in medium security facilities 
c.} in minimum security facilities 

Adult Juvenile 

% % -- --
% --
% --

How many adults were incarcerated? _____________ _ 

How many juveniles were incarcerated? _________ ~-_ 
;I .• 

A-4. Complete this item only if this Department/Agency/Facility super
vises probation and/or parole. As of the end of the previous 
fiscal/calendar Jear, what were the: 

number of parolees 
number of probationers 
number assigned tocommunityfaci 1 ities . 
(halfway houses, grouphomes;cetc.) 

Adult Juvenile 

-'; ; 

,-

'i 
; 
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A-5. Total number of admissions, retentions, and releases by this depart
ment for 1973 and 1974. 

1973 1974 
Admissions Retentions Release Admissions Retentions Release 

Misdemeanants 
Felons 

.. ". 

.. 
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Section B. Special Topics 

• EEO/Affirmative Action 

B-1. Is there any formal equal employment opportunity or affirmative 
action program directed at specific priorities in this headquar
ters/agency? 

o Yes (describe) _______________ _ 

o No (go to 2) 

B-2. Are there more minorities and/or women employed in the pertinent 
key occupations now as compared to, say, five years ago? 

a. 0 Yes (go to 2b) 
B o No (go to next topic, f-7) 

b. Note: Ask for detailed data on the number of minority and/or 
women employed in each pertinent occupation for the 
years 1970 - 1975 (or as many of these years as possible). 

B-3. How has the program affected hiring policies and selection/promo
tion standards (e.g., emphasis of filling vacancies with blacks, 
women, etc.)? 

';",: " 

\ ,., 

'. ~ . 
"!,.\.~,,, ij .. ,". ~".,. ' .• :. 
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8-4. Has the program and/or the increased representation of minorities 
and women in the pertinent occupations affected staff morale? 
If so, please describe. 

8-5. Are minorities (including women) placed only in certain posts or 
facilities? If yes, why? _________________ _ 

B-6. Has the emphasis on minorities/women posed any special recruitment 
problems (e.g., ability tQ recruit in rural areas; competition for 
minorities with other employers, etc.)? 

• Unions/Civil Service 

B-7. Which of the occupational categories (pertinent to this' organiza
tion)are covered by union or other employee association, and 
which by Civil Serviee? 

Union Civi 1 Service 
Correctional Institution 

0 0 Administrators 

Community Correctional 
0 0 Administrators 

Correctidhal Officer 0 0 
Counselor/Caseworker 0 0 
Probation Officer 0 0 
Parole Officer 0 0 
Probation/Parole Officer* 0 _e' 0 
*Use only if functions are combined. '0 0 
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8-8a. If UNION checked, answer #8--How has the union affected: 

a. Salaries 

b. Benefits 

c. Job Assignments 

d. Work Loads 

e. Working Conditions 

f. Promotion Pol icies 

g. Retention Policies 

h. Job Description 

i. Related new or 
Emerging Position 

-
j. Other (specify) 

b. What major factors will determine whether unions influence will 
increase or decrease? 

" 

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



• 
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B-9a. If CIVIL SERVICE checked, answer 9 - 11. How has Civil Service 
affected: 

a. Salaries 

b. Benefits 

c. Job Assignments 

d. Work Load 

e. Working Conditions 

f. Promotion Policies 

g. Retention Pol icies 

h. Job Description , 

i. Related Ne\,1 or 
Emerging Positions I 

! 

j. Other (specify) 

b. What major factors will determine whether Civil Service influence 
will increase or decrease (e.g., major cutbacks in funds; push by 
unions to organize among state employers, etc.)? 

B-10a. About what percent of total employees have a type of Civil Ser
vice rating that precludes them from being terminated except for 
cause? % 
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b. About what percent of the pertinent key occupations have this 
type of Civil Service rating? 

Correctional Institution Administrator 

Community Correctional Administrator 

Correctional Officer 

Counselor/Caseworker 

Probation Officer 

Parole Officer 

Probation/Parole Officer* 

* Use only if functions combined. 

% -----
% --------' 
% -----
% -----
% -----
% -----
% -------' 

8-11. In general, how well has Civil Service facilitated the acquisition 
and retention of personnel who are effective correctional workers 
(e.g., does it provide necessary flexibility to meet new or changing 
needs; can one "get rid" of ineffective employees, etc.)? 

• Emerging Occupations 

8-12. Are there any new, emerging occupations in this headquarters/ 
agency which are becoming more prominent? 

DYes 

o No (go to 13) 

a. What are they? __________________ _ 

b. Why are they emerging? _______________ _ 
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c. How many people are involved? _______________ _ 

d. What will be the major factors influencing the emerging 
occupations? ________________________ _ 

B-13. Do any of the pertinent key occupations do things that are dras
tically different than previously even though the titles are the 
same? I f yes, 

a. What occupations? __________________ _ 

b. What do they do that is significantly different from before? 

c. Why are they doing these things? ----------------

• Research/Special Studies 

B-14. Does the Department, Agency, or Facility have a separate research and 
planning unit for special studies of different functions .(for example, 
offender recidivism, community program success rate, parolee recidi
vism, etc.)? 

Yes -- No __ (go to 8-15) 

a. If yes, how many full-time equivalent staff (excluding clerical) 
were employed in this unit as of June 30, 1975? ----------
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b. If yes, where do the funds come from for this unit and what 
percent of support do they represent? 

o Federal % 

o State % 

o County % 

o City % 

o Combination (specify) % 

c. If Federal checked, what Federal Agency provided the funds? 

8-15. Have there been any special studies conducted on personnel/man
power needs in this headquarters/agency in the last five years? 

If yes, 

a. Who conducted the studies? 

b. What impact did they have? 

c. Are any similar studies contemplated for the future? 

1 
1 

i 
__ - __ J~ 
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Section C: Employment in the Department/Agency/Facility 

This section deals with current, past and projected employment for 
~he entire organization as well as for selected key occupations. For pur
poses of this survey, the key occupations in corrections are described here. 
Since not all key occupations may be relevant to this specific Department/ 
Agency/Facility, provide information only on those that are. 

Correctional Institution Administrator 

This is the highest level position with overall responsibility for the 
daily operation of a correctional facility with more than 200 residents. 
The position also includes those assistants who have responsibility for a 
major portion of facility operations. Position title examples are: Warden, 
Deputy Warden, Superintendent, Sheriff, etc. 

Community Correctional Administrator 

The person who has direct responsibility for the daily operation of a 
smaller, community-based correctional facility or program (200 residents or 
less). This position includes work camp or farms if the emphasis of the 
facility is on participation of the residents in work, school, and recreational 
activities 'in the community. These facilities usually emphasize a wide 
variety of programs and citizen-volunteer involvement. Position title 
examples are: Community Facility Manager, Work Release Supervisor, Super
intendent, Director, etc. 

Correctional Officer 

All persons who have dire£t responsibility for the custody, security, 
and safety of residents of a correctional facility. Incumbents can work 
at the following types of facilities: large medium-maximum security insti
tutions; small, community-based facilities; local jails; juvenile detention 
centers. Position title examples are: Guard, Custodial Officer, Jailer, 
Matron, House Parent, Residential Supervisor, etc. 

Counselor/Caseworker 

A person who has "linen responsibilities for "treatment" and service 
delivery to residents of a correctional facility. The incumbent may be a 
highly skilled counselor/social worker or an ex-offender whose primary 
emphasis is advocacy of resident needs and priorities. Position titles may 
be Correctional Treatment Specialist, Classification and Parole Officer, 
Case Manager, Advocate, Counselor, Social Worker, etc. 

Probation Officer 

The person who provides direct supervision and support for persons 
currently on probation. 

Parole Officer 

The person who provides direct supervision and support for persons 
currently on parole. 
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Employment Data 

• The chart be'ZoUJ asks for CUl'rent~ past~ and projected employment for the entire Department~ Agenc:y~ 
or FaciUty and for the key corrections occupations. Complete the sections UJhich are appropriate 
for this organization. 

• Infor,mation for 1976 UJill have to be your best possible projections. 

• If specific employment infor.mation is not available for 1973-l975~ please estimate and star (*) all 
such estimates. 

C~l. How many personnel were employed by the Department/Agency/Facility at the end of these fiscal or 
calendar years (fill in appropriate dates below)? What is the position/inmate ratio for each year? 

---, 1~73 ___ ,1974 ___ ,1975 ___ ,1976 

Total Department/Agency/ 
Facility Staff 

No. of Ratio No. of • r.~ 
Ratio No. of Ratio No. of Ratio 

Correctional Institution - I 
I 

Administrators --
Community Correctional 
Administrators 

Correctional 
Officers 

Counselor/ 
Caseworkers 

Probation 
Officers 

" 

Parole 
Officers 

*Probation/Parole 
nfficers " 

~~--
~ - - . .. 

*Use only if th~ staff person supervises both probationers and parolees (combined function). 



New Hires 

C-2. For each of the key occupations applicable to your Department, Agency, or Facility, please 
indicate the number hired during the time periods listed and the approximate percent of new 
hires who had previous experience in jobs similar to those for which they were hired. 

Fiscal or Calendar Year Ending as of 

, 1973 I ,1974 (or most r 

A/~ / A~~I s" ..... o CJe . ",0 CJe A ,e ..... e~ P e' ,e~",e~ 

~v~e~ .. 'l 9.0.< P$''<J .p ~ ~ 
~ .... .~-f.' ~ ..... , ~~-$. 

C00rectional Institution 
Jl:dministrators 

Community Correctional 
Administrators 

Correctional I 

Officers 
Counselors/ 
Caseworkers 

Parole 
Officers 

Probation I 

Officers " 

Parole/ 
Probation* 

" 

*Complete only if parole/probation functions are combined. 

ecent) 

~--------------~---~ ,*_, • ,* ____ ~~J. 
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C-3. Provide entry level requirements for occupations pertinent to this 
HQ/agency. Use bottom and back of the page if more space for recording 
answers is needed. (Note: The listed occupational categories may 
have several levels, each with different requirements. If so, attach 
job descriptions rather than try to record everything here.) 

1/ ~ ~' CJ 
<:<~~c, 

~ e' e rt-. ~~e <v~'S~o~ r~o' <vi-~ e~CJ \:)v:' 
'" Correctional 

Institution 
Administrator 

COnInunity 
Correctional 
Administrator 

Correctional 
Officers 

Counselor/ 
. 

Caseworkers 
-

Probation 
Officers 

Parole 
Officers 

Probation/ 
Parole 
Officers* 

*Use only if functions are combined. 
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C-4. For each pertinent occupation, how have entry level requirements 
changed over the last five years and how are they likely to change 
during the next five years? 

Ch t anges 1n requlremen s L· k 1 h 1 e y c anges 1n requ1re-
durinQ last five years ments in next five years 

Correctional 
Institution 
Administrator 

£onununity 
Correctional . 
Administrator 

Correctional 
Officers 

Counselor/ 
Caseworkers 

Probation 
Officers 

. 
Parole 
Officers -
Probation/ 
Parole 
Officers* 

*Use only if functions are combined. 

C-5. What have been the major factors leading to the changes made in 
entry requirements over the past five years (e.g., increased job 
complexity requires college degrees, shift from a "custody" to a 
Utreatment" philosophy)? ________ ., ________ _ 

C-6. What will be the major factors that will influence changes in entry 
requirements in the future? _______________ _ 

J 



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

Section D. Recruitment and Selection 

0-1. This chart deals with which correctional occupations are entry-level and have minimum educa
tional requirements for employment. Please complete this chart for your Department/Agency/ 
Facility. Check ( ,;) N/A if an occupation is not pertinent for your organization. 

Correctional Correctional Parole Probation Parole/ 
Officer Counselori Officer Officer Probation* 

Caseworker o N/A 
Officer o N/A o N/A D N/A D N/A 

Is position entry-level? DYes 0 No DYes D No DYes 0 No DYes D No DYes D No 
,,).. 

I 

Where do personnel filling o New Hires D New Hires DNew Hires DNew Hires DNew Hire~ 
these positions come from? D Transfers D Transfers D Transfers DTransfers DTransfers Check ( r ) all relevant 
categories. o Promotions D Promotions D Promotions D Promotions o Promotions 

Is there minimum education DYes 0 No DYes D No DYes D No DYes D No DYes 0 No -requirement? 

If Yes, please list education 
requirement and major field, 
if any (for example, high 
school diploma or G.E.D., 
master's degree--social work). 

Does selection involve a Civil 
Service type examination? DYes D No DYes 0 No DYes D No DYes 0 No DYes D No 

*Complete only if parole/probations functions are combined. 
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0-2.. What recruitin'g sources are used for securing candidates for vacancies 
in each of the pertinent occupations and which source is relied on 
most for each occupation? Check as many categories as necessary. 

Correctional 
Institution 
Admi n is tra tor 
Community 
Corr~ctional 
Administrator 
Correctional 
Officers c 

Counselor/ 
Caseworkers 

Probation 
Officers 

Parole 
Officers 
Probation/ 
Parole 
Officers* 

*Use only if functions are combined. 

Source 
Used 
t~ost 

0-3. (Answer only if colleges/universities checked.) Which subject matter 
areas or college programs furnish most of the candidates for vacancies 
(e.g., social work, psychology, criminal justice, counseling, etc.)? 

0-4. How have the recruiting sources changed over the last five years and 
how will they likely change during the next five? 

0-5. What major problems are encountered when recruiting candidates for the 
pertinent key occupations on the chart? 
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Section E. Promotion/Career Ladders 

E-1. If there is a formal career ladder for.any pertinent occupation, 
briefly describe the expected career progress for each occupation. 

Formal 
Ladder 
Yes No 

Correctional 
0 0 

, 
Institution 
Administrators 

Community 
0 0 Correctional 

Administrators 

Correctional 0 0 Officer 

Counselor/ 0 0 Caseworker 

Probation 0 0 -Officer 

Parole 0 D Officer 

Probation/ 
0 D Parole 

Officer* 

*Use only if functions are combined. 

Description of typical 
career proqression 

Ii 
{I) 

.- - - .- . 

". 
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E-2. What factors are used to determine eligibility for promotion 
within each pertinent occupation or to a new occupational position? 
Check as many as necessary for each occupation. 

VI 
s..c: Q) 
00 ~ c:: u c 
VI· .... 0 c: 4- 0 Ol ..... ~ 'r- ~ ..... 4- OJ,:::':; 0 'r- C 
> It! s..c: ~ O'r- C r- ~ 'r-s..:.-, o It! 0"1 s..1t! r-1tI:t5 C Other OJ,... 'r- c::: EE OJOJC::: OJEU 'r-
0.. It! C o It! 0.. 0.. >S-::::s It! 
:::I> OJC s-x ~xc OJ 0"0 s-
V'l LL.I V'> 'r- e.. LL.I I- LL.I ..... -J I.L. LL.I I-

Correc. lnst. 
.. 

Administrators 
Comm. Correc. 
Administrators 
Correctional . 

Officer 
Counselor/ 
Caseworker 
Probation 
Officer 
Parole 
Officer 
Proba./Parole 
O,fficer* 
*Use only lf functlons are comblned. 

E-3. What are the minimum standards for promotion within each perti
nent occupation? (Note: the listed occupational categories 
may have several levels, each with different promotional stan
dards. If 30, 'attach documents/descriptions if available 
rather than record everything here.) 

. ~. 

-~~ . .;.e . ,,0, "~~"!S- o~ . fU~ . v " -s." ..... <::- rz, ~ :<..'" ~r:u rz, -s.~ rz, ; 
~o.,fU <v?::,~. ~,~ ~ ..... ~ ~~<::-. ~fU'b-c.,"\'" ~~~~o <v+~ Other (specify) 

·CorTee. lnst. 
Adm'j ni strators 
Corom. Correc. 
Administrators 
Correctional 
Officer 
Counselor/ 
Caseworker 
Probatl0n 
Officer 
Parole 
Officer 
Proba./Parole 
Officer* 
*Use only if functions are combined. 

-~--. --.. -----------....:....--.-----'--'--------
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E-4. Who determines the standards for promotion (e.g., Civil Service; 
unions; local administrator, etc.)? 

E-5. How are the standards for promotion determined (e.g., by formal 
studies of other correctional systems; local committees, etc.)? 

(/ i" 

" 
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Section F. Voluntary Resignations/Retirements/Turnover 

F-l. Considering only the positions 1 isted below which are relevant to this Department, Agency, or 
Facility, please provide information on total separations and the number who resigned volun
tarily, retired, or left for other reasons during the two time periods indicated. 

Fiscal or Calendar Years End.ing as of 
, 1973 f ' 1974 (or most rece 

~ ~. 
...... 0 ,~ 

.,,0 .;,~ 
~ ~ 

~'? '? ,J7 ,'lr ~ ~ 
"'lr 

.~ ~ ~~ --.;~ 
'f;$. ,~ ...... o ~ ,.:::t.o ~ ,~."o ~ ~~ 
~q; 'lr1(,., g; o v;- c..,fli ",'lr 1(,., ~ .,,0 

~~. B B 0 .... 
~~ f ,'lr , . ~.~ ~ ,'lr (Notes) 

, 
~ .,,~ .~ .~ 

",'lr § ~'lr 'lr ~ ." §~, ~Oq;'? ;: --.; ~o ~ 1(,., 
~o ~c..,q; ~o ~ ~ ~~ 
I ~ ~ G.j 

Correctional Institution 
Admini.strators 

Community Correctional i\ • 

Administrators 
Correctional 

.-
Officer 

. Counselor/ 
Caseworker 

Parole 
Officer .. ~ 

Probation 
, 

Officer 
*Parole/ ... 

Probation Officer , 

*Complete only if the parole/probation functions are combined. 

nt)" ( 

i 

i , 
t~t1 
... ~ 
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F-2. What are the major underlying reasons for the turnover experienced in 
this Department/Agency/Facility? 

F-3. Will the turnover rate remain about the same, increase, or decrease 
over the next three years and why? 

o Same 

o Increase 

o Oecl~ease 

F-4. If there were a serious cutback °in funds (e.g., New York City) 
which of the pertinent key occupations would be most affected? 
What would be the major impact on the headquarters/agency? 

;; 
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Additional Information Needed 

In order to help us aomplete the National Manpower Survey~ it would 
be most helpful if we could get some additional information about this 
Department~ Agency~ or Faaility •. If possible and ,if available~ would you 
please include the following information with the completed survey form. 

• A aopy of the Department-wide~ Agency~ or Facility organizational 
chart. 

• A copy of the most recent Annual Report. 

• A aopy of the most reaent staffing documents and, if available,~ one 
or about five years ago~ which indicate the number of authorize,d 
positions in the Department/Agency/Facility for eaah job tit7,eand 
the number of actual positions filled. 

• A copy of the results OJ any study that might have been done in 
the last five years on turnover for correctional officers~ counselor/ 
aaseworkers~ parole officers~ 01' probation officers. 

Please return the completed survey form and the information listed 
above to: 

American Institutes for Research 
Nationa l Manpower Survey 
3301 New Mexico Avenue~ N. W. 
Wasnington~ D. C. 20016 

;. 

flo:. ; 
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I Nationa 1 ~1anpower Survey 
Corrections Team 

JUVENILE 
DEPARTMENTAL/AGENCY/FACILITY PERSONNEL SURVEY FORM 

This form asks for certain information about this Department/ 
Agency/FaciZity. Since the form is designed to be used ~ith aZZ 
ZeveZs of Corrections, you may find that some of the infozrmation I 
asked for is not reZevant to ~our Department, Agency, or FaciZity. 
Provide onLy the information that is pertinent to this specific I 
Department, Agency, or FaciZity. ! 

Individual to be contacted about this survey: ------------------------

Position: 

Telephone Number: -y--__ -;-

(area code) 

Name of Department/Agency/Facility: 

Address: 
Street 

City 
r 

State Zip Code 

NOTE: Sections A and B shouLd be conducted by personaL intervi~; 
the remaining sections, once expLained, can be compZeted by 
PersonneZ Department staff ~ith input from other departments 
as required. 

,. 
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Facil ities Adult # Juvenile # 

Maximum security 
0 institution 0 

Medium security 
0 0 institution 

Minimum security 
0 0 institution 

[KlA-3. At the end of the previous fiscal or calendar year (fill in appro-
priate date) ,19 ,approximately what percent 
of incarcerated residents \'Iere supervised (leave blank those categories 
not relevant): 

a.) in maximum security facilities 
b.) in medium security facilities' 
c.) in minimum security facilities 

Adult Juvenile 

% 
--.; --f% 
--.;% ----% 

--.;% ----% 

How many adults were incarcerated? _____________ _ 

How many juveniles were incarcerated? ___________ _ 

~A-4. Complete this item only if this Department/Agency/Facility super
vises probation and/or parole. As of the end of the previous 
fiscal/calendar year, what were the: 

number of paro1ees 
number of probationers 
number assigned to community facilities 

(halfway houses, group homes, etc.) 

Adult Juvenile 

> ~J 
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rAJ A-S. 

Status Off. 
Delinquent 

A-6. 

A-7. 

Total number of admissions, retentions, and releases by this 
department for 1973 and 1974. 

1973 1974 
Admiss. Retent. Release Admiss. Retent. Release 

What is the policy of this Department with regard to status 
offenders and delinquents? 

a. Are they housed in separate facilities (describe)? 

b. Are they separated from Adults and Adult facilities (describe)? 

If status offenders and delinquents are separated from ea'ch 
other and/or from adults, 

a. How long has this been the case? 

b. How has this been accomplished (building new facilities, 
mandated by law, etc.)? 
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Section B. Special Topics 

• EEO/Affirmative Action 

Is there any formal equal employment opportunity or affirmative 
action program directed at specific priorities in this headquar
ters/agency? 

o Yes (describe) _______________ _ 

o No (go to 2) 

Are there more minorities and/or women employed in the pertinent 
key occupations now as compared to, say, five years ago? 

a. [] Yes (go to 2b) 

[] No (go to next topic, Er7) 

b. Note: Ask for detailed data on the number of minority and/or 
women employed in each pertinent occupation for the 
years 1970 - 1975 (or as many of these years as possible). 

B-3. How has the program affected hiring policies and selection/promo
tion standards (e.g., emphasis of filling vacancies with blacks, 
women, etc.)? 

, 
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Has the program and/or the increased representation of minorities 
and women in the pertinent occupations affected' staff morale? 
If so, please describe, 

~B-5. Are minorities (including women) placed only in certain posts or 
facilities? If yes, why? _______________ _ 

B-6. Has the emphasis on minorities/women posed any special recruitment 
problems {e.g., ability to recruit in rura"' areas; competition for 
minorities with other employers, etc.}? 

." Unions/Civil Service " 

8-7. Which of the occupational categories (pertinent to this organiza
tion>are covered by union or other employee association, and 
which by Civil Service? 

Union ~ivil Service 
Correctional Institution 

0 0 Administrators 

Community Correctional 
0 0 Administrators 

Houseparent, Living Unit Staff, etc. 0 0 
Counselor, Social Worker, 

0 0 Case t1anager 

After Care Worker, Court Service 
Worker, Juvinile Probation/ 
Paro'] e Off; cer 

0 0 
, ~ 
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B-Sa. If UNION checked, answer #S--How has the union affected: 

a. Salaries 

b. Benefits 

c • Job Assignments 

d. Work Loads ,. 

.... Working Conditions ~. 

f. Promotion Pol ides 

g. Retention Policies 

h. Job Description 

i. 'Related new or 
Emerging Position 

j. Other (specify) 

.' 

b. What major factors \'1i11 determine whether unions influence ... /i11 
increase or decrease? ----------------------------------

~' . . . 
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B-9a. 

a. 

b. 

c. 

d. 

e. 

f. 

g. 

h. 

i. 

j. 

If CIVIL SERVICE checked, answer 9 - 11.' How has Civil Service 
affected: 

Salaries 

Benefits 

Job Assignments 

Work Load 

Working Conditions 

Promotion Policies 

Retention Policies 

Job Description 

Related New or ; 

Emerging Positions , 

Other (specify) , 

• 

b. What major factors will determine whether Civil Service influence 
will increase or deCI~ease (e.g. ~ major cutbacks in funds; push by 
unions to organize among state employers, etc.)? 

B-10a. About what percent of total employees have a type of Civil Ser
vice rating that precludes them from being terminated except for 
cause? % 
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. . 
I). About what percent of the pertinent key occupations have this 

type of Civil Service rating? 

Correctional Institution Administrator 

Community Correctional Administrator 

Houseparent, Living Unit Staff, etc. 

Counselor, Social Worker, Case Mgr. 

After Care Worker, Court Service 
Worker, Juv. Prob./Par. Officer 

---_....:% 

------.;% 

----~% 

% 
----~ 

% '-----

B-11. In general, how well has Civil Service facilitated the .acquisition 
and retention of personnel who are effective correctional workers 
(e.g., does it provide necessary f1exibil ity to meet new or changing 
needs; can one "get rid" of ineffective employees, etc.)? 

• Emerging Occupations 

0B-12. Are there any new, emerging occupations in this·headquarters/ 
agency which are becoming more prominent? 

DYes 

o No (go to' 13) 

a. What are 'they? __________________ _ 

b. Why are they emerging? _________________ _ 

/; 
) 
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c. How many people are involved? _____ ~-__ ----

d. What will be the major factors influencing the emerging 
occupations? ___________________ _ 

0B-13. Do any of the pertinent key occupations do things that are dras
tically.different than previously even though the titles are the .. same? If yes, , 

a. What occupations? _________________ _ 

b. What do they do that is significantly different from before? 

c. Why are they doing these things? ___________ _ 

• 

• Research/Special Studies 

0B-1~·. Does the Department, Agency, or Facility have a separate research and 
planning unit for special studies of different functions (for example, 
offender recidivism, community program success rate, parolee recidi
vism, etc.)? 

Yes -- No -- (go to &15) 

a. If yes, how many full-time equivalent staff (excluding clerical) 
were employed in this unit as of June 30, 1975? -------------
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b. If yes, where do the funds come from for this unit and what 
percent of suppoy·t do they represent? 

o Federal 
o State 
o County 
DCity 
D Combination (specify) 

--_....-:% 

------% 

------% 

------% 
------% 

c. If Federal checked, what Federal Agency provided the funds? 

8-15. Have there been any special studies conducted on personnel/man
power needs in this, headquarters/agency in the last five years? 

If yes, 

a. Who conducted the studies? 

b. What impact did they have? 

c. Are any similar studies contemplated for the future? 
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For purposes of this survey, the key occupations in corrections are 
described here. Since not aU key occupations may be relevant to -this Gpe
cific Department/Agency/Facility, provide information only on those "that are. 

"~ / 

Correctional Institution Administrator 

This is the highest level position with overall responsibility for the 
daily operation of a juvenile detention/treatment facility. Such a facility 
may be designated as a Learning Center or Youth Development Center, but 
regardless of terminology, the primary emphasis is upon treatment in a security 
setting. . 

.. 
Community Correctionul Administrator 

The position \'lith responsibility for overa11 delivery of services to 
juvenile offenders in a community or non-security setting. This position 
may be Director, Group Homes, or some similar title \'{hich indicates respon
sibility for treatment service delivery to juvenile offenders in minimal or 
non-security settings. 

Houseparent, Living Unit Staff, etc. 

Per~ons who have direct responsibility for the supervlslon and/or cus
tody of children in a juvenile facility. This basic line custody position 
may involve some opportunity for counseling, etc., but is mainly directed 
toward supervision of children and detention areas. 

Counselor, Social Worker, Case Manager 

Persons who are r'esponsi b 1 e for the "treatment" progr'dm for juveni 1 e 
offendel"s. Position probably entails counseling, record-keeping, coordination 
with youths' families, recommendution fo~' releilse from detention facility, 
etc. This basic casevlork position focuses primarily on treatment service 
delivery in a juvenile facility. 

After Care Worker, Court Service Worker, Juvenile Probation/Parole Officer 

Persons \'/ho are responsible for supervision of children in the community, 
either released directly by the courts or from a juvenile facility. This 
is the basic treatment/service delivery position in non-detention settings. 
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Section C: Employment Data 

• The chart belob1 asks for current, past, and projected employment for the entire Department, Agency~· 
or Facility and for the key corrections occupations. CompZete the sections b1hich are appropriate 
for this organization. 

• InfoP.mation for 1976 b1ill have to be your best possible projections. 

• If specific employment information is not available for 1973-Z975, please estimate and star (~) all 
such estimates. 

~-l. How many personnel were employed by the Department/Agency/Facility at the end of these fiscal or 
calendar years (fill in appropriate dates I>elow)? What is the position/inmate ratio for each year? 

___ ,1973 ___ ,1974 ___ ,,1975 ___ ,1976 

Total Department/Agency/ , 

Faci1 ity Staff 
No. of Ratio No. of Ratio No. of Ratio No. of Ratio 

Correctional Institution ·1 , 

Administrators . 

Community Correctional 
Administrators 

Houseparent,'Living Unit 
Staff, etc. 

Counselor, Social Worker, " 

Case r·1amiger 
After Care Worker, Court Servo 
~Jorker, Juv. Prob./Par. Off. 

J " 
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New Hires 

~-z. For each of the key occupations applicable to your Department, Agency, or Facility, please 
indicate the number hired during the time periods listed and the approximate percent of new 
hires who had previous experience in jobs similar to those for which they were hired. 

Fiscal or Calend.ar Year Ending as of 

.. 
, 1973 1 ,1974 (or most r 

A dO~~~/ /:/o~~1 ~ .... ~<:' A ~ :(.(1, ..... flI 
~'b ~ :t ~v:) 'b ~ ~ 

~,:(.e; ~ 9,e ~:~ e; ~<v~ <v~ ~ ..... , 

Correctional Institution 
Administrators 

Conmunity Correctional 
Administrators 

Houseparent, Living Unit 
Staff, etc. 

Counselor, Social Worker, , 
Case t1anager 

After Care Worker, Court Service 
Worker, Juvenile Probation/Parole Off. 

• 

ecent) 
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C-3. Provide entry ,level requirements for occupations pertinent to this 

HQ/agency. Use bottom and back of the page if more space for recording 
answers is needed. (Note: The listed occupational'categories may 
have several levels, each with different requirements. If so, attach 
job descriptions rather than try to record everything here.) 

. :or ~ ..... ' 
0 

~~~~o~ ~? ~ e< e rl-
o ~Clje ~o< ~1-~e~G f::l~ ~" ~~ 

Correctional 
Institution 
Administrator 

Conmunity 
,Correctional 
Administrator . "'.":1'\, ,,~'."'" .. ~ 

" 

Houseparent, 
Living Unit 
S~aff, etc. 

Counselor, 
Social Worker, 
Case Manager 

After Care Worke~ 
Court Serv.Worker, 
Juv. Prob./Parole 
Officer 

-----"--~~' '~-------- -.,~.., 
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C-4. For each pertinent occupation, how have entry level requirements 
changed over the last five years and how are they likely to change 
during the next five years? . 

. h C anges ln requlrements Vic 1 h 1 e y c anges ln requlre-
durinQ last five years ments in next five years 

Correctional 
Institution 
Administrator 

Community 
CO.rrec tiona 1 
Administrator -

• 
Houseparent, 

'L iYing Unit 
Staff, etc. 

Counselor, 
Social Worker, 
Case (·lanager 

After Care t~orker, .' 
Court Serv.Worke~ 
Juv. Prob./Parole 
Officer 

,-. 

C-5. What· have been the major factors leading to the changes made in 
entry requirements over the past five years (e.g., increased job 
complexity requires college degrees, shift from allcustody" to a 
"treatment" philosophy)? _____________ --. ___ - ___ 

C-6. What \'1ill be the major factors that will influence changes in entry 
requirements in the future? _________________ _ 

" 

. ~: ,,<::'d 

-~~~~~"_~"_'_',L •• ~. ".;~~~_,' .~.''''"'~:~ 

" 
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Section 0: Recruitment and Selection 

0-1. This chart deals with which correctional occupations are entry-level and have minimum educa
tional requirements for employment. Please complete this chart for your Department/Agency/ 
Facility. Check ( ,;) N/A if an occupation is not pertinent for your organization. 

Cori~ec tiona 1 Community Houseparent, Counselor, Aft. Care Wo 
, . Instituti on Correctional Living Unit Soc. Worker, Court Serv.W 

Admin. Admin. Staff, etc. Cas.e /·1anager· Juv. Probati 
Parole Offi o N/A o N/A o N/A o N/A D N/A 

Is position entry-level? DYes 0 No DYes 0 No DYes D No DYes D'No DYes D No 

Where do personnel filling o New Hires o New Hires D New Hires DNew Hires DNew Hires 
these positions come from? D Transfers o Transfers D Transfers DTransfers o Transfers 

rker;-~ , 
orker" 
on/ 
cer 

Check ( i ) all relevant 
categories. o Promotions o Promotions D Promotions o Pt'omot ions OPromQtions 

, 
Is there minimum education o Yes 0 No DYes 0 No DYes 0 No DYes D No DYes D No requirement? 

If Yes, please list education 
requirement and major field, 
if any (for example, high 
school diploma or G.E.D., 
master's degree--social work). . 

Does selection involve a Civil 
Service type examination? DYes 0 No D YesD No DYes D No DYes 0 No DYes D No 

" 

.~. ) 
, , 

. . . 
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0-2. What recruiting sources are used for securing candidates for vacancies 
in each of the pertinent occupations and which source is relied on 
most for each occupation? Check as many categories as necessary. 

Co'~rect i ona 1 
Institution 

, Administrator 
Community 

, Correctional 
Administrator 
Houseparent, 
Living Unit 
Staff, etc. 

Counselor, 
Soc. Worker, 
GaseHana er 
A.C. Worker, 
C.S. Worker, 
Juv. PIP Off. 

• 

Source 
Used 
r~ost 

0-3. (Answer only if colleges/universities checked.) Which subject matter 
areas or college programs furnish most of the candidates for vacancies 
(e.g., social work, psychology, criminal justice, counseling, e,tc.)? 

0-4. How have the recruiting sources changed over the last five years and 
how will they likely change during the next fiv~? 

0-5. What major problems are encountered when recruiting candidates for the 
pertinent key occupatiOhs on the chart? 

, ., 



Section E: Promotion/Career Ladders 

:',~:~~ 
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E-l. If there is a formal career ladder for any pertinent occupation, 
briefly describe the expected career progress for each occupation. 

Correctional 
Institution 
Administrators 

Corrmunity 
Correctional 
Administrators 

Houseparent, 
Living Unit 
Staff, etc. 

Counselor, 
Social Worker, 
Case Hanager 

After Care Worker, 
Court Serv.Worker, 
Juv. Prob./Parole 
Officer ~ 

Fonnal 
Ladder 
Yes No 

0 0 

0 0 

0 0 

0 0 

0 0 

Description of typical 
career proqression 

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

." 

..... ~.~ 

.. '< 'f .:,_~_~~~~~~~~~~~: i:~~~.~.·~.:,.'~.:~t~ll 
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E-2. What factors are used to determine eligibi1ity for promotion 
within each pertinent occupation or to a new occupational position? 
Check as many as necessary for each occupati.on. 

I/) 

~e QJ 
00 ~ c u c 
I/) -

0 C 4- 0 C) .,.. ...., .,.. ..:.:. .,.. 4-QJ":':' 0 .,.. e 
>ftS ~e ...., 0·", e ,.... ...., .,.. 
~;:, OftS 01/) ~1tS .-ltSftS e Other QJ.- .,.. 0::: EE QJQJO::: QJEU .,.. 
~ftS e 0.0 c..~ >~~ ItS 
;:,> QJe ~x >,xe QJO"C ~ 
en UJ en .,.. a.. UJ I- UJ·,.. ....J I.I..I.J.J I-

Correc .. lnst. 
Administrators 
Comm. Correc. 
Administrators 
Uouseparent, Liv. Unit 
Staff, etc. 

Couns., Soc. Worker, 
Case r·lanaqer 

After Care, Court 
Serv., Juv. PIP Off. 

E-3. What are the minimum standards for promotion within each perti
nent occupation? (Note: the listed occupational categories 
may have several levels, each with different promotional stan
dards. If so, attach documents/descriptions if avai1able 
rather than record everything here.) 

~~ ~~~. ~fQ ~ .~ 
fQ • ~ ..... ~ " ~ ore.. ..... e 

v ..... ~" ~ ~ ," ~flJ ~ ~ rt-
~~fQ ~~.::,. ,(,.;<'Ct '\. ..... ~ ~'Ct~ 4...Q.,~ c.,~" ~~~~o'~+~ Other (specify) 

Correc. lnst. 
Administrators 
Comm. Correc. 
Adm; n is tl'a tors 
Houseparent, Living 

, 

Unit Staff, etc. 
Couns., Soc. Worker, -
Case rl1anager 

After Care, Court 
Serv.,Juv. PIP Off. -

, . 
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E-4. Who detennines the standards for promotion (e.g., Civil Service; 
unions; local administrator, etc.)? 

E-5. How are the standards for promotion determined (e.g., by formal 
studies of other correctional systems; local committees, etc.)? 

1;5 .. 

n ~, 

".', 



, 

I 

i 

'~- -.-~- -.- ~- -.- - - - ".~ ': .• :: -0 'I - -.- ....... . 

(, 

f· 

Section F: Voluntary Resignations/Retirements/Turnover 

[BF-1. Considering only the positions listed below which are relevant to this Department, Agency, or 
Facility, please provide information on· total separations and the number who resigned volun
tarily, retired, or left for other reasons during the two time periods indicated. 

Fiscal or Calendar Years Ending as of 

," 

, 1973 , 1974 (or most recent) 
~.~;;;;;;;~~-

Correctional Institution 
Administrators 

Community Correctional 
Administrators 

Houseparent, Living 
Unit Staff, 

Counselor, 
Social Worker, 

After Care Worker, Court 
Service Worker, Juv. 

(Notes) 

• 

.~ , 
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" 'I ~ 

. . J'- ' .• ,~j 



:'1" 
1> 

. .. 
.. ," 'I~' 

I; 

I 
I 
',I 
I 
I 
I 
I 
I 
I 
,I 

~ ./ ~ 

I 
I 

() 

'\~ 

I 
"I 
I 
'·1, 

'f]F-2. 

-tl-3. 

What are the major underlying reasons for the turnover experienced in 
this Department/Agency/Facility? 

Will the turnover rate remain about the same, increase, or decrease 
over the next three years and why? 

o Same 

o In.<;rease 

o Decrease 

If there were a serious cutback in funds (e.g., New York City) 
which of the pertinent key occupations would be most affected? 
What would be the major impact on the headquarters/agency? 

," 
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Additional Information Needed 

In order to heLp us compLete the NationaL Manpower Survey, it wouLd 
be most heLpfuL if we couLd get some additionaL information about this 
Department, Agency, or Facility. If possible and if avaiLabLe, would you 
pZease incLude the foLLowing information with the completed survey form. 

• A copy of.the Department-wide, Agency, or FaciLity organizational 
chart. . 

• A· copy of the most recent AnnuaZ Report. 

• A copy of' the most recent staffing docum~nts and, if avaiZabLe, one 
of about five years ago, which indicate the number of authorized 
positions in the Department/Agency/FaciLity for each job title and 
the number of actuaZ positions fiZZed. 

• A copy of the resuLts of any study that might have been done in 
the last five years on turnover for correctional officers, counseZor/ 
caseworkers, paroZe officers, or probation officers • 

. Please return the compLeted survey form and the information listed 
above to: 

American Institutes for Research 
Nationa l Manpower Survey 
3301 New Mexico Avenue, N. W. 
Washington, D. C. 20016 

• 
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EXECUTIVE INTERVIEW 
for 

State Headquarters Locations 

1a. What are your department's most important manpower problems, i.e. what 
are the significant manpower needs in your department today? 

lb. What about manpower needs in future years? 

2a. What are the significant training and education needs in your department 
today? 

2b. What about training and education nees in the future? 

3. If you had 10% more funds, how would you use the money? 

4. What are the obstacles to more adequate funding? 

5. Why has your state been successful in establishing some programs rather 
than others? 

6. What changes would you suggest in the LEAA policies on funding? 

Para E of the Act (comm. based) 
Continuity 
Fragmented 
Program emphasis 

7. How about LEAA policies on training and education? What should be given 
priority? 

8. Do you have problems in retaining personnel, i.e., too much turnover? 
If so, why? .. 

9. Are the career ladders satisfactory to meet the needs of all your personnel? 

10. How will the work change five yea~s from now? Do you expect any difficulty 
in getting the type of people you will need? 

11. How about the amount of priority given to your department? Is it lower than 
you think it should be? What would have to change in order to get more 
priority? 

!.·Re~. 10/20/75 
,f .. :';,;" 
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12a. (For Adult Corrections Only) 
Do you have any plans to convert the jails in your state into correctional 
institutions rather than, warehouses? {If Yes} What stanaaras would be . .: 
changed, if any? 

• 
12b. {For Juvenile Corrections Only} 

What impact do you think that the Juvenile Delinquency Act of 1974 will have 
upon your programs? 

13 •. {For Corrections Only} 
How about the number of appeals to courts regarding correctional procedures? 
Is the trend up? 

14. How about your relationships with law enforcement agencies? To what extent 
are their decisions influencing your decisions, and vice versa? 

15. How about your relationship with the judicial system? To what exten~ are 
their decisions influencing your decisions, and vice versa? 

16. Which organizations or groups outside of the criminal justice system have the 
most influence on your plans? 

17. What, realistically speaking, could LEAA do {or not do} that would help 
you the most in solving the problems of your department? 

18. Are the available managemen,t training programs adequate to meet your needs? 
What are their strengths and weaknesses? How could these weaknesses be 
overcome? 

19. What programs in your state do you think should be adopted by similar 
de~artments in other states? 

20. The information we are collecting here today about manpower and training 
and education will ultimately be transmitted to LEAA as well as to the . 
Congress. Are there any other problems or policy issues that you think 
should be called to our attention? 

.. 
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EXECUTIVE INTERVIHJ FOR AGENCY AD~lINISTRATORS 

Title ________ ~----------------
Locati on, __________________ , ____ _ 

Give introduction, describing goals of study, reason for agency selection, 
and purpose of this interview. 

1. In your judgment, do you now have any critical manpower shortages? 

( ) Yes 
( ) No (Go to Question 8) 

2. In what personnel categories do you have shortages? (Probe especially 
for the key occupational categories.) 

AF 903 
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3. Which of the following conditions characterizes these shortages? 
{Check as many as apply} 

( ) Present staffing levels are below optimum levels* 
( ) Present staffing levels are below authorized levels 
( ) Present staffing levels are below the absolutely minimal levels 

necessary for adequate service to the public 
( ) All the above* 

*If checked, ask what thi optimum level would be in his/her opinion. 

4. How long have these shortages existed? 
Since 19 

5. What are the causes of these shortages? (Probe re increasing work load, 
budget cutbacks, turnover, etc.) 

6. Hhat effects within and outside your agency have these shortages had? 
(Probe re cutbacks in services, community dissatisfaction, staff morale, 
curtailment of training activities, etc.) 

> , 
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7. Are there any current efforts to reduce these shortages? 

( ) No 
( ) Yes. What? 

8. Do you predict critical manpOl'Jer shortages in your agency five years 
from now? (Check as many as apply.) 

( ) Yes* 
( ) Yes, present shortages will continue 

( ) Yes, present shortages will even worsen 

( ) Yes, new shortages will arise 
( ) No 

*Specify the occupations where shortages will arise. 

I. 9. Hhat is the basis for your prediction? 
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10. In your opinion, are personnel hired at the entry level 
than those entering five years ago? 

( ) Better (Probe re reasons) 
( ) Poorer (Probe re reasons) 

-. 

11 . Are there any cri ti ca 1 tra; n; ng needs ; n your agency? 

) Yes (Probe re details) 
) No 

better qualified 
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12. Do you think the work of this agency will change within the next five 
years? 

( ) Yes (Probe re changes in role, functions, etc.) 
( ) No 

13. If you were to receive a 10% increase in your annual budget for the 
next fiscal or calendar year and could spend it however you chose, how 
would you spend it? 
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14. The state and federal governments spend a great deal of money on training 
and education. Do you think the payoff could be increased by changing 
the way these doll ars are spent and, if so, hO\,I? 

{ } Yes 
( ) No 

-GIVE AGENCY ACTIVITY PROFILE HERE-

15. Of these activities (variables/innovations). which do you think will be 
the most important in the next 10 years? (Probe re reasons and forces/ 
counterforces affecting activity.) 

(If time permits, use appropriate forces and counterforces questions from 
the planning interview.) 
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PLANS FOR INTERVIEW WITH CHIEF OF THE PLANNING STAFF 
AT STATE ADMINISTRATIVE OFFICE LOCATIONS 

The following steps must be followed in sequence: 

STEP 1 is to read or skim the SPA plan for the state. To some extent, you 
should familiarize yourself with other administrative locations besides the 
one you are going to visit so you can discuss the interface between depart
ments. 

STEP 2 is to contact the office and obtain descriptions of the history of 
the department, its present status and budget, and future plans. (The adminis
trative office plans are usually different from the plans cnntained in the 
SPA plan. The typical SPA plan is a collection of grant requests for a one 
year period, whereas the typical departmental plan contains five year pro
jections.) 

, 
STEP 3 is to read or skim the materials collected in Step 2. 

STEP 4 (after your arrival on site and a briefing of the people involved) is 
to ask the planning director what additional things you should look at before 
you conduct the interview with the planning staff. 

STEP 5 is to read or skim the additional materials suggested by your contacts. 
Take notes and complete as much of the questionnaires as you can without 
bothering people. (Verify ihformation as necessary later during the interview.) 

STEP 6 is to conduct the attached interview with the Chief of the Planning 
staff and/or his designated representatives. 

PLEASE NOTE: 

IF YOU CANNOT FOLLOW ALL OF THE STEPS DESCRIBED ABOVE IN THE SEQUENCE INDICATED, 
YOU ARE NOT ADEQUATELY PREPARED FOR YOUR INTERVIEW, AND THE INTERVIEW SHOULD 
BE POSTPONED. 

'1sed 10/13/75 



I INTERVIEW WITH PLANNING DIRECTOR 

I 
· Provide additional briefing for those present, if required. 
• Ask any questions that may have occurred to you based upon the material you have 

just read. {Be certain that you understand the future plans for the state in this area.} 

I · Having followed up on your review of the written materials, ask the following questions 
in the sequence indicated. If a,questions is considered to be adequately answered by 
your notes or by one of the written documents you have obtained, skip that questions 

II and indicate where the relevant information can be found. 

1. How is the planning group organized and staffed? 

I Probes: To whom does it report? 
How many personnel? 
What kinds of experience do they have? 
(Collect organization chart and job descriptions if they are available.) 

2. How are long range plans made in the department? 

Probes: How are problems and objectives defined? 
Who decides what should be done, i.e. who needs to know what for 

planning purposes, i.e. what kind of information do you collect? 
What kinds of decisions needs to be made? 
To what extent does your department engage in manpower planning? 
Which organizations or groups outside the system have the most influence 

on your plans? ' 
Which criminal justice organizations outside your department have the 

most influence on your plans? 
How is progress towards objectives determined? 
To what extent is planning area-specific? 

urban vs. rural-
SPA regions 
departmental agencies 

How are plans integrated with the plans of other departments? 
What legislative changes or court decisions are exptected to influence 

your plans during the next few years? 
3. What is the history of the department with respect to staffing ratios? 

Probes: What is the staffing ratio now for key classes of personnel (.e.g., 
ratio of correctional officers to inmates, number of judges per trial, 
number of law enforcement officers per capita). 

Have these staffing ratios changed at all during the past five years? 
If so, how? 

Why did these changes take place? 
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Are these staffing ratios expected to change in the near future. 
Why are these changes liR'ely to take place? 

If so, how? 

1 
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4. How have federal and state standards and goals influenced your plans? 

-5. Have any other policy decisions by state and federal agencies had an 
important influence upon your plans? 

NOTES TO INTERVIEWER 

Conduct the activities checklist analysis at this point, using pre
scribed procedures and forms. After fin:ishing, select three high priority 
activities from among those designated with an asterisk on the activities 
checklist: one. in each of the following rating categories: 

1-3 Activities that have already been adopted 
4-5 Activities that the agency would like to adopt in t~e 

future 
6-8 Activities that the agency is not likely to adopt 

Your selection should consider the need for information about each item. 
If we already have several forces and counterforces analyses for activity 
17, but we do not have any forces and counterforces analyses for activity 
19', you should select activity #9. 

______ ---:Starred activity with a rating value of 1-3 

______ ---:Starred activity with 'a rating value of 4-5 

_______ S.tarred activity with a rating value of 6-8 

If no starred activity exists in the rating cat~gory indicated, select 
one of the unstarred activities that seems of most interest to us. If 
there are no activities with that rating value, ask for an activity of the 
type wanted, i.e., "Is theO! some new activity or innovation that your 
agency would like to adopt in the future that is not listed here?" Record 
the names of the activities above. Having selected the three activities, 
go on to ask the remaining questions. 
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6. For the starred activity that has already been adopted (rating values 
from 1~3) ask the following questions. 

6a. What circumstances or events made your agency decide to adopt 
__________ (insert name of activity)? 

6b. Were any obstacles encountered when the 
(insert name of activity) was establishe'"'j'd~?-------

(If Yes) How were these obstacles overcome? 

6c. Were there any other considerations which influenced the people who 
made the decisions? 

Probe for: cost considerations 
staffing considerations 
laws and court decisions 

, public opinion 
pressure from other agencies 
the press 
other advantages and disadvantages of the activity 

6d. What, if anything, did the agency have to give up or change in order to 
establish this activity and make it work? 

Probe for personnel implications 
manpower implications 
T&~ implications 

7. FOR THE STARRED ACTIVITY THAT THE AGENCY WOULD LIKE TO ADOPT IN THE 
FUTURE (RATING VALU~S 4-5), ASK THE FOLLOWING QUESTIONS: 

7a. Why would you like to adopt this ________ (activity)? 

7b. What are the obstacles that have prevented you from doing this before? 
(If obstacles are listed) 

How could these obstacles be overcome? 
'7c. What are. the key variables that will determine whether this 

__________ Cactivity) is adopted or not? 

Probe for: cost considerations 
external influences 
staffing considerations 
laws and court decisions 
public opinion 
pressure from other agencies 
,the press 
other advantages and disadvantages 

1 
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7d. What, if anything, \'/ould the agency have to give up or change in 
order to establish this activity and make it work? 

Probe for: personnel subsystem implications 
manpower implications • 
TIE implications 

S. FOR ONE STARRED ACTIVITY THAT THE AGENCY WILL NOT ADOPT (RATING VALUES 
6-S), ASK THE FOLLOWING QUESTIONS 

Sa. Were there~ or are there, pressures from any source for you to 
adopt this activity? (What) 

Sb. Were there, or are there, pressures against adoption of this 
. activity? (What) (1'" 

'\ 
'\ 

Probe: cost consider~tions 
staffing consilderati ons 
external influences 
laws and court decisions 
publi.c opinion 
pressure from other agencies 
the press 
other advantages and disadvantages 
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National Manpower. Survey 
ACTIVITIES CHECKLIST 

A number of trends, activities, or experimental programs have been "tried in the law enforcement and 
criminal justice field in recent years. We would like your opinions on whether some of these things are being 
done or should be done at your agency. Use the scale shown below to answer the questions about the various 
activities described. 

1 = Yes. Will definitely c9ntinue to do this 
2 = Yes. Will continue to do this if funds are available • 
3 = Yes, but uncertain whether we will continue to do this." 
4 = Not yet, but plan to do ·this in the near future 
5 = No. Would like to do this but have not been able to. 
6 = No. No plans to do this. Uncertain of the value. 
7 = No. Have tried it and dropped it. 
a = No. It is not suitable here. 
9 = Don't know anything about it. 

'We are also interested in probable changes. Durina the next five years, what can you realistically expect? 

+3 = Increased activity will be dramatically more than it is now 
+2 = Increased activity will be somewhat more than the increase in workload 
+1 = Increased activity will be proportional to workload increases 

. 0 = No increase in activity of this type is expected, ev~~ if the workload increases 
/ 

-1 = There will be a mild decrease in activity of this ty'pe 
-2 = There will be a considerable decrease in activity of this type 
-3 = Activity of this type will be dropped 

. AF 202 



Probability S-year 
Does this Department have or use? Change Notes Rating Rating 

*1. Contract purchases for testing, counseling, urinalysis, etc.? . 

" 

2. Presentence reports? 

3. Consultations with judges about cases? 

4. Appearing in court and performing court related activities? 

S. Post sentence reports for review of sentence or recommendations for 
early parole? 

" 

6. Communicating or coordinating with other government departments? 

7. Liaison and coordination with local public welfare agencies? 

• 
"-... 

*Activities'associated with correctional variables/innovations being studied in greater detail. AF202 
--'-'R=cev"-'--.----'1--=cO/.--'2=0I'--'-7-"-.S _____ ------ -----------------------~--~~~-~-----~-~-----
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- - - - - - - _Viti~st ftultl!e,H!!arteP - - - - - -
Probability 5-year 

Does this Department have or use? Change Notes Rating Rating 

8. Liaison with private agencies that provide services to parolees? . 

9A. Intensive probation supervision? 
0 

98. Intensive parole supervision? 

9C. Family counseling as opposed to individual counseling? " 

lOA. Mutual agreement programming (contracts) of requirements for release 
or parol!!? . 

". 

lOB. Job Development and Job Placement Units? ~ 

, 
11. Case services money for probationers and parolees? 

12. Specialized counseling/therapy prog~ams supervised by 
parole staff (i.e. family counseling, drug therapy, etc.)? 



- - - - -- .vitPsP1st Prldu1t.le .uartP 

Does this Department have or use: 

13. Legal defender services for parolees? 

14. Family services for families of probationers, parolees, and people 
under court orders (non-support cases, desertion, paternity cases,etc)? 

15. Independent analysis of violation of parole reports in order to 
ensure equity in parole officer recommendations before submission to 
Parole Board? 

I Probabi11 tyl 5-year Change 
Rating Rating 

- - -.- -.-
Notes 

------------------------------------------------------+-------~-----+--------------------------------------
16. Regional locati9n for service-delivery? 

17. Training and supervising volunteers who are providing casework or 
resource services? 

18. Paraprofessional or caseworker aides to assist professional staff 
in adm.inistrative functions? 

'*19. Community Resource Development Specialists or Unit? 

~'. 



- - -
Probability 5-year 

Does this Department have or use: Change Notes Rating Rating 

"20. Ex-offenders employed in Parole Officer positions? . 

21. Expanded career ladders and job progression opportunities for counselors, 
court service workers, and paraprofessionals? 

22. ~n-service training programs and activities? 

23. Preservice training programs or activities? 

24. Outside consultants who conduct inservice training or 
development? 

-

25. Evaluative or applied studies requiring the skills of a resercher? 

. I I, 

26. Systematic long range plans based upon data 'collection and analysis? 

- ) 

1 
----------------------------------~---
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Does this Department have or use: fProbabiltty Change Notes Rating Rating 

27. Public relations and public information programs? 

28. 28. Communicating or coordinating with members of the state legislature? 

"" 
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National Manpower Survey 
ACTIVITIES CHECKLIST 

A number of trends, activities, or experimental programs have been tried in the law enforcement and 
criminal justice field in recent years. We would like your opinions on whether some of these things are being 
done or should be done at your agency. Use the scale shown below to answer the questions about the various 
activities described. 

1 = Yes. Will definitely continue to do this 
2 = Yes. Will continue to do this if funds are available. 
3 = Yes, but uncertain whether we will continue to do this. 
4 = Not yet, but plan to do this in the near future 
5 = No. Would like to do this but have not been able to. 
6 = No. No plans to do this. Uncertain of the value. 
7 = No. Have tried it and dropped it. 
8 = No. It is not suitable here. 
9 = Don't know a.~ything about it. 

We are also interested in probable chanqes. Durinq the next five years, what can you realistically expect? 

+3 = Increased activity will be dramatically more than it is now 
+=2 = Increased activity will be somewhat more than the increase in workload 
+1 = Increased activity will be proportional to workload increases 
o = No increase in activity of this type is expected, even if the workload increases 

-1 = There will be a mild decrease in activity of this type 
-2 = There will be a considerable decrease in activity of this type 
-3 = Activity of this type will be dropped 

AF 201 



- - - - - - - - - - - - -d 1 Activities List for A u t Correctional Headauarters 

Probability S-year 
Does thi s Department have or use: Rating Change 

Rating 

l. Bed space in maximum security institutions? 

2. Bed space in medium security institutions? 

3. Bed space in minimum security institutions? 

4. Bed space in small community-based correctional facilities for 
sentenced offenders? 

SA. Special centers for prerelease counseling and assistance? 

*SB. Work release, education release, and counseling centers 
for offenders still serving a sentence? 

SC. Halfway houses for parolees administered under contract to or through 
direct supervision by the Department? 

*6. Other community based programs?(specify) 

-' 
7. Coeducational institutions? 

*Activities associated with correctional variables/innovations being studied in greater detail. 
Rev. 11/4/75 
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- - - - - -
Notes 
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Does this Department have or use: 

- - Ac.es .for .cor"ona1.QUarPrPl 
Probability 5-year 

Change 

8. Reception and Diagnostic activities? (centralized or decentralized?) 

9. Crisis intervention centers inside maximum security institutions (e.g. 
psychiatric counseling). 

lOA. Psychiatric services (other than diagnostic or crisis intervention)? 

Rating Rating 

- - - - - -
Notes 

------------------------------j-----j----t-----------------.~-- -.-.. ---
lOB. Family counseling as opposed to counseling of individuals? 

11. Treatment services other than psychiatric or diagnostic? 

12. Vocational Education Programs administered by outside agencies under 
contract to the Department? 

13. College courses for inmates inside institutions? 



- - - - - - -------Activities List for Adult Correctional Headquarters - - - - - -
Probabi 1 ity 5-year 

Does this Department have or use: Rating Change Notes 
Rating 

14. Basic literacy programs for people who can't read or write? 

15. Pay for people who go to school at rates equivalent to institutional 
jobs? 

16. Consideration of vocational applicability in the design of 
institutional work programs? 

"'17. Work Release Programs? 

k18 . Study release programs? 

. ---19. Weekend Furlough Programs? 

20. Emergency furlough programs? 

, 

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



-'- - - - - - Act~es L~or A~corr~nal !!I!!uart"'" - - - - - -Probability 5-year 
Change 

Rating Rating 
Does this Department have or use? Notes 

------------------------------------------~~=====---=.--=--~~~----~-.---,----_+------4---------------------------------------------
21A. Mutual agreement programming of institutional programs? 

21B. Mutual agreement programming (contracts) or requirements for release on 
parole? 

---1.. _____________ ~-------_+---+_--+__-------------------,-

22. Positive incentive programs in institutions (other than Mutual 
Agreement Programming and other than credits for good behavior)? 

-----------------------------------------\---------\-------f--------------------------------.------- '- _ ..... ----
23. Specialized counseling/therapy programs for drug offenders in 

institutions? 

--------------------- -, - - ., ---.. -.. - --
24. Offender job development and Job Placement Programs? 

- .•. _-----._-------_._, -'--

-----------------------+---+---+---------------------------
25. Ombudsmen in institutions? 

-~------------------------------------------------~------4_----~--------------------------------------
26. An independent or quasi-independent Grievance Review Committee 

for inmates: 

-------------------------------------------------~~------+_----4_---------------------------------. . 
27. Leqal ~eryices for civil cases of inmates? 

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

o 



- - - - - - - - - - - - -
Does this Department have or use: 

Activities List for Adult Correctional Headquarters 

Probability 5-year 
Change 

28. Volunteers under the supervision/coordination of Department or facility 
staff (i.e. a comprehensive volunteer program with training, some 
supervision, etc.)? 

29. Correctional intern programs? 

Rating Rating 

- - - - -
Notes 

--------------------::------f-----jf---+-.----------.------------
3~. Programs for training correctional officers to be counselors? 

31. In-service training programs or activities? 

-----------------------------------------------~~------+----~---------------------.--.--------
32. Preservice training programs or activities? 

33. Use or outside consultants to provide in-service training services? 

34. Research and Planning Unit? 

-



- - - - -... -------Activities List for Adult Correctional Headquarters 

Does this Department have or use: 

35. On-line computer system for retrieving up-to-date information about 
offender backgrounds? 

36. Evaluative or applied studies requiring the skills of a researcher? 

37. Systematic long range plans based upon data collection and analysis? 

38. Public relations and public information programs? 

39. Consultations with lawyers regarding legal precedents and lawsuits? 

40. State subsidies of local government probation and community 
treatment programs? 

41. Jail Inspection Program? 

Probability 5-year Change 
Rating Rating 

- - - - - -
Notes 

<II. 



-" - - - - - ------5-year " 

Does this Department have or use? 
Probabil i ty Change Notes 

Rating Rating 

42. Communicating or coordinating with other government departments? 

43. Communicating or coordinating with members of the state 
legislature? 

,I 
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Nati ona 1 Manpowel~ Survey 
ACTIVITIES CHECKLIST 

A number of trends, activities, or experimental programs have been tried in the law enforcement and 
criminal justice field in recent years. We would like your opinions on whether some of these things are being 
done or should be done at your agency.' Use the scale shown below to answer the questions about the various 
activities described. 

1 = Yes. Will definitely cQntinue to do this 
2 = Yes. Will continue to do this if funds are available. 
3 = Yes, but uncertain whether we will continue to do this. 
4 = Not yet, but plan to'do this in the near future 
5 = No. Would like to do this but have not been able to. 
6 = No. No plans to do this. Uncertain of the value. 
7 = No. Have tried it and dropped it. 
a = No. It is not suitable here. 
9 = Don't know anything about it. 

We are also interested in probable chanqes. Durina the next five years, what can you realistically expect? 

+3 = Increased activity will be drama~ically more than it is now 
+2' = Increased activity will be somewhat more than the increase in workload 
+1 = Increased activity will be proportional to workload increases 
o = No increase in activity of this type is expected, even if the workload increases 

-1 = There will be a mild decrease in activity of this ty-pe , 

-2 = There will be a considerable decrease in activity of this type 
-3 = Activity of this type will be dropped 

• 
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- - - - - - - - - - - - -
Does this Department have or use: 

Activities List for Youth Corrections Headquarters 
5-YEl,ar 

Probability Ch1nge 
Rating Rating 

1. Bed space in residenth1 secure settings? 

*2. Separation of detention facilities for juveniles and adults? 

*3. Separation of status offenders from juvenile law offenders? 

*4. Closing existing juvenile institutions and replacing them with group 
homes or non-residential alternatives? 

.. 
5. Coeducational secure settinqs not in institutions? 

-
*6. Group homes under contract or direct supervision of the department? 

*7. Purchase of non-res'identi a 1 treatment services (other than psychi atri c 
or diagnostic)? ' 

*Activities associated with correctional variables/innovations being studied in greater detail. 
Rev. 11/4/75 

- - - - - '-
Notes 

,,' 

AF 203 



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

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





- - - - - - - - - - - - -
Does this Department have or use: 

Activities List for Youth Corrections Headquarters 

Probability 5-year 
Change 

8. Youth service bureaus that arrange for (or provide) counseling and 
delinquency prevention services on request? 

9. Crisis intervention programs other than Youth Service Bureaus or 
Intake Screening? 

10. Community programs designed to he1p prevent delinquent activity 
(other than Youth Service Bureaus)? 

11. Alternative Schools for adjudicated offenders and children diverted from 
the court? 

12. Counselors who visit children during the day at their homes? 

13. Regionalization of residential detention centers for youth? 

14. Diversion prior to intake into the detention system? 

Rating Rating 

- - - - - -
Notes 

.-- ---.---------------------~-___ '__ ___ I__ _ __JL_ __ _'__ ________________ _ 

*Activities associated with correctional variables/innovations being studied in greater detail. 



,- - - - - - - - - - - - - - - - - - -Activities List for Youth Corrections Headquarters 

Probability 5-year 
Does this Department have or use: Change Notes Rating Rating 

15. Pretrial diversion of juveniles during or after intake? 

16. Adjustment of minor complaints by arbitrators (community arbitrator 
programs)? 

. 
17. Diagnostic activities (centralized or decentralized)? 

/" - - -- '- ----,- -- --- ._, , 

18A. Intake screening activities. centralized or decentralized (other 
than diagnostic)? 

For detention purposes? 
, 

" -.... ~=-=---:-..;:;:-:.~~~"-
For court referral purposes? 

.. ~ --- .---. . -.-.-
18B. Twenty-four hour intake services? 

19. SheUer care (temporary care in an unrestricted facility) for 
detention purposes preadjudication? 

'" 
20. Foster care (post adjudication? 

-



.- .- - - - - - -. - - - - -
Does this Department have or use: 

Activities List for Youth Corrections Headquarters 

Probability 5-year 
Change 

Rating Rating 

'21. Other community-based alternatives for status offenders? (specify) 

'22. Other community-based alternatives for delinquents? (specify) 

_ 4 

23. Community release programs for education and treatment services? 

24. Community release programs for work placement purposes? 

25. Psychiatric Unit or Services (other than diagnostic)? 

26A. Team concept of caseToad supervision/treatment? 

26B. Family counseling as opposed to the counseling of individuals? 

- - - -
Notes 

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

-



. - - - - - - - - - - - - - - - - - -. -
Activities List for Youth Corrections Headquarters 

Probabil ity 5-year 
Does this Department have or use: Rating Change Notes 

Rating 

27. Positive Incentive Programs in ins tituti ons? 

28. An independent or quasi-independent Grievance Revie\~ COlllnittep 
for juvenile institutions? 

29. Ombudsmen in juvenile institutions? 

. . . 
~O. Volunteers under' supervision/coordination of Department or facility 

staff (i.e. comprehensive volunteer program with training, some 
supervision, etc.) 

3l. Preservice training programs or activities? 

~ 

32. In-service training programs or activities? 

\ ., 

33. Use of outside consultants to provide in-service training services? 

-_ ..... _---- ..... - . .. 



""-

. .. 

- - - - - -
Does this Department have or use: 

- - - - - --Activities List for Youth Corrections Headquarters 

Probability 5-year 
Change 

Rating Rating 

34. Evaluative or applied studies requiring the skills of a researcher? 

35. Systematic long range plans based upon data collection and analysis? 

36. Public relations and public information prog,·ams? 

- - - -
Notes 

£«------~---------------.--------------------------~~----------+---------~------~--------------------------------------------
37 . State monitoring of jail and detention facilities for juveniles? 

38. Consultations with lawyers regarding legal precedents and lawsuits 
(own staff or outside)? 

39. State subsidies to local communities for providing juvenile 
services of various kinds? 



.- - -- --------- .. ---- -
Number Number 

_p_re_t_r_i_al _____________________ ---;...;..C_hl_· 1 d_re_n.....I>I_o_ 1~ _________ • ___ C_h2_1_dr_e..n_i.n_5_v_e_ar_s __ I _________________ _ 

Secure Detention (Secure Setting) 

Shelter Care (Secure Setting) 
-------------_._--------

Foster Care 
-------------------------"---'-- -.----- .. ---- - ---- --- --- ---------------
Mentor Programs 

-:-:-t-:-~m-:-e-a-lt-h-fa-c-i-l-it-y---------------T~~::~~=::: ~~:~~.:~::=:::: ... ::= =~ __ I~-·------, , -r -
'-Po_'s'-'t_A'-'-d-"j'"""u_dl_·c~a_tl_'·o_n ______________ . ____________________________________ . ____________________________ ~ .. ~.----------

Intensive Care (Secure Setting) 
------------------.--------------- ---------- ---------.- ----------- f-----------~--------
Group Home 
--------------------------------.-------_._- ... _--_ ...... __ .. ----.------- ---------.---
Boarding School 

------. -_ .... _-._-- --- .-._---------------+-----------------------
Foster Care 
-----------------------1---.. ----------- - .... ----.--------.------.. -
Tracking (informal probation supervision) 
--------------------------+----------------------------------------------------
Other non Residential 
------------------------t--------- -------- --.-.-----...:..f------
Not in program but on caseload (informal supervision) 
------------------------·-r-------------- ------. ~-------r·----------------------
Mental health facility 

Alternative schools (non-residential) 

.~ 
j 



""4~OO~ _ _ _ _ _ 
{ExP. 77m - - _ _ ~uv -e~ca 

National Manpower Survey 
ACTIVITIES CHECKLIST 

A number of trends, activities, or experimentai programs have been tried in the law enforcement and 
criminal justice field in recent years. We would like your opinions on whether some of these things are b~ing 
done or should be done at your agency. Use the scale shown below to answer the questions about the various 
activities described. 

1 = Yes. Will definitely continue to do this 
2 = Yes. Will continue'to do this if funds are available. 
3 = Yes, but uncertain whether we will continue to do this. 
4 = Not yet, but plan to ¢o this in the near future 
5 = No. Would like to do this but have not been able to. 
6 = No. No plans to do this. Uncertain of the value. 
7 = No. Have tried it and dropped it. 
S = No. It is not suitable here. 
9 = Don't know anything about it. 

We are also interested in probable chanqes. Durino the next five years, what can you realistically expect? 

+3 = Increased activity will be dramatically more than it is now 
+2 = Increased activity will be sorrh~\,/hat more than the increase in workload 
+1 = Increased activity will be proportional to workload increases 
o = No increase in activity of this type is expected, even if the workload increases 

-1 = There will be a mild decrease in activity of this ty'pe 
-2 = There will be a considerable decrease in activity of this type 
-3 = Activity of this type will be dropped 

AF 204 



- - - - - - - - - - - - - - - - -
Does this Department have or use: Notes 

-----------------------------------------------. 
*1. Contract purchases for testing, counseling, urinalysis, etc? 

--._-----------------------------+--_._-.. - -. ------ - ----- --- -------------------------------
2. Predisposition reports? 

------------------------------------- ------.------f-- ------ ----------.-.---.------------------------------
3. Consultations with judges about cases? 

------------------------------------------~.-------+-----~r_------------------------------
4. Appearing in court and performing court related activities? 

-------------------------_ .. _-----:;-:---- --
5. Post disposition reports fur review of sentence or recommendations 

for early release? 

6. Communicating or coordinating with oth~r government departments? 

7. Liaison activities with school staffs? 

*Activities associated with correctional variables/innovations being studied in greater detail. 
10/2(l175 

- . _. ------------------------

AF 204 



- - - - - - - - - - - - - - - - -Acti viti es List for Juvenile Aftercare Headquarters 
, ·S-year 

this Department have or use: Probab.i 1 i ty Change Notes Does Ratlng Rating 

8. Liaison and coordination with local public welfare agencies? 

9. Liaison with private youth-serving agencies (e.g. YMCAs)? 

*10. Mutual agreement programming (contracts) of requirements for release 
or parole? 

lOA. Intensive probation supervision? 

lOB. Intensive aftercare supervision? 

lOCo Family counseling as opposed to individual counseling? 

ll. Job Development and Job Placement Units for juveniles? 

12. Job supervision of probationers or parolees working 
programs? 

in work placement 

., 
13 . Case services money for probationers or parolees? 

. 



,_.- - - - - - - - - - - - - - - - -_Activities List for Juvenile Aftercare lIeadquarters 

Probabil ity 5-year 
Does this Department have or use: Change Notes Rating Ratina 
14. Specialized counseling/therapy programs supervised by 

aftercare staff (i.e., family counseling, drug therapy, etc.)? 

15A. Legal defender services for probationers or parolees? 

158. Family Services for families of parolees, and 
people under court orders? 

16. Regional locations for service-delivery? 

-r 

17. Training and supervising volunteers who are providing casework 
or resource services? 

*18. Paraprofessional or caseworker aides to assist professional staff 
in administrative functions? 

*19. CffiRmunity Resource Development Specialists or Unit? 

-
v 



·-. - - -'- - -
Does toi s Department have or use: 

- - - - - - -Activities List for Jl!.venile Aftercare Headquarters 

P b b'l't 5-year ro a .1 1 Y Change 
Rat1ng Rating 

- - - - -
Notes 

----------------------------~------- ----, ... _ .. _--._- -.--- _._---._------------_._---------
*20. Ex-offenders employed in Aftercare Officer positions? 

21. Expanded career ladders and job progression opportunities for youth 
counselors, workers, and paraprofessionals? 

22. Preservice training programs or activities? 

23. In-service training programs or activities? 
r' -- .. -.. _--_.,------

----------------------------------------------------+-~----~----.~---------------------------------24, Outside consultants who conduct in-service training or development? 

25. Evaluative or applied stud';es requiring the skills of a researcher? 

--------------------------------___ +-_,_~ ' ____ '. __ ·~-._._7. ._._-_._-------
26. Systematic long range plans based upon data collection and analysis? 

. 
----------------------------------------____ ~ ______ i_ __ -L ______________________ ~ ________ _ 



... - - - - - - - - - - - - - - - - --Activities List for Juvenile Aftercare Headquarters 

Probabil ity 5-year 
Does this Department have or use: Rating Change Notes 

Rating 

27. Public relations and public information programs? 

28. Communicating or coordinating with members of the state legislature? 
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ADULT CORRECTIONS 

National f,1anpm'Jer Survey 
Corrections Team 

Trend: ~Jork and Study Release Programs 

For Use In: 

• Correctional Department Headquarters 

• Correctional Institutions (min., med., or max. security) 

o Community Correctional Facilities (pre-release center, work/study 
release center, etc.) 

• Detention Facilities (Jails) 

Objective: To collect information on how the implementation of work/study 
release programs have changed the manpower/education/training 
needs of the department/agency. 

Definition: Hark and study release programs include any program \'!here pre
trial detainees or sentenced offenders (not parolees) leave a 
cm'rectional facility to \'lOrk or attend school outside the 
facility for a significant amount of time on a regular basis. 

~.J! g,3~..;.. !iEP"....::ziJi:' •• _.~ .. e'~ ..... """ .• ':::'·'-"~·<""F __ "';)«_~!2il";'·_""_:r.f!""oW!!t"'FTIIm!C~:lo'l~~~~"lia. = ~.3dIiil"E!;n:a'Qf"-,'''''' 

Information collected at: 

Name of department/facil ity __________________ _ 

Address 
---~S~tr-e-e~t-----------------------------------

City State Zip Code 

Person to be contact~d ------------------------------------
Pholie 

Area Code 
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A. General Information Work and Study Release 

A-l. Generally describe the work release program of this department/ 
agency to include its purpose, who can qualify, etc. 

A-2. When did \'Jork release start and how has it gro\'Jn in terms of: 
~ t\ l~hen Started .This Year 
-~~~mber of inmate participants 
- number of employers 
- budget 

A-3. ~Jere new facilities created or bllilt as the result of \'Jork 
release? Describe. 

-, 
, 

• l 

, . 

, 
! 

:~ 
.. _ :.~_1Iiil 
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A-4. Describe the perceived degree of success for each program. What 
are the criteria used to determine-success of the program? 

'f':' 

061fo"'S •• --'l\ffiJna--ra~ bene:au::60f-i:4i€F1#~~~~y 
~,.~tm+t-a=t.Wlf.~ub] je reJatjons I e..~ 

A-6. What have been some of the problems encountered in the estab
lishment of each program? 

Study Release: 
A-7. Generally descdbe the study release program of this department/ 

. agency to include its purpose ~ \,/ho can qua 1 ify ~ hO\,I it is 
delivered, etc. 

A-S. When did study release start and hO\,I has it gro\'m in terms of: 

" ' -~~mber of participants 
- numbel~ of educational 

institutions 

budget 

1\ 
'.) 

When Started 

I 
F 
t 
1 

I 
I 
I 
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A-g. Describe the perceived degree of success for each program. What 
are the criteria used to determine success of the program? 

-o&.Av..-ll·O. Hhat trre-(.'·he=be~tn~ prog-ram-:t-e-th~r=dgeflCY 
(::ee..cr.to,-=l--:ehitl;:j..1..iuta.1;..i-GfF';--pt1b:1=i:e t"e'l~n9c;-CtG. ).? . 

A-ll. What have been some of the problems encountered in establishing 
work release. 

'""'7-:-l 
] 

, 
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B. Effects of Implementation on Manpower 

Note: To complete this section, you need to get as much infor
mation as possible on hovl these work/study release pro
grams have affected manpovler in the agency or department. 
Use charts provided where appropriate, but feel free to 
collect data in more convenient methods as appropriate. 
If data are collected for total department (many programs 
in various facilities), indicate that data are aggregate. 
fvbTli~ 4l- 4-~ t\,)''''''r It''~L;+'..f>... ",,"0 ,'f'''''''''' w ....... .v>h,Ui~J .s~\,,~,c;.t'\\)\ c,.s "" \.,)Cf<')dstcl~\ = et..l>.W"- ( .... '.:'0 "'* o.\},.J.. -\-0 .M< 1'~" "'<;' ~\ \-1 -~ ~ .... o~.....s) v. ......... w ... , Q, -I " ... ~ 

')!l4-b Q.-? 
B-1. Find out the number of personnel assigned to ~ach work/study 

release program by position for each year since the program 
began. Use charts below to record data for each program, if 
appropriate. Use back of page if more space needed. 

Program _______________ _ 

1. _____________ _ 

2. -----------------
3. __________ _ 

4. _____________ _ 

1st yr. 
19 

Numbers Required 

2nd yr. 3rd yr. 4th yr. 
19 19 19 

CCll'l'Y'VI\~) 

5th yr. 
19 

Program ___________________ _ 

Numbers Required 

1st yr. 2nd yr. 3rd yr. 4th yr. 5th yr. 
Position Tit1 es 19 19 19 19 19 

1. ________________ __ 

2. _____________________ ~ __ ----~------+_------~----_+----~ 
3. __________________ _ 

~------,~-----~----~------+------~ 
4. ___________ ~ ________ _ 
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I 
Program 

. 

I· 
Numbers Reguired 

'1st yr. 2nd' yr. 3rd 'yr. 4th yr. 5th yr. 
Position Titles 19 19 19 19 19 

,I 1. 

I 
2. 

3. 

I 4. 

I 
Program 

·1 -. .-.... .. 
Numbers Reguired 

I 1st yr~ 2nd yr. 3rd yr. 4th yr. 5th yr. 
Position Titles 19 19 19 19 19 . 

I 1. 

2. 

I 3. 

I· 4. 

I 
Program 

.1: Numbers Reguired 

'1 1st yr. 2nd yr. 3rd yr. 4th yr. 5th.yr. 
Position Titles 19 19 19 19 19 

I 1-

2. 

I 3. 

I 
4. /. 

1 
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8-2. Here new position' titles created to staff work/study release 
programs. 

~r Starting 

1[1 
I 
I 
I 

New Position Title 1o:blF~ Salary Primary Tasks/Responsibilities 

• ~ 
I 
'I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
,I 

" b 

1. 

2. 

3. 

4 . 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

-, ___ .. : ,~. -'-l~ • 

.. - -.. 

8-3. Find out the number of persQnnel who remained in current positions 
(same title, same location) but were assigned new tasks/responsi
bilities as the result of work/study release. 

~ ~~ 
....;:,' "b ....... C? cu 

.*.--x'" ~ ~~ 
~~ ~ 

r'o ~ Q.' ::\ G' 

~
' ~ Q..'O':I-.. 

:! l c'rp ~ <:) 
.~ .:/ S'i'. ~ '" 

v.J. '.(l ~ ........ 
':I-.. /., .<..;: ~ 
o // cu 

"p'(J(/ General Description of Ne~'l I~~ ~ 
'<,;;'" Tasks/Responsibil ities {' Proqram Position Title@ 

'"-=---'-- -~~~- " -- ',c I 
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1. 

2. 

3. 

4. 

5. 

6. 

7. 

1. 

2. 

3. 

4. 

. 
8-4. 

c.t1ISe. 
Were staff ~~loads readjusted as a result of implementation of 
work/study release programs? Ho\'/ (i .e., caseworkers on classifi
cation committee were required to increase case evaluations by 
15%)? Use chart if appropriate. 

- General Description of Hm'l lolorkload . 
Position Titles Increased or Decreased 

-

. 
.. 

B-5. Did reassignment of existing staff to work/study release pro
grams create critical manpower problems in oth~r parts pf the 
agency/department (i.e., correctional officer reassignments 
resulted in no personnel on day shift for perimeter towers-
net two empty posts). 

Position Title 
General Description of How Reassignment 
Created Manpower Problems by Position 

" 

\\ 

'-

,£, 
, .;,:,: " 

'-"~I 

, 
" 

'\; 
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lit. .~ 

Progr~ 

---:---~ 

1. Correctional Officer 
2. Caseworker ---:....!..!:..!:~ 
3. __ C.-..o.;...:rr:...::e~c~t~; o;n~-al-..!-~-l!!~~~~-Admin. 

4. 

5. 

Program 

2', . Caseworker 
3. correcti~o-n-al-----------1-- =~-----t----i------L----= 

Admin. 

1. Officer 

4. 

5. 

Program 

1. 

2. 

3. 

4. 

5. 

Correctional 
Officer --t~::::..-~~~t~~ 

Case\'lorker __ ~~ __ + __ J correct;on~'a~ l:-:--------~-----I ---~j----1------J---~ 
Admin. 

,/.", 

1'; I 
I 

". " 

c· . 
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B-7. Are volunteers used in \'1ork/study release programs? 

how many? 

- hO\,1 used? 

Are ex-offenders used? 

- hm'/ many? 

- hO\,1 used? 

Are paraprofessionals used? 

- how many? 

- hO\,I used? 
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C. Training and Educational Effects 

. 

1. 

2. 

3. 

4. 

C-l. As a result of the impl ementation of work/study release pr'ograms 
in this department/facility have you established any new training 
programs for staff or volunteers? • 

[J Yes--to to C-3 

o No --answer C-2 and conclude interview. 

C-2. Do you have any plans to establ ish ne\'1 training programs for 
staff or volunteers. If yes, describe. If no, why not? 

.. 

C-3. Describe each ne\'J training program for staff by position. 

.<, ~ .~~ 0" . 0" ,7>'" . ~ 
~ ..... .t:::-. '" '.S>~,,~ " ..... " 

Position Title General Description/Objectives 
"" ~:C ~ \:' 

~"'~",-o."v'" ~7> ~o,?vy:. v ~S.r'v~ 

NOTE: 

, 

" 

. 

l 
" ~, \\' 

ASK FOR CURRICllLUMGUIDES FOR NHJ TRAINING PRQGRAMS~ \\\~ 
IF AVAILABLE. \. 

\': 

~,.'!'; , 

C.' 

~ ---"-<- ---- .. ,~" ... ,'" ,'i., 

\J 

\ 
1 . , 

i 

\1 
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1. . 
2. 

3. 

4. 

.. 

1. 

2. 

3. 

4. 

C-4. 

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

As a result of work/study release personne~l1eeds, have ,eu 
c~'irie educational standards required"T9r""tny ne\'J or 
existing position used in these programs! U yes, describe. 

Position Chanqe in Educational Standards 

C-5. 

If no, do you have any plans for changing standards? Hm'l! 
For what reasons? 

What curriculum priorities would you establish if you could 
expand your training efforts for staff in study/work release 
program (i.e., what skills would you particularly emphasize 
for training each position if you could expand your training 
efforts)? 

Position Curricul urn Pri orit; es -
.- .. 

- . :-...• :-.. ..-....' .. 

. 

1 

I 
t 
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ADULT CORRECT IONS 

National Manpower Survey 
Corrections Team 

<. 

Trend: Small and Community-Based Correctional Facilities 

For Use In: 

• Correctional Department Headquarters 
(Sections A, B, and C) 

• Correctional Facilities 
(Section D) 

'\ 

Objective: To collect information on how the use of small correctional 
facilities and comJl1 l mity-based correctional facilities has 
effected the manpower/education/training needs of the 
department/agency. 

Definitions: 

See next sheet. 

Information collected at: 

Name of department/facility ------------------------------------; 
Address 

--------~S~t-re-e~t-·--------------------~--------------~ 

City State Zip Code 

Person to be contacted -----------------------------------------4 
Phone 

-A .... r-e-a---:'Co-d"l'""e-· --
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Definitions 

The National Advisory Commission on Criminal Justice Standards and Goals 
recommended (Standard 11.1) that if new correctional facilities must be 
built, they should ,II •••• be small enough to allow security without exces
sive regimentation, surveillance equipment, or repressive hard\vare." Such 
institutions should be located close to communities to which inmates return, 
be accessible to public transportation, provide for inmate privacy, and be 
designed to meet correctional needs in the areas of visiting, counseling, 
education, medi caJ facil Hies, and recreati on. II 

Consistent with this standard, we are looking for manpower data from 
such a facility, \'/hether newly constructed or simply modified to meet a 
cOlMlunityorientation. The term "sma ll correctional facilityll \'/i11 be used 
in this questionnaire to meet this definition. Such a facility should: 

• be administered by the Department of Correction (may be any 
security rating) 

• accommodate not more than 500 inmates 
• be "treatment" or community-oriented (as opposed to major 

emphasis on custody/security) 

In addition, \'/e need to cO'l1ect data on the use of manpower in community
correctional facilities. For the purposes of this study, we shall define 
community based facilities as: 

• funded, operated, and administered by the Department of 
Correction (designated minimum security) and primarily 
staffed by state employees 

• accommodate not more than 100 inmates 
• be community oriented, i.e., heavy reliance on community 

release programs of all types 

Note: Be certain that interviewees understand the distinction between 
"small facility" and "community facility.1I A community facility 
will meet the definition of a small facility, but the reverse will 
not necessarily hold. 

Where there are both types of facilities in a department, be sure 
that you maintain the distinction in data collection efforts. 

If there are major changes in the above definition as applied to 
a particular department, note below: 
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Classify the community-based facilities by type of resident populations 
served (type of offense,emotiona] or Qehavioral problems, sex, etc.). 

Categoty of 
Facil ity No. 

Characteristics of 
Resident Population 

Composition of 
Typical Staff 

", '''''':-''~1' 
" " 
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Total number of key occupations employed at community-based correctional 
faci 1 i ties: 

Comnunity Correctional Administrator 
Correctional Officer 
Counselor/Caseworker 
Probation Officer 
Parole Officer 

Total number assigned to community-based facilities: 

Misdemeanants 
Felons 

Total number of admissions, retentions, and releases from community-based 
facilities for 1973 and 1974~ 

1973 1974 

Admissions Retentions Releases; Admissions Retentions Releases 
Misdemeanants 
Felons 
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~ Se~ti\)'nrA - General Information (for use at Depaftment level only) 
W 

:ategory 
of 

'acil ity 

A-l. Complete the following chart indicating descriptions of current community-based facilities admin-

~E '+- istered by the department. 
0 . 

I 'r- ~ 
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Concord Reforma-
tory (example) 1840 Max. 1200 350 70 no no yes yes no 
Pre-release Ctr. 
(example 1972 Min. 50 10 6 yes yes no nc no 
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I 
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-
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.. *Refers to use of the program at the facl11ty ltself. If the facl11ty provldes the program but on a com
munity release basis only (i.e., outside the facility, circle the response). 
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. . *Refers to use of the program at the faClllty ltself. If the facl11ty provldesthe program but ·on a com
munity· release basis only (i.e., outside the facility,circle the response). 
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A-2. Are there any current plans for the construction, renovation, or new. use of an existing building 

to provide additional bed space for residents? 

Dyes [J no (skip to A-4) 

If yes, go on to A-3 . 

. A-3. Use the following chart to indicate current planni'ng implementation status. 

Facil ity Name 
(or proiect #) 

Tidewater Cor~ 
rectional Inst. 

1 .( exalTlP 1 e) . 

2. 

3. 

4. 

5. 

6. 

200 Med. 

Blueprints l 

ready; funds 
not yet 
allocated. 110 35 

Sept. 
1977 

I 
I 

Descri~tive Information 
Will be used as faClllty 
for offenders with 3 yrs. 
or less until parole. Some 
release programs available. 



-------------------
A-4. Do you have any plans to discontinue the use of any correctional facility listed in A-l? 

[] yes [] no(skip to A-6) 
(If yes, complete A-5) 

A-5. Use the following chart to collect data on planned closing of facilities. 

~ .:f' 
",,!U ~'l:t 
~ 

""~ ~ .V .~ 
~ oc-, Plans for Any Retraining Necessary? 

Facility Name ~~ Reasons for Closing Existing Staff Describe 
r~ 

Pocono Correc- Some retraining for those 
tiona1 lnst. Jan. Bad condition; too. Transfer to other in community facilities. 

1. 1examp 1 e) 
I 

1976 costly to renovate. institutions. Description attached. 

2. 

" 

3. I 

4. 
. 

5. 

6. 



'll· .. 

I 
,I 
.@ 
I 
I 
I 
I 
I@ 

I 
I 
'I 
I 
I 
I@ 

I 
I 
I 
I 
I 

A-6. 

A-7. 

A-n. 

00 you have inmate population growth projection for the immediate 
future' (next 5-10 years)? If so, please include, or ask for copy 
of report. 

How does the department plan to handle increased population if 
it seems that it will continue to increase (i.e., build new 
facilities, increase parole usage, double bunk, etc.)? 

How does department plan to handle decreased population if it 
seems that it will continue to decrease (i.e., close facilities, 
layoff staff, etc.)? 

" 



I, ' 

I 
1 
-I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I. 
I 

Section B - Effects of Smaller Facilities/Communit Facilities on 
pepartmenta Manpower 

Note: This section focuses on shifts in manpower and educational training 
needs over the last.five years as a result Of the opening of small 
or community based faci 1 ities.- If the department has not opened . 
any facilities which fit our definitions, this section and Sections 
C and 0 do not need to be completed. 

.. 

B-1. What is the combined total of the following personnel categories 
who were shifted (i.e., transferred) from within the department 
over the last five years to staff new community-based facilities. 

,.' .. " 

Comments 

10 2 o N A 

II 

*Use if applicable. 

-,,-, """'t 
'I , ' ~ 

1 

'1 

\ 
-J 
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@) B-2. Describe in the chart below how manpower adjustments were made for the new community-based facilities. 

/ 

General Comments 
20 hrs.-security & 

Correctional release prog.supv. 
Officer 5 hrs. 

es Caseworker use of new forms es 

.. 

tj' 

_________ ~:...~~' _0' ____ -----'- _____ ~ ______ ~~ 

" ) 
,.,,~ 
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B-3. Were statewide standards for training and/or education of per
sonnel in key positions changed as a result of the change to use 
of smaller facilities/colTullunity based facilities? If yes, hm'/? 
Describe. 

.. 
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Sect~1 C - Organizational Effects 

Note: These questions should be answered by the Executive of the Depart
ment or the administrator in charge of community facil ities. 

C-l. Has the shift toward community-based and/or smaller facilities 
had any effect on unions (or employee organizations) and 
resulting negotiations? If yes, probe for: 

• how effected 
• union's role in transfer of personnel, new job description, 

etc. 
• impact of union demands/requests on implementation 
• other problems 

C-2. What effect have the operation of community-based facilities/ 
small facilities had on the remaining large facilities? 

Probe for: • inmate population characteristics 
• staff morale 
• institution programs 
• pol icy changes . 
• job changes in institution 

._ .... ~_~ ~.~ y" ..... __ ,-",0. 

C-3. What is the desired mix of large and small (high security and 
community-oriented) for the department? 

C-4. What effects have small facil ities/community-based facil ities 
had on operational costs of the department? . ~ 

Probe for:· costs of remaining large facilities (and cost per inmate) 
• costs of each small facility (and cost per inmate) 
• revenue collected from release programs 
• purc~ase of service savings 

c 

., , 
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Section D - Comparison of Manpower Effects in Traditional, Small, and 
Community-Based Institutions 

(Agencies and Facilities Only) 

D-l.(a)On the chart below, find out and indicate how important each of 
the listed duties are to a correctional officer in the desig
nated facility. Use H=of high importance--essential to the job; 
~1=of moderate importance--performs occas; onally or as requested; 
L=of low or minimal importance--seldom or never done. 

(b)Have respondents add other duties/tasks that correctional 
officers may do and ask for ratings for each. 

Small Commun.-
Facility_ Based Correctional Officer Duties 

q-~ 

l. Perimeter Security 
2. Internal Security-Patrol and Search 
3. Transportation of Inmates 
4. Supervision of \·Jork S~Jads 
5. Participation in Classification/Discipline 

Bds. 
6: Staff Meetings 
7. Release Program Supervision 
8. Recreation Supervision 
9, Inmate Movement Control 

10. Supervision of Facility Functions 
(visiting, inmate meetings, etc.) 

1l. Individual Counseling of Inmates 
12. Group Counseling of Inmates 
13. Staff Training 
14. 

15. 

16. 

17. 

18. 

19. 

20. 
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D~2.(a)On the chart below, find out and indicate how important each of 
the listed duties are to a caseworker/counselor in the designated 
facility. Use H=of high importance--essential to the job; t·1=of 
moderate importance--performs occasionally or as requested; 
L=of low or minimal importance--seldom or never done. 

(b)Have respondents add other duties/tasks that caseworker/counselors 
may do and ask for ratings for each. 

Small Commun.-
Facility Based Caseworker/Counselor Duties 

1. Interview inmates for collection of 
information 

2 . ~/rite classification r~orts 
. 

3. Participate 
Bds. 

in Classification/Discipline 

4. Plan inmate programs 
5. Meet with resource persons for develop-

ment of placement (job, school, etc.) 
o~portunit;es 

6. Individual counseling with inmates 
7. Conduct group counseling 
8. Conduct or participate (in) 

sessions (staff) 
tr'aining 

-9. Supervise Inmate activities 
10. r~ake routine classification changes 
11. 
12. 
13. 

14. 
15. 

, 

16. 
17. 

. 
18. 

19. 

20. 

------------ - - -- -- --
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0-3. Describe the tasks or specific job responsibilities that differen
\ tiate in the selected facilities (0-1). How are they different? 

(a) Correctional Officer 

Description of Tasks/Responsibilities 

Large Institution 

,Small Institution 

Community-Based 

(b) Caseworker/Counselor 

Description of Tasks/Responsibilities 

-large Institution 

II Small Institution 

I 
I 
I 
I 

Conmunity-Based 

• 

'-' -' --' '-',-, 
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0-4. Describe how education and training standards are different for 
key positions in selected facilities. (Mark none if no difference.) 

(a) Correctional Officer 

Large Institution 

Small Institution 

Community-Based 

Education 
Standards 

Training 
Standards 

e= ____ ._~ __________________________ g_d. _____ • ______ ~ ______________ .. &=~~ 

(b) Caseworker/Counselor 

large Institution 

Small Institution 

Education 
Standards 

-Training 
Standards 

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

C!l!l1llunity-Based 

-

.---.--~--'----
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0-5. 

" 

Describe any problems the department or facility may have in 
transferring personnel from larger to smaller facilities and 
vice-versa. 

Probe for: 

• Civil Service impacts 
• Union impacts 
• Problems for specified positions 
• Training 

" 
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JUVEHILE CORRECTIONS 

National Manpower Survey 
Corrections Team 

Trend: Convnunity-Based Correctional Facilities 
.: 

For Use In': 

• Correctional Department Headquarters ~ 
(Sections A, B, and C) 

• Correctional Facilities 
(Section D) 

Objective: To collect information on hOrl the use of small juvenile 
correctional facilities and community-based correctional 
facilities has effected the manpower/education/training 
needs of the department/agency. ' 

Definitions: 

See next sheet. 

Information collected at: 
, . 

'. ' 

Name of department/facil ity ------...;, .. ,-------------i 

Address __ ----~-~----------------------------, Street 

City State Zip Code 

Person to be contacted, ---------------------1 
Phone 

-A':"'r-e'-a--=Co-d~e--

. ---------~-~--~~~-~-~~~~--
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Definitions 

The National Advisory Commission on Criminal Justice Standards and Goals 
reconmended (Standard 11.1) that if new correctional facilities must be 
built, they should II ••• be small enough to allow security without exces
sive regimentation, surveillance equipment, or repressive hardware." Such 
institutions should be located close to communities to which inmates return, 
be accessible to public transportation, provide for inmate privacy, and be 
design'ed to meet correctional needs in the areas of· visiting, counsel ing, 
education, medical facilities, and recreation." 

Consistent with this stahdar'd, we are looking for manpower data from 
such a facility, whether newly constructed or simply modified to meet a 
conrnunityorientation. The term "small correctional facility" will be used 
in this questionnaire to meet this definition. Such a facility should: 

• be administered by the Department of Correction (may be any 
security rating) 

• accommodate not more than 500 inmates 
• be "treatment" or community-oriented (as opposed to major 

emphasis on custody/security) 

In addition, we need to collect data on the use of manpower in community
correctional facilities. For the purposes of this study, we shall def·ine 
community based facilities as: 

Note: 

• funded, operated,and administered by the State Department 
concerned with juvenile corrections (designated minimum 
security) and primar~1y staffed by state employees 

• accommodate up to 100 residents (excluding shelter care 
and foster homes 

• be community oriented, i.e., heavy reliance on community 
release programs of all types and community resources 

• provide residential services (i.e., stay at night) for 
juvenile residents 

~e certain.t~atllinter~iewees understand the distinction between 
~mal1 faclllty ~n~ .community facility.1I A community facilitY

wl11 meet the: deflnltlon of a small facility but the reverse \'/i11 
not necessanly hold. ' 

Where there are both types of facil ities in a depal~tment be sure 
that you maintain. the distinction in data collection eff~rts. 

If the~e are major changes in the above definition as applied to 
a partlcular department, note below: 

~ 
\. 
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Classify the community-based facilities by type of resident populations 
served (age, type of offenses, sex, delinquents vs. emotional problems, 
status offenders, etc.) 

Category of 
Facil ity No. 

Characteristics of 
Resident Population 

Composition of 
Typical Staff 

I 
'I 

I 
J. 

I 
1 
1 , 

.~ ~ 

; 
1 

,;; 

,\ l 
.. J 
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Total number of key occupations employed at community-based correctional 
facilities: 

Community Correctional Administrators (Center Director, 
etc.) 

Houseparents (Youth Supervisors, Living Unit Staff, 
. . etc.) 

Counselors (Social Worker, Case Manager, etc.) 
Juvenile probation/aftercare worker 

Total number assigned t9 community-based facilities: 

Status Offenders 
Delinquents 

Total number of admissions, retentions, and releases from community
based facilities for years indicated. 

1973 1974 

Admissions Retentions Releases Admissions Retentions Releases 
Status 
Offenders . 

Delinquents 
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Section A - General. information. (for use at Department level only) 'ii 

A-l. Complete the following chart indicating descriptions of current community-based facilities admin- .. 

i'e Cf- istered by the department. 
o • 

I ..... ta .f.J cu 

Category 
of 

Facil ity 

til c:s.. • ta t:n 
Cf- Q)Cf- ~ 0) .s::Q) Q) 

I Cf- 4- 4- EO us.. • -tIIttj Ota Es.. s...f.J U 0 -, til ~.f.J s...f.J 00.. ~ OofC UJofC OofC 
c"c i' +-' UtII 0.. til U o..s.. >t:n ~tII UtII 
OQ) e Q) 0 e e e 
u+-' ..... 0) 4-W 4-_ 4- r- 4-V1 4- 4- 4- .,... 4-ta 4- ta 

U s..c 0"0 Ota Ota ota 0 . oc os.. os.. 
s..::s ::s ..... . ,... . .... e W > ..... tn tn 
ttjs.. U+-' • III • "0 • 0 Q)r- QJs.. CUttj CUO wo Other Description of QJ.f.J QJttj om 00 0'"" tIIQ) 1IlQ) tIIs.. tIIs.. til s..' 
>-1Il VlO:: z 0:: Z +-' ZIIl ::::JS- ::::JVl ::::J ...., ::::lo.. ::::l 0- Facilitv 

.. 
Concord Reforma-
tory (example) 1840 Max. 1200 350 70 no no yes yes no 
~re-release Ctr. 
example 1972 Min. 50 10 6 yes yes no n{J no 

I 

", , . 

."". 

... 

. 

p 9 Y yp P g 
munity release basis only (i.e., outside the facility, circle the responsa). 

*Refers to use of the ro ram at the fad 1 ; t itself. If the facilit rovides the ro ram but on a com-
" 

I (continued) ., 
;i 
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Category 
of 

Facility 

. ' 

A-l. continued ~e 14-
.0 • 

(!J f .,... ra +' II) c:!- • ra 0\ 
14- CJI4- ::::I 0) .t:QJ 0.1 

,If- If-If- ~f U!- . -II)ns ons !-~ u f3ic -, 
I/) ::::I~ !-~ 00. :;:, o ole o ole 
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*Refers to use of the ro ram at the faci 1 it itself. If the faci 1 it rovides p 9 Y Y P 
munity release basis only (Le., outside the facility, circle the re~ponse). 

Other Description of 
Facilitv 
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A-2. Are there any current plans for the construction, renovation, or new. use of an existing building 

to provide additional bed space for residents? 

Dyes o no (skip to A-4) . 

If yes, go on to A-3. 

A-3. Use the following chart to indicate current planning implementation status. 

Facfl ity Name 
(or project #) 

Tidewater Cor
rectional lnst. 

Descriptive Information 

1. ( examo 1 e) 200 f1ed. 

Blueprints 
ready; funds 
not yet 
allocated. 110 35 

Sept. 
1977 

Wlll be used as tacl1lty 
for offenders with 3 yrs. 
or less until parole. Some 
release programs available. 

2. 

3 .. 

4. 
~----------------+---~----~----.~--~~----+---~----+--------------------------------~ 

5. 

6. 

- ..... -----------------'------------~~' ~ - -~-~ 

/ 
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A-4. Do you have any plans to discontinue the use of any correctional facility listed in A-l? 

[J yes [] no(skip to A-6) 
(If yes, complete A-5) 

A-S. Use the following chart to collect data on planned closing of facilities. 

~~ 
~Qj ~ 
~~ 

'''~ ~ v .~ 
'" Plans for Any Retraining Necessary? ~ 0'" 

Facility Name ~r:;: Reasons for Closing Existing Staff Describe 

Pocono Correc- . Some retraining for those 
tional Inst. Jan. Bad condition; too Transfer to other in community facilities. 

1. (examl!l eJ 1976 costly to renovate. institutions. Description attached. 

. 
2. 

.. 

3. , .. 

4. . .. 

5 • 
. 

6. 

.".- _ .. _._. '''-- _ .. _--------
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A-6. Do you have resident population growth projection for the immediate 
future (next 5-10 years)? If so, please describe. 

, A-7. How does the department plan to handle increased population if 
it seems that it will continue to increase (i.e., build new 
facilities, increase parole usage, double bunk, etc.)? 

A-B. How does department plan to handle decreased population if it 
seems that it will continue to decrease (i.e., close facilities, 
layoff staff, etc.)? 
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Section 8 - Effects of Smaller Facilities/Communit Facilities on 
epartmenta I ~ianpmoJer 

Note: This section focuses on shifts in manpower and educational training 
needs over the last five years as a result of the opening of small 
or community based facilities. If the department has not opened 
any faeil ities \'1hich fit our definitions, this section and Sections 
C and 0 do not need to be completed. 

8-1. What is the combined total of the following personnel categories 
who were shifted (i.e., transferred) from 'Ilithin the department' 
over the last five years to staff the community-based facilities. 

Comments 

10 2 o N/A 

*Use if applicable. 

_.- .... t;- .. ---- _ •• ' __ .'"'-~~~-. __ • .... ........ __ 
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8-2. 
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20 hrs. -securi ty & 
Cor)'ecti ona.l . r'e 1 ease prog. supv • 

Officer 5 hrs. - . 
es Caseworker use of new forms es 

- - - - -

General Comments 
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8-3. Were statewide standards for training and/or education of personnel 
in key positions changed as a result of the change to community 
based facilities? If yes, how? Describe. 

1 

~ 
~ 
> 
f 

f 
l 
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II Section C - Organizational Effects 
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Note: These questions should be answered by the Executive of the Depart
ment or the administrator in charge of community facilities. 

C-1. Has the shift toward community-based and/or smaller facilities 
had any effect on unions ~r employee organizations) and 
resulting negotiations? If yes, probe for: 

• how'effected . 
• union's role in transfer of personnel, new job description, 

etc. 
• impact of union demands/requests on implementation 
• other problems 

C-2. What effect have the operation of community-based facilities/ 
small facilities had on the remaining large facilities? 

Probe for: • inmate population characteristics 
• staff morale 
• institution programs 
• policy changes 
• job changes in institution 

C-3. What is the desired mix of large and small (high security and 
community-oriented) for the department? , 

C-4. ~/hat effects have small facil ities/community-based facil iti es 
had on operational costs of the department? 

-
.'. 

--

. . 

Probe for:· costs of remaining large facilities (and cost per inmate) 
• costs of each small facility (and cost per inmate) . 
• revenue collected from release programs 
• purchase of s~rvice savings 
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Section 0 - Comparison of Manpower Effects in Traditional, Small, and 

Community-Based Institutions 

(Agencies and Facilities Only) 

D-1.(a) On the chart below, find out and indicate how important each of 
the listed duties are to houseparent (or youth supervisor, living 
unit staff in the designated facility. Use H=of high importance-
essential to the job; M=of moderate importance--performs occa
sionally or as requested; L=of low or minimal importance--
se1dome or never done. 

(b) Have respondents add other duties/tasks that houseparents (or 
youth supervisors, living unit staff, etc.) may do and ask 
for ratings for each. 

Small Commun.- .. 
Facility Based Houseparent 

1. Perimeter Security 
2. Internal Security-Patrol and Search 
3. Transportation of Inmates 
4. Supervision of Hork Squads 
5. Partic1pation in Classification/piscipline 

Bds. ....... -. .- .- -
'. 

6._ Staff f.1eetings 
7. Release Program Supervision 
8. Recreation Supervision '" 

9. Inmate Movement Control 
10. Supervision of Facility Functions 

(visiting, inmate meetings, etc.) 
11. Individual Counseling of Inmates 
12. Group Counseling of Inmates 
13. Staff Traininq 
14. 
15. 

16. 
17. 
18. 
19. 
20. 
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D-2.(a)On the chart below, find out and indicate how important each of 

the listed duties are to a caseworker/counselor in the designated 
facility. Use H=of high importance--essential to the job; M=of 
moderate importance--performs occasionally or as requested; 
L=Of low or minimal importance--se1dom or never done. 

(b)Have respondents add other duties/tasks that caseworker/counselors 
may do and ask for ratings for each. 

Small Commun.-
Facility Based Caseworker/Counselor Duties 

1. Interview inmates for collection of 
information 

2. Hrite classincation reports 
3. Participate in Classification/Discipline 

Bds. 
4. Plan inmate pro~_rams 

5. Meet with resource persons for develop-
ment of placement (job,. school, etc.) 
opportunities 

6. Individual counseling with inmates 
7. Conduct group counseling 
8. Conduct or participate (in) training 

sessions (staff) . 

9. Supervise Inmate activities 
10. Make routine classification changes 
11. , 

12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 

20. 

\' 
~ . 
• ,1 
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0-3. Describe the tasks or specific job responsibilities that differen
tiate in the selected facilities (0-1). How are they different? 

la) Houseparent (Youth Supervisor, Living Unit Staff, etc.) 

_____________ -=D.;::.e::..;sc~r.iption of Tasks/Responsibil ities 

Large Juvenile Institution 

Community-Based 

(b) Caseworker/Counselor 

~escription of Tasks/Responsibilities 

Large Juvenile Institution 

Community-Based 

... 
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0-4. Describe how education and training standards are different for 
key positions in selected facilities. (Mark none if no difference.) 

(a) Houseparent (or Youth Supervisor~ Living Unit Staff, etc.) 

Large Juvenile Institution 

Community-Based 

(b) Caseworker/Counselor 

Large Juvenile Institution 

COllJlTlunity-Based 

Education 
Standards 

Education 
Standards 

Training 
Standards 

Training 
Standards 
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.0-5. Describe any problems the department or facility may have in 
transferring personnel from larger institutions to community
based facilities and vice versa. 

Probe for: 

• Civil Service impacts 
• Union impacts . 
• Problems for specified positions 
• Training 
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National Manpower Survey 
Corrections Team 

ADULT 
TRAINING DEPARTMENT INTERVIEW FORM 

HQ/Agency: ___________________________ _ 

Address: 
------~S~t-re-e~t--------------------------------------

City State Zip 

Contact Person: _____________________________________ _ 

Telephone: 
area code 

~----------------______________________________________ .m~ 
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This interview concerns information related to corrections training 
departments in general and the training given to six key occupations. Not 
all of these occupational categories will be relevant to all corrections 
headquarters or agencies. For example, a state headquarters might be 
responsible administratively with the training of all the six occupations 
while a small medium security pr'ison might only be concerned with training 
three occupations. Therefore, make certain that the pertinent occupations 
for the headquarters/agency being visited are established before starting 
the interview. Brief descriptions of the six occupations are presented 
below. It is possible that positions go by different names at different 
places. If so, please note the proper titles next to those listed. 

Correctional Institution Administrator 

This is the highest level position with overall responsibility for the 
daily operation of a correctional facility with more than 200 residents. 
The position also includes those assistants who have responsibility for a 
major portion of facility operations. Positio~ title examples are: Warden, 
Deputy Warden, Superintendent, Sheriff, etc. 

Community Correctional Administrator 

The person who has direct responsibility for the daily operation of a 
smaller, community·,based correctional facility or program (200 residents or 
less). This position includes work camp or farms if the emphasis of the 
facility is on participation of the residents in work, school, and recreational 
activities in the co~unity. These facilities usually emphasize a wide 
varie~y of programs and citizen-volunteer involvement. Position title 
examples are: Community Facility Manager, Work Release Supervisor, Super
intendent, Director, etc. 

Correctional Officer 

All persons who have direct responsibility for the cU$tody, security, 
and safety of residents of a correctional facility. Incumbents can work 
at the follO\<Jing types of facilities: large medium-max1mum security insti
tutions; small, community-based facilities; local jails; juvenile detention 
centers. Position title examples are: Guard, Custodial Officer, Jailer, 
Matron, House Parent, Residential Supervisor, etc. 

Counse 1 or/Case\<Jorker 

A person who has llline ll responsibilities for IItreatment ll and service 
delivery to residents of a correctional facility. The incumbent may be a 
highly skilled counselor/social worker or an ex-offender whose primary 
emphasis is advocacy of resident needs and priorities. Position titles may 
be Correctional Treatment Specialist, Classification and Parole Officer, 
Case Manager, Advocate, Counselor, Social Worker, etc. 

Probation Officer 

The person who provides direct supervision and support for persons 
currently on probation. . 

ParoHl Officer 

T,he person who provides direct supervision and support for persons 
curreritl¥ on parole. 

I 
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A. General/Administrative 

1. Determine if the HQ/agency has full-time trainers. If yes, 

a. How many? __________ _ 

b. Ratio of trainers to staff. ----------------
c. Required qualifications to be full-time re: 

• Previous work experience -----------------------------

• Education ----------------------------

• Other (specify) _______________ -------

d. What kindgof training do they give? _____________ _ 

2. Determine if part-time trainers are used. If yes, 

a. HO\'J many? _________________ _ 

b. When used? -------------------------

c. Qualifications re: 

• ·Previous work experience -------------------

• Education ---------------------------------
• Other (specify) __________________________________ _ 
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d. What kinds of training do they give? ___________ _ 

e. Typical workload ____________________ _ 

3. How are training requirements established (e.g., established by law; 
result of job analyses, etc.)? 

4. How are training courses developed (e.g., up to the local traine~s; 
have a special instructional development staff, etc.)? 

5. Is training evaluated? If yes, 

How (e.g., ability to perform criterion skills on-the-job, performance 
on tests, feedback from trainees or trainers, etc.)? 

Who (e.g., trainers, evaluation specialists, committee of experts, 
etc. )? 

How were the results used (e.g., to revise training, add/drop 
segments, etc.)? 

Note: If the results of any evaluation are available, ask for a copy. 
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6. What techniques are used .in training programs? (Check as many as 

appropriate. ) 

0 lectures 

0 small group discussions 

0 role-plays 

0 field simulations 

0 TV 

0 film 

0 programed instruction 

0 other (specify) 

7. What was the total training budget for 

a. 1973 1974 1975 

b. In the next five years, do you expect the budget to: 

o increase 

o decrease 

o remain same 

Why? 

1976(project) 
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8. Training Budget Information 

Provide information requested for current or latest year. Indicate 
whether information is for a Fiscal or Calendar Year which runs from 
___ 197 to 197 . 

a. What is the TOTAL training budget? $ 
Budget breakdown: 

b. Salaries $ 

c. Fringes Personnel $ 

d. Supplies/Materials/Operating $-

e. Equipment .. $ 

f. Travel $ 

g. Consultants $ 

h. Other $ 

If Federal funds support the operation of the Training Department, 
i. What purposes are the Federal monies for? _________ _ 

j. What Federal Agency furnished the money? __________ _ 
k. What percent of the total training budget do Federal monies comprise? 

If available get the following data: , 
l. TOTAL budget for Pre-Service training $ 
m. Salaries Personnel $ 
n. Fringes $ 
o. Supplies/Materials/Operating $ 
p. Equipment $ 
q. Travel $ 
r. Consultants $ 
s. Other $ 

t. TOTAL budget for In-Service training $ 
u. Salaries Personnel $ 
v. Fringes $ 
w. Supplies/Materials/dperating $ 
x. Equipment ' $ 
y. Travel $ 
z. Consultants $ 

aa. Other $ 
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9. Note: Get information on this item only if the HQ/Agency's 
training is conducted at a centralized training academy 
which serves an entire state or region. Attempt to 
collect the following basic information about the 
Academy. 

a. What kinds of training are given (e.g., pre-service, in-service, 
etc.)? 

b. Number of staff trained the last fiscal or calendar year. 

c. If other components of the LE/CJ system besides corrections are 
trained, how much money supports corrections training? 

d. Curriculum areas common to all LE/CJ system components. 

e. What agency (Federal, State, Local) supports the Academy and 
how much? 

f. Forces and counter forces that will influence Academy's growth. 

•• 

' .. 



~ 
~~": 'i 

B. Pre-Service Training 

Determine if the HQ/Agency administers pre-service training. If YES, complete this section; if NO, go 
to the next section. 

1 .. For each pertinent key occupati,on, obtain basic information about the pre-service training as indica
ted (i.e., content or title of training, purpose--teach new skills, upgrade skills, orientation, ~tc.,-
length of training, and whether training mandatory or optional). 

Training Content Purpose Length Man. Opt. 

Correctional 
Institution 
Administrator 

Community 
Correctional 
Administrator 

Correctional 
Officer 

'. 

Counselor/ 
Caseworker 

Parole . 
Officer 

".', 
" 

Probation 
\ Officer 

Probation/ 
Parole 
Officer* 
*Use on1 y lf functions combined. " 

, , ... ~;~~.,., .. ," - - - - - - •.• ' _.' - -- .. 
::., . 

------- -
, " 

--------'--------"---- ~ --- ~~ 



2. What have been the major changes in pre~service training for each pertinent key occupation over the 
past five years, what changes will likely occur within the next five years, and why (i.e., the forces 
and counter forces affecting training)? 

Changes over Why? Changes within next Why? 
last five years + or ~ forces five years + or ~ forces 

Correctional 
Institution 
Administrator 

Community 
Correctional 
Administrator 

Correctional 
Officer 

Counsel or/ 
Caseworker 

Parole 
Officer 

Probation 
Officer 

Probation/ 
Parole 
Officer* 

*Us.e only if functions combined. 
", • !II'" i' _. 

;, - - - - - - - - - - - -.- - - ---' -~:----'--'--- ~------ , . . . 'j, '-" d' 
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3. Where does pre-service training typically take place? 

[J only in corrections facilities 

[J only in non-corrections facility (e.g., college classroom) 

[J other (specify) 

4. What major obstacles are encountered in giving pre-service training 
(e.g., lack of money for training staff; release time for trainees, 
etc. )? 

, 
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C. In-Service Training 

Determine if the HQ/Agency administers in-service training. If YES, complete this section; if NO,' 
go to the next section. 

1. For each pertinent key occupation, obtain basjc information about in-service training as indicated 
(i.e., content or title of training, purpose--teach new skills, upgrade skills, etc.--1ength of 
training, and if training is mandatory or optional). 

Training Content Purpose Length Man. Opt. 
" 

Correctional 
Institution 
Administrator 

Community 
Correctional 
Administrator 

Correctional 
Officer I 

Counselor/ 
Caseworker , 

Parole 
Officer 

" 
Probation 
Officer 

p'robation/ 
Parole 
Officer* 

'" 

*Use only if functions combined. 



- - - - - - - - - - - - - - .. - - - ._, 
2. What have been the major changes in in-service training for each pertinent key occupation over 

the past five years, what changes will likely occur within the next five years, and why (i.e., 
the forces and counterforces affecting training)? 

Changes over last Why? Changes within next Why~", 
five years + or - forces five years + or - forces 

Correctional 
Institution 
Administrator 

Community 
Correctional 
Administrator 

Correctional 
Officer . 

Counsel or/ 
Caseworker ' \ 

.. 
Parole 
Officer 

, 
Probation 
Officer 

. 
Probation/ 
Parole .', 

\ 

Officer* ; 

! 

*Use only if functions combined. ! 

. , 

. 
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3. Where does in-service training typically take place? 

[] only in corrections facilities 

[J only in non-corrections facilities (e.g., college classrooms) 

[Jother (specify) 

4. What most often gives rise to the need for in-serYice training? 
(Check as many as needed.) 

[J specialized assignments 

[J promotional assignments 

[J changes in technology 

[J changes in law 

[J changes in policies/procedures 

[J need for general refresher training 

[J redesign of jobs 

[] other (specify) 

.. 

5. What major obstacles are encountered in giving in-service training 
(e.g., lack of money for full-time tra)ning staff, inadequate 
facilities, etc.)? 
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D. Other Training/Continuing Education 

1. Does this HQ/Agency provide/administer any other category of training 
to pertinent key occupational categories (e.g.~ OJT~ management 
training~ review courses, etc.)? 

[J Yes (go to 2) 

[J No (go to 3) 

2. a. ~lhat kind{s) of training? _________________ _ 

b. To whom is it given? ----------------------------------

c. Who administers/gives it? _____________________ _ 

d. What's its purpose(s>'? ________________________ _ 

3. Does this HQ/Agency have any policy regarding continuing education 
(defined as education in a formal curriculum leading to an associate 
or higher degree from some recognized community or 4-year college? 

o Yes (go to 4) 

[J No (go to next section) 

uJl 
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4. What is the policy ere continuing education}? 

Which of the pertinent key occupations qualify? 

5. Huw uoes t.i~o HQ/Agency facilitate staff continuing their education? 
(Check as many as appropriate.) 

[] work schedules adjusted to make it easy to attend 

[] time off to attend classes 

[] pay increased according to number of accumulated college credits 

[] promotion based on number of credits 

o tuition reimbursed 

[] other (specify) 

6. Obtain the following information about continuing education as it 
relates to this HQ/Agency. 

# Contino Degrees 
Ma;or F;~lds (tvo;call Educa Rp;na Souaht 

Correctlonal 
Institution 
Administrator 
Community 
Correctional 
Administrator 

Correctional 
Officer 

Counselcr/ 
Caseworker 

Parole 
Officer .' , 
Probation , 

Officer 
Probation/ 
Parole 
Officer* 
·Use on1 y 'if functlons comblned. 
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E. Other Influences on Training 

1. If this HQ/Agency has a formal EEO-Affirmative Action program, has 
it had any effects on training policy, who is trained, and what 
training if offered? If yes, 

Effects on training policy -

Effects on who is trained -

Effects on what training is offered -

2. Have employee associations/unions had any effects on training policy, 
who is trained, and what training is offered? If yes, 

Effects on training policy -

Effects on who is trained -

Effects on what training is offered -

3. Has Civil Service had any effects on training, policy, who is trained, 
and what training is offered? If yes, 

Effects on training policy -

Effects on who is trained -

Effects on what training is offered -
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HQ/Agency: 

Address: 

City 

Contact Person: 

Telephone: 

!'l - • .. 
"; 

National r·lanpower Survey 
Corrections Team 

JUVENILE 

. I . 

". . 

TRAINING DEPARTMENT INTERVIEW FORM 

... 

Street 

State 

area code 

" 

Zip 
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For purposes of this survey, the key oaaupations in aorreations are 
desaribed here. Sinae not all key occupations may be relevant to this spe
aifia Department/Agency/Facility, provide' information only on those that are. 

Correctional Institution Administrator 

This is the highest level position with overall responsibility for the 
daily operation of a juvenile detention/treatment facility. Such a facility 
may be designated as a Learning Center or Youth Development Center, but 
regardless of terminology, the primary emphasis is upon treatment in a security 
setting. 

Comnunity Correctional Administrator 

The position with responsibility for overall delivery of services to 
juvenile offenders in a community or non-security setting. This position 
may be Director, Group Homes, or some similar title which indicates respon
sibility for treatment service delivery to juvenile offenders in minimal or 
non-security settings. 

Houseparent, Living Unit Staff, etc. 

Persons who have direct responsibility for the supervlslon and/or cus
tody of children in a juvenile facility. This basic line custody position 
may involve some opportunity for counseling, etr., but is mainly directed 
toward supervision of children and detention areas. 

Counselor, Social Worker, Case Manager 

Persons \'1ho are responsible for the "treatment" program for juvenile 
offenders. Position probably entails counseling, record-keeping, coordination 
with youths' families, recommendation for release from detention facility, 
etc. This basic casework position focuses primarily on treatment service 
delivery in a juvenile facility. 

After Care Worker, Court Service Worker, Juvenile Probation/Parole Officer 

Persons who are responsible for supervision of children in the community, 
either released directly by the courts or from a juvenile facility. This 
is the basic treatment/service delivery position in non-detention settings. 

NOTE: ~indicates questions to ask at agencies/facilities. 

. .~ , , 

o 
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General/Administrative 

Determine if the HQ/agency has full-time trainer~. If yes, 

a. How many? __________ _ 

b. Ratio of trainers to staff. 
~------------

c. Required qualifications to be full-time re: 

• Previous work experience _______________ ..;.-. ___ _ 

• Educat.ion ________________________ _ 

• Other (specify) ___________________ _ 

d. What kind!tof training do they give? ___________ _ 

Determine if part-time trainers are used. If yes, 

a. How many? __________ _ 

b. When used? --------------------------------------

c. Qualifications re: 

• Previous work experience -------------------------

• Education -----------------------------------
• Other (specify) --------------------------

~---" ........... - .. <~~ • " .... _ .. ". ~. ~-". ' ... _' ..... 
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. . .. ,_ ..... ~ ........ ~ •.. -
d. 'What kinds of training do they give? __ ..:..-.. ________ _ 

e. Typical workload ________ --... __________ _ 

~3. How are training requirements established (e.g., establish~d by law; 
result of job analyses, etc.)? 

G4. How are training courses developed (e".g., up to the iocal traine~s; 
have a special instructional development staff, etc.)? 

Is training evaluated? If yes, 
, 

How (e.g., ability to perform criterion skills on-th'e-job, performance 
on tests, feedback from trainees or trainers, etc.)? 

Who (e.g., trainers, evaluation specialists, committee of experts, 
etc. )? 

How were the results used (e.g., to revise training, add/drop 
segments, etc.)? 

Note: If the results of any evaluation are available. ask for a copy. 'i) 
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6. ' What techniques are iJ~sed in training programs? (Check as many as 
appropriate.) "' 

0 lectures 

0 small group discussioni 

0 role-plays 

0 field simulations 

0 TV 

0 film 

0 programed instruction 

0 other (specify) 

What was the total training budget for 

a. 

b. 

1973 1974 1975 

In the next five years, do you expect the budget to: 

o increase 

o decrease 

o remain same 

Why? 

\1 

1976(project) 
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~8. Training Budget Information 

Provide information requested for current or latest year. Indicate 
whether information is for a Fiscal or Calendal~ Year \'/hich runs from 
___ 197 to 197 

a. What is the TOTAL training budget? $ 1.-

Budget breakdown: 
b. Salaries $ 
c. Fringes Personnel $ 
d. Supplies/Materials/Operating $., 
e. Equipment .. $ 
f. TY'avel $' 
g. Consultants , . $ 
h. Other $ 

If Federal funds support the operation of the Training Department, 

• i. What purposes are the Federal monies for? _________ _ 

j. What Federal Agency furnished the money? ----------------
k. Hhat percent of the total training budget do Federal monies comprise? 

If available get the following data: , 

l. TOTAL budget for Pre-Service training $ 
m. Salaries Personnel $ 
n. Fringes $ 
o. Supplies/Materials/Operating $ 
p. Equipment $ 
q. Tl~avel $ 
r. Consultants $ 
s. Other $ 

t. TOTAL budget for In-Service training $ 
u. Salaries Personnel $ 
v. Fringes $ 
w. Supplies/Materials/Operating $ 
x. Equipment ' $ 
y. Travel ,', $ 
z. Consultants $ 

aa. Other $ 
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9. Note: Get information on this item only if the ·HQ/Agency·s . 

training is conducted at a centralized training academy' 
which serves an entire state or region. Attempt to 
collect the following basic information about the 
Academy. 

a. What kinds of training are given (e.g., pre-service, in-servi.ce. 
etc. )? 

b. Number of staff 'trained the last fiscal or calendar year. 

c. If other components of the LE/CJ system besides corrections are 
trained, how much money supports corrections training? 

d. Curriculum areas common to all LE/CJ system components. 

e. What agency (Federal, State, Local) supports the Academy and 
how much? 

f. Forces and counter forces that will influence Academy's growth. 

: 
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Pre-Service Training 

Oetenmine if the HQ/Agency administers pre-service training. 
to the next section. . 

If YES. complete this section; if NO. go 
• 

[~~h. For each pertinent key occupation, obta,in basic infonmation about the pre,-service'training as indica':' 
ted (i.e •• content or title of training. purpose--teach new skills. upgrade skills. orientation. etc •• --
1en~lth of training. and whether training mandatory or optional). -

Correctiona', 
Institution 
Administrat9r 

COrmlunity 
Correc tiona 1\ 
Administrato.r 
Houseparent, 
Living Unit 
Staff, 
etc. 

Counselor, 
Social Worker, 
Case i~anager 

After Care Worker, 
Court Service .. 
Juvenile Probation j 

Parole Officer 

Training Content Purpose 

,-
':' u 

'0 

. 

Length 

-

.. 
" 

Man. Opt. 

.. 
, .. 

1 
! 
\ 
; 
I 
! 
\ 

1 
i , , 

G' 

, I 

f 
• I 



-- -- - - - '-"- - -~- - -- - --

, .. 

.. I.' 

~2. What have been the major changes in pre-service training for each pertinent kel. occupation over the 
past five years, what changes will likely occur within the next five years. an~ why (i.e •• the forces 
and counter forces affecting training)? 

Changes over Why? Changes within next Why? , 
last five vears + or - forces five years + or - forces 

Correctional 
Institution 
Administrator 

Communi'ty 
Correctional 
Administrator 
Houseparent, 
Living Unit 
Staff, 
etc. . 

Counselor, , 
Socia 1 ~Jorker, " 

Case r~anager . . 
. 

Aft. Care Work., .' Court Servo II .. 
Juv. Prob./ '. " 
Par. Officer , .-
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3. Where does pre-service training typically take,place? 

[] only in corrections facilities 

[] only in non-corrections facility (e.g., college classroom) 

[] other (specify) 

.(]g4. What major obstacles are encountered in giving pre-service training 
(e.g., lack of money for training staff; release time'for trainees, 
etc. ) 'l 
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c. In-Service Training 

Determine if the HQ/Agency administers 
go to the next section. 

in-service ,training. 

• 

If YES, complete this-section; if NO, 

01. For each pertinent key occupation, obtain basic information about in-service training as indicated 
(i.e., content or title of training, purpose--teach new skills. upgrade skills, etc.--length of 
training, and if training is mandatory or optional). 

Training Content Purpose Length Man. Opt. 

Correctional 
Institution 
Administrator 

Community 
Correctional 
Administrator 

Houseparent, 
Living Unit Staff, " 

etc. 

Counselor, .. 

Social l~orker, 
Case Manager 
After Care Worker, 

.. 
Court Servo Worker, 
Juv. Prob./Parole 
Offirpr' 

!fJ' 
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What have been the major changes in in-service training for each pertinent key occupation over 
the past five years, what changes will likely occur within the next five years, and why (i.e.,' 
the forces and counterforces affecting training)? . 

Changes over last Why? Changes within next Why? 
five years + or - forces five years + or - forces· 

Correctional 
Institution 
Administrator 

Community 
Correctional 
Administrator 

Hous,eparent, 
L iviing Unit 
Staff, etc. 

Counselor, 
Social Worker, . -
Case ["'anager 
Art. I,;are ~'JorK., , .. Court Servo II , : 

Juv. Prob./Par. 
Officer . 
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"3. Where d~es in-service training typica~ly .take place? 
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[] only in corrections facilities . 

[J only in non-corrections facilities (e.g., college classrooms) 

[] other (specify) 

~4. What most often gives rise to the need for in-service training? 
. (Check as many as needed.) . 

~5. 

[J specialized assignments 

[J promotional assignments 

[J changes in technology 

[J changes in law 

[J ,changes in policies/procedures 

[J need for general refresher training 

[J redesign of jobs 

[J other (specify) 

What major obstacles are encountered in glvlng in-service training 
(e.g., lack of money for full-time training staff, inadequate 
facilities, etc.)? 
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,I D. Other Training/Continuing Education 
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t~ll. 

• 

Does this HQ/Agency provide/administer any other category of training 
to pertinent key occupational categories (e.g., OJT, management 
training, review courses, etc.)? 

[] Yes (go to 2) 

[] No (go to 3) 
.- -- . "._...... . ~ -

G2. a. What kind(s) of training? ______________ _ 

3. 

b. To whom is it given? ________________ _ 

c. Who administers/gives it? ______________ _ 

d.What's its purpose(s)? _______ .-:-_______ -'--.. 

Does this HQ/Agency have any policy regarding continuing education 
(defined as education in a formal curriculum leading to an associate 
or higher degree from some recognized community or 4-year college? . 

o Yes (go to 4) 

o No (go to next section) c 
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. 4. What is the policy (re continuing education)? 

Which of 'the pertinent key occupations qualify? 

• , , 

S·. How does the HQ/Agency facil itate staff continuing their education? 
(Check as many as appropriate.) 

CJ work schedules adjusted to make it easy to attend 

[] time off to attend classes 

[] pay increased according to number of accumulated college credits 
::::.: 

[] promotion based on number of credits 

[] tuition reimbursed 

[J other (specify) 

l] 6. Obtain the follo\'/ing information about continuing education as it 
relates to this HQ/Agency. 

Correctional 
Institution 
Administrator 
Community 
Correctional 
Administrator 
Houseparent, 
LivinCl Unit 
Staff' etc 
Counselor, 
Social Worker, 

# Contino 
Educa 

Degrees 
.Baina Souaht Maier Fields (tvDicall I 

.!:ase-Mana.ge.r:--I _____ +-________ +--__________ -f 
A.C. Worker, 
C.Serv. II, 

,Juv.P./P. Off. 
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'-'1 ~-~ E: Other Influences on Training 
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1. If this'HQ/Agency has a formal EEO-Affirmative Action program, has 
it had any effects on training policy, who is trained, and what 

. training if offered? If yes, -. . 

Effects on training policy -

Effects on who is trained -

Effects on what training is offered -

2. Have employee associations/unions had any effects on training pollcy, 
who is trained, and what training is offered? If yes, 

Effects on training policy -

Effects on who ;s trained -

Effects on what training is offered -

3. Has Civil Service had any effects on training, pol icy, who is trained, 
and what training is offered? If yes, 

Effects on training policy -

Effects on who is tra i ned -

Effects on what training is offered -
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