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OPENING ADDRESS* 

J. PRICE FOSTER 

I would I ike to take this opportunity to welcome you 
to the Job-Task Analysis Symposium. This meeting has been 
made possible through the combined efforts of the National 
Association of State Directors of Law Enforcement Training 
(NASDlET), the Texas Commission on law Enforcement Officers 
Standards an~ Education (TClEOSE), and the Office of 
Criminal Justice Education and Training (OCJET) of the 
Law Enforcement Assistance Administration (lEAA). Special 
thanks go to Fred Toler of TClEOSE and larry Giddings of 
my staff who have worked long hours to develop and organize 
this meeting. 

As I am sure you are we II aware, human resources 
development has come a long way from the traditional mode 
of invididuals selecting, from personnel criteria, 
~ersonnel for employment. Along with the movement towards 
scientific management in general, the areas of manpower 
recruitment, selection, education and training have moved 
toward the establishment of empirically based selection, 
training and performance criteria. OCJET was establ ished 
to further the above-referenced movement. If you accept 
the notion that OCJET wants to plan for human resource 
development, then you need to know what we are doing. 
Until recently, we have not known what we wanted to do 
and have done things based on lay knowledge toward adapt
ing technologies from other fields. What we are now faced 
with is doing a good job in a difficult area not in 
terms of what is today, but in terms of what it !LLLl be 
tomorrow. 

This is not to say that the movement toward an 
empirically based manpower technology has been without 
its difficulties. The process has been accelerated by 
court decisions requiring recruitment, selection and 
training based on specific job requirements. In addition 
to this, the labor organization movement has finally come 
into its own in the field of criminal justice, making the 
development of sound selection, training, ~nd performance 
of personnel that much more imperative. 

In terms of what we are doing to meet the challenge 
of criminal justice manpower in the future, OCJET has 
been extensively involved in trying to determine where 
we are and the direction toward which we should be 
heading. We also real ize that we have to be systematic 
as to how we spend our money. 

*(abridged) 



We are currently trying to develop comprehensive 
manpo~er planning methodologies. Toward this end, we 
have awarded a cluster of grants to universities to 
assist us. Among these universities are Sam Houston 
State, the University of South Florida, and Michigan State 
University. Sam Houston is currently engaged in develop
ing a computer-based informational clearinghouse with 
regard to human resource planning. The infor~ation base 
will fnclude data, generally, on what's been done in 
this area. The University of South Florida is reviewing 
different job-analytic techniques and determining which 
are appl icable to the field of criminal justice. This 
involves study of what has been done, how to go about 
doing analyses, wh~t Is appropriate, and the order in 
which we can use this technology. Michigan State is 
currently engaged in determining data needs for state
level human resource planning. The study is geared 
toward being sensitive to local criminal justice needs 
and demands and the impl ications of these for education 
and training. In addition to the above, I am sure that 
you are already familiar with the work done in Project 
STAR and the National Manpower Survey of Crimin~1 
Just i ce. These two p roj ects w I I I be l~ev I ew.ed in deta i I 
during this symposium. 

Another study currently under way wi I I result In a 
monograph prepared by NASDLET on Peace Officer Standards 
and Training (POST) from 1958 - 1978, documenting the 
development of police training, standards, and require
ments. A further study has been contracted by the 
National Institute for Law Enforcement and Criminal 
Justice (NILECJ) with the Pol ice Foundation to study 
pol ice roles and their Impl icatlons for future organiza
tional structuring. 

So a s yo u can see , we are rea" y try i n g to de a I wit h 
the issues related to criminal justice manpower to deter
mine what our next steps should be and where our monies 
should be next spent. But, we are interested in more 
than the past. We need information exchange to keep 
from overlapping. As a consequence, we have set up this 
symposium to examine what is currentl.y going on In state 
and local-level related actIvities, and, finally, to 
provide a forum for Informational exchange. 

We are encouraged by your enthusiastic response to 
this symposium and hope you use the time to your best 
advantage. We have a heavy schedule for the short amount 
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• of time we have you have here away from your busy schedules. 
The sessions wi II begin and end on time, so if you wi II 
bear'with us and adhere to the time-frame indicated, 
we wi I I be able to cover a great deal of territory during 
the days whi Ie having the evenings for informal. get to-

• gethers for you to pursue contacts and conversations 
stimulated by the day's activities. 

• 

• 

• 

• 

• 

~. 

Welcome to Dallas, and thank you for coming to the 
symposium. 
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PROJECT "STAR" 
JOB ANALYSIS PROCEDURES 

by 

CHARLES P. SMITH* 

PROJECT STAR DESCRIPTION 

Pu rpose 

Project STAR was designed for the purpose or developing 
attitudes and behavior which wi II enable crimina I justice 
personnel and the publ ie to achieve the goals and objectives 
of the criminal justice system more effectively. 

Objectives 

Project objectives were: 

To identify roles~ tasks and performance objectives 
for appropriate criminal justice positions. 

To develop and test training programs for these criminal 
justice positions that address needs not satisfied by 
existing training programs. 

To develop educational recommendations for these 
criminal justice positions and the publ ic that address 
needs not satisfied by existing education programs. 

To develop selection criteria and recruiting strategies 
related to knowledge, ski I I, and attitudes needed for 
these criminal justice positions and not currently in 
use. 

To develop a technique for assessing the impact of 
social trends on the criminal justice system. 

To develop an implementation plan for al I Project end 
products. 

Criminal Justice Positions Involved 

The project research and development effort focused on 
the c rim ina I jus tic e s y s t e m p 0 sit ion s 0 f pol ice 0' f f ice r , 
prosecuting attorney, defense attorney, judge, caseworker, 
and correctional worker. 

*Project Director: American Justice Institute, Sacramento, Ca. 
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Organ izat··j on 

The project organization involved the United States 
Department of Justice, Law Enforcement Assistance Administra
tion; criminal justice planning agencies and operational 
agencies in four states (California, Michigan, New Jersey, 
and Texas) and the California Commission on Peace Off.icer 
Standards and Training. The American Justice Institute 
(with assistance from System Development Corporation, 
Field Research Corporation, and special consultants) was 
selected, through competitive procurement, to be responsible 
fo.r conducting the research an~.development effort. 

Project STAR was governed by a National Advisory Counci I 
and Advisory Counci Is in the participating states composed 
of representatives from the criminal justice system, the 
public, higher education, and local and state units of 
government. In addition, resource groups representing pol ice, 
judicial process, corrections, and education and training 
have been involved since Project inception. 

A total of some 1,500 agencies and 6,000 individuals 
have participated in the Project. 

Funding 

Financial support for the $2.5 mi I lion Project was 
provided by Law Enforcement Assistance Administration 
dIscretionary funds (32%), state criminal Justic$ plar.
ning agency action grant funds (29%), Cal ifornia Commission 
on Peace Officer Standards and training agency funds (28%), 
and in-kind contributions from state and local criminal 
justice agencies (12%), 

Terms 

The Project research and development effort began in 
May 1971 and ended in December 1974. 

METHOD 

The design of Project STAR involved a comprehensive and 
carefully executed research method including (a) search of 
the I iterature, (b) analysis of social trends, (c) survey 
techniques, (d) field observations, and (e) expert opinion. 

i Figure I provides a summary of how this general technical 
approach was organized and executed. 
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This presentation provides a description of the 
process used in identifying roles, tasks, and perfor
mance objectives. 

Fi gu re 

General Technical Approach 

Prior to initiating the Project STAR research and 
development effort, relevant I iterature was searched 
and an expert op i n i,on was sought in order to deve I op a 
thorough conceptual design for the project. 

SEARCH OF THE LITERATURE 

First, the I iterature on criminal justice system purpose,. 
organization, and function in the United States was searched 
to identify the design and results of other research efforts 
1n the areas of criminal justice roles, tasks,and perfor-
mance objectives. ' . 
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Second, the I iterature on research methodology was 
searched to obtain needed information on research design 
and procedures. 

Th i rd, I iterature on performance measurement was 
searched to identify techniques for developing and using 
performance objectives as a basis for: 

DeveioRing educational curricula and training 
programs. 

Measuring stUdent performance during the 
educational and training process. 

Measuring stUdent performance in an opera
tional environment. 

The I iterature search identified the existence of con
siderable variation and overlap of meaning for terms such 
as goal, role, purpose, function, task, activity, process, 
duty, responsibi I ity, and objective. 

It was also determined that the focus of the other 
research was on individual positions or components of 
the criminal justice system rather than on the system as 
a whole. In addition, even if terms could be interpreted 
to have a reasonably common meaning or if a system emphasis 
were found, wide variation of opinion and interpretation 
was found concerning what roles or tasks were appropriate 
for the criminal justice system or positions. 

Further, the I iterature reflected a ~Qnsiderable gap 
between what roles or tasks were ideal and what could be 
achieved In ~eali~y. 

Position Paper on Future Roles 

As part of the effort to develop the conceptual design 
for Project STAR, three leading scholars in the field of 
criminal justice prepared a summary of their personal 
thoughts on the future roles of appropriate positions in 
the criminal justice system. I 

Position papers were prepared by Professor James Q. 
Wilson on uniformed ~olicemen; Profes~or Daniel Glaser on 
case workers and co~rectional officers; and Professor 
Ernest J. Friesen on prosecutors, judges, and defense 
attorneys. Each author was provided a 11st of dimensions 
for possible incorporation In his papers including: 
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DEFINITIONS 

Anticipated modifications to present criminal 
justice services. 

New dimensions of work responsibi lity which may 
emerge as a result of changing social, economic, 
and political trends. 

Definitions establ ished for Project STAR in the areas 
of role, task, and performance objective; criminal justice 
positions; were as follows: 

Role, Task, and Performance Objective 

Role: The personal characteristics and behavior 
expected in a specific situation of an indivudual 
occupying a position. 

Task: An activity to be accompl ished within a role 
and which usually involves a sequence of steps and 
which ~an be measured in relation to time. 

Performance Objective: A statement of operational 
behavior required for satisfactory performance of 
a task, the conditions under which the behavior is 
usually performed, and the criteria for satisfactory 
performance. 

Deftn'l~fonEx~~ple 

Criminal Justice Positions Police 066ice~: ~ol ice 
patrolmen or deputy sheriffs (sworn, full-time, uniformed) 
who are respondible for basic, primary pol ice functions. 
This includes automobile and foot patrol officers who respond 
to calls for assistance and who are also responsible for 
enforcement of observe~ violations of law~ 

INITIAL OBSERVATIONS 

Upon the initiation of Project sTAR research in May of 
1971, Project staff visited I I representative criminal justice 
agencies selected by the Natlonal Advisory Board, pursuant to 
predetermined criteria, in order to identify obvious simi lari
ties or differences of roles among agencies or positions and 

• 

• 

• 

• 

• 

• 

• 

• 

top r ov ide a bas i s for de vel 0 pin g t h.e i nit i a I d a t a col I e c t ion • 
design. forms, and procedures. Each staff member was pro-
vided with open-ended forms "and procedures to collect 
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prel iminary data on: 

Situations involvi~g various positions 

Roles or tasks involving various positions. 

Expectations that various individuals held con
cerning the behavior of various positions in various 
situations, roles, functions, or tasks {dentified. 

After making necessary arrangements with each agency 
selected, one or more project staff members visited various 
units or field locations 'of each agency, as appropriate. 
Each staff member was introduced by an agency representative 
as a researcher, and a II, personnel were requested to 
cooperate to the ful lest extent possible. 

KesLll'ts of Obs'e'rva'tion 

Analysis of data collected reflected dramatic variation 
among agencies and individuals on definition of terms; re
lationships between situations, roles, tasks, and positions; 
and anticipated behavior .. As had been anticipated in the 
Project design, this data was so disjointed and contra
dictory that it could only be used as the basis for developing 
forms~qnd procedures for conducting a series of structured 
interviews. 

INITIAL INTERVIEWS 

Based upon the findings of the initial observation 
phase, Project staff designed and conducted a series of 
structured interviews wi+h representative positions in 
representative agencies in order to identify specific 
situations and expectations involving each position included 
in the study so that detai led research design, instruments, 
and procedures could be developed. 

S~6p~ oflntervlews 

In accordance with predetermined criteria, the Project 
National Advisory Counci I selected 17 representative 
Cal iforniacriminal justice agencies for participation in 
the i nit i a lin t e r vie wac t i v i tie s . A sam pIe 0 f 35 3 p-e r son s 
involved with these criminal justice agencies in various 
ways ~ere interviewed by Project staff for an average of 
It hours. Included in this group .wereoperational criminal 
justice personnel from various components, levels, and 
organizational types; publ ic administrators; victims; 
defendants; offenders; and jurors. 
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Method of Interview 

Each staff member was provided with an intervIew kIt 
containing a description of the Project, key definitions, 
data recording standards, introductory remarks, diagrams 
showing position interactions, structured questions, data 
recording forms, and agency interview schedules. The 
interviewers went to the preselected agencies where 
arrangements had been made in advance for operational and 
supervisory level individuals to be interviewed. Upon 
making content with the operational respondent, the inter
viewer described the purpose of the interview, showed the 
respondent the diagram related to his position, and asked 
the respondent to identify a typical wo~~ing contact with 
another position in the criminal justice system with whom 
he/she interacted. 

Upon recording a description of the situation in each 
contact, the interviewer then repeated the question to 
identify more situations and expectations for the same 
position. The Interviewer then asked the operatIonal 
respondent to describe what he/she thought that the person 
in the other position should do and 2.Pould not do in that 
situation. 

After recording appropriate expectations for the 
initia1 situation identified, the interviewer repeated the 
question to identfy more situations and expectations for the 
same position. The interviewer then asked the operational 
respondent to identify situations and expectations for 
additional positions with whom he/she interacted for his/her 
own position. After, g'athering as much data on situations 
and expectations for each operational respondent as possible, 
the interviewer then asked the respondent for any general 
comments he/she desired to make concerning any position 
discussed. 

Supervisory level individuals were asked a somewhat 
different set of questions, with the emphasis on what they 
expected of their subordinates in various situations in
volving other criminal justice positions,- suspects, offenders, 
or the general publ ic. 

Results of lnt~rviews 

Data gathered during these interviews were then trans
ferred from the original data collection forms onto 3" X 5" 
index cards containing one expectation per card that one 
criminal justice position had of another criminal justice 
position (including his/her own) in a specific sltuation. 
These index cards were then sorted into simi lar categories 
and groups by Ca) position., (b) situation, and 
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(c) expectation. Each category and group of cards was then 
reviewed to el iminate obvious duplicate or irrelevant 
Items. This resulted in 5,684 expectations that the 
respondents had of all positions. 

SOCIAL TRENDS ANALYSIS 

Project STAR designers recognized the rapid rate of 
contemporary social changes and the uncertainty of the impact 

• of these trends on cr j m ina I just i ce system ro I es. Cons i stent 
with this requirement, Project STAR developed a report on the 
potential impact of social trends on crime and criminal justice 
during the period 1970-1990 using the following methods: 

• 

• 

• 

• 

• 

• 

• 

Opinion of qual ified experts. 

Analysis of historical trend data. 

Linear extrapolation of trends2. 

No original trend data were generated for the study. 
All trends described were found in the avai lable literature 
or raw data avai lable from the. government. 

Forecasts are based on probabf I itles, not certainties. 
The bas i c assumpt i on under I y i ng aJ:1 extrapo I at ions of trends 
is that the trends wi II probably continue. Of course, this 
is not always the case. Trends come to an end and are 
replaced by other trends. However, a trend that has persisted 
for over 500 years has a hi~her probabil ity of continuing 
than a trend that is only 50 years old. 

In addition, the present is a period of rapid change. 
This s~ggests that some long-range trends may be reaching 
thier end; that significant new trends may be emerging 
or that some long-range trends may be in a period of fluctu
ation. 

Further, trends do not continue unopposed. Such reactions 
to trends may slow down their development and even reverse 
trends for a period of time. The significant thing about 
long-range trends is that they persist despite such opposition. 

DETAILED SURVEY RESEARCH DESIGN 

Upon completion of the conceptual design and the array 
of data resulting from the initial interviews, Project STAR 
staff initiated the development of a detai led research design 
to conduct the formal surveys of expectations that representa
tive samples of criminal justice personnel and the publ ic 
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had of re,levant criminal justice personnel in specific 
situations. The resulting document included the following 
design elements for the survey: 

Purpose. 

End products desired. 

Data required. 

Key definitions. 

Survey instruments configurations and development. 

Sampl ing design and procedures. 

Survey administration design. 

Data processing design and methods. 

Data analysis techniques. 

Upon adoption of the detai led research design, Project 
STAR staff initiated the formal survey of operational 
criminal justice personnel as the basis for a prel iminary 
identification and description of the various roles of 
relevant criminal justice personnel. 

Deve 1 opm'en't of Su rvey In strument and. Proced u re s 

Pursuant to the questionnaire design and development 
procedure specified in the research design, a prel iminary 
questionnaire was developed from the 5,684 expectations of 
criminal justice positions in specific situations that were 
collected during the initial interviews. These situations 
and expectations were reduced in number through el iminating 
or rewording situations and expectations that met criteria 
such as: 

Duplicate situations within any single position. 

Dupl icate expectations within any single situation. 

Over-generalized situations or expectations (e.g., 
The .ud c.ame onn and r .though,t U WM oLLt .the 
whtdowl. 

Situations or expectations that contained language 
unique to a particular position or locale (e.g., 
When we go 10-8, r expect my pantn~ no.t .to have 
a 41.5 moLLthl. 
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Considerable care Was taken to assure that this proce~$ 
did not el iminate - or change the meaning - of important 
situations or expectations. This process results in a total 
of 149 situations and 1,679 related expectations. 

Qlles~ion Item Develo~m~nt 

The remaining situations and expectations were then 
organized int6 a series of questions, in accordance with a 
for~at in the research design that provided the respondent 
with the opportunity to rate, on a fivB point scale, the 
de~i~~bili~y and p~ob~bili~y that any spefific expectation 
w 0 u I doc cur i n rei a t ion to any s p e c i f i c sit u a t ion . The 
questionnaire format also provided for questions deal ing 
with demographic data and opinions On some criminal justice 
issues, values, and goals. 

Preliminary Pretest. ~f Questionnaires 

A prel iminary questionnaire was then prepared from 
these remaining situations and expectations and in accordance 
with the format specified in the research design. This pre-
I iminary qUestionnaire was pretested on a group of 30 
individuals, including Project staff and individuals from 
operational criminal justice agencies and universities, who 
were selected because of the theircombination of experIence 
in criminal justice operations, research methodology, role 
theory, and education and traini~g.4 

Based upon the analysis of respondent comments and 
response patterns on the prel iminary pretest questionnaire, 
some questionnaire items were el iminate1 ~r revised, and the 
format was refined. The remaining quest~onnaire items were 
then put into the revised format, and a pretest instrument 
was produced. 5 This pretest questionnaire was then 
adminisi-ered in to a sample of 106 personnel in various 
agencies representing the crimInal justice system positions 
involved. 

Development and Adoption of Final Questionnaire 

The responses to the pretest were processed in accprdance 
with the statistical techniques identified in the research 
design. The results of this effort, and any comments made by 
pretest respondents and survey administrators, were analyzed 
by Project staff. 
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Based upon this aha lysis, Project staff developed a 
final draft questionnaire containing questions on criminal 
justice systems goals, issues, values, and expectations. 
A total of 566 statements describing behavior that might be 

• 

expected of various criminal justlce positions in specific • 
situations were included in the questionnaire. This final 
draft was reviewed, refined somewhat, and adopted by the 
Project National Advisory Counci I. 

In order to permit efficient survey administration and 
data processing, the final questionnaire was then printed • 
in a form that enabled the use of optical scanning techniques 
for item scoring. 6 

Development of Survey Adminis'tra'tion Procedures 

The research design provided for the administration of 
the survey by personnel employed by participating arencies 
with the assistance of Project staff. In recognition of the 
need for consistent and efficient procedures to administer 
the questionnaire, a detai led survey administrator's manual 
was developed. 7 

This manual contained information on survey purpose and 
a description of questionnaire development and content. 
It also provided detai led instruction and materials for 
survey administration, including selection of respondents; 
distribution, collection, and disposition of questionnaires; 
and reporting responsibi I ities. 

Survey Adminis~r~tion 

Selection of a representative sample of respondents 
from all criminal justice system components was made in 
each participating state in accordance with the fol lowing 
procedures estab I i shed by the research des i gn: 

Random selection of participating counties. 

Random selection of criminal Justice system agencies 

within se1ected counties. 

Identification of quantity and type uf personnel. 
required in each agency selected~ 

Random selection of respondents in each agency. 

Upon the confirmation of w'i II ingness to participate by 
those agencies selected during initial sampl ing efforts, a 

. total of 251 survey administrators were recruited from 
criminal justice system agencies involved in the survey. 
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Upon the confirmation of wi I I ingness to participate by 
those a~encies selected during initial sampl ing efforts, a 
total of 251 survey administrators were recruited from 
criminal justice system agencies involved in the survey. 
Fifteen one-day. training sessions for survey administrators 
were conducted in the four states. Each survey administrator 
was given a manual of instructions for respondent selection 
and survey administration, an adequate supply of questionnaires 
and forms, and the telephone humber of a Project staff member 
assigned to each state. 

Survey Administrators in e~ch state randomly selected 
respondents in each agency from a roster of personnel, 
according to the previously agreed upon procedure to ensure 
random selection. The Procedure afforded the opportunity 
to select an alternate respondent to replace those who were 
selected initially, but who were then unavai lable. 

The survey administrator then del ivered the question
naire to the individual selected and explained its purpose 
and the method for completion. At a predesignated time, the 
survey administrator picked up the completed questionnaire 
from the respondent in a sealed envelope. In turn, the 
questionnaire was mailed to a central location for opt·lcal 
scanning. This procedure assured the respondents of the 
confidentiality of their responses, allowed the staff to 
predict within n~rrow I imits the date upon which al I re
sponses would be returned, and assured a very high percentage 
of return from the respondents. 

As will be seen in Table I, a total of 1,148 agencies 
were involved in the survey of those 3,849 individuals 
selected from these agencies in the sampl ing procedure 3,432 
(or 89.2%) completed the questionnaire. It should also be 
noted that the average time of completion for the question
naire was 3.41 hours. 

'fable 1 

Summary of Responses to Survey of Operational Personnel 

Agencies Questionnaires Quest.i onna ires Response 
state Surveyed Distributed Completed Percentage 

C:S Ii forn ia 340 1,328 1,266 95.3 

Michigan 211 800 677 84.6 

New Jersey 238 861 743 86.3 

Texas 359 860 746 86.7 

TOTAL 1,148 3,849 3,432 89.2 
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Upon receipt at the central location, each questionnaire 
was audited by Project staff to ensure that it was ready for 
processing. Each questionnaire was then optically scanned 
and the responses were recorded on magnetic tape. The tapes 
were sent to a computer faci I ity for processing on high
speed electronic computers using predetermined statistical 
programs. Printouts of survey results were provided to 
Project staff for analysis. 

Survey Results 

55% of the respondents were po lice off i cers, 14% 
were involved in the judicial process, and 31% were involved 
in corrections. All types of operational criminal justice 
system agencies in the participating states were represented 
in the survey. 

The numbers andpercentages of responses to this survey 
were computed 8 and statistical tests were run on the data to 
determine the appropriate levels of significance and 
representativeness. Each response was correlated with other 
responses and appropriate relationships were identified and 
interpreted. It was these relationships that provided the 
foundation for role identification. 

Prel iminary Identification of Roles 

• 

• 

• 

• 

• 

The project definition of ~ole suggests that a role could • 
be described by sets of 'expectation statements which are 
ass 0 cia ted i n p eo p I e.' s min d s wit hap e r son per for min g the 
duties of a position. Expectations in the survey questionnaire 
were evaluated by respondents on five-point scales of desir-
abi I ity and probabi Ilty. It was determined that analysis 
of responses should focus on the ratings on de~~~ab~l~~y • 
of occurrence since this reflected what people felt should be 
done rather than what ~ done. 

In order to identify appropriate sets of expectation 
statements, the statistical procedure cal led nae~o~ analy~~~ 
was used. This procedure was chosen because it: • 

Is recogn i zed in research I iterature as we I I 
suited for the discovery of concepts. 

Extracts questionnaire responses that share CGmmon 
meaning for questionnaire respondents. 
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Minimizes the bias of nonscientifIc opin[Qn. 

Reduces a large number of operational indices 
(expectation statements) to a smaller number 
of conceptual variables (roles). 

Enables causal relationships to be separated 
from large numbers of observed cases. 

Gives a broad sense of consensus on roles 
(arising from judgments expressed by'respondents 
in completing questionnaire items). 

The specific technique for deriving prel iminary roles 
was to determine which of the 566 expectation statements 
in i'he's'Jrvey questionnaire administered to operational 
criminal justice respondents were associated in relation to 
a measure of desirabil ity in the minds of the survey respon
dents. Bya..6.6oc.-La.:te.d, it is meant that respondents tended 
to give the same rating on the desirable-undesirable rating 
scale (from I to 5) on any combination of expectation state
ments indicating the ~xistence of a general attitude which 
governed their response to several questions. For example, 
here are two expectation statements from the pol ice section 
of the questionnaire: 

Police officers should be capable of recognizing 
and handling persons with emotional disorders. 

Pol ice officers should help resolve fami Iy problems 
in a way that wil I strengthen rather than weaken 
the fami Iy. 

If individual respondents generally tended to agree with 
both statements, to disagree with both, or to be uncertain 
about both, it would indicate that responses to the two 
statements are associated or related. If no such pattern 
existed in the ratings, the responses would not be related. 
When responses are related, the possibiJ [~y of a general 
attitude toward the pol iceman's responsibi Ilty in deal ing with 
emotionally disturbed persons probably governed respondent's 
answers to both questions. If other similar statements were 
also associated with these two, an assumption could be made 
that some type of'role was indicated. This assumption would 
hold even though not all respondents agreed that the "role" 
is an appropriate or desirable role for police officers to 
~. 

The research task then became one of ascertaining what 
the underlying meaning or common element was and to give it 
an appropriate title and description. For some groups of 
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statements, this common element was e~si Iy ascertained and 
the indicated kole could be described with I ittle difficulty. 
For other groups, the reason for the association of the 
statements in respondent's minds was not readi Iy apparent, 
and considerable insight and analysis were required to 
derive a satisfactory definition. A major advantage of the 
mathematical process employed is its abi I ity to "bring 
together statements which have an underlying relation which 
might not be apparent if the statements were not viewed as 
a group. 

Once the raw data was processed in accordance with the 
statistifal routines, the resulting clusters of expectations 
were reduced in size and number through (a) the el imination 
of clusters with a corr~lation score below a predetermined 
numerical level; (b) the elimination of items within a 
cluster with a relevance score below a predetermined numerical 
level; and (c) the elimination of remaining clusters that 
contained three or less expectation statements. 

Role identifiers and descriptions, then developed, 
were an abstraction of the elements remaining in each 
cluster since research design spec.ified that such remaining 
common elements tied the expectations together in the minds 
of the survey respondents and thus comprised a role. 

SURVEY OF THE PUBLIC 

Project design also called for a survey of public 
opinion and characteristics. Pursuant to this requirement, 
a survey of a representative sample of the adult and teenage 
public in California and Texas was conducted. 

Purpose of Survey 

The survey was designed (a) to obtain publ ic views 
on crime impact, criminal justice system issues, values, 
and effectiveness; and (b) to determine if there were 
distorted perceptions on what roles were desirable for 
criminal justice personnel. 

Development of Survey Instrument 

The survey instrument was designed from the previously 
mentioned interviews and was consistent with the survey of 
operational criminal justice personnel. After a pretest of 
the survey instrument, appropriate modificatibns were made, 
and the interview-guide was adopted by the Project National 
Advisory Counci I. 
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•• Survey Sampl ing Technique 

Field Research Corporation's Master Sampl'es were used 
as a basis for randomly selecting a sample which included 
a representative number of people representing all geo-

• graphic areas, sDcio-economic levels, ages, and ethnic 
groups. 

• 
Survey Administration 

The survey involved trained interviewers employed by 
Field Research Corporation. A total of 1,880 households 
in Cal ifornia were visited by field interviewers. Personal 
interviews were obtained with a representative sample of 
811 adults aged 18 years and older and a sample of 126 teen
agers aged 14-17. Publ ic opinion survey responses were 
edited and coded by Field Research personnel. These 
responses were then keypunched, and basic tabulations and 
statistical analyses of the data were obtained by computer 
processing at Field Research Corporation's central data 
processing faci I ity. . 

Survey Results 

After analysis of survey responses, Field Research 
Corporation submitted a draft report of findings in accord
ance with a previously designed format. This report on 
findings also contains a description of survey method, a 
copy of the survey instrument, and demographic data on survey 
respondents. After review by Project staff, the report was 
put into final form. 9 

Information contained in the report was analyzed to 
determine role impl ications for criminal justice system 
personnel and the pub I ic. 

OBSERVATION OF OPERATIONAL PERSONNEL 

In order to provide more depth to the research than was 
possible through search of the I iterature or survey research, 
a formal field observation phase was conducted as part of 
Project Star. The purposes of the field observation phase 
were as follows: 

To provide confirmation of the preliminary 
roles derived from survey research. 

To identify the tasks typically associated 
with performance of the role. 
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To provide information required for the 
development of the performance objective 
statements for· both the focal position and 
the other criminal justice positions with whom 
there is i nte ract i on. 

OBSERVATION DESIGN 

The field observation procedures were designed to 
accompl ish three basic objectives: 

I. To obtain al I the required information as 
completely, accurately, and quickly as possible. 

2. To maximize interobserver rei iabi lity. 

3. To minimize interference with the activities of 
the persons being observed. 

The above objectives were met by (a) carefully specify':" 
ing and defining each element of the information to be 
obtained; (b) deslgii"g appropriate forms on which the 

• 

• 

• 

• 

information could be entered; (c) providing observers with • 
necessary training and observation aids; and (d) field 
testing the method prior to actual use. 

Forms and Aids 

A total of three forms and four aIds were used during 
the field observation. A brief summary description for 
each form and aid is provided below. 

Form #1: Data Collection Form--This form was used to 
record a narrative description of the activities observed. 
Each incident observed was then associated with the appro
priate role and task. Other pertinent information .was also 
recorded (e.g., comments by the subject under observation, 
other personnel Involved in the activity, risk involved~ 
guidance received). 

Form #2: Role/Task Matrix--This form provided a tally 
sheet for checking the roles and tasks observed in each 
positional activity. The observed role/task relationships 
were also indicated in the matrix. 

Form.#3: Preliminary List of Tasks--The observed individuals 
and their supervisors reviewed a prel iminary I ist of tasks 
developed by Project staff from the literature and from 
earlier Project data and suggested needed modifications and 
additions. 
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A~d #1: Basic Defthitions--An alphabetical I isting of the 
definitions of key Project terms. 

A'id #2: Perceived Roles--This aid consisted of a description 
of each of the roles resulting from the analysis of the survey 
resea rch data. 

Aid #3: Activities to be Observed by Project STAR Personnel-
A version of this form was provided for each type of agency 
to be visited. This aid was presented to appropriate personnel 
in the agencies surveyed to explain the purposes of the observ~rs. 

After a field test of the Project field observation 
procedures, f,orms, and aids, methods were modified as 
require~. 

Agencies to be involved in the'observation phase were 
selected in accordance with the following criteria: 

High probabil ity of the perceived roles and 
tasks being performed in the agency. 

Representation of different types of agencies 
(e.g., size, jurisdiction). 

Typical operational demands in terms of area 
served and responsibi lities. 

No unusual incidents or situations taking place 
that would make the survey infeasible or the 
resu Its atyp i ca I (e. g., large sca Ie riots or 
disturbances, natural disast~rs, or major agency 
reorganizations). 

Close proximity to other criminal justice agencies 
likely to be involved in the observation phase of 
the p roj ect . 

Access i b iii ty in terms of trave I and hous ing for 
si-aff observers. 

Wi I I ingness of the agency to participate in the 
study. 

The following procedures were used to arrange agency 
participation: 

A prel iminary list ·of criminal.jystlce 
agencies to be visited was developed based 
on the agency selection criteria described 
above. 
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The initial agency .1 ist was submitted to the 
Project National Advisory Councl I for their 
review and final approval. 

Those approved agencies were then contacted 
either by a representative of the Project's Advisory 
Councl I who was a representative of the criminal 
justice component to be studied. These Individuals 
confirmed an agency's wi I I Ingness to participate and 
Indicated that a member of the Project staff would 
subsequently contact them to arrange mutually accept
able dates for visiting the agency. 

Field Observation Process 

The observation procedures followed a standard pattern 
In a I I agencies. Agency managers met wi ththe observers to 
acquaint them with their agency, describe the general 
chacterstlcs of the area served, and explain any special 
conditions or precautions to be followed by the observers. 

The schedules of periods, locations, Incidents, and 
person to be observed usua I I Y were sett I ed at the first meet
ing and were designed to enable the observers to see a 
representati ve' samp I e of the work done by the agency. 
Observers were then introduced to the persons they were to 
observe, and the observers explained the Project briefly to 
the persons and answered any questions. 

The management personnel In all the agencies visited 
were coopeatlve, helpful, and in~e~ested. The personnel 
observed were helpful and seemingly not disturbed by the 
presence of the observer. In general, Project staff were 
able to make their observations and record their Information 
unobstruslvely. A total of 25 agencies, 309 personnel, and 
1,737 hours were involved in the field observations. 

EXPERT OPINION 

• 

• 

• 

• 

• 

• 

• 

Ass I stance I n a I I stages of the Proj ect has been rece i ved • 
from approximately 254 outside professional resources, at al! 
levels, In the support and review of Project staff work. 

Role Identification Process 

Identification of appropriate roles for criminal 
justice positions, included in Project STAR, involved a 
complex series of Interrelated activities. Once the pre
Ilmlnary roles were identified through factor analysis of the 
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expectations provided by Cal ifornia survey respondents in 
relation to anyone position, the following analytical 
procedures were undertaken: 

Factor analysis of the responses of operational 
criminal justice personnel from each of the other 
three states to the survey. 

Comparison of roles identified through factor analysis 
for any one position in each state with roles identified 
for any one position in £lL other involved states. 

Comparison of roles identified through factor analysis 
for anyone position in each state through survey 
research with roles identified for al I other positions 
in all other states through survey research. 

Comparison of data collected in the Cal ifornia publ ic 
opinion pol I with data collected in the survey of 
operational personnel in the four states. 

Field observation within positions across agencies. 

ComparisQn of roles indentified through survey research 
and field observatlon, with roles identified in the 
I iterature and in the social trends analysis. 

Review of roles identified by individuals and groups of 
substantive experts at al I levels. 

Fig8re 2 provides a visual display of how this process worked. 

Fig u re 2 

Role Identification Process 
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Roles for all positions were then adopted by the Project 
National Advisory Countil. 

Ta~k I'd~ntif'lca~ion P~ocess 

Tasks were initially identified for each position on 
the basis of a litera~ure search and then refined as a 
result of field observatioAs, agency interviews, and expert 
opinJon. Tasks identified for each position were then 
compared with tasks identified for other positions and re
fined through extensive workshop of operational criminal 
justice personnel from each of these positions. Figure 3 
provides a visual display of how this process worked. 

Figure 3 

Task Identification Process 

• califon'A 
.IICH"" 
• IEIJrnEY 
.I£lU 

Tasks for a II pos itions were then adopted by the Project 
National Advisory Counci I. 

Performance Objective Identification Process 

Initial effort included the collection of performance 
objective data and criteria through field observation and 
a search of the I iterature. Then, Project staff developed 
proposed performarice objectives for appropriate positions in 
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state of Cal ifornia, wherever a direct relationship 
between a role and a'task was identified by the' research. 
After review and refinement by a workshop of operational 
personnel from Cal ifornia and the National Advisory Counci I, 
these performance objectives were reviewed and refined by 
advisory counci Is and workshops in the other participating 
states. 

Figure 4 provides a summary of how the performance object
tive.identification process \'las organized and executed. 

Figure 4 

Performance Objective Identification Process 
Figure 4 

Performance Objective Identification Process 

Detai led performance objectives for all positions except 
judge were then,adopted by the Project National Advisory 
Counci I. Summary performance objectives for the judge 
were developed on the basis of analysis of al I revevant 
Project data. 

Development of Erid Products 

After the adoption of roles, tasks and performance 
objectives for all six positions by the National Advisory 
Counci I, Project st~ff then developed a set of training 
programs. Further, a preliminary field. test was made of 
these training programs. 
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In a~dition, publ ications were prepared that provided 
a summary of all Project results lO and an assembly of the 
detai led performance objectiv6s developed. I I 

IMPLEMENTATION 

To date, implementation of Proje~t STAR has been 
undertaken by a va~iety of jurisdictions and components in 
areas such as: 

Use of the roles, tasks and performance as a 
basis for developing selection criteria, training 
programs, educational curricula,and goal setting. 

Use of aJ I or parts of the training programs. 

Use of the instructional strategy. 

Use of the social trends analysis findings 
and methods. 

Use of the selection process continuum as a 
framework for human resource development. 

There has never been a coordinated systemwide or national 
effort to implement the results, in spite of the large ex
penditure of funds and the potential for positive Impact. 
Although this broad-based effort may be impossible, specific 
activities that could be undertaken at the national level 
include: 

Dissemination of information on the implementation 
results to date. 

Validation of the training programs. 

Individual jurisdictions are in a position to uti I Ize 
the results of Project STAR (in concert with other work I ike 
the National Manpower Survey) as a bsis for developing 
locally acceptable roles, tasks, performance objectives, 
selection criteria, training programs, and educational 
curricula without fUrther extensive research. 

The information is there--now what is needed is the 
commitment to do something with it. 
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JOB-TASK ANALYSIS APPLICATIONS IN THE 
NATIONAL MANPOWER SURVEY 

by 

ALBERT S. GLICKMAN* 

Probably not everyone here is equally fami I iar with 
the National Manpower Survey of the Criminal Justice System; 

• 

• 

NMS for short. In any event, to put my remarks in context, • 
I wi II offer a quick refresher on what the NMS was about. 
Some of you may have seen parts of the final report, issued 
by the National Institute fo~ Law Enforcement and Criminal 
Justice (NILE). A considerable amount of the summary and 
illustrative material presented here is drawn from the 
project technical reports upon which the final NILE report • 
is based. 

DESCRIPTION OF NMS 

NMS OBJECTIVES 

The National Manpower Survey of the Criminal Justice 
System was conducted In response to a requirement included 
in the 1973 Amendments to the Safe Streets Act, which pro-

• 

vided for a survey of exl~~lng and 6u~u~e pe~~onnel need~ • 
06 ~he Na~lon In ~he 6Ield 06 law en60~c.emen~ and c.~lmlnal 
ju~~Ic.e and ~he adequac.y 06 Fede~al, ~~a~e, and loc.al p~og-
~am~ ~o mee~ ~uc.h need~. Major study objectives were: 

- To assess the adequacy of current personnel resources of 
law enforcement and criminal justice agencies and to protect • 
future manpower needs; 

To assess training and educational needs in law enforcement 
and criminal justice occupations, and the adequacy of exist
ing training and educational programs in relation to these 
needs; • 

To recommend priorities for al location of LEAA funds for 
training and academic assistance; 

To design procedures for use in criminal justice manpower 
planning, including manpower projection models and data 
collection methods; and, 

To identify any other needed changes in personnel policies 
and procedures to improve system performance. 

*Advanced Research Resources Organization) Washington, D.C, 
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Three research organizations collaborated on this two
year effort: the National Planning Association (NPA); the 
Bureau of Social Science Research tBSSRl; ~nd the American 
Institutes for Research (AIR). 

At that time, I was head of AIR's part of the project, 
which was concerned with the personnel systems and occupational 
ana I ys I s Clspects of the study. What I w I I I be ta I k I \1g about 
wi II be drawn primarily from those aspects of the work. 

Our approach In the three major areas--courts, correc
ti ons, and law enforcement--fo I lowed the same genera I pattern. 
Here I wi I I concentrate most I y upon what was done in law 
enforcement, and upon those aspects involving appl ications 
of job and task analysis. I 

INFORMATION SOURCES 

The largest portion of the information that we were 
responsible for came from field visits to about 200 state 
and local agencies in 10 states,2 where we obtained first
hand information on occupational tasks, training needs, 
and related aspects of personnel management and organization. 
A total of 20 key occupations were the specific objectives of 
study. 

Of the 200 agencies we visited, 31 were law enforce
ment agencies. The breakdown by size and type is shown In 
Exhibit I. 

Of the 20 key occupations we studied, nine were In law 
enforcement. Exhibit 2 lists these occupations and the 
principal duty areas involved. Extensive field interviews 
and questionnaire responses were obtained from samples of 
these kinds of people at each agency site. 

These were considered to represent: (a) a fair cross
section of the occupations in law enforcement; (b) those most 
directly related to the primary operating missions of law 
enforcement agencies; (c) those most useful In, the analysis 
of career progression, particularly in the case of the primary 
line positions; and (d) those that best characterized occupa
tional groups with roughly comparable levels of education and 
training requirements, so that they might serve as a represent
ative prototype of a given group. 

I A project task force under the leadership of Mr. Louis O. Richardson 
and Dr. Gary B. Brumback was responsible for the activities In the law 
enforcement area reported here. 

• 2Maryland, III inols, New York, Massachusetts, Iowa, Florida, Colorado, 
Texas, Oregon, California. 
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Exhibit 

Numbers of Law En·for·cement Agencies at Which NMS Field Site 
Visits were Conducted by Size and Type 

Size and Type Category Number of Agencies 

Sma II (IOO/Iess total sworn and nonsworn 
ful Itime pol ice personnel 

- Municipal agencies 
- County Sheriff's departments 

Medium Size (IOI/more, 500/te5s total sworn and 

7 

nonsworn fu! Itime pol ice personnel) 14 

Large 

TOTAL 

- Municipal agencies 
-C6untypol ice agencies 
- ·CountY·Sheriff's department 

(501/more total sworn and nonsworn ful I time 
pol ice personnel) 

- Municipal agencies 
- County Pol ice agencies 
- County Sheriff's departments 

State agencies 

Total Municipal Agencies 
Total County Pol ice Agencies 
Total C6untyShetiff's Departments 
Total State Agencies 

10 

5 
2 

9 
2 
3 

6 
I 
I 
2 

31 

20 
3 
6 
2 
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Extiibit 2 

• Key Law Enforcement Occupations * 

t. Pol ice ChJef Executive 

--Chief, Top Executives, Assistants 

• 2 .. Pol ice Mid-Level Manager 

--Patrol, Criminal Investigators 

3. Patrol Line Supervisor 

• --Patrol, Traffic, Special Operations 

4. Investigative Services Line Supervisor 

--Criminal Investigations, Juveni Ie 

• 5. Patro I Off i cer 

--Patrol, Traffic, Special Operations 

6. Detective/Criminal Investigator 

• --Criminal Investigators, Juveni Ie 

7. Pol ice Legal Advisor 

8. Pol ice Planner :. 
9. Evidence Technician/Crime Scene Analyst 

*Descriptions wi I I be found in Appendix A. 

,. 
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It should be made clear that the number of cases we 
dealt with was small and that our main aim in selection of 
occupations to study and sites to visit was to insure that, 
insofar as possible, a widely diversity of si~uations, 

• 

innovations, and content would be encountered, and that • 
considerable opportunity for exploration in depth would 
exist~ We were more concerned with fInding out what were 
the kinds of issues, problems, needs, skills, and knowledge 
t hat ex i s t a u.;t t h e.Jr.. e. t han ina co u n t 0 f' the a b sol ute f r e que n c y 
of their occurrrence. That Is not to say that we did not 
find it useful to examine relative differences that could • 
contribute to understanding within the I imits of our data 
and purposes, Other components of the NMS, such as those 
undertaken by SSSR, 'did provide normative representative 
analyses based upon national probabi Ilty sampl ing and large 
numbers of cases. 

GENERAL ORIENTATIONS TO JOB-TASK ANALYSIS 

Now let me turn attention to research operations tIed 
i'o job and task analysis. First, I want to make a distinction 
between two general contexts in which job analyses take 
place and to consider some differences in orientation that 
result. It may be trite, but it needs to be said, that in 
any management function, different instruments are needed to 
accompl ish different purposes. You need different sticks 
for different drummers. 

In one set of situations, there are jobs under a given 
heading or classification that are all very much the same; 
that exist in a single organization, where policies and 
procedures create substantial consistency in the way information 
is used and the way people are treated. This is perhaps 
most typical. This is the context in which task analysis is 
most often appl ied. Most task analysis approaches are 
des i gned to operate in th i s context. The cr i t i ca I factors 
are consistency and homog~neity; not the size of organizations 
or the number of people. 

So, for examp Ie, the mi I itary services have large 
numbers of people sorted into various cl~ssifications, but 
they can operate on the assumptIon that the work of a II MOS 
I I Bravo, In6an;tJr..yman can be fit into a single set of descrlp~ors 
because, in fact, a single set of requirements has been 
prescribed for that MOS. In this instance, the job analysis 
is desJgned and performed to fit a specific case. 
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• 
Likewise, when job analysis is performed in stores, 

office's, and factories, each unit usually starts -from scratch, 
and the procedures and analysis are tailored, often in 
considerable detail, to the immediate situation <;lnd need for 

• information. Because each data set is so unique, aggregation 
of the data for some larger or alternative purpose is 
impractical. 

On the other hand, we have the situation, more analogous 
to what we confronted in the NMS, where simi lar job titles 

• exist in many, many places --there are patrol officers in 
Pocatello, Idaho, and in Dallas, Texas--but there is a lack 
of a consistent frame of reference, common language, comparable 
procedures, and equivalent data. So, it was that we had to 
find a way to translate what was goi'ng on ou..t .thoLe. all 
over the country, in large, medium, and small departments, 

• into a core of work activity statements expressed in terms 
commonly understood and that could be cumulated to arrive at 
estimates of manpower and training conditions and needs appl i
cable across wi.de bands and ultimately useful as input to 
planning and policy decisions. 

• 

• 

• 

• 

• 

• 

• 

FUNCTIONAL JOB ANALYSIS 

A product that has been in use for a long time to aid 
in effecting such translation, as many of you know, Is the 
Department of Labor's V~Q.t~ana~y on OQQu.pa.t~onal T~.tle.~. 
The fundamental substructure of the DOT is Functional Job 
Analysis. FJA seeks to achieve universality by tying analysis 
of tasks to three anchors that are to be found ina II work 
settings--people, data, and things--thus providing a means 
for profi I ing jobs in terms of the level of task complexity 
in these three functronat areas. We saW the FJA approach as 
having special usefulness in constructing instruments and 
procedures that would permit rapid acquisition of task 
information from people relatively unsophisticated in the 
ways of job analysis, and as being especially useful in 
meeting our needs to tie ski II and knowledge data to job 
tasks. Accordingly, a team of job analysts was given the 
training required for FJA. Dr. Sidney A. Fine, developer of 
the technique, assisted in the development of instruments 
and procedures and supervised the FJA training. 
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Exhibit 3 is a Summary Chart of FJA Worker Function 
Scales. For purposes of description and analysis, tasks 
can be grouped by function under the primary headings. It 
should be noted that each successive function reading down 
usually involves all those that follow it. That is, a 
worker is classified at the highest level that he performs, 
and is considered capable of performing the tasks that occur 
at lower levels. (E.g., on the Data function scale, a 
worker who performs Computing, Compi ling satisfactori Iy 
is capable of Copying satisfactori Iy.) The People Functional 
Scale (Exhibit 4) provides examples of definitions at the 
various scale levels. 

Exhibit 3 

Summary Cnart of Worker Functions Scales* 

DATA PEOPLE THINGS 

Preci.ion twoftiq, 
C-:·-IU _ ...... , p 

I 
)(anipulatin,. 

Operatinl·ConttolliD" 
DriviD,·Conttoll~ 

J,/ 
Feedin,.()trbeuiq. 

T~ 

Naito' Each .uccessive function readin, down u.uall, or typicaU, involves all tbote 
thaI follow it. The functions separated b1 I comma are Rplrale function. on the 1liiie 
level separately defined. They Ire on the 1liiie level becluse empirical evidence does Dot 
make I hierarchical distinction dear. 

The hyphenated function.: Tdi., '.JI'lIrlio.,·H,lpi"" O,,,/IIi.,.Co,,,,olli.,, Dri.,· 
i"j-Co",rolli"" and FmJi",.Olh,.,i", Ire .in,le functions. 

Stili", Up, OPt,,,tit,g,CCl,,,,o/Ii,,,, Dri.,i""CO""tJl/i"" F"t/i.,.Olh,"';"" and T,,,tI· 
;"/, are special case. invohin, mlchines and equipment of P,,,iJitJ,, Fo,.;"" Mlnri~II' 
IlIIi"" and H""tlli"" respectively. and hence are andented under them. 

* From Fine, ~. A. & Wiley, W. W. An Introduction to 
Functional Job Analysis. Kalamazoo, Michigan: 
The W. E. Upjohn Institute, 1971. 
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Exhiblt 4 
People Function Scale * 

The arabic numbers assigned to delinitions represent the successive levels of 
this ordinal scale. The A. B, ~',ld C definitions are variations on the same 
level. 1bere is no ordinal difference between A, 8 , and C delinitions on a 
given level. 

LEVEL 

11. 

18 

2 

3A 

38 

3C 

41. 

DEFINITION 

TAKING INSTItUcnONS-HELPING 

Attends to the work assignment, instructions, or orden of 5Upet

vi5oc. No immediate response or verbal exchanae is required un
Jess clarifiatioo of insUuction is oeeded. 

SERVING 

Attends to the needs or requests of people or animals, or to the 
expcesscd ex implicit wishes of people. Immediate response is 
inyolved,. 

EXCHANGING INFORMATION 

Talks to, COQverseswith, and/or signals people to convey or obtain 
information. or to clarify and work out deWls of an assignment 
within the framework of well-establ.ished procedures. 

COACHING 

Befriends and encowages individuals on a persoaal, caring basis 
by approximating I peer or family-type relatiooship either in I 

one-to-one or small group situation; gives insttuction, advice, and 
penona1 assi5tance concerning activities of dajly living. the usc of 
various inJtitutiooal senia:s, and participatioo in sroups. 
PBSUADING 

Influences ()(hen in fallOr of a product, service, or point of view 
by raJb or .dcmoostrations. 

DIVERTING 

Amuses to entertain or distract individuals and/or audiences or 
to lighten a situation. 

CONSULTING 

Serves U I source of technical mformation and gives such in
focmatioo OC' provides ideal to define, clarify, enwae upon, OC' 

LEVEL 

-4B 

K 

, 

6 

7 

DEFINITION 

sharpen procedures, capabilitieS, or product specifications (e.g., 
informs individuals/families about details of worlcing out objec
tives such 15 adoption, school selection, and vocational rehabilita
tion; assists them in worJcing out plans and guides implementation 
of plans). 

INSTItUCflNG 
Teaches subject matter to othen or trains othen, including animals, 
through explanation, demonstration, and test. 

TREATING 
Acts on or interacts with individuals or small groups of people or 
animals who need help (as in sickness) to carry out specialized 
therapeutic or adjustment procedures. Systematically observes re
sults of treatment within the framework of total personal behavior 
because unique individual reactions to prescriptions (chemical, 
physical, or behavioral) may not fall within the range of predic. 
tion. Motivates. supports, and instructs individuals to accept or 
cooperate with therapeutic adjustment procedures when necessary. 

SUPERVISING 
Determines and/or interprets work procedure for a group of 
worken; assigns specific duties to them (delineating prescribed Lr\ 

and discretionary content); maintains harmonious relations among I'll 

them; evaluates ·performance (both prescribed and discretionary) 
rnd promotes efficiency and other organizational values; makes 
decisions on procedural and technical levels. 

NEGOTIATING 
@;;~$ains and discusses on a formal buis u • representative of 
ODe side of • transaction for advantages in resources, rights, priv
ileges. and/or cootractual obligations, "giving and taking"' within 
the limits provided by authority or within the framework of the 
permved requirements and integrity of • program. 

MENTO~ING 

Wo~lcs with inaividuals having problems affecting their life 
adjustment in order to advise, counsel, and/or guide them accord· 
ing to legal, scientific. clinical, spiritual. and/or other professional 
principles. Advises clients on implications of analyses or diagnoses 
made of problems, courses of action open to deal with them. and 
merits of one strategy oYer another. 

* From Fine, S. A. & Wiley, W. W. An Introduction to Functional Job Analysis_ kalamazoo, 
Michigan: The W. E. Upjohn Institute, 1971 
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OUTLINE OF TASK, SKILL, KNOWLEDGE DATA COLLECTION 

Now, let me outl ine the main steps in the development 
of task, ski lis and knowledge data. 

To begin with, a team of field interviewers was sent to 
a few selected police agencies to interview a small number 
of job incumbents in each occupational category.3 The 
result of these early interviews was a prel iminary set of 
statements describing work tasks and the specific know ledges 

• 

• 

and ski I Is required to perform each task. Later, during • 
field visits to the 31 agencies; project staff conducted FJA 
revi ew conferences with sma II numbers of subject matter ex-
perts in each agency, usually knowledgeable job incumbents 
or superiors. In addition to reviewing the FJS task specifi
cations 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 essential or highly necessary for performing 
the task. We made some modifications in the FJA approach 
to simpl ify the procedure for the NMS. 

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 checkl ists. 

The task checkl ists contained task descriptions that 
were more brief than the usual FJA task descriptions, and we 
usually used more than one equivalent checklist task along 
with scales for rating amount of time spent on tasks performed, 
identification of where each task was actually learned, the .. 
amount of training received for each task, and which was 
considered to be the most valuable learning source. 

3See the following by Sidney A. Fine, "Functional Job Analysis: An 
Approach to a Technology for Manpower Planning," . PeA.6onnei. JOWl.nai., 
1974, 53, 178-181; 116e. on :the. V..[ctionMY on Oc.c.ua.ptiono1. Tille6 :to 
8:tUna:te. Educ.a;t..[onai. Inve.n.:tme.n.:t <The Upj oh n I nst-t-tute, 1968); Func.tiono1. 
Job An.ai.y~~ Sc.ai.e6: A Ve6R Aid (The Upjohn Institute, 1973). Detailed 
statements of FJA techno logy are a I so conta i ned in An In.:tJwduc.tion :to 
Fu.n.c.tiono1. Job An.a1.y~~ by Sidney A. Fine and Wretha W. Wi ley (The 
Upj oh n I nst itute, 1974), and Fu.n.c.tiona1. Job An.o1.y~~: How:to S:tandMcUze. 
Ta6R S:ta:te.me.~ by Sidney A. Fine, Ann M. Holt, and Maret F. Hutchinson 
(The Upjohn Institute, 1974). 
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The knowledge checkl ists contained knowledge/ski I I 
items and scales for rating the level of knowledge/ski I I 
required for capable performance and the level typically 
characteristic of newly assigned personnel. 

The primary purpose of the task and knowledge checkl ists 
was to gene rat eta s k and know I edge pro fi I e s f rom data co I I e c ted 
during the agency field visits. These checkl ists constituted 
a standardized and practical means of collecting sUbstantial 
occupational information from large samples of law enforcement 
personne I. 

The basic procedure in using the checkl ists during our 
visits involved giving agency coordinators packages of task 
and knowledge checkl ists to be distributed to specific 
samples of personnel. The checkl ists were completed and 
returned to us later through the coordinator. Guidel ines 
were left with the coordinator for doing this. 

Following the field visits and analysis of the occupational 
data collected, a conference was conducted for each key occupa
tion. The confer~es included ah 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 skil/s and 
knowledge, and a projection of the ~rofi les for each occupation 
five years into the future. . 

Three forms were developed for the specific purpose of 
col/ecting occupational information: 

(a) Task Checkl ist. Each task was briefly described, usually by 
presenting only the first phrase (what is done) of the ful I 
task statement, with questions asking the incumbent to indicate 
whethAr he/~he'performs the task, and if he/she does,' how much 
time it takes, where it was learned, and how much tr.aining 
had been. received. 

(b) Task Analysis Form. This form contained the ful I task statement, 
with instructions to the incumbent to edit the task statement 
to make it suit his/her 9wn position, and a set of questions 
fol lowing 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 col lege 
courses were necessary for learing the task. The latter 
question was included primari Iy.for the law enforcement agencies 
because of the current controversy over the advantage of a 
col lege education for pol ic~ work. The question is relevant 
for al I positions, however, since in any job there are tasks 
for which col lege training is unnecessary. 
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(c) Knowledge Checklist. A list of knowledge and ski I Is was 
developed for each key occupation. The I ist was compi led from 
various sources: I iterature review; catalogs of col leges; 
training programs and academies; discussions with experts In 
the area; and judgment of the technical special ist of the 
project staff. On this form.the incumbent was to indicate the 
level of each knowledge required for competent performance of 
the job and the leyel the typical new hire has when he comes 
to the job. 

Closely related tasks were combined into a single 
abbreviated statement for preparation of the task checkl ists. -
Simi lar procedures were followed to reduce the size of the 
knowledge checkl ists and to el iminate knowledge that staff 
and consultants felt had no relevance to the position. 

Now let me show you what a task inventory looks I ike. 
Exhibit 5 is a page from one we used for four sets of jobs • 
patrol I ihe supervisor, investigative services I ine supervisor, 
patrol officer, and detective/criminal investigator. 

The Columns contained the following information: 

--Do ( ) or Don't Do (0) 

--Amount of time spent on task 

A = a very smal I amount of time 
B = a moderate amount of time 
C = a considerable amount of time 

--Where learned (ranked I, 2, 3) 

Formal training 
College course 
On-the-job training 

--Adequacy of train~ng/education 

Too little 
About right 
Too much 

Exhibit 6 is a page out of the Pol ice Operations section 
of the knowledge and Ski I I Checkl ist for the same set of 
I ine personnel. Respondents indicated by checkmarks for 
each item what was considered to be the entry~level job 
requirements and educational/training level prerequisites at 
the entry-level. The alternatives in each instance were: 
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Exhibit 5 
TASK INVENTORY - INCUMBENT 

lob T.Ues s 

TASIt STATEMENTS 
/

patrol line Supervisor 
Investigative Services li 

97. Compfles periodic activity report to provide an individual performance record for each 
Qfffcer to superior(s) and for retention 1n personnel records ______ 

98. Trains, supervfses, and/or evaluates trainees. 

99. Reads records of crime activity such as station log, hotsheet and posted notfce, and 
exchanges information with fellow officers. 

100. Drives motorized vehicle and/or walks in assigned patrol area and observes trafffc, 
streets; buildings, people and residences for unusual or suspicioUS happenings ~nd 
irregularities . 

101. Responds to calls for service requiring the presenc~ of a sworn poltce officer in order 
to effectively handle the situation. : . 

102. Operates motorized police vehicle. 

104. FaMiliarizes self with the assigned area of patrol, learns the hOurs of operation of 
business and commercial establfshments in the area, and ident1ffe~ potential targets . 
for 1:riminal activity. 

105. Assists people with problems or refers them to appropriate public service agencies. 

106'. Writes down events and details surrounding all situations encountered regarding which 
subsequent court proceedings or investigation may take p1a~e. . 

107. Writes required reports in order to record crimes committed, persons taken into custody. 
property recovered. information recefved, activities performed whfle on duty, etc • . 

108. Interrogates suspects and intervf!Ws complainants. witnesses, vfctims. etc., to ga1n 
informatfon for use in resolution of case 1n question and/or other unresolved cases of 
a similar nature. 

109. Enters and conducts proper search of premises specffied in search warrant or while in 
-hot pursuit- of a fl!efng susP7Ct or fugitfve. . 

110. Recovers stolen or lost property. 

111. Recruits informants who have access to information concerning criminal actfvities and 
solicits i~fonmatfon frOM them. 

112. Participates fn booking an arrested person. 

113. Talks with juvenile offenders and their parents concerning offenses committed by the 
juveniles in order to deter further criminal activity ~nd provide recommendations to . 
juvenile authorities re disposition of juvenile offenders. . 

• • • • • 

1 sor 
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or Don't 
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Exhibit 6 

KNOWLEDGE AND SKILL CHECKLIST 

• 

;it1on Title LINE PERSONNEL (continu~d) 
.lob 

Requirements 
(entry level) 

• Educat i onltra i n1 ng 
at entry level 

:riminal investigation 
admi ni stration of the investigative function - - .. 1----+-t--.,..f---+-.J---H--+--+--+-f--I--4-
criminal investigation policies. procedures, 
techn i ques and problems - - - - - - - - .. .. .. - .. 1--4-I---+--+-I---H--+--+--+-I--I--4-

techniques for identification of lost or 
stolen items - - - - ~ " .. ~ .. - ~ - ...... - .... 

{nvestigation of: 
arson - - - - ~ - ~ ~ - " ~ - - ~ ~ ~ ~ - ~ - - ~ 

1 
~~~t--~-+~:~~~~~~+-~~--~ 

assau t - - - - - ~ - - - - ~ - ~ ~ - - ~ - - -
auto theft - - - - - - - - - - - - - - - - - - -

. . ..... , .. 

burglary and ro~bel'Y - - .... - ...... - ........ "1--4-t-+~--I--H--+--+--4-t--t--+ 
~xplosives and clandestine. devices - .. - .... - -
fraud - - - - - - - - - ~ - - - M - - - - - - .-

fugitives and missing persons - - - - - - .. - - - --+--4-+--+~--H--lI--+-+-4-f--+
hom; c ide - - - - - - - - - - - - - - - - - - - .. 4-~I--+--+---I~~~--I--J----II--.f--I--+ 
larceny - -,- - - - - - - - - - -'- - - - - - -
narcotics - - - - - - - - - - - - .. - - - - ~ -
organized, white collar, and ~orporate crime .. -
rape and sex offenses - - - - - .... - .. - .. - - -.I--+-f--+--+-r.--H--+--+--+-f--t--+ 
vice - - - - - - - - - - - - - - - - - - - - - - +-~~+-~~~+--H--4--+-4I--+-~~ 
other. plea se specify - - -I---I--I-+-f-+--H--+--+-f-+-+-+!I I 

- - -I-~:-"+-~-4I-, 4--H--f-+--t--+~'--+'; 
.. - .J---I-~-4---II--+--H--I--+-lI--+-~-+: 

• 

• 

• 

• 

traffic control and supervision I 
traffic administration, control~ safety. I .. 
eng i neeri n9 - - - - - .. - .. - - - ... - - - - - - --1-":'" -f----f-----I---+--+-H---+-r-'-t--+--il---+

traffic direction, laws and ordi nances - e - .. - -r.--+_I---t--+_.f---H-_+--+--+_+--+--+,i 
traffic accident investi9ation - .... - - .. - - I-,~_-I-+-f-+--n-+--+-f-+-~---+--

special operations 
police tactical operations .. - - - .. - - - - - -
crowd/riot control - - - - - - .. - - - - - - - -
major case-hostage situations/sniping situation - 1--f.-~-4--f-+--H--f--+-l-+-~--+
organization and operation of crime strike/task 
forces - - - - - - - - - - ~ - - - - - - - - - -

miscellaneous services 
emergency care and rescue, roadside service, 
available services to assist, first aid and 
transportation of the ill or injured, fire 40 
alarm response - - - - - - - - - - - - - - - - -. 

~-+-.---t--f--+-~ 

• 

• 
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Expert 
A High Degree 
A Moderat~ Degree 
A S light Degree 
A Minimum Degree 
None 

Though the procedure was not followed completely with 
law ,rforcement personne I, you c.an see how one can go from 
performance standards to tjaining content by referring to a 
task analysis statement drawn from the corrections personnel 
task data bank (Exhibit 7), 

As you can see, among the basic data components included 
for each task analysis sTatement are a Task definition, 
Performance Standards, and Training Content. The information 
flow of these three components read: To do this task --
to these standards -- the worker needs this ~raining. 
Thus, the descriptive and numercial performance standards 
shown translate to the seT of functional ski I Is and specific 
knowledge that make up required training content. 

ILLUSTRATIVE RESULTS 

To give you some idea of what kinds of data were generated 
in the analysis of tasks and ski lis and knowledge, let me 
s how you so m e ext r act s fro m tab I e sin 0 u r rep' 0 r t s . I w i I I 
use the detectives for purposes of illustration. 

OCCUPATIONAL ANALYSIS OF DETECTIVE 

Detective task profi Ie. Task checklists were completed 
and returned by 154 detectives. Their distribution by 
agency type is shown in Exhibit 8. The, median 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 at the time of the study was 
approximately two years of col lege. 

The task profi Ie of the detective occupation is shown in 
Exhibit 9 and includes 37 of the 49 tasks in the original check~ 
J fstplus five tasks addea by 'the consultants during the final 
occupational an~lysis conference. The 12 rejected .tasks fal led 
To'meet a criterion fOf"'mu'la that involved a combination of the 
percentage of the sample who checked that they performed the 
task and the amount of tlme they spent on it. Those items 
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EXhibit 7 

TASA ANALYSIS STATEME~~' 

'Orovl. 
t;,cy 
when 

D3:11 I ?co?le I Thin~s Data I People J Thinr.s 
..... F. - u:vc::. Y.F. - OKIENrATION 

-3.:') I 2 I lA 55 I 35 ! 10. 

(-'JtJ.: T~ rer.love offenders from society :md 
de lor.g-ter~ treat~ent in an institution wher~ 
can be provided ,..rith rehabilitation,and where;' 
Eossible, ties with communit~. 

R~as. I Math. . I 1.<1:'11:. 
INSTR. G. E. D. TAS:< NO. 
3 2 r , T '- fr:co ~l 

'ODJECT IVE:. T·o classify incoming offenders acco 
to security criteria and need for special.scrvic 
as counseling,medical,vocational traininq,and.~c 

rd~r.g 
es"su 
ucati 

TASk: Books and accepts custody of suspect or 'offender according to required intake process (e.q., 
acco~plish intakc forms, verify information and nature of charges, fulfill search and finger-printing 
rc1 uircncnts, and co~plcte inventory of perso~al property) with guidance of correctional scpervisor and 
?~ocessinq rcgulations in order to obtain booking data. for record and provide offender necessary 
confine~ent instructions. I' 'I 

TO DO THIS TASK 
~ 

------------~P~E~i~~FO~ffi~·/~~'~C~E~S~T~~~~O~A~RD~S---------------------~----------------~T~RA~I~N~I~NuG~C~O"NInT"E~N~T.----------------- ~ 
• 

D:::sc~rpTIVE: 

In£or~ation and data are comple~e and 
accurate. 

- Effective manner in. assisting offender. 
to \!nd~rstand individual rights and 
rC!iuirernent.s. 

- Co~plete task expeditiously. 

FUNCTIONAL: 
- How to conduct structured interviews with individuAls 

under stress to obtain data for institutional forms. 

Ho~" to interpret ~nd explain processinq procedures 
and regulations. 

• Nv-:·~E!UCAL: SPECIFIC: 
- Lc~sthan X, reports returned for 

incompleteness. 
- Less .than X • complaints received 

concerning clarity of data records. 

J TO THESE STANDARDS I 

• Knowledge of institution procedures manual and 
training bulletin. 

- Knowledge of institution formats .for preparation 
and recording reports. 

~ Knowledge of locations/agencies utilizing or 
.filfng data. 

[THE WORKER NEEDS ~ TRAINING J 
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that relatively few people performed and invo1ved relatively 
I ittle time were screened out. These dealt primari Iy with 
supervisory-type activities. A thirteenth task (task 23) 
fai led to meet the criterion, but the consultants recommended 
restoring it to the profi Ie. The four added tasks account 
primarily for tasks written in by the respondents. 

Detect i ves typ i ca I I y spend a moderate amount of the i r 
time or more on 12 of the tasks (tasks 1-3, 8, 10, 12, 17, 
29, 33, 25, 37, and 49). These tasks thus define the most 
promine~t core of the detective occupation insofar as amount 
of time consumed is concerned. Of the 12 core tasks, interviewing 
complainants, witnesses, and vitcims of crime is clearly the 
most time consuming task of a II. I n I ight of research 
findings that indicate it is the interviewing done by patrol 
officers, who are usually the first to respond to the scene, 
that accounts for most of the solving of crimes, a question 
arises as to how much of the follow-up interviewing by 
detectives might be unnecessary.5 

Some of the "tasks in the profile are probalby less 
prominent within the detective occupation because of the 
emergence of the evidence technician specialty. The task 
(number 2 6) i n v 0 Iv i n g search i n g for and co I I e c tin g p h Y si c a I 
evidence, for instance, is performed by 68% of the detectives 
in our samp I e who spend between a very sma II and a moderate 
amount of time on this task; in contrast to the evidence 
technicians. in our sample, 100% of whom perform this task 
and spend a considerable qmount of time on it. 

4rhe dec i s ion ru I e was as fo I lows: 

For the row below which applies for a given task, reject it (R) unless 
there is a K (keep) in that row which also appl ies. 

Percentage Checking Time 
of sample Spent Amounts 

Percentage of Sample Very Samll Moderate Considerable 
Do i ng Task 50% 50% 50% 50% 50% 50% 

50% K K K K K K 
25% - 49% R R K R K R 

0% - 24% R R R R K R 

5Greenwood, P. W., Chaiken, J. M., Petersi I ia, and Prusoff, L. 
The. CJU.minctt Inve6t).ga.t<.on PJz.oc.e6J.J. Rand Corporation, 1975. 
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Exhibit 8 

Sources of Task Data From Detectives 

• 
Agency Type Number 

State Po lice 25 

Sheri ff's Department 45 • 
Large M~nicipal/County 65 

Medium Municipal/County 7 

Smal I Municipal/County 12 • 
TOTAL 154 

'. 
• 

• 

• 

• 
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EXPIBIT 9 

Task Profile of Detective/Criminal Investigator Occupation 

Task Task Description a No. 

1. Interviews complainants, witnesses and victims of crime to gain informa-
I • 

tion on current or unresolved cases. 
2. Examines and evaluates information from interviews and observations 
3. Reads, reviews an-d-evaluates crime investigation report and related 

material on cases. 
4. Responds to calls for service or help and takes action to alleviate or 

control ~~~ted situation. 
5. Enters and conducts search of premises specified in warrant or following 

"hot nur!';uit" of ~l.!1'lnp~t or fmdtivp 
6. Collects, receives, inventories, stores, issues, accounts for and 

disposes of ph~ical evidence of crime. 
7. Establishes and carries out surveillance of persons and things. 
8. Plans for and interrogates suspects. 
9. Supervises or conducts "line-up" and other suspect identification tech-

~~es when war!~Eted. 
10. Studies and evaluates available information on suspects. 
11. Se~.rc1!es forI identifies and recovers lost or stolen property. 
12. Enforces law situationally, exercising judgement and discretion as to 

most effective means for controlling or resolving problems. 
13. Assis ts people with problems or refers them to public service agencies". 
14. Establishes and updates general intelligence and information files on 

known offenders and criminal 8ctivit~. 
15. Pursues fleeing suspects or fugitives by vehicle or on foot. 
lb. Arrests, searches and secures suspects and fugitives. 
17. Informs arrested persons and suspects of le~l rights. 
18. Uses physical force and-pratective equipment such as revolver~ baton, 

handcuffs, shot gun and tear gas when necessary to subdue resistance~ 
prevent _~pe o!,--p!:ot_~~!=_~~!L...QLP~blic. 

19. Discusses charge and circumstances of arrest with arresting officer to 
ensure theL a!"e in accord l~i th law and ~ill"tmen~ policy. 

20. Evaluates circumstances and releases arrested person on a citation rather 
than taking into custod~hen warr~nted. 

21. Conceives, plans and recommends improvements, innovations and changes 
in department policies, objectives, and procedures for coping with crime 
or providiI!S public service. 

• • • • • • • • 

%. Who 
do Task 

98.1 
100.0 

90.8 

74.7 

Q6.'J 

76.6 
90.8 
97.4 

64.3 
97.4 
83.7 

87.0 
90.8 

70.8 
87.0 I 
96.1 
98.1 I 

95.5 

83.8 

55.9 

45.8 

• 

Median amount 
of time spent on 

Task b 

I 2.6 
2.4 

2.2 

1 4 

1 1. 

1.3 
1.5 
2.2 

1.1 
2.1 
1.6 

2.0 
1.4 

1.5 
1.1 
1.8 
2.2 

1.2 

1.8 

1.1 

1 1 

• 

I Lll 
..q-

• 



• • • • • • EXHIBIT 9 • (Continued) • 
Task Profile of Detective/Criminal Investigator Occupation 

Task 
Task Description No.a 

22. Responds to scene of major occurrences. 
23. Photographs locations, individuals; and crime and accident scenes. 
24. Diagrams or 'sketches locations, individuals and crime and accident scenes. 
26. Searches for, collects, labels and packages physi~al evidence found at 

crime and accident scene. 
, 28. Recruits-informants on criminal activity and solicits information from 

th~_m! 

29. Reports periodic and daily activities verbally and. in writing to super-
visor. 

30. Participates in staff meetings, briefings, professio~al meetings, confer-
entcs and coordination meetings. 

31. Pre,parcs'-hwan-ted'i---adviso-ries-for distribution to other officers and 
agens~es. 

33. Prepares individual case folders. 
34. Prep'ares and submits requests, and ,supporting affidavits and d\:~!uments 

fo r,_!!,~,re,~~~nd~~a~ch warrants. 
35. Records field actions and observations and transposes information into 

for~l-.!~p-<?F,~_o!_c.ri!ll~accJ~ents or other activities and action taken. 
36. Receives, reviews, revises and forwards reports and files on daily 

---- ac ti vi ties, crime, acc:id~!l ts", an~ ,~~~e,~_ . .!r:!~i_de!! ts • 
37. Prepares formal charges on suspects. 

-4- • 'Prepa're-witnesses-for testifying in court. 
::!ralkS--With-rndiVldualS such as juveniles and families of juveniles to 

build respect for law an4 order, advise on acceptable behavior and 
r:.~d,~f:,~_~j::tt.n,e _CJ.I1~_~ml~~~..Q,~!?l~_iH~tivj. tv. 

49. I Tes tif!"~_<!.~j udicial eroceedings. . 
(50.)! Checks fil~~_~~~ do~~entarl so~rces of information. 
(5l.)IProtects the crime scene. 

\52:"Jrt:xcnailges" informa'Elonc)ncases wi tJi prosecuting attorney, probation 
: office~!".p_<:!!,.<?,le_9fficer. 

(53.)1 Transports or guards persons in custody. I , 

(54.)\operates voice-radio equipment or information system terminal to receive 

• • 
% Who Median amoWlt 

do Task of time sp'ent on 
Taskh 

72.7 1.5 
33.8 1.2 
50.6 1.1 

68.2 1.5 

90.9 1.9 

90.3 2.1 

56.5 1.2 

69.5 1.2 
90.9 2.3 

89.6 1.6 
~ 

80.5 2.2 "Of 

50.0 1.8 
87.6 2.1 
56.5 1.2 

'12ft3 1.6 
98.7 2.0 

.!!.n4~;i..ve _!!1f(),r!!lg~:i:.9Jl,. a ' Task 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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Detective knowledge and ski I I requirements. The 
knowledge checklist was completed by 33 respondents. The 
first page of summary data on the responses to the checkl ist 

. Items by the detectives is presented in Exhibit 10. 

Exh'ibit 10 also shows task markets for the knowledge 
and ski I I requirements. Eight of the knowledge/ski I I require.
ments. were .job pervasive, whIle the majority of the 42 listed 
requirements had one or more clearly identifiable task markers. 

Training and education overlaps. Making comparisons, 
we observed that the detective occupation is more I ike the 
patrol supervisor occupation than I Ike the patrol officer 
occupation in the number and scope of tasks involved and of 
the knowledge and skills required. The detective and patrol 
supervisor occupations were also more al ike in that the 
broad knowledge/ski I I subject areas of organization and 
management, auxi II iary and technical services, and staff 
services are not as overshadowed in prominence by pol ice 
operations reqJ:irements as they are in the patrol officer 
occupation. The average level of subject area emphasis for 
detectives was also higher tha~ for patrol officers. The 
rank ordering of five subJ'ect areas for the detective occu
pation, according to the percentage of their emphasized 
knowledge/ski II requirements, is shown in Exhibit II, followed 
by the percentages and average requirement levels. 

With regard to the specific knowledge and ski lis, those 
with the highest deficiency values (~1.5 difference measure) 
are I isted in Exhibit 12. All five broad subject areas are 
represented in the content of the detective knowledge/ski II 
deficiencies, but Investigative knowledge/ski I I requirements 
grouped within the area of police operations predominat~o 
The deficiencies represent weakness or training needs ~r may 
of the more prominent tasks of this occupation. 
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Exhibit 10 

Kno .... 1edges and Skills * 
A. Police Responsibilities and Environ

'mental Relationships 

1. police history, role and mission 

2. criminal justice system/agencies I 
2.2 1.7 

Task Harkers 

job pervasive 

relationships 2.9 1.6 1.3 2.9 added task 52 

3. criminal/civil laws 3.2 2.1 1.1 3 tasks 16, 19 

4. criminal/civil legal procedures 3.1 1.9 1.2 3 tasks 5, 17 
-----------------------------------+---+----~~--4___4 

5. laws of evidence 3.5 1.9 1.6 3 tasks 16. 44, 49 

6. legal issues and trends in crim
inal law enforcement 

7. local jurisdiction, laws and 
ordinances 

6. police authority, responsibil
ities, rights and civil liability 

9. preparation and execution/issu
ance/processing of a warrant or 
subpoena 

10. citizen rights and processing of 
complaints against officers 

11. courtroom procedures, demeanor 
and presentation of testimony 

12. suspect identification 

13. external pressure groups, radical 
groups, dissidents 

14. 

15. 

contemporary social problems 
(urban, ethnic, etc.) 

community needs and resources 

B. Organization and Management 

16. leadership and supervision 

2.8 1.6 1.2 2.8 

3.0 1.9 1.1 3 

3.3 2.2 1.1 3 

3.2 1.1 2.1 2 

2.9 1.7 1.2 2.5 

3.5 2.1 1.4 2 

3.2 1.9 1.32.Sj 

2.3 1.4 .9 2.3 

2.3 

2.3 

1 
{ 

1.'8 . 
1.5 :: 

.5 2.3 

,.8 2 

2.6 1.2 1.4 2 

tasks 16, 17, 19. 

job pervasive 

tasks 16, 18, 19 

task 34 

tasks 16, 17 

task 49 

task 9 

task 4 

none 

task 13 

task 22 

*c and d - quad c and d knowledge/skill requirements respectively; e • requirements 
added by consultants; r • requirements rejected by consultants. 

~8 
**Blnnk cells signify no future changes expected. 
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Exhibit I I 

• Rank Order of Subject Matter Areas, Percentage of Emphasized 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Knowledge/Ski I I Requirements, and 

Average Ski I I Req u i rements Leve I 

A. Pol ice Responsibi lities and Environmental Relationships (73%; 2.9) 

C. Pol ice Operations (64%; 3. I) 

O. Staff Services (57%; 2.5) 

E. Auxi I I iary and Technical Services (57%; 2.8) 

B. Organization and Management (56%; 2.6) 
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Exhibit 12 

The Most Prominent Knowledge and Ski I Is Deficlences 

Typical Ly Characteristic of Detectives 

Item 
Number Knowledge of Ski I I 

Deficiency 
Value* 

29. 

9. 

33. 

27. 

34. 

28. 

5. 

39. 

58. 

62. 

65. 

19. 

22. 

30. 

* 

information sources and informants 

preparation and execution/issuance/processing 
of a warrant or subpoena 

investigation of specific crimes: ~.g., arson, 
burglary, rape, homicide 

interviewing and el iciting information 

preparation of clear, concise reports 

collecting, recording, analyzing information 

laws of evidence 

hostage and sniping situations 

release of information 

protectiDn/analysis of crime scene 

capabi I ities of crime laboratory 

planning and decision-ma~ing 

written and oral communications 

visual and audio survei I lance 

2.2 

2.1 

2. I 

2.0 

1.9 

I .8 

I .6 

1.6 

I .6 

1.6 

1.6 

1.5 

1.5 

1.5 

The definciency value is the difference measure drawn from Exhibit 9-
the difference between median job requirement .Ievel and median initial 
proficiency level. 
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SUMMARY FINDINGS 

No doubt, you would lIke to know what was revealed by 
our data, so I wi II extract hgihl ignts of the findings. 

• Keep in mind the major characteristics of our occupa-
ti on a I an a I y sis . 

Nine key occupations were involved. Three were of 
relatively recent origin: evidence technlcian/crlme scene 
analysis; police planner; and police legal advisor. The 

• remaining six were traditional ones in basic operations, 
I ine supervisIon, and management. 

• 
The purpose of the occupational analyses was to generate 

tasks and knowledge/ski I Is profi les and to compare them 
against education and training programs. 

Projections five years ahead were also made to indicate 
changes that might be needed in such programs to meet future 
requirements. 

• COMPARISON OF NINE OCCUPATIONS 

• 

• 

• 

• 

• 

• 

Here are the main findings that came out of the comparison 
of the nine occupations in terms. of existing conditions. 
Exhibit 13 tabulates the results. 

I. Overal I, three-fourths of the incumbents were 
genera Ily satisfied that they had received sufficient 
training. One-quarter felt dissatisfied. 

2. Special training was most often said to be the 
best way to learn. However, on-the-job experience 
was the actual source bf learning judged to be most 
valuable. This suggests either that the training 
was somewhat Inadequate, or that it did not take 
p I ace at a I I . 

3. A number of knowledge/ski I I deficiencies showed up. 
The number, level, and content of these deficiencies 
varied by occupation. For example, we can look at the 

. pol ice legal advisor. 

The police legal advisor had the largest number of 
prominent skill/knowledge deficiencies reported, even though 
most of the incumbents reported that they had received suffi
tient training. Many of the deficiencies Involved lack of 
sufficient knowledge of pol ice operations, policies, and 
procedures. The impl ication is that the legal training of 
lawyers Is not sufficient to prepare them in al I aspects of 
their police work. 
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Our occupational analyses were not the equivalent of 
needs assessments. For one thing, they were not based on 
performance analysis on the job. Nonetheless, it is reason
able to give priority attention to those tasks which have 
the greatest percentage of incumbents expressing dis
satisfaction with training, and/or those tasks where 
deficiencies in knowledge/ski I I requirements are most 
often displayed. 

4. To learn most of the tasks in the basic and I ine super
vision occupations, col lege courses were not generally 
regarded as highly desirable by the job experts Cusually 
incumbents). But, for those in planning, managerial, and 
executive positions, the desirabi I ity for at least some 
higher academic education was associated with a goodly 
number of tasks. 

FUTURE OUTLOOK 

Now, 
are a few 
year look 
already.) 

looking across the whole law enforcement field, here 
prominent facts with a future orientation--a five
ahead. COf course, we are about half-way there 

I. With the possible exception of patrol officers, few 
changes in task profi les were expected by our con
sultants. 

2. Though, to varying degrees, changes in knowledge 
profi les were expected to occur in al I nine occu
pations, almost al I of these changes represented 
increases in emphasis for existing skill/knowledge 
requirements. 

3. There are certain activities that could alter the 
patrol officer's job, if they were to become 
established trends. I I lustrations of these are 
trends towara iricreased team pol icing, clvi lianlza
tion, and specialization. 

For example: In pol ice agencies, the number of non
sworn personnel is expected to increase by 53 percent, 
as compared to a projected increase of 28 percent in 
sworn offi~er employment, as a result of the continued 
trend towards increased use of civi I ians in administra
tiveand technical positions. 

4. Higher education is another factor that must be taken 
into consideration. 
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EXHIBIT 13 

Co~pnrl'o~ oC Sum~~ry Occup~tlon~l AnalysIs D~tn on the ~lnc Key to~ Enforcement Occupations 

~!i)st ",'.'] luable Aver.]gc !I T:!5~~S ~ I::;ol."!cdcel Deficiency 
: Dlss<Jt1s~led of Actual \J.'lY Judged T~sk lOith G::D SkUl Rcquire- of E7..phasf.zcd 

, Tasks with Sufflci~~cy T.1sk L.!:::rni~c; l\<!st to Difficulty Rati~&s aents to be R.:quiret:e~t.b 
Occupation In Profile of T~!<k Training Sources tearn Tasks Levela .5 Ealphas1zed LJ.:1 X Lev'el 

Patrol 37 25% job expo spec. trnl. 2.8 () 52% 12 1.2 

Patrol Supervisor 47 26% job expo sj>l!c. trng. 2.5 2 64% 7 1.3 

Detective 42 26% job expo spec. trng. 2.8 1 64% 14 1.~ 
l!L 

Detective Supervisor 47 23% job expo spec. trnl. 3.0 2 70% 9 1.2 

Evidence Technician .20 34% job expo spec. trns. 3.0 0 58% 10 1.4 

Pollee Planner 19 23% job expo spec. trng. 3.0 7 49% 6 1.3 

Police Legal Advisor 21 18% job expo no datil 2.8 no data 62% 18 1.4 

Middle .~naKcr 26 27% job expo spec trng. l.l 10 92% 1 .t 

Chief Execut1vt! 27 28% job expo no dtlt::l no data 10 1002: 0 .7 

• Difficulty scale: I - not at all difficult; 2 - slightly difficult; 3 • moderately difficult; 4 - very difficult; 5 • ~.t difficult 

b 

". 

DeClcl~ncy ZC.1sure is the difference between five point scale ratings of in1ti3l proficiency level of assignee and level required 
for cap3ble performance. 

• • • • • • • • • • 



Regardless of whether post secondary education can or 
cannot b~ justified as a minimum entry-level requirement, the 
fact that there is an increasing proportion of recruits enter
ing pol ice work w'ith some level of col lege 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 
wi I I be pressue to restructure the occupation. The less de
manding tasks can be shredded out and assigned to parapro
fessionals. This is already happening in some agencies, as 
is the creation of the pol ice agent position, a parallel 
movement to professional ize the pol ice officer of tomorrow. 
It is inconceivable that anyone would take official action to 
discourage or bar college educated appl icants. In years 
ahead, the patrol occupation will still exist, and probably 
sti II predominate, but It is I ikely to be altered in ways to 
make room for the e~erging occupations. 

I think we have covered enough of the territory of the 
National Manpower Survey to demonstrate a variety of ways 
that job-task analyses can be used to develop manpower 
pictures of occupations. Of course, we have not exhausted 
all of the techniques and all of the appl ications. We have 
just begun our two-day session.' But the NMS did represent one 
of the largest-scale applications. Hopefully, it has become 
obvious that whi Ie the effort required can be tedious at 
times, careful and comprehensive task analysis is essential 
to provide an accurate assessment of the existing state of 
manpower resources and of current and future requirements 
that need to be met to achieve var~ous objectives. The 
findings offer a diagnosis of deficiencies that have to be 
overcome, and set the stage for estabi ishing sound pol icy 
and constructlng improved personnel systems and training 
programs. 
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APPENDIX A 

Descr[ption of Key Law Enforcement Occupations 

POLICE CHIEF EXECUTIVE 

The police chief executive Is the highest level official with 
direct operating responsibi lity for a law enforcement agency. This 
occupational category also includes primary assistants to the top 
chief executive who have independent responsibi I ity over a major 
segment of the agency. Duty positions maybe identified by the 
title of chief of police, sheriff, superintendemt, colonel, director, 
commissioner, assistant chief, or deputy chief. As general manager 
of a pol Ice agency or major segment thereof, the chief executive 
has administrative responsibl I ityfor the goals .and objectives, 
policies, ard performance of the agency or segment for which he is 
responsible. 

POLICE MID-LEVEL MANAGER 

Police mid-level managers are those who occupy management posi~ 
tions in the ag~ncy ~hich fal I between the fIrst line supervisor' and the 
chief executive(s). The position title may be I ieutenant, captain, 
Inspector, division chief, bureau commander, director, or other titles 
~hlch denote positionssw~th Don~executive ~~nagement responsi,~~1 ities. 
While it is I ikely that most of the incuments occupying positions 
In this category wi I I be sworn personnel, some may be non-sworn, 
e.g., a civilian director of training or pol ice-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. 

PARTOL LINE SUPERVISOR 

Patrol I ine supervisors are those who are responsible for first 
line supervision of sworn personnel occupying basic I ine 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 responsibi I ities ove~ 
patro I off i cers. 

INVESTIGATIVE SERVICES LINE SUPERVISOR 

Investigative service line 'supervisors i:il!r·e:those Who are r.espon,:" 
=iible for .fir.=it 'I ine s~p~r~isi.o.n of sowrn.personn,el 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 responsibil ities 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 
partola~signments (motorized, foot, or mounted) who are responsible 

• 

for the protection of I ife 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 rountine patrol tasks and Is generally supervised by a 
first I ine supervisor. 

6. DETECTIVE/CRIMINAL INVESTIGATOR 

Detectives/criminal inyestlgators 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/crlmlhal 'investigator usually 
fol lows-up prel iminary investigations conducted by patrol officers. 
Individual assignments are often specialized to correspond with 
categories of criminal offenses, e.g., homicide, burglary, robber, 
etc. 

7. POLICE LEGAL ADVISOR 

Pol ice legal advisors are those attorneys.empl9yed on aful Itime 
bas is by I aw enforcement agenc i es who provi de I ega I ass i stance i"o 
the agency. Attorneys not classified as agency employees but who 
provide ful Itime legal assistance to agencies are Included, e.g., 
those whose salaries may be paid by grant funds. Also Included are 
attorneys whose ful Itime occupation is providing legal assistance 
to more than one pol ice agency, e.g., regional or metropolitan area 
pol ice legal services. 

8. POLICE PLANNER 

PoliGe planners are those agency personnel who are formally involved 
In the planning process. The position title may be planner, project 
officer, admi~istrative/management analyst, systems an~lyst technician, 
program research technican, 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 pol icies and procedures; performs in-depth workload and 
crime analyses; recommends resource al location systems and methodologies; 
analyzes statistical data; prepares requests for outside funding; 
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monitors and evaluates modifications; and coordinates agency planning 
and research activities with other elements of the cr'imlnal, justice 
system. Personnel Tn this category may be sworn or non-sworn. 

EVIDENgE TECHNICIAN/CRIME SCENE ANALYST 

Evidence technicians/crime scene analysts are those special ized 
agency personnel who are primarily responsible for the location, 
collectIon, classification, and preservation of physical evidence 
at crime scenes and, when appropriate, the transpor-ration of such 
evidence to a crime laboratory for analysis. Personnel in this 
category may be sworn or non~sworn and mayor may not be assigned 
to perform this function on a ful Itime basis. For example, a law 
enforcement agency may designate cer-rain patrol officers on each 
shift as having -rhis responsibi Ifty and provide these officers with 
intensive training. When -rhe need arises, these officers perform 
the specialized functtons outl ined above. These personnel would be 
Included in this category. Excluded would be those agency peosonnel 
Who have not been specially trained and who would not normally be 
referred to as specialists in this functional area. 
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THE' UNITED STATES AIR FORCE 
OCCUPATIONAL RESEARCH PROJECT* 

by 

RAYMOND E. CHRISTAL** 

INTRODUCTION 

The United States Air Force Occupational Research 
Project was estab I i shed in 1958, some 15 years ago, and has 
been supported continuous.ly since that time. The project 
objectives cal I for the development of methodologies in a 
number of areas, including the following: 

Job Analysis (Collection, analyses, and reporting of information 
defining work performed by personnel) 

Job Eva I uat i on (for grade, pay and sk i II I eve Is) 

Job Structures (including job engineering, work organization, 
and occupational classification) 

Job Requirements (for aptitude, training experience, etc.) 

Career Development 

Personnel Uti I ization 

Job Satisfaction (in particular, as it relates to retention) 

Obviously, there is no way I can discuss even the high-
I ights of a 15-year program in the I imited time we have today. 
What I propose to do is to make some observations about the 
techniques the Air Force has developed for collecting, analyz
ing, and reporting occupational data; then I wi II discuss a., 
few recently completed or ongoing studies in other occupati~nal 
research areas which may be of interest to YOLI. Since this~ .. is 

. ~ 

ani n for m a I sur v e y pap e r , I w i I I d raw f r eel y fro m pre v i 0 u s I' y. 
publ ished papers, my own memory, and data from studies yet'To 
be publ ished. My apologies to those of you who are already 
fa mil i a r wit h 0 u r job sur v e y pro c e d u res, but I fee I I m u s t ::g 0 

into some detail describing this technology to participants?' 
here Who have not had access to our in-service report seri~s. 

' . 
.'1 

*Extracted from the United States Air Force Occupational Research Project 
(AFHRL-TR-73-75); January 1974; Occupational Research Division, Lackl~nd 
Air Force Base, Texas 78236. ~ 

'I) ~_ 
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DEVELOPMENT OF JOB SURVEY TECHNIQUES 

REASONS FOR SELECTING THE JOB INVENTORY APPROACH 

In the Air Force, we chose the job inventory as the only 
feasible approach for collecting work-task information from 
large numbers of workers. There were a number of reasons 
for this decisio,n: First, the technique is economical. Data 
can be collected from thousands of peop Ie throughout the 
Service for less than it would cost to collect data on a 
few people using profe~sional job analysts. Second, the 
information obtained using job inventories is quantifiable. 
That is, you can actua I I Y count the n umber of peop I e per
forming any particular task, and describe their characteristics. 
Note that data collected by traditional job analysis are not 
quantifiable. No two analysts will describe a job in exactly 
the terms. Third, the fact that information collected with 
job inventories is quantifiable means that it can be stored, 
manipulated, analyzed, and reported by computer. Finally, 
the fact that information is quantifiable also means that it 
can be val idated and checked for stabi I ity using conventional 
statistical techniques. 

Now let me describe a job inventory. It contains two 
sections. The first section has questions to be answered by 
a worker about his job and himself - questions relating to 
name, identification, number, previous education, time-on-the 
job, tools used, job location, equipment worked on, training 
schools, pay grade, job attitudes, and so on. Any item can 
be included in the background information sect.ion of an inven
tory which may help answer questions posed by managers of th~ 
personnel system. The second section of a job inventory is 
simply a list of all the significant tasks that may be per
formed by workers in the occupational area to be surveyed. 
That is, it includes tasks being performed by apprentices, 
journeymen, first-I ine supervisors, and superintendents in 
one or more occupations, such as supply specialist or engine 
mechanic. If the task I ist is properly constructed, and this 
point is important to understand, then every worker in the 
occupation should be able to define his job adequately in 
terms of a subset of tasks in the inventory. 

CONSTRUCTION OF JOB INVENTORIES 

• Let me describe some of our experiences in constructing 
and administering job inventories. Ordinarily, an initial 
task list is constructed from available printed materials. 
In the Air Force program, this I ist is first reviewed by 5 
to 10 senior supervisors In an interview situation; they 
correct technical wording and add additional tasks which 

• they know are being performed by workers in their occupational 
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area. This expanded task I ist is then sent by mai I for a 
field review by supervisors at various locations throughout 
the Air Force. According to the complexity of th$ occupa
tional area, these mail reviews may be obtained from as few 
as 25 to as many as 100 supervisors. At some time during 
the construction phase, the task I ist Is also reviewed by 
technical school instructors. The final task I ist'; is arrived 
at through this iterative process. 

There is some variation in construction techniques used 
by the mi I itary serviCes. For example, the Marine Corps does 
not use a mai I review procedure, but makes extensive use of 
personal interviews at many locations. The Army makes use 
of technical school instructors as inventory constructors. 
The Coast Guard, which also constructs and administers in
ventories, essentially follows the Air Force techniques. 

Air Force experiences have led to two conclusions. First, 
individuals who are untrained in writing task statements do a 
poor job of bui Iding job Inventories for their own occupa
tional area. It is better to keep the penci I' in the hands of 
a trained inventory constructor and let supervisors in the 
field of interest serve only as technical advlsors. Second, 
if inventories are constructed' by technical school instructors, 
care must be taken to see that they are not biased through in
clusion of only those tasks which have rele*ance for training. 
For example, a task concerned with sweeping the floor has 
I ittle relevance for training, but may have a great deal of 
relevance for managers interested in job satisfaction, job 
evaluation, or job re-englneering. It is best to have inven
tories constructed by individuals who have a broad perspective 
of ,all future appl ications of occupational data. 

How many tasks should be included in an inventory? This 
has been a major problem faced by every organization entering 
the job survey business. I can only report what I bel ieve 
to be a common experience. Most agencies begin with inventor~ 
ies which are too short. Ten years ago, the Air Force 
inventories were averaging 250 to 350 tasks. Today they are 
averaging around 500 tasks or more. Yet the Air Force has 
relatively narrow occupational career ladders - approximately 
230 of them. Inventories constructed by smaller mi I itary 
services tend to be much longer. In the Australian Air Force, 
for example, job inventories sometimes contain more than 
1,000 tasks. I realize that such lengthy instruments may 
appear to be a problem, but they are not as difficult to 
manage as one might think. If task statements are organized 
under duty headingsp and if the worker has to mark only those 
tasks wh i ch he actua I I Y performs, then even a long inventory 
can be fi I led out in a reasonable period of time. Further
more, it has been a common finding that detai led task ,I ists 
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lead to firmer conclusions concerning such things as the 
establ ishment of training requirements and the evaluation 
of occuRational categories. 

Howmany background questions are normally included 
in an invent6ry? Again, we have found more and more uses 
for background information. It is extre~ely important to 
be able to define any subgroup of people which may be of 
interest to management. If a manager wants to know the tasks 
being performed by aircraft mechanics working on a particular 
aircraft at particular locations who have taken certain train
ing and who have been on the job less than one year, this can 
be obtained only if background variables have been included 
which define the relevant characteristics. For reasons to 
be discussed later, the single most important background 
variable for inclusion in a job inventory is worker identifi
cation. 

How many workers should be sampled in an occupational 
area? Tre more the better. If one were interested only in 
the occupation as a whole, then perhaps a small sample would 
suffice. But experience has shown that managers are often 
interested in definable groups such as females, individuals 
at a particular grade or salary level I workers maintaining 
a particular type of equipment, and so on. Unless one has 
collected information from a large sample, then there vii II be 
insufficient numbers of cases to make rei iable inferences 
about such groups of interest. Large samples are also needed 
to perform meaningful job-typing analyses -- especially if the 
occupat!onal area is complex. 

The Comprehensive Occuaptional Qata Analysis Erograms 
package (which we call CODAP) is designed to handle data on 
samples of 20,000 workers, except for programs associated with 
job-typing analyses. which will now accept data on 7,000 work
eF$. In the.Air Force"we have attempte~ to to obtain 100% 
samples tn occupational areas contalnlng 2,000 or"fewer workers. 
In larger occupational areas, we have attempted to obtain data 
on no~ fewer than 2,000 workers .. If the occupational area is 
known to contain a variety of job types, we may obtain data on 
5,000 or more workers. 

What about the costs of'data collection and analysis? 
This is a fair question, esp"ecially wren<!lne considers 
administering 16ng inventories to many workers. The cost of 
developing an inventory ond not"ana-IY,?irg theresl)lts is essent
i a I I Y the ~s a me, reg iii r die s s " 0 f the 1 eng tho f the i n ve n tor y 0 r . 
the. numbel~ of p>ersons to whom It is given. It can. cost be
tween one and two of hours of work time for each"worker included 
In the survey, whIch is of c6nsequence. However, In the Air 
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Force, (nventories ~re ~dm(hlstered so as not to interfere 
with accompl ishment of primary mission, so the costs and 
value are weighed against the costs and value of other non
direct mission programs which consume time, such as com
mander's calls, formations, physical training, and so on. 

On.<; cost, which can be substantial, is that of getting 
the response information onto magnetic tape, ready for 
computer input. All mi I itary services are, or soon wi II be, 
col I~cting data on optical scanning sheets. To the extent 
that data are processed by scanner, the costs of preparing 
data for computer input is reasonable. 

I real ize that I have not given you a specific answer 
about costs, but I can assure you that costs are modest com
pared with the savings which can be generated from appropriate 
appl ications of occuaptional data. I wi II address this topic 
directly a I ittle later. 

ADMINISTRATION OF JOB INVENTORIES 

Now let us turn our attention for a moment to the 
problem of inventory administration. In the Air Force, 
inventories are sent in bulk to Consol idated Base Personnel 
Officers throughout the world. Instructions specify that 
workers meeting. certain specifications wi II be called into 
testing rooms to fi II out inventory forms under controlled 
conditions. In the Marine Corps, the task analysis unit sends 
out teams to administer inventories on site at various loca-l 
tions. They report excellent results. However, this approach 
is feasible only if a Service or organization has a limited 
number of bases or insta Ilations. 

Instructions for fi II ing out an inventory are relatively 
simple. The worker completes the background section; reads 
the task I ist and checks those tasks which he performs as 
part of his/her normal job; writes in any significant tasks 
whlch he/she performs which were not in the t~sk I ist; and 
then rates the tasks he/she has checked using a relative 
time-spent scale. 

The write-in feature serves several useful purposes, but 
primari Iy it provides an indication of the qual ity of the 
task I ist~ If a large number of significant new tasks are 
uncovered by the write-in feature, then the administration of 
a supplementary survey may be required; otherwise th~ un
covered tasks are used to guide Interpretation of results 
and are saved for inclusion in the n~xt form of the survey 
instrument. 
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QUALITY OF JOB INVENTORY DATA 

Perhaps the most important question which needs to be 
answered at this point is this: Can wo~ke~~ be ~~u~~ed ~o 
be ~ho~ough and eomple~ely hone~t when they nill ou~ job 
inven~o4ie~? Studies have been conducted concerning this 
question, and I can say that the answer is definitely ye~, 
at least as far as workers in the Air Force are concerned. 
We know that when a worker f i I I s out an inventory on two 
occasions, he/she gives essentially the same information 
both times. Spl it-half rei iabi I ities for information 
such as the percent of workers performing various tasks 
run from .95 to .99. Supervisors agree with the information 
provided by their subordinates. Information collected with 
dai Iy work records is consistent with information collected 
with inventories. Workers do not inflate their job descrip
tions in terms of the number and difficulty levels of tasks 
they report. The work tasks reported by individuals are 
consistent with the information they provide in the back
ground section concerning tools uti I ized and equipment 
worked on. . 

Many studies have been conducted and reported. However, 
the experiences which have convinced us beyond any doubt that 
we are getting high-qual ity information are less objective 
and have never been fully documented. For example, during 
the first several years we obtained the telephone number of 
every worker who f II I ed out an ! nventory. When we rece i ved 
what we thought might be false information, we cal led the 
worker and talked with mim/her about his/her job. OVer and 
over again, we found the worker was trying to be honest. Most 
often, the wor'ker had been assigned a pecul iar job because of 
local circumstances. 

In some Instances, we found our inventory contained bad 
task statements which did not al low the worker to reflect 
his/her true job. We did fInd that, while being honest, many 
workers wi II give themselves the benefit of the doubt. For 
example, a worker might claim to perform a task when, In fact, 
he only performs part of that task. This Is one of the prob
:Iems with task statements which are too broad, and it 
helps to explain why our inventories now have over 500 task 
statements. 

Another factor which helps us to feel confident about 
our data is that we have published analysis results from 
over 200,000 cases .in approximately 150 occupational areas, 
and these results have never been proved wrong by managers, 
workers, or trainers in those occupational areas. I will 
have to admit that ~here have been occasions when we were 
worried. In one instrance, we found that very few workers 
were performing a large set of tasks which constituted 
approximately 25% of a training course. The managers of the 
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occupational area were so unbel ieving that they did an 
independent survey in which every worker in the occupational 
area was Interviewed to see if,: fn fact, he/she performed any 
of the tasks in question. The results of this inter~iew
survey were for all practical purposes identical with those 

• 

obtained from the inventory administration. Experiences I ike • 
this hav~ convinced not only the researchers, but also Air 
Force management, that job lnvr~tories yield goo~ data. 

Our latest experience with the power of job inventories 
to give qual ity data came when we surveyed approximately 
5,000 civi I ian workers in one occupational area. We were • 
particularly worried In this instance~ since eivi I ian pay is 
directly tied to job content. Under this circumstance, a 

,worker might feel he/she has so~ethlng to gain by being dis
honest, or something to lose by being honest. We are pleased 
to report that analyses indicate that, even under this 
condition, workers are honest. • 

We feel that there are two factors operating which 
cause us to get honest reports from workers; and that these 
factors are interacting. First, we ask the worker to provide 
his/her name and socia I secutity number in the inventory, and 
second, the information he/she provld~s is objectively • 
verifiable. It Is unlikely that a worker will claim to per-
form a task when everyone around him/her knows that he/she does 
not pe r for m that t ask. S i mil a r I y , i tis u n I ike I y t h at h e / she 
wi II fall to report a task which everyone aro'und him/her knows 
he/she performs. 

IMPORTANCE OF WORKER IDENTIFICATION 

There are several reasons why I strongly recommend that 
name and identification information be obtained from workers 

• 

who fill out job inventories. I. We have conducted many • 
studies demonstrating that high-qual ity data can be obtained 
when, workers providet'helr names. If identification informa-
tion Is not obtaingd, one cannot even conduct a study to 
val idate his/her data. 2. Collecting identification information 
enables one to followup workers and trace their career develop-
development over time. 3. Identification information can be • 
used to match with other personnel fi les to pick up additional 
data on workers, such as their aptitude scores and work history. 
4. Identification information enables one to produce a des-
cription of the work being performed by a particular person, 
or to locate by name al I individuals who are performing a 
particular task or set of tasks. • 

USE OF THE RELATIVE TIME SPENT RATING SCALE 

Now, let us cbnsider thS rating scale for a few minutes, 
because I bel ieve this to be an important topic. Rese~rch 
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indlcated that many workers do not have a clear idea of 
the exact percentage of their time devoted to each task 
they perform. On the other hand, they can state with 
confidence that they spend more time on one task than on 
another. This led to the development of a ~eta~ive ~ime
~pent scale, by which workers report the amount of work 
time they spend on each task relative to the amount of 
time they spend on other tasv j • We use a 7-point relative 
time-spent scale. If an in~ividual does not perform a task 
he/she leaves it blank. if he/she does perform it, he/she 
rates it from a level 1, which mean that he/she spends an 
extremely smal I amount of time on it compared to the amount 
of timA he/she spends on other tasks in his/her job to a 
level 7, which means ~hat he/she spends an extremely large 
amount of time on it compared with the amount of time he/she 
spends on other tasks in his/her job. These relative time
spent ratings are converted into estimated percent time 
·values. The first question often asked by Individuals 
reviewing this procedure is Why pe~een~ ~ime? Why no~ u~e 
~ome o~he~ nae~o~ ~ueh a~ n~equeney on pe~no~manee? 

It is beyond the scope of this paper to discuss all of 
the factors favoring use of percent time-spent estimates, but 
several are sufficiently important to warrant your consider
ation. First, there are certain statistical charact~ristics 
which makes this approach expremely useful. It has a clearly 
defined range with a base value of O. For the indiviual case, 
the values indicate the percentage of his/her work time spent 
on each task, and the sum of these values across al I tasks in 
the inventory is 100%. In a like manner the average values 
for any group workers indicate the percentage of group time 
spent on each task, with the sum of these values also equal
I.ing 100%. Percent time values provide a convenient method for 
computing the overlap of two individual jobs with each other; 
of an individual job with a group job description; or of one 
group job description with another group job description. 

Results from numerous studies have indicated tha~ matrices 
reflecting overlappIng time among individual job descriptions 
when analyzed by the CODAP grouping program, can yield a 
precise definition of the types of jobs existing in an 
occupational area. Finally, having available the percentage 
of time spent on tasks makes it possible to compute the time 
spent by individuals or groups on particular types of work. 
For example, a manager may wish to know how much time is being 
s~ent by a group of mechanics on p~eventive maintenance. Thls 
can be very quickly computed by the CODAP system. It should 
be noted that none of the above characteristics apply to a 
scale such as n~equeney on pe~no~manee. 

How could one possibly summartze the level of activity 
across a series of tasks in terms of frequency, when some of 
the tasks are perfromed frequently, while other tasks within 
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the subset are performed I~frequently? I strongly recommend 
use of the relative time-spent scale as the primary rating 
factor in occupational surveys, and that the obtained values 
be transformed into percent time-spent estimates. This is 
a requirement for the CODAP system, and it makes possible 
many types of analyses which cannot be accompl ished using 
frequency of performance data. 

THE CODAP ANALYSIS SYSTEM 

By now you have heard me refer several times to CODAP, 
which Is the analy~ls system used not only by the Air Force, 
but also by other mi I Itary services. There is no way In a 
brief amount of time to communicate the power of this system. 
We have been working on it continuously for over 13 years, 
and the program listings now run about 1,400 pages in length. 
It represents an Invest~ent of hundreds of thousands of 
dollars, and thousands of In-service man hours~, Yet: It is 
without question the most Important product of the Air Force 
Occupational Research Project. 

The concept behind CODAP Is to provide w~ys for analyzing, 
organizing, and reporting occupational information so as to 
answer as many management questions as possible. CODAP 
currently contains approximately 40 general purpose programs, 
and several new ones are under development. All of these 
programs ace"d~te.fiqct·L .. ve\.,and .fi:!g"I...YJ..e'ff'ic.le·nth.,\.f wish I had 
time to describe them to you, but It would take at least a 
day to cover them fully. All I can do In a few minutes is to 
mention a few programs ~hich are used frequently. 

EXAMPLE CODAP PROGRAMS 

• 

• 

• 

• 

• 

• 

For exam.ple, one program produces a consolidated descri- • 
ption of the ,work performed by any specified group of Indi-
viduals. Su~h a desc~iptlon can be produced for workers at 
a particular basei or for those who have been In their jobs 
for less than one yeari or those who claim their talents are, 
not being uti I Ized; or those who work on a particular type of 
equipment -- Indeed, for any group of workers which can be • 
deflned in tarms of Information in the background section of 
the job inventory. A consol idated job description indicates 
the percent of group members performing each task; the average 
percent of work time spent on the task by those who perform 
itiand the parcentof group time spent on each task .• A 
CODAP program prints the task statements and associated com- • 
puted values, arranged in terms of percent members performing 
or in terms of group time-spent values. A consol idated 
description of the work performed by individuals during their 
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first year or two on the job is particularly useful in 
val idating or designing the curricula for entry-level 
vocational training. 

Normally when we analyze an occupation, we produce a 
series of job descriptions for groups at various experience 
levels. That is, we compute consol idated descriptions for 
individuals who have been in the occupation for less than 
one year; from one to two years; from two to four years; four 
to eight years; and so on. Then the CODAP system is used to 
gather this information tnto a table which indicates the per
cent of individuals at each experience level that perform 
each task in the invehtory. In this way W6 find when tasks 
tend to be assigned, and when training should be given in 
order to be timely. 

Another CODAP program enables managers to study the 
differences in work being performed by any two specified 
groups of individuals. For example, one might wish to know 
the differences in work performed by individuals at one 
grade level and those at another grade level; or in the work 
performed by individuals working on two types of equipment. 
The CODAP system analyzes the two defined groups an.d prints 
a report summarizing the major differences in work performed. 

Perhaps the most powerful CODAP program is one which 
identifies and describes all the types of jobs which exist in 
an occuaptlonal area. Beginning with 2,000 individual job 
descriptions, this program wi I I compute a 4,OOO-element input 
matrix reflecting the simi larity of each job with every other 
job. Then it proceeds to group simi lar jobs into clusters 
and prints out a description of work performed by individuals 
in each cluster. The program is iterative and may evaluate 
well over a billion alternative solutions in arriving at the 
best definition of job types and clusters fn a particular 
occupatloh. StIli another CODAP program can be used to deter
mine the characteristics and locations of individuals working 
in each job type and cluster. The results of job~typing . 
analyses are extremely valuable in identi.fying changes needed 
In defining occupational categories in an organization or 
mi I itary service. 

other CODAP programs can be used to compute job 
descriptions for individuals, or for each individual in a 
specified group, or to compute the amount of work time each 
worker spends on a given set of tasks. Using factor ratings 
in conjunction with task data, CODAP can be used to compute 
the difficulty level or the grade requirement for each job. 
Programs are avai lable within the CODAP which wi I I produce 
two-way frequency distributions between background variables; 
compute the difficulty level of each task; compute 
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intercarrelatians a~ong beckgraund variables; deter~ine the 
rei i a b iii t yo. f task fa c t 0. r ratings; cam put e the average grade 
level ar the average experience level af warkers performing 
each task; compute regress ian equatians; print task lists, ar 
pring a dictionary af backgra~nd variables. 

The CODAF' system is also. a general accupatianal infarma
tlan retrieval system. All repar'ts, descriptians, and analysis 
results camputed by CODAP are stared and identified. Any sub
set af descriptians ar reparts can be extracted, ardered, and 
printed. CODAP even numbers the pages in an extracted repart 
and autamatically p,rints a table .af cantents. In general, 
there is a CODAP pragram avai lable to. arganize and analyze 
accupatianal data to. answer any questian asked by managers 
af a persannel system. If we find that there is anather type 
af analysis which wauld pravide infarmatian an a questian pased 
by management, then we immediately write a new pragram which 
wi II perfarm the necessary camputatians. This is ane reasan 
why all mi i itary servic.es in the United states either are, ar 
wi II shartly be, using the CODAP system far the.ir- accupatlanal 
analyses. 

I have prabably bared same af yau with the detal Is 
cancerning the callection, analysis, and reporting af 
accupatianal data. What yau may wish to. hear alout are same 
experiences in using the infarmatian. 

ADOPTION OF JOB SURVEY TECHNOLOGY BY VARIOUS AGENCIES 

In the Air Farce, we did research an variaus techniques 
fram 1958 until 1967. During this periad, we callected 
experimental data fram aver 100,000 cases and develaped mast 

• 

• 

• 

• 

• 

• 
of the pragrams in the CODAP system. Althaugh cast savings 
data were nat accumulated during this time periad, accupatianal 
data led to. numeraus changes in training pragrams and accupa- • 
tianal structures. 

in late 1967, the Air Farce established an aperatianal 
unit with 15 persans who. devated full-time to. the canstruction, 
administration, and analysis af accupatianal survey data. Its 
missian called far the campletian af 15 surveys per year. In • 
1969, the staff af this organizatian was increased to. 28, and 
the missian increased to. 24 surveys per year. Last year the 
staff was increased again, to. 42 persans, and the miss Ian was 
maved up to. 51 surveys per year. Each af these increases in 
staff and missian was due to. demanstrated pay-affs af accupa-
tian infarmatian,and to. increased demands fram managers far • 
mare timely data. So. far, the aperatianal unit has surveyed 
aver 200,000 enl isted persans in aver 150 accupatians. At the 
present time 68 surveys are in variaus stages af campletian, 
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and plans ,have already been made for expanding the capabl I ity 
of .the unit to meet the increased demands for more occupational 
data. " 

In the Air Force, the greatest payoff from occupational 
data so far has been in the area of training. Significant 
changes have been made in every training course associated i. 
with an occuaptional survey. Frequently these changes have 
not led to cost savings, since they have been in the form of 
reducing training on certain tasks wbi Ie increasing it on 
others. Even so, approximately $7,000,000.00 cost avoidance 
has been documented during the past two years alone, whi Ie 
was directly attributable to reductions in training based 
on occupational survey information. 

Encouraged by the Air Force occupational survey research 
findings, the Marine Corps establ ished an operational unit 
which is currently manned by 37 persons, three of whom work 
full-time in maintaining job structures. So far they have 
surveyed I I of their occupations areas, which contain nearly 
one-third of their manpower. The Marine Corps had the Air 
Force CODAP system reprogrammed to operate on an IBM 360-65 
computer. They are particularly happy with the job-typing 
programs, which have produced results leading to major 
changes in the job structures in every occuaption surveyed 
thus far. During the past year, they have documented over 
$4,000,000.00 in cost avoidance based upon their occupational 
analysis results. That is a large savings considering the 
relatively small size of their personnel system. This year, 
the Marine Corps task analysis group received a Presidential 
Management Improvement Award. 

The Army has an operational job-task analysis group 
consisting of 35 ful I-·time persons. They have been collecting 
occupational data using job inventories for a number of years. 
To date, they have been using their own analysis programs, 
bu~ I understand that they are planning several significan~ 
c han g e sin the i r pro c e d tl res . The s e inc I u doe (a) the col I e c t ion 
of worker identification data, (b) use of the relative time
spent factor for a portion of their task 11st, and (c) use of 
the CODAP to supplement their own analysis system. 

The Navy has recently conducted several large-scale 
occupational surveys using job inventories and process 
the data with CODAP. The Navy officially established an 
operational job-task group this month and is pledged to 
use the CODAP system for analyses. 

The Coast Guard has been conducting occupational surveys 
for several years with job inventories patterened after those 
used in the Air Force. AI I of their analyses thus far have 
been condu'cted using the CODAP system. They have now surveyed 
about one-third of their occupational areas. 
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The Canadian Forces have surveyed most of their occupa
tions using job inventories, although, to date, they have 
used their own computer analy~is programs. The Australian 
Air Force has 70 inventories in some st~ge of development. 
While these instruments tend to include a large number of 
task statements, they are otherwise patterenedafter those 
produced by the U.S. Air Force. An exchange officer from 
the Austral ian Air Force has recently completed a 2 1/2 
year tour worki~g In the Air Force occupational research 
programand_studying the CODAP system. A second exchange 
offic~r has now moved into this position. 

Many universities, government agenci~s, ahd government 
contractors have collected occupational data using job 
inventories, and a number of these have accompl ished their 
analyses usi~g the CODAP system. To date, the CODAP system 
has not been avai lable to industrial organizations, altho.ugh 
it has been used by many nonprofit organizations, especially 
those conducti~g research under government sponsorship. 

I mention all of these pr~grams to emphasi~e three 
po i nts. ~F i r:st,,; there' seems . to.;b~, a. ~;I a.rge, movement towa rd 
conducting octupational surveys using job inventoriesj 
second, many agencies are using, or are planning' to use the 
CODAP system for data analysesj and third, occupational 
analysis programs are generally in good health and expanding. 
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A TASK ANALYSIS OF THE SPECIAL AGENT JOB IN THE 
GEORGIA BUREAU OF INVESTIGATION 

by 

JOHN FAY* 

BACKGROUND 

In 1975, the Georgia Bureau of Investigat.ion (GIB) was 
beginning to s~abi I ize after a turbulent period of reorgani
zation and redefinition of purpose. What for many years 
had been a subordinate element of the Department of Publ ic 
Safety suddenly became, in 1973, a separate state agency 
with new responslbi I itles and a new management structure. 
As Is frequently the case with new born and reborn organiza
. tions, GBl's start was characterized by rapid growth, high 
levels of activity, and an entrepreneurial leadership style. 

The I eve ling off phase began in 1975, after a new 
director was appointed. The organizatlon began to rational ize 
internally, concerning itself with the question "where are 
we now, where ~re we going and how do we get there? 

Among the issues to be faced was the need to more 
prec i se I y i dent i fy the work actua I I Y performed by spec i a I 
agents. This was not an easy thing to do. Georgia is the 
largest State east of the Mississippi, with a sheriff for 
each of its 159 counties; there are more than 500 other local 
law enforcement agencies, with more than 80 percent of them 
smal I departments without in-house investigatlve capabi I ities. 
Meaning? That the work of an agent is performed at widely 
scattered locations, and for a large number of different 
agencies with each agency having a unique set of investiga
tive needs. The highly decentral ized character of work at 
the operating level made it difficult, it not impossible, 
to apportion work sensibly and to hold agents accountable. 
Moreover, managers and supervisors were rarely in perfect 
agreement as to what the typical agent did in the field, 
or for that matter, what he was supposed to be doing. 

An identification of job tasks would do at least two 
t h i n g s for G B I: (I) i two u I d he I pin the des I g n / Imp I em e n t a -
tion of basic and inservice training programs for Investlga
tot's. (2) it would help Identify knQwledge, ski /Is, and 
abi I ities that a Jobappl Icant must have to function as a 
productive, contributing agent at the entry-level. 

With a modest grant from the Georgia State Crime 
Commission, a job task analysis project got underway in 
March 1977. 

*Chtef of Plans and Training, Georgia Bureau of Investigation. 
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Two considerations influenced the selection of a metbod 
for co I I ect i ng and process i ng job tas k data. The method had 
to be simple and economical because of budget constraints. 
Simpl icity was important because GBI had never attempted 
a project of this type. The administrators of the project 
and the spec! a I agents .affected by it wou I d be mov i ng th rough 
unfami I iar terrain. Because the number of agents was only 
140, a decision was made that al I agents, rather than a 
sample, would be surveyed. 

From a variety of job analysis methods known to "the 
writer, these major procedural s~eps were identified as 
essential: 

Interview first-line supervisors. 

Prepare a preliminary list of job tasks. 

Review and revise the prel iminary list. 

Construct a questionnaire booklet from the revised list. 

Test and revise the booklet. 

Administer fi I I ing out the booklets. 

Key punch data -collect'ed by booklets. 

Analyze dat~ by computer. 

INTERVIEWS OF SUPERVISORS 

Separate interviews were held with five first-I ine 
supervisors. The supervisors selected for interview were 
sworn personnel whose duties included (in addition to super
vising special agents) the conduct of criminal investigations. 
The supervisors were neither young nor old ~n terms of age 
and experience; they were neither opposed to a job analysis 
project nor excessively enthusiastic about It; and they 
were agents held generally in high regard by their fellow 
workers. 

An Interview began with a statement of the project's 
purpose and Its potential value to the" organization. The 
supervisor's role In the project was delineated and he/she 
was asked to participate voluntarily. Following prel iminaries, 
the supervisor and the interviewer (writer) set to work pre
paring task statements in broad, general language. The inter-, 
viewer provided direction, while the supervisor provided 
content. He I pfu lin th is process were certa i n work documents 
related to special agent duties. They included: 
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I. Reports prepared by agents. 
Dai Iy and monthly acti,vity reports. 
InVestigative summaries and statements. 
Lead requests and replies. 
Disposition reports. 

2. Forms ti I led out by agents. 
Evidence receipts. 
Chain of custody forms 
Vehicle usage forms. 
Travel vouchers. 
Confidential funds vouchers. 

3. Job descriptions. 

4. Performance goals and objectives. 

5. Po~;cy manual. 

6. Procedures manual. 

7. Prescriptive memorandums. 

8. Training materials. 

A written product, in draft form, emerged from each 
interview. These products were the working materials for the 
next step. 

PREPARATION OF A PRELIMINARY LIST OF ~OB TASKS 

Using the materials developed in concert with the five 
supervis~rs, the writer created a prel iminary list of job 
tasks. Considerable winnowing, editing and el imlnation of 
dupl iations, was necessary. This inventory of tasks was then 
sent, under cover letter, to 22 first-line supervisors. 

REVIEWING AND REVISING THE INVENTORY 

Some advance prepara'tion had been made for this step. 
At ths two preceding quarterly suprvisors meetings, the 
Director of Invest)gations ann08nced the project, broadly 
described it, endorsed it, and enjoined the supervisors to 
cooperate. The letter and the attached list therefore came 
as no surprise to the 22 supervisors. Each was asked~ in the 
letter, to thoroughly study the I ist, edit it to el iminate 
tasks not performed, reword task stat'ements as needed, and, most 
importantly, add statements for tasks not identified. The re
vised task I ists were returned to the project officer within 
an estab I i shed dead J i ne date. 
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CONSTRUCTING A QUESTIONNAIRE BOOKLET 

Guidance for the design of a booklet to capture respondents' 
responses was influenced by three considerations (a) the 
pur p 0 s e s 0 f the p r oj e c t, ( b) the job hoi d e r fro tn who m d a t a are 
collected, and (c) the procedure for transfer of data from the 
booklet to the computer for processing. 

Purposes of the project. 
let nee d e d to b e w r itt e n i nth e 
of the information collected. 
these questions: 

Each task statement in the book
context of the uses to be made 
The project was seeking to answer 

Is a task performed? 

How often is it performed? 

How much time is spent performing a task? 

What are the consequences of inadequate performance? 

Must the task be performable at time of job entry? 

How Important is performance of a task to the overal I job? 

The emphasis of the project was upon performance. The booklet 
focused mainly upon task? performed at the journeyman ski I I level. 
Supervisory task statements were held to a minimum. 

The ,job holder. In considering the job holder, the 
questionnaire booklet was prepared with these guidel ines in 
mind. A task statement 

should be written in simple language. 

shou I d be short. 

should be free ot ambiguity. 

should be written in terminology fami I iar to the 
job ho I der. 

should be worded so that rating scales make sense 
when applied to it. 

shou I d beg i n with an act I on verb that descl-I bes 
a visible human behavior or the product of behavior. 
Verbs such as "assure,""coordiante," "assist," 
"appreciate" or "understand i' describe actions that do 
not lend themselves to visible (and therefore measurable) 
performance. 
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should describe a specific job action or behavior. 
The action specified should 

have a clear beginning and end. 

be of relatively short duration. 

be independent of other tasks or actions. 

Booklet instructions should be simple and precise. 
Examples should be used for clarification as needed. 

Procedure for data transfer. The booklet format was 
designed with data transfer In mind. The procedure Was 
determined In advance to Ga key punchin~. The format incor
porated the best features of a checklist, with separate blocks 
for the res po n den t tow r i t e ins i n g I e di g I t n u m be r s t hat 
correspond to rati~g scales. 

The cover of the book I et conta i ned space for co I I ect ion 
of background information concerning the job holder. Informa
tion items included. 

Full name. 

Rank. 

Position title. 

Investigative specialty, if any. 

Place of assi~nment. 

Investi~ative experience (in months).* 

Highest education level.* 

Training courses attended.* 

(The items identified by asterisk (*) were obtained from 
personne I records.) 

TESTING AND REVISING THE BOOKLET 

The next step in the project was to administer the Book
let on a test basis. Three persons completed the booklets; 

• The booklet was found to need certain minor administrative 
revisions related chiftfly to wordi~g of instructions and 
tYPographical errors. No substantive problems were noted. 

• 
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ADMINISTRATION OF THE REVISED BOOKLET 

A three person team consistinq of the writer and two 
principal assistants administered the booklets on location. 
The project was too important to permit administration by 
ma i I. A I t!lOugh superv i sors were genera II y wi I ling to 
administer the booklets, there could be no assurance that 
administration would be uniform through the orqanization. 
Futther, the presence of a special te~m from the headquarters 
lent stronq psychological support to the project. 

An on location administration occured as follows: 

According to pre-arrangements with the responsible supervisor(s}, 
al I agents scheduled to complete booklets were assembled and seated at the 
de~ignated time and place. Because the testing step revealed administra
tion to require between 3 and 5 hours, meetings beqan at mid-mornin~ to 
permit the lunch hour to act also as a convenient break period. 

The project's goals and methods were explained by the team leader. 
Booklets and penci Is with good erasers were distributed. The respondents 
were directed to reqd their booklet instructions. The team leader then 
Rnswer questions posed by the respondents. (The questions a~ked were 
recorded. In subsequent briefings the points addressed previously by 
questions were thoroughly covered,) 

After al I questions were answered, the team leader gave the 
si~nal to begin. 

Team members circulated among the respondents to deal with 
confusion as it arose. Close monitorship was required to insure under
standinq. 

As each respondent finished, a team member went over the booklet 
to see that responses had been properly entered. AI I completed booklets 
were taken back to headquarters, pending turnover to the key punching 
operation. 

KEY PUNCHING OF DATA ANb ANALYSIS BY COMPUTER 

For efficient key punching, there can be no requirement 
for the key puncher to edit nor interpret the data to be 
punched. Accurate directions were prepared for key punchers. 
The booklets were disassembled, -coded in certain ways, and 
pages organized in groupings that faci I itated the key puncher's 
work. 

As of this writln~, key punching has not been completed. 
In any case, the focus of this paper Is upon the description 
of a process, rather than its resu Its. 
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Few projects rarely run smoothly, particularly when 
they involve respondent activities not previously attempted. 
As this project comes to a close, it is possible to identify 
are a s to b e wa t c h f u I for w hen s i mil a r pro j e ct s are a t t e m pte d . 
They are: 

Prepare for human resistance. 

Use precise, simple wording in booklet ihstructions. 

Be precise in wording of tasks. 

Be realistic in deciding what foctors are important. 

Use a separate booklet for each factor to be rated. 

Use rating scales that lend themselves to analysis. 

Design the booklet with data transfer in mind. 

PREPARE FOR HUMAN RESISTANCE 

The natural urge of people to resist chanqe was present 
throughout the project. Support from supervisors was actively 
sought and generally obtained. Although it cannot be said 
that every supervisor was wildly enthusiastic about job 
analysis, there was no outright refusal to cooperate. Resis
tance, for the most part, came from the special a~ents who 
provided the data. Resistance could be seen in the utterance 
of remarks I ike: 

TIU..& L6 taJung me away f/l.Orp hnpoJdan:t wOJz.k. 
1 9 eX. a h e.adac.he nJz.om flJ11ln.Q 0 ut- fth.iA 6 O/Un • 
Tw L6 je.l.!.>.t .60 muc.h. unneeded papeJi.WoJz.k. 

USE PRECISE, SIMPLE WORDING IN THE BOOKLET INSTRUCTIONS 

The number of questions and the repetition of certain 
questions pointed to the need for extraordinary care in preparing 
written instructions. 

BE PRECISE IN THE WORDING OF TASKS 

Instead of stating 

"Collect the following types of evidence: 

1. glass fragments. 
2. bloodstains. 
3. fingerprints." 
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It is better to state 

"Collect glass fragrrents. 
Collect bloodstains 
Collect finqerprints." 

Avoid task statements that are too trivial for example. 
App.ty O-i .. nge.ltplting powde.1t is a support ng part of a task. It 
is better expressed as Co.t.te.at 6inge.ltPJtint~. 

Avard task statements that are too broad. Co.t.te.at 
e.vide.nae. i~ made more precise by writing a separate task 
statement for each type of ev i dence to be co I I ected. 

Avoid using more than one action verb in a task statement. 
For example, Co.t.te.at and malt~ ~to.te.n pJtope.Jtty should be 
broken out in two separate task statements. 

Avoid overlapping task statements. Plte.pane. e.vide.nae. 
JLe.ae.ir.Jt~ rnight overlap with Maintain c.ha,(.n oEs au..~tody 60Jtm~. 

Avoid redundant or qual ifying phrases such as whe.n 
ne.ede.d, or in a'aaQltdanae. with ~tandaltd ope.Jtating pltoae.du..Jte.~. 

BE REALISTIC IN SELECTING FACTORS 

The GBI project involved ratinQ of tasks with six 
factors: 

Frequency 

Duration 

Consequences 

Difficulty 

performance Level 

Overal I Performance 

How often is the task performed? 

How much time is spent in the per
formance of the task? 

If an error is made in the perfor
mance of the tasK, how damaging wi I I 
the consequences be? 

How difficult is the task to learn? 

Must the task be learned prior to 
entry at the beginner, level? 

Is the avera I I job dependent upon 
upon performance of this task? 

Of the six selected, only three were genuinely important. 
The frequency, conse~uence~ and performance level factors 
pro v ide d a I I 0 f the rea I lye sse n t i a I data. The 0 the r f act 0 r s , 
for our purposes, merely give "nice-to-know" information. 
Much unnecessary work went into the collection of marginally 
vi':'luable data. 
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USE A SEPARATE BOOKLET FOR EACH FACTOR 

Task statements in the booklet had this appearance: 

NP A B C 0 E F 

3-1 Collect glass fragments. 

3-2 Collect bloodstains. J 
Each respondent placed a check mark in the "NP" column 

only if he had never performed the task. If he had per
formed the task, he would enter the numerical value he had 
selected from the rating scale for factor "A," which 
ha~pened td be the frequency factor. Each respondent would 
continue down the factor "All column, entering the frequency 
va I ues for each separate task. When a II tasks had been 
rated for frequency, he would move to column "B" and repeat 
the procedure for the next factor, and so on unti I a II 
factors were covered. 

This procedure produced three problems (a) respondents 
tended to become confused as to what column they were supposed 
to be work in, (bJ they had to keep riff ling back through 
pages to refresh their recollection of the rating .scale, 
and (c) when a respondent noticed that the values appearing 
in the columns already filled out were very high or very low, 
he wanted to give a correspondingly hIgh or low rating. 
Obviously, values for tasks would vary among factors, e.g., 
a task might be rated high on frequency because it is rlone 
often, but low on duration because it can be done quickly. 
F rom a nat u r a lin c lin at i on to wan t rat i n g sc 0 res to a p pea r 
consistent, some respondents were probably influenced by 
scores they could see in the columns to the left. 

These problems could be reduced by using a separate 
booklet for each rating factor, or at least by not using 
more than two factors per booklet. 

USE RATING SCALES THAT ASSIST ANALYSIS 

Rating scales generally come in two varieties: the 
• continuous and the categorical. The continuous scale looks 

like this: 

I. Extremely Low 
2. Very Low 
3. Low 

• 4. Below Average 
5. Average 

• 



6. Above AVerage 
7. H.igh 
8. Very High 
9. Extremely High 

• The categorical scale is different in that it requires 

• 

the respondent to select a category among several offered. 
The s c a I e has ~'g a p s" bet wee n cat ego r i e s, for e x amp Ie: 

I. Before hiring. 
2. After hiring, but before basic training. 
3. After basic training. 
4. Within the first six months of employment. 
5. Within the first year of employment. 

Of the six factors selected, three used conTinuous and 
• three used categorical. As long as the differences are 

known to the person interpreting the data, there is no damage. 
However, when it is not necessary to mix apples and oranges, 
why do it? Also, each scale did not use the same number 
of points. Many scales use 7 or 9 points. The largest 
scale used in this analysis had 5 points. It was felt that 

• any increase in precision and rei iabi I ity afforded by 7 or 9 
point scales was not great enough to justify their use. 

DESIGN THE BOOKLET WITH DATA TRANSFER IN MIND 

• The format of the booklet used in this project was 
designed mainly with ec~nomy in mind: economy in terms 
of paper and of time spent by the respondents entering theIr 
responses. Instead of formatting to faci I itate a final 
step, the booklet was designed to meet the more immediate 
considerations of typing, proofing, printing, and collecting 

• each respondent's responses in a single sit-down. As noted, 
earl ier, having six adjacent columns made it confusing to 

• 

the respondents. For the same reason, the key punch operator 
operators had problems in key punching the data. In retro
spect, it would have been better to use not more than two 
columns per booklet, even if it meant creating more booklets. 

It would also have helped if the respondent simply 
circled or blackened a number instead of writing in the 
number. Responses would have been entered with greater 
speed, and they would have been less susceptible to mis
reading by the key punch operator. An answer sheet could 

• also have been used. 

It was known at the beginning of this project that key 
punchIng would be the method for ~ransferring data. Other 
agencies, however, may haVe an optical scanning capabi I ity 
by which data are electronically read and transferred to 

• tape or some other storage device for further computer 
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processing. Through format design and the use of radio
graphic penci Is or simi lar marking devices, considerable 
rime can be saved in transferring data. It is unlikely, 
however, that optical scanning would replace key punching 
for the transfer of background information. 

SUMMARY 

This project was a modest attempt by a relatively 

• 

smal I state agency to do something it had never done • 
before. The project is fulfi II ing its intended purposes, 
but even more than that it is producing new ideas and 
att i tudes with i n IIlanagement concern i ng work actua I I Y per
formed by line personnel. Decision makers are discovering 
that tasks change as law, procedures, and technology evolve. 
If nothing else, this project has reminded GBI managers and • 
supervisors that yesterday's answers are not always adequate 
in addressing today's problems, or those anticipated 
tomorrow. 

• 

• 

• 

• 

• 
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c. 

PART One; Rating Scales 

PART ONE 

RATING OF TASKS 

Factor A. FREQUENCY - How often is this task 
regularly performed? 

I. Once or twice a year 
2. Once every three to four months 
3. Once or twice a month 
4. Weekly 
5. Da i I Y 

Factor B. DURATION - How much time on the 
average is spent in the performance of this task? 

I. One hour or less 
2. One to two hours 
3. Three to four hours 
4. More than four hours 

Factor C. CRITICALITY - If under regular work 
circumstances an error is made in the performance 
of this task, how damaging wil I th~ consequences be? 

I • Virtually no damage 
2. Very little damage 
3. Moderate damage 
4. Considerable damage 
5. Extreme damage 

• ,.' ,e • • 

APPENDIX A 

Factor D. DIFFICULTY - How difficult is this 
this task in the successful performance 
of Special Agent dut~es. 

I. Not difficult 
2. Some difficulty 
3. Difficult 
4. Very difficult 

Factor E. ENTRY LEVEL PERFORMfl.NCE - to 
what extent is it necessary that this 
task be adequately performed by brand 
new Special Agents? 

I. Not necessary 
2. Not necessary but desirable 
3. Necessary, adequate performance 

is required upon entry 

Factor F. OVERALL PERFORMANCE - How ro 
dependent is the performance of this 
individual task to the satisfactory over-
al I ~erformance of Special Agen~ duties? 

I • Little or none 
2. Minor 
3. Moderate 
4. Major 

• • • • • 



SYNOPSIS OF BASIC TRAINING DEVELOPMENT 

by 

E. T. AUSTIN* 
ROSS SCHULLE* 
JO BETH TAYLOR* 

BACKGROUND 

In 1972, the Governor's Office of Traffic Safety 
(presently the Department of Highways and Publ ie 
Transportation, Office of Traffic Safety Section) initiated 
a state-wide job analysis entitled A Job Invento~y Fo~ The 
Mu.nicA.pal P at~o lman and F i~.6 t -line S u. p e.~ vi.6 a ~ C a.~ e e~ Field. 
This study was conducted by the Occupational Research 
Program, Texas A&M University. 

The original purpose for the Job Inventory was to 
develop a Ca~ee~ Fie.ld T~aining P~og~am for Texas Municipal 
Peace Officers. 

Soon after the study was initiated, it became evident 
that thrs type program had many merits and could benefit 
al I areas of Texas law Enforcement Training Programs. 

The Texas Commission on law Enforcement Officer Stand
ards and Education (TClEOSE) was becoming heavi Iy involved 
in state-wide police training, and, accordingly, would be 
the most logical agency to analyze and implement the 
accumulated data. 

In 1973, at the request of the Executive Director 
and Director of Training for TClEOSE, the Governor's 
Office of Traffic Safety turned the project over to the 
Commission for continuation. 

All data in this study is job-related and, for the 
first time in Texas, discloses: 

I. the tasks municipal patrolman actually 
perform at different level of experience, 

2. the percent of time spent performing each 
task, 

3. the difficulty of task performance, and, 

~Texas Commission of law Enforcement Officer Standards and Education: 
Research and Development Section. 
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4. the criticality of performance. 

This study provided adequate daTa for the development 
of a job-related basic training program for municipal peace 
officers. It did not, however, provide any information re
garding job requirements for deputy sheriffs. 

In 1974, TClEOSE obtained additional funds through a 
grant from the Criminal Justice Division to conduct a 
County 066iee~ Jo~ Invento~y so that training needs for 
county officers could also be determined. The Occupational 
Research Program, Texas A&M University, undertook this study 
whi Ie sti 1.1 conducting the Munieipa..t Pa.t~o.tma.n Job Invento~y. 

The Munieipa.t-Pat~o.tman Job Invento~y1 was completed 
in 1975 and the County 066iee~ Job Invento~y2 was completed 
in 1976. 

On January I, 1976, TClEOSE crei;lted the Research and 
Development Section within the Training Division. This 
Section was assigned the following six primary functions: 

I. analyze the computer data contained in the 
Texas Mwueipa1. Pabl..O£.man Job Invento~y and 
the County 066ie~ Job Invento~y. 

2. identify basic, related tasks, generally 
performed by newly appointed peace officers 
within their first two years • 

3. based on the above analysis, develop a task
re I ated bas i c tra i n ing program. 

4. develop instructor guides containing mU6t 
know information for each subject in the 
training program. 

5. test the above instructor guides in a regional 
pol ice academy uti lizing the staff of TClEOSE 
and determine a minimal length of time needed 
to adequately instruct enrh of the training 
subjects. 

6. further tesT the training program by having a 
regional pol ice academy, uti lizing their staff, 
conduct a basic training course based upon the 
materials contained in the instructor guides. 

IRefer to Attachment A 

2Refer to Attachment B 
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The Municipal Patrolman Job Inventory was completed 
first. Instructor guides and lesson plans were developed 
and a tesf course was conducted by the staff of TClEOSE. 
The test course was held at the Central Texas Regional 
Pol ice Academy, Ki Ileen, Texas, from September 12, 1977, 
through November I, 1977, and was referenced to the b3sic 
job related tasks from the Municipal Job Inventory. 

On conclusion of the first test course, the participants 
were post-tested and then evaluated on the job for six months. 

Agency administrators, who had personnel attending the 
test course, were interviewed on completion of the six 
month job evaluation. Their responses indicated that those 
persons who attended the test course are much better prepared 
than persons who previously attended the presently mandated 
basic training course. 

During the six month job evaluation, the County Officer 
Job Inventory was completed. A comparison of basic related 
tasks of this study was made with the Min~cipal Patrolman 
Job Inventory. The only significant difference noted was in 
Civi I Process for county officers. Civi I law, from the 
Municipal Patrolman Job Inventory, was combined with Civil 
Process, from the County Job Inventory, in:-o one subject, 
Civi I law and Process. 

Job performance information is sti II being gathered and 
studied. Final results of this program are inconclusive at 
this time. 

RESEARCH AND DEVELOPMENT: METHODS 

The overal I objective of this project is to develop a 
ba~iQ ~naining pnognam that is job related and wi I I produce 
the b~~~ quati6i~d p~aQ~ o66iQ~n po~~ibt~--in ~h~ ~hon~~~~ 
po~~ibt~ ~naining ~im~. 

On January I, 1976, TClEOSE created a new section, Re
search and Development. An~lysis of the Municipal Patrolman Job 
Inventory began after Research and Development staff orienta
tion, conducted by the Director of Training of TClEOSE, to 
establ ish initial guidel ines for the Research Section to 
determine the need for recommended changes, if any, in the 
present 240 hour mandated basic training program in Texas. 
The fol lowing information and attached documents reflect 
the sequence of events that occurred anq the procedures used 
in this research. 
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ORIENTATION 

A meeting was held in January, 1976, at Texas A&M 
University between the staff of the Occupational Research 
Program, Texas A&M University, and the Research and Development 

• Section of TClEOSE, regarding the MuniQipaL Pat~oLman Job 
Invento~y data printouts. The purpose of this meeting was 
to further fami I iarize the staff of the Research and Development 
Section with the Municipal Patrolman Job Inventory computer 
printouts and obtain further val idation of same. The Municipal 
Patrolman Job Inventory consists of three bound volumes, which 

'~ are on fi le. 3 

• 

• 

• 

• 

• 

TASK STATISTICS 

Reports were prepared by the Research and Development 
Section. These reports were based on statistical information 
from the Municipal Patrolman Job Inventory, relative to the 
429 tasks performed in 23 different duty fields involving 247 
officers with one to 24 months of experience serving a 
population of 50,000 or less. These reports Were uti I ized to 
identify those tasks commonly perfomred throughout the State. 
Statistics were accumulated in the following areas. 

I. average number of officers performing each task, 

2. time spent in task performance, 

3. difficulty of task performance, and 

4. critical ity of pertormance. 

Selected pol ice supervisors from throughout the State 
were uti I ized to identify ths Vi66iQ'lty 06 Pe~60~manQe and 
C~itiQaLity 06 Pe~nO~manQe of each of the tasKs from the 
Municipal Patrolman Job Inventory. 

Because only a minimal number of police supervisors (39) 
rated the V~66iQuLty 06 Pe~604manQe and Con~equenQe~ on 
Inadequate Pe460~manQe in the Municipal Patrolman Job Inventory, 
these segments were compared with I ike segments of a study 
conducted by Wallack, Waibel, a d Associates, Inc., of 
Fair Oaks, Cal ifornia, who uti I ized 300 pol ice supervisors in 
their study. Wallack, Waibel, and Associates were conducting 
a study for the Entry and Promotional Selection Section of 
the Field Services Division of TClEOSE (now the testing unit 
of the Management Services Section). No differences were 
determined. 

3Texas Commission on law Enforcement Officer Standards and 
Education Research and Development Section, 1106 Clayton lane, . ' Suite 220E, Austin, Texas 78723. 
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RELATING SUBJECT MATTER TO TASKS 

To assist with the selection of job-related tasks from 
within the Municipal Patrolman Job Inventory that should be 
,included at basic entry training, and to identify subjects 
of training appl ieable to the tasks, a group of fourteen 
representatives was selected representing pol ice academies, 
law enforcement agencies, and those colleges and universities 
directly associated with law enforcement training programs. 
The representatives attended a five day workshop aimed at 
reaching the following two specific goals: 

I. verify those tasks from the job inventory that 
are job related and commonly performed by newly 
appointed municipal pol Ice officers, and 

2. identify specific subjects of training appl icable 
to the basic related tasks. 

The following results were achieved during the workshop: 

I. tasks were divided into two fields--Basic Related 
and Non-Basic Related--utl I Izing the information 
contained In the Municipal Patrolman Job Inventory; 

2. four basic areas of Instruction were Identified-
Law, Investigation, Patrol, and Courts; 

3. each of the Basic Related Tasks was then categorized 
under the appropriate area of instruction; 

4. a specific subject of training was identified for 
each task from the areas of instruction; 

5. Basic Related Tasks were categorized into specific 
subjects of training; 

6. the representatives identified eight subjects4 
of training that should be Included at the basic 
level which were not identified by specific tasks 
from the Municipal Patrolman Job Inventory. 

DETERMINING TRAINING SUBJECTS 

As a result of the workshop, a report containing each 
identified training subject, with appl icable tasks, was 

4 introduction to the Course, Classroom Notetaking; Offenses Against 
the Public'Peace, Firearms, Liquor Control Act~ U.S. Constitution and 
BI I I of ~ights, Control led Substances, and Jurisdiction of the Courts. 
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prepared and forwarded to each workshop representative for 
comment. changes. ver'ification. and/or approval. The report 
was approved by each of the representatives and returned. 

Each training subject was then researched individually 
to determine what content material would best enable a 
pea~e officer. wlth I imited or no experience. to acceptably 
perform al I the tasks related to each subject. 

VERIFICATION OF IDENTIFIED BASIC TRAINING 

In preparation for a second workshop, a complete report 
on these findings was forwarded to each of the workshop 
representatives. with ample time for review and suggested 
revisions. . 

The second five-day workshop was directed toward three 
specific toals: 

I. finalizing the recommended subject titles, 

2. identifying and· refiningcol1tent material 
related to each subject. 

3. determining a minimal instruction time to be 
considered for each training subject. 

The goals were achieved with these results; 

I. the final ized training core became 29 subjects 
of instruction. 21 of these were directly task
related. ~lght subjects. although job-related 
and essential to the course, were identified in
directly by tasks. The eight are knowledge ~ea 
subjects such as U. S. Constitution. Law. Code of 
Criminal Procedure. etc. 

2. the content material underwent extensive revIsions 
by the representatives prior to acceptance • 

3. minimal instruction time5 for each subject was 
considered and estimated Members agreed that 
the time to be recommended should be determined 
through actual instruction of the material, 
uti I izing instructor guides to be developed by 
TCLEOSE . 

~5Refer to Attachment C. 
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THE INSTRUCTOR GUIDES 

So that basic task-related training needs could be met 
with a deg~ee on unino~mizy throughout the State, the next 

e. 

.phase consisted of the development of instructor guides on • 
each iden+ified subject of training. Four Instructor Guides 
(Traffic law Enforcement, Patrol Procedures, Penal Code, 
and Code of Criminal, Procedure) were developed by the Research 
and Development Section for review and evaluation by the 
staffs of certified peace officer training academies, prior 
to development of the remainder of the instructor guides. .' 
Research and Development staff members reviewed these 
Instructor Guides with Peace Officer Training Coordinators 
and/or Training Directors 6 for understanding, clarity, and 
format. 

After reviewing the aforementioned Instructor Guides, • 
the Training Coordinators and/or Training Directors indicated 
that the Instructor Guides provided a clear outl ine of content 
materials from which an instructor could develop lesson 
plans. Instructor Guides were then developed for the remaining 
25 subjects of training. 

• Through meetings with the TClEOSE Director bf Training 
(also the Project Director for the program) and .members of 
the staff, instructors 7 were selected to develop lesson 
plans and teach each of the subjects of training in a test 
course. The criteria, which each staff instructor had to 
meet, were that he/she hold a val id peace officer instructor • 
certificate, have expertise in the given area of training, and 
have had pr~vious successful training experience. Only 
two guest instructors were uti I ized for this course and were 
selected on the basis of their professional experiences, 
knowledge, and teaching abi I ity. Each selected instructor 
was provided with an instructor guide, including related • 
tasks with relevant statistical information, to assist him/ 
her in developing appropriate lesson plans. 

SUBJECT SEQUENCING 

A meeting was held with the selected instructors (most 
of whom were tr-aining consultants employed by TClEOSE), which 

6laredo Junior Col lege, Abi lene Pol ~ce Department, Panhandle Area Pol ice • 
Police Academy, l0wer Rio Grande Val ley Police Academy. 

7Staff members of the Texas Commission on law Enforcement Officer Stand
ards and Education. 
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resulted in a logical 8 sequencing of all subjects in the 
training program. 

lESSON PLANS 

Development of lesson plans by each selected instructor 
began in Febr:-uary 1977, and was completed June 1,1977. All 
lesson plans were submitted to the Research and Development 
Section of TClEOSE. All lesson plans were compared to the 
corresponding instructor guides to ensure that the materials 
covered in the lesson plans directly related to the content 
material of the instructor guides. The instructor guides ma~ 
be directly referenced to the job-related tasks contained in 
the Mun i c i pa I Patro I man Job I nventory and the County law 
Enforcement Job Inventory. 

COUNTY OFFICER JOB INVENTORY 

The County Officer Job Inventory analysis began in 
February 1977, by the Research and Development Section of 
TClEOSE. The analysis and procedures in this study 
paralleled the Municipal Patrolman Job Inventory. 

The Research and Development staff extracted reports 
from the computer and recorded a.ll statistical information 
on tasks performed by newly appointed deputy sheriffs with 
one to twenth-four months of experience. 

To verify basic related tasks commonly performed by 
newly appointed Deputy Sheriffs throughout the State, a 
group of 14 representatives, consisting of Sheriffs, 
Deputy She~iffs, and two represent~tives. from the Munitipal 
Patrolman Job Inventory, participated in a five-day workshop. 

Upon conclusion of the workshop, a report containing 
each identified training subject, with applicable tasks, 
was prepared and distributed to each workshop representative 
for comment, changes, verification, and/or approval. The 
report was approved as presented. 

The staff of the Research and DevBlopmsnt Section com
pared the tasks commonly performed by County law Enforcement 
Officers with those of the Municipal Patrolman to determine 
the simi larities between the basic training needs of newly 
appointed Deputy Shieriffs and newly appointed Municipal 

8log ical sequencing, including general to specific, ski I I 
frequency, total job practice, and student interest, entitled 
arranging subjects by meaningful priority of need: i.e., trainee 
must know the law before he can be taught how to enforce it. 
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Peace Officers. Only three areas of training needs of the 
County Officer Job Inventory differed from ,the Municipal 
Patrolman Job Inventory: (a) Detention Duties, (b) Baliff 
and Court Security Duties, and ec) Civi I Process Training. 

CIVIL PROCESS TRAINING 

On completion of the analysis of the Mun~Q~pal Pa~~ol
man Job Inven~o~y a high officer response was identified on 
tasks relating toervi I Law and Liabi I ities. No tasks were 
identified in the service ot" Civi I Process. The Coun~y 
Ofifi~Qe~~ Job Inven~o~y had a high officer response on both 
Civi I Law and Liabll ities and eiv'i I Process tasks. 

Research of the basic related tasks relating to Clvi I 

• 

• 

Process reflected that 90% of the Civi I Proces,s tasks, per- • 
formed by newly appointed Deputy Sheriffs, are I imited to 
Service of Citations and Subpoenas. 

A recommendation was ~ade and approved by the County 
Officer Job Inventory representatIves to combine Civi I Law 
(from the Municipal study) and Civi I Process (from the • 
Deputy Sheriff study) into a C~v~l Law and P~oQe~~ subject 
based on three factors: 

I. the number of officers who change from 
Municipal to County and froml9ounty to 
Municipal agencies annually , 

9A IIDetention Officers Training Program" has been independ
ently developed by the Detention Officer Training Segment of the 
Texas Commission on Law Enforcement Officer Standards and Education, 
which clddresses all basic related tasks indentified from the 
"Detention Duties" Section of the County Officer Job Inventory. 

I 0R~3search i nd i cated that the on I y common tasks in "Ba Ii ff 
and Court Security Duties" are ca II ing the court to order and 
announcing the Judge. Other tasks are dependent upon geographi
cal locaTion and performed under orders of the Court. Omitted 
from basic training. 

I I TCLEOSE Certification and Training records from Apri I I, 
1974, through October 28, 1977, reflected that 16 out of 
every 100 persons receiving basic peace officer training annually, 
who remain in pol ice work, change from Municip'al to County peace 
officer work j or from County to Municipal peace office work. 
The 100 persons trained are inclusive of ~ types of peace officers, 
not just County and Municipal officers; therefore, the job tran
sition rate between these two groups of officers is greater than 
'16%. 
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2. the minimal differences from the two job 
inventories, Civi I Law versus Civi I Process, 

3. the advantage of officers in smal I communities 
to be able to knowledgeably assist each other 
in emergencies, 

a"nd include it at the basic level for all peace officers being 
trained. 

When Civi I Law and Civi I Process were combined into one 
course, this then increased instruction time from fou~ hours 
o n C i v ilL a w tot wei ve h 0 u rs 0 n C i v ilL a wan d Pro c e s s . 

MUNICIPAL PATROLMAN BASIC TRAINING COURSE/ 
BASIC PEACE OFFICER TRAINING COURSE 

The updated course, as identified from the Muni~ipal 
Patrolman Job Inventory, was submitted to the project 
director for review and approval • 

In order to determine if the Municipal Patrolman Basic 
Training Course produced a better prepared peace officer as 
compared to those being trained by the existant mandated 
training program, it was essential that this CQurse be tested 
by conducting a basic training program based on the job
related tasks identified by the study . 

Approval to test the course in a certified regional 
academy (on a trial basis only) was requested and granted 
by the Commissioners of the Texas Commission on Law Enforce
ment Officrr Standards and Education . 

In selecting a regional academy for the test course, 
emphasis was placed on obtaining a class consisting of 
students representative of the s~udy. Also, the geographical 
location was considered to reduce confl jcts in avai labi I ity 
of instructors. The Central Texas Regional Academy, at 
Ki I leen, Texas, was selected. The Academy advisory Counci I 
for the Central Texas Regional Academy also approved the 
test course being conducted at that location. 

The first test cou rse was begun September 12, 1977, 
and concluded November I, 1977 . 

12The Basic course was further updated, by combining Civi I 
Law and Civil Process into Civil Law and Process, and renamed 
Basic Peace Officer Training Course. 
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After th~ first tesT course, the County Officer Job 
Inventory was completed and its findings ~ere incorporated 
into the Minicipal Patrolman Basic Training Course, which 
brought about one new subject (Civi I Law and Process) and 
a new course title, the Basic Peace Officer Training Course. 

At this time, plans are peing made to have the basic 
course tested for a second time. Instructor Guides on the 
29 subjects of training wi I I be provided for the Regional 
Academy Coordinator, who, in turn, wi I I select instructors 
to develop lesson. plans on each subject and present the train
ifl9. The Research and Development staff wi II monitor the 
lesson plan preparatIons, course sequencing, and the presenta
tions at unspecified times. Pre and post tests wi I I b~ 
administered to those attending and a six month job perform
ance evaluation wi II be conducted for those successfully 
completing the second course. 

TESTING 

As selected instructors developed lesson plans on the 
first test course, they also prepared test items related 
to the lesson. All test items were compared with the lesson 
plans in ~erms of accuracy, form,and subject relatedness 
by the Research staff. From these test items, a pretest 
was developed consisting of 150 test items (100 mutiple 
choice and 50 true & false). The pur~ose of the pretest 
was to determine the entry-level knowledge of persons 
beginning the training program. 

Weekly tests Were also developed from submitted test 
items a~d were administered during the first test course, 
with the exception of the final week. 

A posttest was given on conclusion of the first test 
course, uti I izing the same test administered as the post
test. The purpose here was to measure the degree of learning 
achieved by persons during the entire course of their 
training. 

Rei iabi I ity studies l3 .on the test items were conducted 
on the pre/post tests through the Department Df Anthropology 
and Sociology at Southwest State University. 

As a means of determining the degree of differences, if 
any, in learning achieved in job-related training, the pre! 
post exams adminIstered to the test course class were also 

J 3 See Ann Anastas i, p. 116-118. 
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given at six other regional peace officer training acad3mies l4 

and/or their extension services, plus one municipal academyI5.' 

Results of the pre/post tests, taken by students attend
int the test course, indicated a significantly higher degree 
of learning than those simi larly tested who received their 
basic training based on the current mandated course. 

JOB PERFORMANCE EVALUATION 

A workshop was held within the Commission to develop 
an instrument to gauge each student's abi I ity, after com
pletion of academy training, to perform his/her required 
on-the-job duties. Input was gathered from a wide range of 
experienced personnel--supervisory, administrative, legal, 
and e d u cat ion a I. T his ins t rum e nt, ide n t i fie d as] 0 b - P e.f1.. n 0 f1..
manee. Eva~uation, was reviewed and revised with the assistance 
of chiefs of pol ice and staff members from the following Texas 
cities: Temple, Ki Ileen, Nolanvi lie, and Copperas Cove. 

Prior to implementation of the ]ob-Pe.f1..n0f1..manee. Evaluation. 
training sessions were held by Research staff members. 
Sessions were attended by agency supervisors, who were to 
evaluate the job performance of their personnel completing 
the test course. The six month job evaluation indicated that 
persons graduating from the test course conducted at the 
Central Texas Regional Pol ice Academy performed basic tasks, 
without assistance, more effectively than graduates of 
previous basic peace officer training courses presented in 
this region. 

On conclusion of the six month job performance evaluation, 
personal interviews were conducted by the project director 
with representatives of agencies having personnel attending 
the Central Texas test course. Specific comments indicated: 

I. "The test course curriculum is definitely 
superior to the now mandated basic course." 

2. "This course of instruction can be improved, 
but it produces a far better off i cer than the 

14Texas A&M Extension Service (Euless), Texas A&M Extension 
Service for the Lower Rio Grande Val ley Police Academy (Harlingen), 
North Centra I Texas Po lice Academy CAr Ii ngton), East Texas Po lice 
Academy (Ki Igor~), the Middle Rio Grande Police Academy (Uvalde), 
and Laredo Junior Col lege Academy (Laredo). 

15Austin Municipal Police Academy, Austin, Texas 
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other course previously taught our officers. 11 

A I I comments i nd i cated that the test course produced 
a better prepared officer. 

A student evaluation was conducted by the Assistant 
Director of Training from TClEOSE through personal interviews 
with 13 of the test course graduates from the course conducted 
at the Central Texas Regional Academy (seven from the Temple 
Pol ice Department and six from the Ki Ileen Pol ice Department, 
o,r 36.1% of the entire class. They were asked to evaluate 
each separate subject in terms of the help each subject 
provided them in performing their everyday duties "on the 
street.'" . 

Highl ights as to content, length, and instructors were 
provIded to refresh the evaluators' minds, and they were 
asked to rate each subject individually on separate evaluation 
forms. 

The subjects and their ratings are I isted below as they 
ranked them mOh~ uhenul on the street to leah~ uhenul on the 
street. 

Subjects a great cccas '~n-I very deal all I Lttle 

I . Penal Code 12 I 
2. Basjc Criminal Investigation 12 I 
3. Traffic law Enforcement II 2 
4. Patrol Procedures 9 4 
5. Protection of Crime Scene 8 5 
6. Mechanics of Arrest II I I 
7. Report Wr-i t i ng 8 3 2 
8. First Aid 8 3 2 
9. Traffic Col I ision Investigation 7 5 3 
0. Custody Arrest 7 3 1 
I . Code of Criminal Procedure 6 5 2 
2. Interviewing and Interrogation 5 6 2 
3. Traffic Direction 5 4 3 
4. DWI & DUID 4 7 1 
5. Fami I y Code 3 8 2 
6. Field Notetaking 4 6 3 
7. Dangerous Drugs & Control led Substances I 8 3 
8. law Enforcement Information Coordination 2 8 4 
9. Civi I Process I 5 7 
0. 
I. 
2. 
3. 
4. 
5. 

2 
2 
2 
2 
2 
2 
2 
2 
6. 
7. 

Firearms 
Courtroom Testi'mony 
Li quor Contro I Act 
Case Preparation 
Handl ing Abnormal People 
Introduction to Course and Notetak i ng 
Communications 
Crowd Control 
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The reason most commonly stated for I ittle or no use of a 
subject was that the evaluators had had no opportunity to use 
it. The second major reason was that such tasks or duties 
were not required as a part of the evaluator's particular 
assignment.· Two officers said their supervisors did not 
al low them to per f 0 m certain tasks. 

It is also important to point out that rapport is 
essential to the learning process. Some subjects were rated 
poorly more because of lack of student-instructor rapport than 
because the information or tasks were unnecessary. Because 
these instructors were unable to create a positive, harmonious 
relationship with the class members, the learning of· the class 
was seriously impatred in those areas. 

When the evaluators were asked how any of the training 
subjects could be changed to maximize their overal I benefit 
to peace officers, their responses included the following: 

I. "Introduction to the Course and Classroom 
Note-taking" was not considered beneficial 
to job performance. 

2. The majority stateQ that most of the 
courses should be longer. 

3. There should be more role-playing. 

4. There should be more practical application. 

5. Emphasis should be placed on: 

(a) Clvi I Law & Process - (Handl ing divorcing 
persons, community property, difference 
between po lice or c i v i I matters, sma I I 
claims courts) 

(b) Penal Code - (Elements of offense; offense 
against person, fami Iy and property; burden 
of proof) 

(c) Code of Criminal Procedure - (Arrest, search, 
seizure, search warrants, fi I ing of complaints) 

(d) Dangerous Drugs - (Identifying drugs, permits, 
licenses) 

(e) Juveni les - (Detention and disposition) 

(f) I nterv i ew & I ni"errogat i on - CTechn i ques In 
the fie I d). 
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(g) Report Writing - (Content) 

(h) OWl & DUID - (More on DUID 

( i ) Traffic Accident Investigation - (Physcial 
evidence, skids, hit and run, col I ision 
formulas. 

7. More physical training and self-defense techniques. 

8. More use of fi Ims. 

9. More help on use of and fi I ling out forms. 

• 

• 

• 
Based on the results of these evaluations, the prognosis 

for such a task-related basic training course appears to be 
especially promising. A clearer picture of its positive or 
negative features, however, wi II emerge when the Ki Ileen • 
test course evaluations are compared with the test course 
evaluations from the second test course. 

CONCLUSIONS • 

To date, the Research and Development section completed 
five of the six primary duties and began planning for the 
sixth primary duty assigned at its inception. It has: 

I. analyzed the computer data contained in the 
Texas Mu.vu.upai. Pabl.01man Job Tnve.ntoJI.Y and the 
Cou.nty 066iee.JL Job Tnve.ntoJI.Y. 

2. i dent i f i ed bas i c re I ated tasks genera II y performed 
by newly appointed peace officers within their 
first two years. 

3. based on the above analysis, developed a task-related 
basic training program. 

4. developed instructor guides containing mlL6t k.now 
information for each subject in the training program. 

5. tested the above instructor guides in a regional 
pol ice academy whi Ie uti I izing the staff of TClEOSE 
and determined a minimal length of time needed to 
adequately instruct each of the training subjects. 

6. began planning for the second te~t course utilizing 
a regional police academy and its staff, to conduct a 
basic training course based upon the instructor guide 
materials. 
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Based on these two studies, it appears that the basic 
training needs of Municipal Officers and Deputy Sheriffs are 
compatible. Additional information is still being gathered 
and analyzed on persons who attended the test course. These 
studies, in conjunction with the test course, further indicate 
that this task-related training program is producing better 
prepared peace officers. 

Final results are inconclusive at this time. 
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ATTACHMENT A 

ABSTRACT OF MUNICIPAL PATROLMAN JOB INVENTORY 

In 1973, the Texas Commission on Law Enforcement Officer • 
Standards and Education sponsored an "Occupationa I Research 
Project", conducted by the Occupational Research Program, Texas 
A&M University, to evaluate the job relatedness of the 240 hour 
mandated basic training program for municipal law enforcement 
officers, and to identify continued training needs for al I 
peace officers employed by municipal agencies. This project • 
was entitled The Patrolman and First-Line Supervisor's Job 
Inventory. 

This job inventory was developed according to recommended 
procedures. Essentially, there were three steps In construct
ing 'and val idating the job inventory. The first step was 
to collect I iterature relevant to the occupations being 
investigated and to construct an initial I isting of the 
tasks performed in the occupational field. The next step 
required on-job ob~ervations and Interviews of "Incumbent work~rs 
to Improve the accuracy of the task statements. The final 
phase required assistance from groups of workers and supervisory 
personne I whose Input estab II shed the va lid ity of the task 
listings. The job inventories were mailed to participating 
departments and distributed to incumbent workers. Upon completion, 
the inventories were returned to the A&M project staff where each 
booklet was checked to determine If Instructions for completion 
were fo I lowed and if comp I ete data had been supp II ed. 

The target population for this complete study encompa~.d 
uniformed municipal police officers working In the positions 
of patrolman and first-lIne supervisor. A large sample of law 
enforcement officers was chosen to insure that participants 
represented every popUlation strata of city size and every region 
of the State. One hundred seven pol Ice departments, from cities 
ranging from less than a thousand population to over a mi I I ion 
population, volunteered to participate in the program. Four 
thousand job survey Instruments were mailed to the Incumbent 
officers of the above cities and ret~rned to the project staff. 
Of the Inventories returned, 3,236 job inventories were valid. 
The officers who returned the inventories which formed the basis 
for this survey consisted of 276 probationary patrol~en, 
2,466 patrolmen, and 494 first-line supervisors. 

In order to fully implement the first step, the A&M project· 
staff began developing a research model that would evaluate 
the job relatedness of the recommended basic training curriculum. 
The research model was constructed under the supervision of 
the staff at the Air Force Human Resources Laboratory, who are 
experienced In conducting occupational research and In preparing 
occupational data for curriculum design. The model, utilizi(lg 
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the Comprehensive Occupational Data Analysis Program (CODAP) 
requ i red the fo II ow i ng data input about off i cers work i ng in 
departments serving cities with less than 50,000 population: 

I. 

2. 

3. 

4. 

5. 

6. 

The number of officers who perform each task 
expressed as a percentage of the total group, 

The average relative percent time spen~ by members 
performing each task, 

The average rank of members performing each task, 

The estimate of severity of the consequences of 
Inadequate performance of each task, 

the estimate of task difficulty: i.e., the time 
required to learn to perform each task satisfactor
i Iy, and, 

Whether the skills, knowledges, and behaviors to 
~erform the tasks are presently covered in the 
recommended basic curriculum. 

Within this sample, there were 247 officers working In 
deparmments ~erving cities less than 50,000 population. This 
sample included patrolmen and first-I ine supervisors who per
fromed 390 of the 395 tasks in the inventory. These officers 
has been working for less than twenty~four months. The work 
performed by these officers is representative of law enforce
ment activities in the approximately 640 smal I towns and 
cities in Texas with population less than 50,000. 

The job analysis phase of the project identified specific 
job types unique to municipal law enforcement work. These job 
t y pes are, i n, m 0 s tin s tan c e s, ide n tic a I wit h est a b lis he d job 
special'lties found In police departments serving major cities. 

Background 
and merged with 
computer tape. 
for analysis. 

data from the job inventories were keypunched 
task dats which were optically scanned onto 
Resultant'data were Input to the CODAP system 

The first program in the CODAP system groups Incumbent 
workers together according to the simi larity of tasks per

form e dan d tim e s pen ion t ask s, u t .j liz i n g the 0 v e r I a pan d G r 0 u p 
(OVLGRP) Program which compares each job description with every 
other in the population and merges jobs in accordance with the 
similiarity of time spent in task performance. This grouping 

.1CODAP c<bnsisted of a large number of computer programs 
special fy designed to process and report personnel-oc'cupatlona I 
data~ 
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technique involves repeated searching for those individuals, 
or partially formed clusters of individuals, which have 
the h'ighest remaining simi larity on time spent on tasks. 
The resulting groups or clusters of personnel reveal how jobs 
are functionally organized within an occupational field. 

This program is an automatic multiple-step calculation 
of the overlap, or similarity, between individuals in a study 
followed by automatic clustering into a job hierarchy. The 
simi larity is based on common time spent performing like tasks 
This is called a "overl'ap" matrix. It contains a percentage 
value for each member compared to every other member in the 
study. The next fUhction is called the "grouping" of members 
to form a hierarchy. The two most simi lar members based on 
the common time spent on performing I ike tasks are averaged 
together to form a two member composite; this reduces the 
study size by one member. The process is repeated: that is, 
the next most simi lar pair is clustered to form another two
member group. Depending on the homogeniety of work, the most 
similar individual may merge with a previously formed cluster, 
thereby, forming a three-member group. Each uniting is termed 
a "state," and the process is continued unti I only one totally 
averaged group remains. By external inspection of the clusters 
formed at each stage, the various clusters can be partitioned 
into job types. The resulting fami Iy of clusters provided a 
clear picture of the way the work is organized in the occupa
tional field. This pliase of the study assessed the families 
of integrated clusters and identified those clusters which 
represented potential job types. 

Three objectives were establ ished for this study. The 
fIrst objective was to develop a job inventory which lists 
the tasks performed by patrolmen and first-I ine supervisor 
in municipal law enforcement work. This listing of law 
enforcement related work functions was val idated through 
extensive field interviews with incumbent officers to insure 
the tasks perfectly described the work performed in the pre~ 
scribed positions. Each incumbent officer in the sample 
completed the job inventory and returned it to the project 
staff. 

The second objective was to define the job types function
ing in municipal law enforcement work in cities representing 
all population ranges. To accompl ish this objective, the 
data provided by the incumbent officers through job inventories 
were stored on a History Data Fi Ie of CODAP. A special program 
known as Overlap and Group (OVLGRP) compared the simi larity 
of time spent on tasks between each officer and every other 
officer to show how incumbents were organized into potBntial 
job types. 

,the third objective was to assess the degree t~ which the 
the content of the bas i c tra i.n i ng program recommended b'y the 
8ommission was related to the work perf~rmed by probationary 
patrolmen in smal I cities. Attai~ing this objective required 
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• 
the collection, and val idatlon, of certain task factors which 
were input to a multiple regression routine for rank ordering 
of job inventory tasks. The resultant rank ord~ring identified 
tho set ask s wit h . hi g h 0 r . low p rio r i t Y for inc Ius ion i nth e 

• basic training curriculum. 

• 

• 

• 

ATTACHMENT B 

ABSTRACT OF COUNTY OFFICER JOB INVENTORY 

In 1974, the Texas Commission on Law Enforcement Officer 
Standards and Education sponsored an occupational research 
project, conducted by the Occupational Research Program, Texas 
A&M Universfty, to identify job types functioning in the sheriff's 
offices in Texas. A job inventory was constructed in accordance 
with recommended procedures and then uti Ilzed to collect occupa
tional and personnel data from 918 sheriffs and deputies working 
in al I regions of the State. For processing and analysis, 
the occupational data were in~ut to the Comprehensive Occupational 
Data Analysis Program (CODAP) I. 

Job types #283 (deputies working fn co~ntleil0ith popula
tion of over 81,000) and #331 (deputies serving counties with 
less than 40,000 population)' were selected for detai led study 
because they c1early indicate the differences .betwaen large and 
smal I agencies in respect to number of and nature of performed 
tasks. These job types contained non-ranking deputies and 
represented the unique manner in which work is assigned and tasks 
are performed by sheriffs' offices across the State. 

Deputies working in sheriffs' agencies serving the less 
populated counties, for example, performed more tasks and a 
greater variety of tasks than officers working in the more 
populous countIes. The deputies in Job Type #283 (sparsely 
populated areas) were requfred to work in the jails and also 
perform field service tasks, whereas their counterparts in 
the more populous cou~ties did not have this dual responsibi I lty. 
On the other hand, deputies in Job Type t/331 (heavi I.y populated 
counties) spent more time performing traffIc functIons than 
deputies In the sparsely populated counties. 

The tasks performed by deputies in Job Type #283 (less 
populated counties) were more related to' length of on-the-job 
experience than tasks performed by deputies in Job Type 
#331. Tasks requiring contact with the publ ic had a lower 
probability of being assinged to a newly appointed deputy in 
Job Type #283 than in Job Type #331. 

Resultant data from this study, combined with additional 
data, have helped to define the optimum content of a training 
program for newly appointed deputies working in sherl~fs' 
offices in Texas. 

"See Attachment A. 
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ATTACHMENT C 
MINIMAL INSTRUCTION TIME 

• 
During the second workshop, participating representatives 

were aksed to examine each subject of training, and, as a group 
to estimate, for schedul ing purposes, the instruction time they • 
felt would be adequate for each subject. The group further 
decided to base its final recommendations entirely upon the 
actual instruction time required for each subject, as deter-
mined through the results of a test course. 

During the test course, held at Central Texas Regional • 
Academyp instructors were not given a time I imit, ~ut were 
restricted to instructing the job-related material that had 
been verified by the represBntatives. On conclusion of each 
subject of instruction, the actual time ,r.equired for instruction 
was recorded. 

Subjects of training with estimated and 9ctual. time are 
as follows: ' 

Title 
Hours 

Estimated Actual 

Introduction to Course and Classroom 
Noteta king .•......•........••............... 

U.S. Constitution & Bi II of 8ights ........... . 
Texas Pena I Code ................•............ , 
Texas Code of Criminal Procedure ..•......•.... 
Arrest/Search/& Seizure .....•..•.............. 
Mechanics of Arrest .•.....................•.. 
Dangerous Drugs/Contro I I ed Substance ......... . 
Liquor Control Act ........•.... 0 •••••••••••••• 

Texas Fami I y Code ............................ . 
C i v i I Law •...•.......•........................ 
Law Enforcement Information Coordination ..•.... 
Fiel d Notetaking ............•........•........ 
Interviewing & Interrogation .....•............ 
Protection of/& Crime Scene Search •........•.. 
Report Writing ...•............•............... 
Case Preparation .................•....•....... 
Basic Criminal Investigation ........•......... 
Courtroom Demeanor and Testimony ..••.......... 
First Aid .•.........•................•.....•... 
Traffic Law Enforcement ..............••....... 
D.W. I. and D.U.I.D. Enforcement ..•............ 
Traffic Coil ision Investigation ....•.•........ 
Patro I Procedures ............•.......•...•..•. 
Recognizing and Handling Abnormal Persons •..•. 
Custody Arrest & Booking Procedures ........•.. 
Commun i cat ions ...............•.......•.......• 
Crowd Contro I .........•.•..................... 
Firearms Training ......•...............•...•.. 

TOTAL 

2 
4 

24 
16 
16 
8 
6 
2 
4 
4 
4 
2 
2 
4 
4 
4 

40 
2 

14 
24 

4 
32 

4 
6 
2 
2 
2 

16 
286 

*Civi I Law and Civi I Process later combined into one course -
Civi I Law and Process (12 hours). 
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2 
4 

28 
20 
16 
8 
6 
2 
6 
4 
4 
2 
3 
6 
4 
4 

40 
2 

14 
32 

4 
32 

4 
6 
3 
3 
2 

16 
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WASHINGTON STATE PROJECT ON ENTRY-LEVEL 
POLICE SELECTION AND TEST VALIDATION 

by 

HOWARD STRICKLER* 
STEVE WOLLACK** 

INTRODUCTION 

In Washington State we did more than a job/task 
analysis projecti we did a test val idation project to 
assist individual cities and counties select their entry
level law enforcement personnel. Job analysis was 
a critical part of the process, however . 

AI I city and county law enforcement agensies are 
required by Washington State law to select their law 
enforcement employees consistent with the providions of 
some very antiquated state mandated civi I service laws. 
These laws are administered on an invidivual city or county 
basis and apply to ariy city that has three or more full
time law enforcement officers and to all county sheriff's 
departments. As a result of this situation, Washington 
State law enforcement agencies have rei ied upon formal ized 
testing to select entry-level pol ice officers and to pro
mote those pol ice officers to any af the advanced ranks . 
This situation has put a burden on those jurisdictions to 
meet merit qual ifications. long before the advent of the 
extension of the 1964 Civ; I Rights Act to local governments 
in 1972. 

Once Title VI I became app! icable to loca! government, 
federal and state regulations governing the selection of 
employees also became appl icable to our cities and counties. 
Civi I service systems came under incr~asing crIticism and 
finally court action challenged the validity of traditional 
tests and selection. procedures. These challenges were 
based on the, grounds that existing selection standards dis
criminated against women and minorities and were not Job 
related, which, in fact, was the case. 

&/L/J g 

The facts of the situation indicated that it is doubtful 
any 0 nee 0 u I d fin d a sin g I e val ida ted t est a va i I a b I e 6 a Jt. U.6 e. 0 r 
in U.6e. in the state. Most of the accepted employee selection 
procedures and tests were cal led into question, and virtually 
all selection criteria, in use prior to 1972, were in effect 
declared invalid. Worst of all, many law enforcement agencies 
Were In danger of violating LEAA affirmative action 

'*'Assoc i at i on of Wash i ngton Cit i es . 
**Consultant. 
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regulations, thus jeopardizing their coveted LEAA. grant 
funds. The situation had become so serious that many law 
enforcement agencies were uncertain h9W they would hire 
new pol Ice officers to fl I I vacancies that existed in their 
department. 

As a result of this situation, we were faced with 
several problems. How were Washington State law enforce
ment agencies going to select employees without violating 
state and yedera I EEO laws? How were we going to open up 
the system to protected classes under those laws and, at 

• 

• 

the same time, hire individuals qualified for police work? • 
How were individual employers going to finance the very 
expensive and burdensome process of val idating selection 
procedures? 

With these problems in mind, we began an entry-level 
law enforcement selection and val idation project. The • 
project was housed within the Washington Local Government 
Personnel Institute, which Is jointly administered on 
a cooperative basis between the Association of Washington 
Cities and The Washington State Association of Counties. 
We appl led for LEAA funds through our State taw and Justice 
Planning Office and received a grant of $50,000. • 

To begin with, we set up an advisory committee to 
provide the project director with direction and input. 
The committee was comprised of personnel specialists, law 
enforcement personne lin the form of ch i efs of po lice and 
sheriffs from representative jurisdictions around the • 
State, a representative from the Washington State Human 
Rights Commission, and the U.S. Clvi I Service Commission. 
With that bui It in bit of chaos, we proceeded with the 
project. 

Our first task was to select a cbnsultant t6 do the • 
work. This is perhaps the most difficult part of the pro-
ject, in some ways, because it is probably the most crucial 
decision that we made. We did not have any professional 
psychological expertise on our staff, and that Is the 
primary reason It was necessary to buy such expertise. 

In order to proceed with the selection of the consul
tant, we prepared a very detai led request for proposal 
(RFP) which we mai led to potential contractors. We had a 
great deal of assistance in preparing a very excel lent 
RFP from the staff psychologist at the U.S. Clvi I Service 
Commission. 

Next, we circulated the RFP among many prospective 
consultants and then, in turn, received II proposals back 
from the~. We set up a subcommittee of our advisory 
committee to evaluate the consultant's proposals and made 
our selection. The subcommittee establ ished a set of 
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uniform selection criteria related to the criteria estab
lished in the RFP, and we each individually reviewed copies 
of the proposals and did our own ranking. We then met in 
a group to select four final ists, which were, in turn, 
interviewed by the selection committee. We selected 
Wollack & Associates. Work was commenced on the actual 
project, which wi II be described in detai I later. 

The RFP stated some specific goals which we bel ieve 
we have met r considering we only had about $50,000 in which 
to accomplish the project. The general goals I isted in 
the RFP were: . 

I. To develop val id selection devices for the entry-level 
position in Washington State law enforcement agencies 
in cities and counties. 

2. To develop these selection procedures to prevent an 
i I legal adverse impact against protected classes 
and to conform to state and Federal equal employment 
opportunity laws. . 

3. To establish job related standards that wi I I permit 
law enforcement agencies to better control the 
quality of pol ice personnel and insure merit selection. 

4. To reduce the. cost of developing fully job related and 
validated entry-level selection procedures and stand
ards by providing these procedures on a statewide 
basis rather than on an agency-by~agency basis. 

What then was actually produced? The first thing done 
was a thorough job an'alysis of a ,representative sample 
of the entry-level pol ice officer position. We attempted 
to valJdate our selection procedure on a heterogeneous 
cross selection of cities and counties both urban and rural
large, medium,and smal I - and from eastern and western 
Washington. . 

The result of the val idation study indicated that 
written tests previously prepared by the consultant woul~ 
be appropriate for use in Washington state law enforcement 
agencies. These tests are test of reading and writing 
ski I Is. We did not attempt to develop new written tests 
since the expense of such activity would h~ve nearly 
doubled the cost of the project. Use of the actual tests 
wi I I be done on a test lease basis with the consultant. 

Second, the consultant produced a standardized oral 
interview procedure tied to the job analysis. Third, the 
consultant produced a physical agility examination. 
Fourth, the consu'ltant produced'a detai led procedure for 
background investigation. Fifth, the consultant produced I 
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a set of minimum qual ifications for law enforcement officers. 
Sixth, the consultant producted a job analysis I ink-up 
procedure for those agencies that did not participate in the 
initial study but now may subsequently desire to use the 
selection procedures. Seventh, a 300 page val idatlon report 
was written which outl ines the methodology and conclusions 
of the project. 

After work was completed approximately a year ago, we 
began looking for ~ place to house the selection procedure 
administratively. It has now been decided that the 
Washi·ngton State Crim'inal Justice Training Commission wi II 
house the tests and admin'ister them on a a cooperative basis, 
beginning with a pi lot project to inc1ude law enforcement 
agencies in King County, which is the county In the suburban 
Seattle area. 

What we are attempting to do is prevent the rapid over
exposure of the written portions of the selection procedure 
by testing on a cooperative basis rather than an individual 
agency-by-agency basis. We hope to prevent an appl icant 
from sitting for the same exam In four or five different 
neighboring cities and thus destroying the rei iabi I ity and 
val idity of the tests. We wi II do this by providing for 
cooperative administration of the written tests and by 
mai.ntainlng a common list of test scores which will be 
provided +0 those jurisdictions desiring to participate in 
this program. The individual jurisdiction wi II receive 
only the raw score of the appl icants. 

The ultimate decision on who is selected wi I 1 remain 
with the local jurisdiction, but assistance wi II be provided 
in weighting scores and training users on sound selection 
techniques. Also in this arrangement, Dr. Wollack wi II, 
through resources generated from user-fee charges, develop 
alternate forms to the original written tests. Once the 
pi lot project in. King County is' underway, it is hoped that 
we wi II then be able to expand it to a 'statewide basis. 

We have received support and encouragement in this 
project from the Washington State Human Rights Commission, 
although we do have some disagreements over some of the 
specific questions that can be asked appl icants in the back
g r 0 u n din v est i gat ion . H owe v e r , i tis 0 u r 0 pin ion t hat t he s e 
matters can be resolved and that the actual usage of these 
tests wi I I begin sometime during the winter of 1979. 

The following is a technical description of the job 
analysis portion of the project. Those desiring access to 
specific selection devices and the val idation report should 
contact the Washington State Criminal Justice Training 
Commission, MS-PW-II, Olympia, Washington, 98501. 
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VALIDATION METHODOLOGY 

There has been some controversy concerning rhe appropriate 
val idation method for sustaining an employer's burden of proof 
in Title VI I I itigation. This section of the report speaks 
to the rationale underlying the choice of an appropriate 
val idation methodology. 

The report focuses upon the content val idation method 
w hi c h the Co n sui tan t s h av e uti liz e d for. m 0 s t com p 0 n e n t s 0 f 
the selection process. The raader may refer to a 
paper prepared by Dr. Stephen Wei lack Entitled: Con:ten:t 
Validity: I:t~ Legal and P~yehome:tnie Ba~i~. This paper was 
published in the Journal of Personnel Management, a journal 
of the International Personnel Management AssocJation 
(November-December 1976). The purpose of this paper is to 
explain and analyze pertinent case law pertaining to the 
selection of val idation methodologies. The publ ication is 
an attempt' to reconci Ie conflicting legal and psychological 
standards pertaining to the content val idation of employment 
tests. The author has reviewed the case law dealing with 
content val idation. 

This law is characterized as out-ot-step with pro
fessional testing standards, specifically as it addresses 
the use of content val idity; The problem stems from a 
fai lure by the courts and by expert witnesses to identify the 
pSYGhometric basis for selecting a v~1 ldation method. More
over, existing Federal guidel ines on test val idation have 
been improperly cited by the courtS. The criteria for con
ducting an appropriate content val idation study are spelled 
out by the author. 

Subsequent to the preparation of Dr. Y?I lack's paper, 
two' important developments affecting the question of val ida
tion methodology have occurred. One such development in
vo.lves the U.S. Supreme Court decision on June 7, 1976 in 
the case of Wa~hing:ton v. Vavi~ (II EDP 10,948). In deciding 
the issues of th i s case wh ich i nvo I ved, in part, the use and 
val idation of employment tests, the Supreme Court offered 
the fol lowing interpretation regarding the acceptabil ity of 
the various val idation techniques: 

I:t appe.aJL6 beyond doub:t :tha:t by now :tha.:t :the.ne M no ~ingle. 
me.:thod {)on appnopnia:tely validating employme.n:t :teid:J.J ()on 
:tliw ne1.a..ti.oMhip :to job pen{)onmanee. Pno{)~~ional ~:tand
a4~ developed by :the Ame.nieaYL P~yehologieal ~~ociatlon 
in i.:t6 S:tandoJl.~ non Educational and P~yc.hologic.al T~.t6 
and Manual6 (1966), aec.ep:t :thnee bMie me.:thod6 o{) vaLfda
:t.i..on: "empinieai." on "cJvUe.nion" vaLfcU:ty (demoMbz.a:ted 
by ideVlU{)ying eJUte.nia :tha:t indleatu ~uee~~{)ul job pen
n onmanc.e. and :then. eO/z!l.e.lating :t~:t ~ eon~ and :the cJU:teJUa 
~o iden.ti{)ied), "C.OM:tnuct" vCLUcU:ty, (demoMtnatin.g by ex
am-<.J1aUoM ,5:tnuctMed :to me-MUlc.e. :the. degnee :to whic.h job 
appUean:t6 have identL{)iable ehMa&eJLM:tL~ :tha:t have been 
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deteJr.1r!,[ne.d to be. hnpoJr:tant -i.n .6Uc.c.e-6.6nuf. jab peJtnoJUnanc.e.I, 
and "c.on-te.nt" vaUcLUy, I demo Yl..6:tJz.ate.d by te-6;t6 who.6e. 
c.ontent ci.O.6ei.y appJtoxlmate-6 ta.6 ~ ;to be. peJtnoJUne.d on-the.- j ob 
by the. appUc.antl. The-6e. .6tandaJte-6 have. be.en JteUed upon 
by the. Equal. Emploljme.nt OppolttunLty. Comm-i..6.6-i.on -i.n nMh-i.oMng 
-i.t.6 Gu-i.de1.-i.YLe-6 on Emplo~nent Sei.ec.t£on pJtoc.eduJte..6, 29 
CRF pt. 1607, and have been. jud-i.uaUy note.d -i.n c.a.6e..6 wheJte 
vaLtd.a..tion on emploljment te-6;t6 ha.6 bee.n an -i.Mue. • • 

In addition to this important rul ing, another development 
affecting the acceptabi I itv of various val idation methodologies 
is the publ rcation of the Federal Executive Agency Gu-Ldel-i.ne.6 
on Employe.e. Sele.c.t-i.on PJtoc.eduJte.6 (November 1976). These guide
I ines were jointly signed and are the appl icable standards for 
the U.S. Department of Justice, the U.S. Civi I Service 
Commission, and the U. S. Department of Labor. Part II of 
these guidel ines, wh.ich describe the technical standards 
for validity studies (See 50. I 4. I 2 ) , describe the s et h r "l e 
methodologies for demonstrating the job-relatedness of employ
ment tests: (a) criterion related val idity; Cb) content 
val idity; and (c) construct val idity. 

Whi Ie there may have been some dispute historically with 
regard to the appropriateness of content val idity, these recent 
developments, as well as the arguments advanced in Dr. Wollack's 
paper, justify, in the opinion of the Consultants, the adequacy 
of the content valIdation methodology as a means for demonstrat
ing the job-relatedness of employment tests challenged under 
Ceders} antidiscrimination statutes. 

JOB ANALYSIS 

The fol lowing index of governmental guidel ines/profess-

• 

• 

• 

• 

• 

• 

ional standards are relevant to the topic of job analysis,. 
espec i a I Iy for the purpose of content va Ii dat ion. The 
citations are drawn from the Equal Employment Opportunity 
Commission Te.6t-i.ng and Selec.t-i.ng Employee. Gu-i.del-i.ne.6 (November 
1976); the Federal ExecutiVe Agency Gu-i.del-i.ne..6 on Employee 
Selec.t-i.on PJtoc.edufte..6 (November 1976); The American Psychologi-
cal Association StandaJtd.6 noJt Educ.at-i.onal and P.6yc.holog-Lc.al • 
Te.6t.6 (1974); and the American Psychological Association 
Division of Industrial-Organizational Psychology (Division 14) 
PJt-i.nc.-i.ple.6 nOft the. Val-i.dat-i.on and U.6e On PeJt.6onnel Selec.t-Lon 
PJtoc.eduJte.6 (1975). 

These standards and guidelines describe the technical • 
requirements for conducting job analysis. Listed below are 
the relevant citations, a description of the corresponding 
requirements, and an index referring to the section of the 
val idity report which is addressed specifically to the satis-
faction of that requirement. 
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Index 

Requirements of Governmental Guidel in~s/ 
Professional Standards for Job Analysis 

Citation 

FEA 50. I 4. I 3d I ) 

FEA 50.14. 13c(l) 

EEOC 1607.5(b)(3) 

Division 14 Princi
ples 
Content Validity: 
AI 

APA Standards 
E 12.4 

Requirements 

"The domain should be defined 
on the basis of competent in
formation about job tasks and 
responsibi I ities" (Essential) 

Reference* 

pp.13-52 

"When the performance doma i n pp. 53-65 
is defined in terms of know-
ledges, ski lis, or abi I ities, 
there should be an operational 
definition of each knowledge, 
ski I I, or abil ity, and a com-
plete description of its re-
lationship to job duties, be-
haviors, activities, or work 
products. " (Essent i a I) 

"The work behaviors or other pp. 53-65 
criteria of employee adequacy 
which the test is intended to 
identify must be fully des-
cribed ..• " 

"Job content domains should be pp. 13-65 
developed and defined by job 
analysis, which may be a formal 
investigation, or the pooled 
judgements of informed persons 
such as production engineers, 
job incumbents, their super-
Visors, or personnel special-
ists. The domain should be 
defined on the basis of compe-
tent information about job 
tasks and responsibi I ities." 

"When a test is rep resented as pp. 13-65 
having content validity for a 
job or class of jobs, the evi-
dence of val idity should include 
a complete description of 
duties, including relative fre-
quency, importance, and ski I I 
level of such duties." (Essential) 
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Citation 

EEOC 1607.5(b)(3) 

Division 14 Princi
ples 
Content Val idity: 
A 2 

Division 14 Princi
ples 

Content Val idity: 
.A 3 

EEOC 1607.5(a) 

Requirement Ref~rence* 

"Whatever criteria are used pp. ~'3-65 
they must represent major or 
critical work behaviors as 
revealed by careful job analyses"" 

"Job content domain should be pp. "53-65 
defined in terms of those tasks 
an employee is expected to do 
without training or experience 
on the"job, I.e., the content 
should not cover knowledge or 
ski I Is the employee wi I I be ex
pected to learn after placement 
on the job or in training for 
the job." 

"The def in it i on may be restr i cted p. 65 
to 'c.itical, most frequent, or 
prepreqisite work behaviors' ... 
There is no virtue in measuring 
abi lity to handle trivial aspects 
of the work." 

"The types of know I edge, sk i I Is, pp. 53-65 
or behaviors contemplated here do 
not include those which can be 
acquired in a brief orientation to 
the job." 

*Reference information pertains to the sections of this validity report 
which deals with the corresponding requirement for job analysis. 

Task Analysis Workshops 

• 

• 

• 

• 

• 

• 

• 

A prel iminary job inventory for entry-level pol ice • 
officers was prepared by ~onsultants based upon a previously 
reported study of pol ice officer job duties in a large number 
of departments. Several workshops were conducted at the out-
set of the project for the purpose of reviewing these exist-
ing task I istings to determine their possible relevance to 
this project. A cross-section of pol ice personnel of al I • 
ranks attended job analysis workshops in the following 
locations: 

Moses Lake 
Everett 
Seattle 

October 25, 1976 
Octo be r 27, 1976 
October 29, 1976 
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Dutirg the workshops, participants responded to the 
prel iminary I isting of tasks by reviewing, modifying, delet
irg, or supplementing these task statements in order to make 
the listing directly relevant to the requirements of their 
own departments. In many instances, task analysis subject 
matter was deleted or extensively modified because of 
differences in responsibi I ity between the various departments 
in the Washington sample and the original job analysis source. 
The result of this process was an ~xtensive, exh~ustive 
I isting of task statements describing the duties and responsl~ 
bi I ities of entry-level pol ice personnel in Washington 
departments. 

Workshop participants were al I experienced representatives 
of local pol ice departments. Additionally, workshop partici~ 
pants were asked to prepare, independently, an exhaustive 
I isting of the areas of knowledge, ski I Is, and other personal 
characteristics which they deemed to be most essential to 
pol ice officer success. The characteristics so identified 
were thoroughly discussed by the workshop participants. The 
personal qual ities and characteristics which were identified 
by the job analysis workshop group to be most essential 
for job performance were related to qual ities which had been 
identified in previous empirical research studies of the 
pol ice officer's job. 

Based upon the results of these workshops, a 289 item 
Ta~k Que~~ionnaine 60n Pa~nol 066iaen~ was de~eloped. The 
items of this questionnaire were selected by the sample as 
most relevant to the tasks and responsibi I ities of pol ice 
officers at the entry-level .among the participattng local 
jurisdictions. The Task Questionnaire was administered to 
a representative sample of pol ice officers in each department 
for the purpose of providing an objective description of the 
kinds of activities in which officers engage whi Ie on duty 
(uniformed patrol officers with ful I-time field responsibi I i
ties). Table 3 is an alphabetical I isting of departments 
participating in the task analysis phase of this cooperative 
project with the number of of questionnaires completed by 
each department. A total of 351 survey forms were returned 
by 41 departments. 
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rable 3 

Alphabetical Listing of Agencies Completing 

Task Analysis Questionnaire 

Agency 

Asotin County 
Bellevue 
Bellingham 
Bothe II 
Clark County 

. Cheney 
Colvi lie 
Co I v i II e Tr i ba I 
Cow I i tz Couhty 
Edmonds 
Enumclaw 
Everett 
Hoguiam 
King County 
Kitsap 
Long Beach 
Lynwood 
Mercer Island 
Monroe 
Moses Lake 
Oak Harbor 
Olympia 
Othe 110 
Pacific County 
Pasco 
Pierce County 
Port Angeles 
Port of Seattle 
Richland 
Seattle' 
Sed ro-Wo I I ey 
Shelton 
Spokane 
Sumner 
Tacoma 
Union Gap 
Un i vers i ty o·f Wash i ngi"on 
'YRlncouver 
Wa II a Wa II a 
Wenatchee 
Yakima 
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No. of Questionnaires 
Completed 

3 
14 
13 
3 
9 
3 
2 
4 
7 
6 
2 

14 
3 

40 
7 
2 
8 
8 
I. 
4 
4 
7 
3 
4 
8 

12 
-4 
1'5 
·8 
34 

3 
4 

1.5 
3 

15 
4 

15 
13 
4 
8 

15 
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Table 4 is a I istipg of the officers by rank who 
responded to the Job analysis survey • 

Table 4 

Distribution of Officers, by Rank 

Completing Job Analysis Questionnaires CN = 351) 

Rank Number 

Chief 2 

Captain 5 

Lieutenant 20 

Sergeant 61 

Patrolman 219 

Other 44 

The Task Analysis Questionnaire called for a rating of 
the importance of each I isted task or duty. ,If a particular 
task or duty did not apply to the offi6er's job, a rating of 
"0" was assigned to that item. If a task or 9uty was seen 
as relevant to the officer's job, a rating of "I" to "5" 
points was assigned uti I izing the fol lowing rating scale: 

Rating 

o 
I 
2 
3 
4 
5 

I mportanc'e 

Does not apply 
Litt I e importance 
Some importance 
Important 
Very important 
Critically important 

A task or duty was considered to be most important if 
the consequences of making an error or ~erforming poorly 
was seen as extremely detrimental to the attainment of 
effective law enforcement. 
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Table 5 contains a I isting of the task statements rated 
imp.ortant. In interpreting the information in this table, 
one must refer back to the rating scale shown on the previous 
page for evaluating the degree of importance of the various 
task statements. 

Table 5 

Results of Task Questionnaire Analysis 

Task Statement 

Assist Washington State Patrol in direction 
of traffic on interstate high speed ~xpress 
ways 

Escort prisoners to doctor or dentist for treatment 

Prosecute traffic cases 

Participate in pre-sentence interview with probation 
officers 

Prepare field sketches of traffic accidents 

Conduct tours of police faci I ities 

Remove livestock or other animals from roadway 

Report information to be included in M.O. fi les 

Put prisoners in straight jackets 

Check roofs for entry 

Make I-dent-a-kit composite of suspects 

Routinely check security of police and other city 
owned property (i.e., roado towers, police pistol 
range, fleet parking lots, etc.) 

Overcome physical resistance with approrpri
ate force 

Move injured persons from roadways to 
ambulance 
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Mean 
Rating 

1.98 

1.90 

3.25 

2.42 

3.33 

1.55 

2.28 

3.25 

1.94 

3.05 

2.61 

2.80 

.;1-,27 

3,38 

Standard 
Deviation 

0.96 

1.10 

0.84 

1.06 

0~86 

0.70 

1.09 

0.86 

1.06 

1.03 

1.02 

0.99 

Q.82 

I! 17 
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• 

• 

• 

• 

• 

• 

• 

• 

• 
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Table 5 - Continued 

Task Statement 

Check validity of alibi 

Qual ify with department riot gun 

Operate audio-visual equipment 

Direct or control traffic with flashlight 

Escort ambulances and emergency cases 

Prepare report or case folders 0n traffic cases 

Present charge before magistrate 

Advise city planners on traffic planning 

Recommend the installation of traffic 
pavement markings 

Transmit crash diagrams and collision diagram 
summaries to state highway engineer 

Implement restraining order against strikers 

Record activities on time study card or sheet 
or officer logbook 

Complete arrest report forms 

Prepare coding sheet for data processin~ system 

Photograph prisoner 

Conduct stationary or roving guard duty 

Take custody of stolen or lost property 

Assist citizens with emergency situations 

. Interview traffic law violators 

Check businesses for security 

Collect physical evidence from scene and tran
port to station 

Conduct partial arson investigations 

Organize, coduct, and photograph I ine up 
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Mean 
Rating 

3.25 

3.37 

1. 84 

3.00 

2.32 

3.08 

3.30 

2,29 

2,13 

2.26 

2.14 

2.91 

4.00 

2.04 

2.52 

2,35 

3.38 

4.18 

3.05 

3.39 

4.20 

3.10 

2.57 

Standard 
Deviati0n 

1. 01 

1.16 

0.91 

0.92 

1.13 

0.93 

0.87 

0,81 

1.03 

1. 03 

0.76 

0.85 

1. 06 

1,12 

0,88 

0.79 

0.84 

0.82 

0.70 

0.97 

1,12 



Table 5 - Continued 

Task Statem ent 

Review public records to develop information 
for use in investigations 

Collect traffic accident evidence 

Interview victims and those involved in 
traffic accidents 

Record visibi lity conditions at time of accident 

Cause traffic accident evid<3nce to be sent t r 

lab for analysis 

Fi I lout suspect interrogation card 

Operate roadblocks 

Conduct search for evidence in motor vehicle 

Subdue suspect resisting arrest 

Complete worthless document report forms 
after investigation 

Enter data in N.C.I.C. 

Book prisoner by completing arrest cards 
and arrest folder 

Man police station desk 

Conduct complete misdemeanor investigations 

Advise parents of chi Idrens' violations of 
traffic laws 

Work mobile pol ice lab 

Conduct undercover survei I lance 

Respond to alarm systems for sign of un I awf.ul 
entry 

Complete supplemental reports and forms after 
investigation or fol low-up 

Screen prisoners for medical problems 
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Mean 
Rati ng 

2.55 

3.48 

3.45 

3.42 

3.10 

3.22 

2.50 

3.72 

4.38 

2.24 

3.28 

3.23 

2.46 

3.56' 

2.52 

2.58 

2.75 

4.11 

3.68 

2.77 

Standard 
Deviation 

1.01 

0.87 

0.80 

0.91 

0.99 

,0.84 

1. 07 

0.75 

0.76 

1. 08 

1.13 

1. 05 

1.13 

0.84 

0.96 

1. 00 

0.96 

0.74 

0.89 

1. 07 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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T,able 5 - Continued 

Task statement 

Speak at meetings of community groups and 
organizations 

Protect physical eviden~~ at the scene 

Conduct fol low-up investigation on hit and runs 

Show mug shots to witnesses 

Follow-up nature and extent of personal inquries 
resulting from traffic accidents 

Request mechanic to test vehicles involved in 
traffic accident 

Operate teletype machines 

Attend training sessions 

Service or clean police weapons 

Apply first aid 

Use mathematical formulas to calculate pavement 
friction factors in traffic accidents 

Advise suspects of their rights 

Cal I on bystanders to assist in apprehension 

Conduct field search of suspected felons 

Secure search warrant 

Respond to complaints about animals 

Arrange for removal of abandoned vehicles 
from private property 

Discuss case with witnesses prior to trial 

Escort explosives upon special request from 
mi litary or government agencies 

Patrol and check security of maritime terminal 
areas 

Conduct or assist in rescue operations 

I 17 

Mean 
Rating 

2.50 

4.47 

3.33 

2.93 

2.73 

2.26 

2.12 

3.51 

4.09 

4.14 

2.56 

4.53 

2.38 

4.46 

3.47 

1. 87 

1. 54 

2.72 

2.62 

2.70 

3.42 

Standard 
Deviation 

0.97 

0.65 

0.89 

0.94 

1. 02 

1. 07 

0.91 

0,93 

0.94 

0.88 

1. 00 

0,70 

1. 03 

0.74 

1. 06 

0.83 

0.71 

1. 08 

1. 24 

0.96 

1. 07 



~able 5 - Continued 

Task Statement 

Broadcast descriptions and pertinent infor
mation concerning crimes to other units and 
other agencies 

Dtrect or control traffic with whistle signals 

Issue parking citations 

Review case prior to appeal court 

Escort emergency cases to hopsital 

Calculate roadway or intersection capacity 

Discuss criminal cases with defense attorney 

Calculate average accident rates 

Report hazardous roadway conditions and defective 
traffic control equipment to supervisor or public 
works department 

Dicate repods by phone 

Control spectators at civi I disturbances 

Verify statements of witnesses or suspects 

Overcome resistance by use of chemical agents 

Search subject relative to FARIOT aviati6n hijack 
program 

Note inconsistenciesl in statements of witnesses 
or suspects 

Overcome resistance by use of firearms 

Disable armed and dangerous subject who poses an 
immediate threat to lives of others 

Confiscate contraband 

Interrogate suspects alone 

Lift semi-conscious or injured persons into vehicle 
to complete arrest 

Q~al ify with department issued side arm 
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Mean 
,Rat i ng 

3.99 

2.27 

2.01 

3.66 

2,90 

1. 83 

2.36 

1. 83 

3.42 

2,50 

3.49 

3.45 

3.00 

3,03 

3.70 

3.99 

4.85 

3.68 

3.30 

2.4] 

4.35 

Standard 
,Deviation 

0.79 

1. 06 

0.84 

0.95 

1. 21 

0.82 

1. 25 

0.83 

0.91 

1, 07 

0.99 

0.91 

1.19 

1. 33 

0,79 

1,33 

0,57 

0.72 

1. 01 

1.3.7 

0,]8 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



• 
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Table 5 - Continued 

Task statement 

Prepare cards for fi ling 

Complete burglary report forms 

Control spectators at special events 

~.~g~tpfln+ prisoner 

Take required measurements at scene of 
:. traffic accident 

• 

Conduct field test for control led substances 

Remove hazardous materia Is from roadways 
or sidewalks 

Complete traffic accident reports and forward 
to supervisors and/or engineering departments 

Take witness and/or suspect statements by recorder 

'. Type reports 

EXatn i ne damage to veh i c I es i nvo I ved in 
traffic accidents 

Locate 1 photograph, and gather pieces of physical 
• ev i dence 

Arrange for lab analysis of physic~1 evidence 

Serve subpoenas 

;-. Request repa i r or rep I acemeni" of traff i c lights 

Contact other law enfor~ement agencies for 
information 

Conduct preliminary misd~meanor investigations 

Operate radar to identify violators of speed laws 

Conduct off-street (out-of-view) observations for 
traffic law violators 

'. Comp lete sex cri me report forms 
! 

• 

Report information for intelligence fi les 

~Supervise telephone cal Is by prisoners 
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~ean ?tandard 
Rpti ng Deviation 

1. 91 0.93 

3.64 0.76 

2.78 0.89 

2.66 1.17 

3.39 0.87 

2.64 1. 04 

3.12 1.03 

3.35 0.83 

2.50 1. 00 

2.25 1.12 

3.24 0.83 

3.90 0.83 

3.41 1. 00 

2.32 1. 05 

3.09 0.9~ 

3.06 0.91 

3.4.7 0.]8 

2.75 0.84 

2.30 0.93 

3.64 0.84 

3.40 0.87 

2.42 1.01 



Table 5 - Continued 

Ta~k statement 

Prepare juveni Ie court forms 

Serve as an instructor in training programs 
conducted by pol ice department or by other 
agencies 

Provide station security 

Complete rape report forms 

Provide security at airport check-in faci lities 

Locate and question witnesses and potential 
witnesses in criminal cases 

Sketch crime scene and record measurements 

Cal I for supplementary aid (e.g., wreckers, fire 
departments) for traffic accidents 

Diagram and record measurements of traffic 
accident scene 

Request witnesses or violators to submLt informal 
statements or written reports of occurance in 
traffic accidents 

Administer field tests for intoxication 
(coordiantion tests, etc.) 

Advise citizens and businessman on ways to prevent 
crime and protect their persons and property 

Check autos a,ga i nst sto I en car list 

Service pol ice vehicles 

Use mathematical formula to calculate minimum 
speed estimates in traffic accidents 

Interrogate suspects with or without aid of partner 

Conduct frisk search 

Part'icipate in stakeout 

Ta i I suspects 

A[lswer ca I I s on domest i c quarre I sand braw I s 
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Mean 
Rati ng 

3.02 

2.55 

2.79 

3.60 

2.61 

3.63 

3.78 

3.64 

3.41 

2,89 

3.55 

3.37 

3.25 

3.10 

2.45 

3.23 

4.20 

2.85 

2.63 

3.72 

standard 
Deviation 

0.89 

0.90 

1. 04 

0.86 

1.12 

0.85 

0.90 

0.88 

0.83 

0.94 

0.77 

0.90 

0.86 

1. 24 

0.98 

0.87 

0.80 

0.89 

0.99 

0.86 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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Table 5 - Continued 

Task Statement 

Investigate repossession complaints 

Run errands and deliver messages 

Serve search warrant 

Escort large crowds of dissenters or other 
potentially hosti Ie groups 

CI imb outside fire escapes 

Patrol and check security of commercial districts 
and establishments 

Issue citations for business license violations 

Check vacant residence during owner's absence 
(house checks) 

lnitlate and complete preliminary Investigation 
of reported crimes 

Direct or control traffic with illuminated raidroad
type emergency f I ares 

Manually control traffic lights under emergency 
situations 

Escort dignitaries 

Mean 
Rating 

1. 9.2 

1.44 

3.27 

3.03 

1. 93 

3.51 

1. 87 

2.71 

3.73 

2.83 

2.75 

1. 88 

Review report prior to testifying in court on 3.61 
traffic cases 

Di scuss crimi na I cases with prosecutor 3. 76 

Make manual traffic volume counts at assigned locations 1.58 

Standard 
Deviation 

0.91 

0.82 

1,00 

1,13 

1. 02 

0.82 

0.90 

0.92 

0.76 

0.97 

1. 01 

0.95 

0.83 

0.81 

0.83 

Draw diagrams of physical conditions at roadway 1.93 0.95 
intersection or segments (other than for traffic crashes) 

Prepare misdemeanor complaints 

Recommend the installation of traffic signal devices 

Conduct special studies of accident records 

Maintain fi Ie set up by dates 

Transcribe field notes for personal notebook 
bff icer logbook 

121 

3.12 0.84 

2.26 0.84 

1. 97 0.93 

2.13 1.13 

2.83 1. 03 



Table 5 - Continued 

Task Statement 

Communicate with management and labor on strike 
disturbances 

Complete death report forms (not death certificate) 

Conduct breath analyzer test 

Make reports by use of recorder 

Secure prisoners' property by search 

Prepare narrative reports of arrests 

Conduct prel iminary f~lony investigations 

Patrol freeways 

Plan tactics for conducting patrols (individual) 

Detain or arrest juveni Ie offenders 

Issue moving traffic citations 

Complete injury report forms 

Plan and conduct search for evidence ~t crime scene 

Store and establish chain of custody for evidential 
or acquired property 

Determine key or crucial events related to the 
traffic accidnet 

Evaluate drlver'.s 9apabi I ity to drive 

Investiate traffic accidents 

Check bars for I iquor or gambling violations 

Set up photographic survei I lance equipment 

Interrogate suspects or witnesses with aid of 
polygraphic and polygraph examiner 

Participate in surround operations 

Conduct strip search 
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Mean 
Rati ng 

2.54 

3.20 

3.56 

2.46 

3.69 

3.97 

1. 93 

2.96 

3.49 

3.14 

3.16 

4.03 

3.44 

3.55 

3.33 

2.56 

2.02 

2.61 

2.82 

2.63 

Standard 
Deviation 

1.10 

0.95 

0.80 

1. 03 

0.91 

0.88 

0.73 

1. 01 

0.99 

0.72 

0.84 

0.91 

0.95 

0.84 

0.93 

0.84 

0.83 

0.93 

1. 04 

1. 03 

1.14 

• 

• 

• 

• 

• 

• 

• 

., 

• 

• 

• 
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Jable 5 - Continued 

Task Statement 

Detect and stop felony suspects who are in or on 
on a motor vehicle 

Answer c.ivi I complaints and refer to appropriate 
agency 

Escort persons c;.r vehicles through hosti Ie strike 
lines to prevent violence in extreme cases 

Patrol residential areas "to detect and prevent 
criminal ~ctivity 

Drive a patrol car or other police vehicle 

Check for city business I icense violations 

Respond to robbery in progress alarms 

Direct traffic by hand signals 

Issue citations to pedestrians who violate 
traff i claws 

Escort fire equipment 

Observe and record pedestrian counts at assigned 
locations 

Prepare criminal case folders 

Testify in court on criminal cases 

Identify high accident frequency locations 

Communicate with leaders of demonstrations 

Receive incoming calls from the pU"bl ic 

Schedule visitors for prisoners 

Conduct complete felony investigations 

Conduct open survei I lance 

Issue citations for mechanical defects on motor 
vehicles 

Patrol arterial roadways 

123 

~ean 
~ating 

4.20 

2.67 

2.83 

3.71 

3.83 

1. 85 

4,60 

3.03 

2.16 

2,26 

1. 53 

3.06 

4.16 

2.78 

2.93 

2.87 

2.00 

3.60 

2.69 

2.61 

3.15 

~tandard 
:;leviation 

0.80 

0.96 

1. 24 

0.84 

0.92 

0.77 

0.60 

0.98 

0.96 

1.13 

0.75 

1. 03 

0.71 

0.99 

1.12 

1.16 

0.86 

0.97 

0.89 

0.91 

0.81 



-Table 5 - Continued 

Task Statement 

Complete missing or wanted persons report forms 

Prepare narrative reports of civil disturbances 

Mark physical evidence for later identification 

Request witnesses to submit written report in 
criminal cases 

Carry traffic accident victims to hospitals in 
emergency situations 

Contact next-of-kin in traffic accident 
investigations 

Take statements in criminal cases 

Reroute or di"rect reaffic around accident 
scene to prevent further accidents or injury 

bheck establishm~nts for undesirable or wanted 
persons 

study background, rap sheet, and M.O.of suspects 
prior to interrogation 

Fi Ie complaint and obtain arrest warrant 

Identify suspects through records and pictures 

Engage in high speed pursuit driving 

Search premises or property with consent 

Answer requests fer ai~ (e.g., carry sick persons, 
lift people into beds and wheelchairs, etc.) 

Restrain mentally il I persons 

Deliver departmental mai I 

Assist out-of-town visitors 

Investigate consumer complaints 

Walk a foot beat in central business district 

124 

Mean 
Rating 

2.92 

2.61 

4.12 

3.34 

3.12 

2.56 

3.60 

3.72 

2.81 

3.18 

3.17 

3.12 

3.36 

3.39 

2.68 

3.32 

1. 51 

2.39 

2.01 

2.82 

Standard 
Deviation 

0.91 

1. 04 

0.78 

0.95 

1. 39 

1. 03 

0.81 

0.87 

0.88 

1.04 

0.96 

0.89 

1. 25 

0.88 

0.99 

1. 09 

0.87 

0.89 

0.89 

1. 09 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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Table 5 - Continued 

Task Statement 

Transport intoxicated persons to de-toxlfication 
center 

Direct traffic by verbal instructions 

Remove (or arrange for the removal of) vehicles 
that obstruct the traffic flow 

Respond with fire equipment 

Escort or guard prisoners whi Ie in transfer 

Conduct traffic control for funeral p'rocessions 
or weddings 

Observe and record traff i c conf I I ct or near-m Iss 
Indidents and situations at assigned locations 

Prepare physical evidence for .submlttal In court 

Prepare criminal case summary sheet for prosecutor 

Observe high accident frequency locations to 
identify factors contributing to high accident rates 

Recommend the installation of traffic control signs 

Physically restrain persons at the scene of a strike 

Record data on persons, stolen property, vehicles, or 
field observations in notebook 

Supervise prisoner recreational activities 

Conduct open observation for traffic law violators 

Issue warning tickets 

Comp I ete rob be ry report f roms q fte r invest i gat I on 

Record physical evidence at scene 

Complete theft report forms 

Prepare narrative reports of crimes 

Obtain information from the National 
prime Information Center 

125 

Mean 
Rating 

2.11 

2.02 

3.04 

2.61 

3.24 

1. 92 

2.12 

3.70 

3.20 

2.53 

2.24 

2.50 

3.41 

1. 92 

2.84 

2.37 

3.77 

4.09 

3.61 

3.64 

3.15 

Standard 
Deviation 

0.93 

1. 00 

0.85 

1.01 

1. 08 

0.90 

0.99 

0.91 

1. 07 

1. 04 

0.92 

1.19 

0.93 

1. 25 

0.88 

0.94 

0,80 

0.76 

0.74 

0.48 

0.91 



Table 5 - Continued 

!ask Statement 

Request coroner or medical examiner to come 
to scene of cri~e 

Check vehicles for evidence of mechanical defects 
that may have contrIbuted to accident 

Control spectator access to traffic accident scene 

MoVe (or arrange for' moving) damaged or sta-I-ted 
vehicles by hand 

Photograph accident scene 

Check parking lots for suspicious vehicles or persons 

Conduct OWl traffic law enforcement patrols 

Engage in moderate speed pursu!t driving 

Request subject to submit to arrest 

Assist stranded motorist 

Patrol residential and commercial areas to detect 
unsafe conditions 

Transport j uven i I e offenders to j uven i Ie ha I I 

Director control traffic with placement of vehicle 
barricades, cones, and flares 

Ass i st in point contro I, crown contro I, first aid, 
or evacuation at fire scenes 

Escort money or valuables in transfer 

Escort parades 

Prepare to testify in court on criminal cases 

Escort wedding processions 

Review testimony after criminal court appearance 
with prosecuting attorney 

Prepare accident statistical data 
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Mean 
Rating 

3.21 

3.12 

3.04 

2.32 

2.64 

3.03 

3.02 

3.39 

3.29 

2.72 

2.80 

2.]5 

2.93 

3.29. 

2,45 

1. 83 

3.95 

1.35 

2.60 

1.95 

S'tandard 
Deviation 

1. 00 

0.91 

0.91 

0.96 

0,88 

0.87 

0.89 

0.98 

1. 06 

0,75 

0.95 

0.93 

'0.98 

1. 03 

1. 02 

0.88 

0.73 

0.64 

1. 01 

0.96 

• 

• 

• 

• 

• 

.-

• 

• 

• 

• 

• 
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Table 5 - Continued 

Task Statement 

Transmit crash diagram and condition diagram 
summaries to city or county department responsi
ble for traffic engineering work 

Enforce the law and/or provide security at the 
scene-of a strike 

Physically restrain demonstrators 

Maintain reference data (phone numbers, ord{ances, 
ope rat i ona I data) in notebook 

Supervise trustees on work assignments 

Clean up or assist in <cleaning up traffic accident 
scene to the extent necessary to prevent debris from 
becoming a traffic hazard 

Determine point(s) of impact or pointCs) of occurrence 

Check parks and school grounds for safety and security 

Escort funeral processions 

Transmit accident statistical data to supervisor 

Review testimony after traffic court appearance 
with prosecuting attorney 

Record duty shifts' activities in station or 
division Jog book 

Use notebook as reference for reports 

Implement restraining order against demonstrators 

Testify in court on traffic cases 

Discuss traffic cases with prosecutor 

Escort the transportation of over-sized truck
tra i I er loads 

Set up and maintain personal notebook or 
memorandum book 
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MeCln 
Rating 

2.17 

2.71 

2.77 

3.04 

2.10 

2.70 

3.35 

2.98 

1. 76 

2.46 

2.27 

2.]3 

3.24 

2.52 

3.54 

3.21 

1. 89 

3.41 

Standard 
Deviation 

0.90 

1. 08 

1.12 

0.94 

1.13 

0.99 

0.89 

0.93 

0.84 

1. 08 

1. 01 

1. 02 

0.91 

1. 0] 

0.80 

0.94 

0.90 

1. 03 



The analysis of the questionnaire reveals a very h~gh 
degree of similarity among departments irrespective of 
departmental size regarding the duties, tasks, and responsi
bi Iities performed by'the entry-level pol lc~ officer. 

• 

Table 6 contains an inter-correlational matrix in which the • 
job importance ratings of the Task Analysis Questionnaire 
have been correlated among groups of departments in accord-
ance with the size of the community served. 

Table 6 

Inter-correlational Matrtx 
De~onstrating Degree of Correspondence 

in 
Job Analysis Ratings for Groups of Washington Departments 

in 
Population Size Categories 

A 250,000+ 

B 100,000 - 249,999 90 

C 25,000 - 99,999 94 92 

D 10,000 - 24,999 92 90 96 

E 9,999 - r-f8 

r
4 W 

II 
0\ 0\ 0\ 
0\' 0\ 0\ 
0\ ' 0\ 0\ .. .. .. 
0\ 0\ '<;j" 
'<;j" 0\ N 
N 

I I 
+ 
0 0 0 0 0\ 
0 0 0 0 0\ 
0 0 0 0 0\ .. .. .. .. .. 
0 0 l!"I 0 0\ 
l!"I 0 N 
N 

.::( co C,,) 0 w 

The inter-correlation matrix shown here demonstrates 
convincingly that a very high degree of simi larity exists 
among the departments with regard to what a pol ice officer 

• 

• 

• 

• 

• 

• 

must do in the performance of his/her duties. The correla- • 
tion coefficients demonstrating simi larity among departments 
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• 



• 
of va~fous size categories range from the high. 80's to·the 
mid 90's, extremely high levels o·f simi larity with respect 
to .j 0 brA s Don sib iii tie s • 

• A secondary analysis was conducted which took into 

• 

• 

•• 

• I , 
S 

• 

consideration not only the importance values of the various 
tasks but the frequency with which they were reported by 
the job analysis sample. Importance and frequency cross
products were inter-correlated wlth resulting coefficients 
in the low to mid 90's, an even higher level of similarity. 

A natural division between Eastern and Western Washington 
police departments is recognized by most individuals familiar 
with the makeup of this state. However, no significant 
d~fferences were revealed as a function of the East-West 
state dichotomy; The correlation coefficient of r = .96 
evidenced the high level of simi larity. A correlational 
analysis comparing mean importance ratings of the task 
functions was also conducted for the purpose of comparing 
city and county departments. A resulting correlation co
efficient of r = .95 attested to the extraordinari Iy high 
simi larity in rated job duties. 

The~e anaiy~e~ indieate quite eiea~iy that poiiee 
o66iee~~ at the ent~y-ievei pe~6o~m e~~ent-i..aiiy ~bniia~ 
job~ in aii Wa~h-i..n9ton depa~tment~ i~~e~peetive 06 depa~t
mentai ~ize, type 06 c!.:·pa~tment, o~ ioeation within the 
State. . 

Tasks which were performed by pol ice officers in at 
least one-half the participating departments in the state
wide study were combined by the professional staff of 
Wollack & .Associates into 13 police functions; i.e., 
functional or logically related groupings of task activi
ties. Table 7is a listing of the Task Statements by 
functional categor~. 

Ta b Ie 7 

Task Statements by Functional Category 
WhJch were JdentIfled in the Task Analysis 

Pol ice Functions 

PERFORMING ROUTINE PATROL DUTIES 

129 

Definition 

Check roofs for entry 
Routinely check security of police 
and other city owned property 
(i .e., radio towers, police pistol 
range, fleet parking lots, etc.) 



Table 7 - Continued 

Po~ice Functions 

PERFORM I NG ROUT I NE PATROL DUn ES 
Contiinued 

130 

Definition 

Conduct search for evidence in 
motor vehicle 

Respond to alarm systems for sign 
of unlawful entry 

Respond to complaints about animals 

Confiscate contraband 

Qualify with department issued side 
arm 

Conduct field test for control led 
substances 

Conduct preliminary misdemeanor 
investigations 

Check autos against stolen car list 

Patrol and check security of commer
cial districts and establishments 

Check vacant residence during owner's 
absence (house checks) 

Initiate and complete prel iminary 
investigation of reported crimes 

Conduct preliminary felony investi
gations 

Plan tactics for conducting patrols 
(individual) 

Check bars for I iquor or gambl ing 
violations 

Detect and stop felony suspects who 
are ,in or ?,n a motor vehicle 

Patrol residential areas to detect 
and prevent criminal activity 

Drive a patrol car or other police 
vehicle 

Check for city business license 
violations 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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Table 5 - Continued 

P.ol ice Funtsions 

PERFORMING ROUTINE PATROL DUTIES -
Continued 

131 

Definition 
I 

Conduct open surveil lance 

Check establ ishments for undesirable 
or wanted persons 

Search premises or property with consent 

Answer requests for aid (e.g., carry 
sick persons, lift people into beds 
and wheelchairs, etc.) 

Walk a foot beat in central business 
district 

Obtain information from the National 
Crime Information Center 

Check parking lots for suspicious 
vehicles or persons 

Patrol residential and commerical 
areas to detect unsafe conditions 

Check parks and s.choo I grounds for 
safety and security 

Assist Washington State Patrol in 
direction of traffic on interstate 
high speed expressways 

Remove livestock or other animals 
from roadway 

Direct or control traffic with flashlight 

Advise city ~Ianners on traffic planning 

Recommend the installation of traffic 
pavement markings 

Interview traffic law violators 

Operate roadblocks 

Direct or control traffic with 
whistle signals 

Issue parking citations 



Table 5 - Continued 

PGI ice Functions 
I 

PERFORMING TRAFFIC ENFORCEMENT AND 
CONTROL DUTIES - Continued 
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Definition 

Report hazardous roadway conditions 
and defective traffic control equip
ment to supervisor or public works 
department 

Conduct field test for control led 
substances 

Remove hazardous materials from road 
ways or sidewalks 

Request repair or replacement of 
traffic lights 

Operate radar to identify vimlators 
of speed laws 

Conduct off-street (out-of-view) 
observations for traffic law violators 

Administer field tests for intoxi
cation Ccoordiantion tests, etc.) 

Direct or control traffic with il
luminated rai I road-type emergency 
flares 

Recommend the installation of traffic 
signal devices 

Conduct breath analyzer test 

Issue moving traffic citations 

Evaluate driver's capability to drive 

Direct traffic by hand signals 

Issue citations to pedestrians who 
violate traffic laws 

Issue citations for mechanical 
defects on motor vehicles 

Patrol arterial roadways 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



• 

• 

• 
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T.able 5 - Continued 

p,ol ice Functions 

PERFORMING TRAFFIC ENFORCEMENT 
AND CONTROL DUTIES - Continued 

HANDLING EMERGENCY SITUATIONS 

WRITING REPORTS AND COMPLETING 
FORMS 

133 

.. Definition 

Direct traffic by verbal instructions 

Remove (or arrange for the removal of) 
vehicles that obstruct the traffic flow 

Conduct traffic control for funeral 
processions or weddings 

Observe and record traffic conflict 
or near-miss incidents and situations 
at assigned locations 

Recommend the installation of traffic 
control signs 

Conduct open observation for traffic 
law violators 

Issue warning tickets 

Move (or arrange for moving) damaged 
or stal led vehicles by hand 

Conduct OWl traffic law enforcement 
patrols 

Direct or control traffic with place~ 
ment of veh i c leba rri cades, cones, 
and f I ares 

. Assist citizens with emergency situations 

Apply first aid 

Conduct or assist in rescue operations 

Participate in surround operations 

Respond to robbery in progress alarms 

Restrain mentally i I I persons 

Assist in point control, crowd control, 
first aid, or evaluation at fire scene 

Report information to be included in 
M.O. fi les 



• 
Table 5 - Continued 

Pol ice Functions 

WRITING. REPORTS AND COMPLETING 
FORMS - Continued 

134 

Definition 

.Prepare report or case folders on 
traffic cases 

• 

Record activities on time study card 
or sheet or officer logbook .. 

Complete arrest report forms 

Fi I lout suspect' interrogation card 

Complete worthless document report 
forms after investigation 

Complete supplemental reports and forms 
after investigation or fol lowup 

Complete burglary report forms 

Complete sex crime report forms 

Report information for intelligence 
fi les 

Prepare juveni Ie court forms 

Complete rape report forms 

Transcribe field notes for personal 

• 

• 

• 

notebook or officer logbook ~ 

Complete death report forms (not 
death certificate) 

Prepare narrative reports or arrest 

Complete injury report forms 

Complete missing or wanted persons 
report forms 

Prepare narrative reports of crime 

Maintain reference data (phone numbers, 
ordinances, operational data) in note~ 
book 

• 

Completu traffic accident re- • 
ports and forward to supervisory 
and/or engineering department 

• 



• 

• 

• 

• 

Table 7 - Continued 

~ol ice Function.s 

WRITING REPORTS AND COMPLETING 
fORMS - Continued 

HANDLING AND INVESTIGATING 
TRAFFIC ACCIDENTS 
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Definition . 
Record duty shifts' activities in 
station or division logbooK 

Set up and maintain persQnal notebook 
or memorandum book 

Prepare field sketches of traffic 
accidents 

Move injured persons from roadways to 
ambulance 

Collect traffic accident evidence 

Interview victims and those involved 
in traffic accidents 

Record visibility conditions at time 
of accident 

Cause'traffic accident evidence to be 
sent to lab for analysis 

Conduct fol lowup investigation of hit 
and runs 

Followup nature and extent of personal 
inquries resulting from traffic accidents 

Request mechanic to test vehicles in
volved in traffic accident 

Use mathematical formulas to calculate 
pavement friction factors in traffic 
accidents 

Apply first aid 

Take requi red measurements at scene 
of traffic accident 

Examine damage to vehicles involved 
in traffic accidehts 

Cal I for supplementary aid (e.g., 
wreckers, fire departments) for 
traffic accidents 



Table 7 - Continue~ • 
fol ice Functions 

HANDLING AND INVESTIGATING 
TRAFFIC ACCIDENTS - Continued 

136 

pefinition 

Diagram and record measUrements of 
traffic accident scene 

Request witnesses or vimlators to submit 
informal statements or written reports 

• 

of occurrence In traffic accidents .. 

Use mathematical formula to calculate 
minimum speed estimates in traffic 
accidents 

Determine key or crucial events related 
to the traffic accident 

Investigate traffic accidents 

Identify high accident frequency 
locations 

Contact nexT-of-kin in traffic 
accident investigations 

Reroute or1~frect traffic aro~nd 

• 

accid§nt'scene to prevent further • 
accidents or injury 

Observe high accident frequency locations 
to identify factors contributing to 
high accident rates 

Check vehidles for evidence of mechanical 
defects that may have contributed to 
accident 

Control spectator access to traffic 
accident scene 

Clean up or assist in cleaning up 
traffic accident scene to the extent 
necessary to prevent debris from 
becoming a traffic hazard 

Determine point(s) of impact or point(s) 
of occurrence 

Transmit accident statistical data to 
supervisor 

Photograph accident scene 

• 

• 

• 



• 
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• 
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Table 7 - Continued 

rol ice Functions 

APPREHENDING AND ARRESTING 
SUSPECTS 

INVESTIGATING CR1MINAL CASES 
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Definition 

OVercome physical resistance with 
appropriate force 

Subdue suspect resistin9 arrest 

Advise suspects of their rights 

Cal I on bystanders to assist in 
apprehension 

Conduct field search of suspected 
felons 

Overcome resistance by use of chemical 
agents 

Overcome resistance by use 6f firearms 

Disable armed and dangerous subject who 
poses an immediate threat to lives of 
others 

Lift simi-conscious or injured person 
into vehicle to complete arrest 

In-rerroga+e suspects with or without 
aid of partner 

Con'c act f 1'"'1 s k search 

Engage in high speed pursuit driving 

Handcuff or otherwise secure prisoners 

Engage in moderate speed pursuit 
driving 

Request subject to submit to arrest 

Detain or arrest juvenile offenders 

Check val idity of alibi 

Collect physical evidence from scene 
and transport to station 

Conduct partial arson investigations 



T.able 7 - Continued • 

Pol ice Functions ,Definition 

INVESTIGATING CRIMINAL CASES -
Continued 

138 

Review publ ic records to develop in
formation for use in investigations 

Conduct undercoVer survei I lance 

Protect pbysical evidence at the scene 

Show mug shots to witnesses 

Secure search warrant 

Verify statements of witnesses or 
suspects 

Interrogate suspects alone 

Take witness and/or suspect statements 
by recorder 

Locate, photograph, and gather pieces 
of physical evidence 

Locate and question witnesses and 
potential witnesses in criminal cases 

Sketch crime scene and record measure
ments 

Participate in stakeout 

Ta i I suspects 

Serve search warrant 

Plan and conduct search for evidence at 
crime scene 

Conduct complete felony investigation 

Mark physical evidence for later 
identification 

• 

• 

.. 
• 

• 

w-

Request witnesses to submit written .. 
report in criminal cases 

Take statements in criminal cases 

Arrange for lab analysis of physical 
evi dence • 

• 



• 

• 

• 

• 

• 
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• 

Table 7 - Continued 

Pol ice Functions 

INVESTIGATING CRIMINAL CASES -
Continued 

PREPARI NG CASES FOR TR I AL 
AND TESTIFYING IN COURT 

139 

Definition 

Study background, rap sheet, and M.O. 
of suspects prior to interrogation 

Fi Ie complaint and obtain arrest warrant 

Identify suspects through records 
and pi ctu res 

Record physical evidence at scene 

Request coroner or medical examiner 
to come to scene of crime 

Prosecute traffic cases 

Participate in presentence intervrew 
w~th probation officers 

Present charge before magistrate 

Disc~ss case with ~itnesses prior to 
trial 

Review case prior to appeal court 

Discuss criminal cases with defense 
attorney 

Review report prior to testifying in 
court on traffic cases 

Discuss .crimlnal cases with prosecutor 

Prepare misdemeanor complaints 

Prepare criminal case folders 

Testify in court on criminal cases 

Prepare physical evidence for submittal 
in court 

Prepare criminal case summary sheet 
for prosecutor 



Table 7 - Continued 

Pol ice Function 

PREPARING CASES FOR TRIAL 
AND TESTIFYING IN COURT -
Continued 

PERFORMING JAIL DUTIES 

CONTROLLING CIVIL DISPUTES 
AND DISTURBANCES 

140 

Definifion 

Prepare to testify in court on criminal 
cases 

Review testimony after criminal court 
appearance with prosecuting attorney 

Review testimony after traffic court 
appearance with prosecuting attorney 

Testify in court on traffic cases 

Discuss traffic cases with prosecutor 

Put prisoners in straight jackets 

Book prisoner by completing arrest 
cards and arrest folder 

Screen prisoners for medical problems 

Secure prisoners' property by search 

Conduct strip search 

Qualify with department riot gun 

Implement restraining order against 
stri ker: ... 

Control spectators at civi I disturbances 

Control spectators at speciaal events 

Answer cal Is on domestic quarrels and 
brawls 

Communicate with management and labor 
on strike disturbances 

Communicate with leaders of demonstrations 

Physically restrain persons at the scene 
of a stri ke 

Enforce the law and provide security at 
scene of demonstrations 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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Table 7 - Continued 

Po lice Functi on 

CONTROLLING CIVIL DISPUTES 
AND DISTURBANCES - Continued 

ESCORTING PERSONS OR VEHICLES 

141 

Definition 

Enforce the law and/or provide security 
at the scene of a strike 

Physically restrain demonstrators 

Implement restraining order against 
demonstrators 

Escort prisoners to doctor or dentist 
for treatment 

Escort ambulances and emergency cases 

Escort explosives upon special request 
from military or government agencies 

Escort emergency cases to hospital 

Escort large crowds of dissenters or 
other potentially hostile groups 

Escort dignitaries 

Escort persons or vehicles through 
hositle strike lines to prevent 
violence In extreme cases 

Carry traffic accident victims to 
hospitals in emergency situations 

Transport intoxicated persons to de
toxification center 

Escort or guard prisoners whi Ie in 
transfer 

Transport juveni Ie offenders to 
j uven i Ie ha I I 

Escort money or valuables in transfer 

Escort pa rades 

Escort the transportation of over
sized truck-trailer loads 



Table 9 - Continued 

Personal Characteristics 

PERFORMING PUBLIC RELATIONS OR 
TRAINING DUTIES 

PERFORMING SUPPORT DUTIES 

142 

Definition 

Conduct tours of pol ice faci I ities 

Operate audio-visual equipment 

Advise parents of chi Idren's violation 
of traffic laws 

Speak at meetings of community groups 
and organizations 

Attend training sessions 

Serve as an instructor in training 
programs conducted by pol ice department 
or by other agencies 

Advise citizens and businessmen on 
~ays to prevent crime and protect 
their persons and property 

Assist out-of-town motorists 

Assist ~tranded motorist 

~ Take custody of stolen or lost property 

Man police station desk 

Service or clean pol ice weapons 

Arrange for removal of abandoned 
vehicles from private property 

Broadcast descriptions and pertinent 
information concerning crimes to other 
units and other agencies 

Type reports 

Serve subpoenas 

Contact other law enforcement agenc i es 
for information 

Provide station security 

Service pol ice vehicles 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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Table 7 - Continued 

Potiee Functions 

PERFORMING SUPPORT DUTIES -
Continued 

Definition 

Investigate repossession complaints 

Run errands and deliver messages 

Man police station raido 

Store and establish chain of custody 
for evidential or acquired property 

Answer c i vi I comp I a i nts and refer to 
appropriate agency 

Rece i ve incoming ca II s from the pub Ii c 

Deliver departmental mai I 

Receive complaints on city services 

Table 8 summarizes the task analysis data by functional 
category.' This table shows the precent of tasks in each 
functional category which have been rated fmportant to 
critical in relation to the performance of job duties. 
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Table 8 

Percent of Tasks in Each Function 
Rated "Important to "Critically Important" 

% Rated 
Function 

Total 
Tas ks If I m port ant - C r i tic a II y I m p . " 

A. Pe rform i ng rout i ne pat.r.o I dutl es .31 

B. Performing traffic enforcement 
and control duties 

C. Handling emergency situations 

D. Writing reports and complet~ 
lng forms 

E. Handling and investigating 
traffl~ accidents 

F. Apprehending and arresting 
suspects 

G. Investigating criminal cases 

H. Preparing cases for trial 
and testifying In court 

I. Performi ng ja II duti es 

J. Controlling civil dIsputes 
and disturbances 

K. Escorting persons or vehicles 

L. Performing public relations 
or training duties 

M. Performing support duties 

35 

7 

26 

29 

16 

30 

18 

5 

12 

14 

9 

18 

AN ANALYSIS OF REQUIRED PERSONAL CHARACTERISTICS 

54.8 

37. I 

85.7 

76.9 

62.1 

87.5 

80.0 

72.2 

40.0 

33.3 

21.4 

22.2 

38.9 

W h I I e any stu d Y 0 f job r'e qui rem e n t s m u s t beg I n wit han 
analysis of tasks 1 duties , and responsib·i I ities of the position 
being investigated, it is .al-so important, having determined 
these factors, to ascertain the areas of knowledge, ski Ils , 
and other personal capabi I itles which are required for the 
performance of these duties. As previously noted, these 
personal characteristics which were seen as important for 
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• performing a pol ice officer's job, were identified by the 
workshop participants in the three regional job analysis 
workshops. 

The purpose of this particular phase of the job analysis 
• project is to determine the relevance of such personal character

i s tic s tot h e job itself (i.e., the t ask a n a I y sis ) . I no the r 
words, the personal characteristics which were identified in 
the workshop must be compared to the task analysis or fUnctional 
categories of the job which were determined on the basis of 
this task analysis. The! I characteristics which were identi-

• fied as the most important qual ifies to be sought in appl icants 
for pol ice work are defined in the following table. 

• Table 9 

• 

• 

• 

• 

• 

• 

• 

Personal Characteristics Which Were Rated for Relevance 
to the Functions of Entry-Level Pol Ice Work 

Personal Characteristics 

APPEARANCE 

DEPENDABILITY 

145 

Definition 

adopts a ~easonabte grooming standard 
consistent with cor.temporary community 
standards and expectations 

takes pride in his personal appearance 
and professional bearing 

works to stay in good physical condition 

maintains his uniform and equipment in 
top condition 

reports for duty on time 

does not malinger on cal Is 

reacts quickly to problems observed 
on the street or to dispatches received 
over the radio 

is accurate and thorough in handling 
the detai Is of an assignment 

submits reports on time 

can be counted on to fol low through on 
a I I ass i gnments 



Personal Characteristics 

INITIATIVE 

INTERPERSONAL SKILLS 

INTEGRITY 

Table 9 - Continued • 

146 

Definition 

strives to put forth his best effort 
at all times 

works di I igently and conscientiously 
in carrying out his assignments rather 
than merely m0tetq putti~g ~~ ~ time 

cares about his competence as a law 
enforcement officer and wants to improve 
hisskills 

sees himself as being responsIble for 
learning the job and staying abreast of 
new developments in his occupational field 

proceeds on assignments without waiting to 
be told what to do 

recognizes his own deficiences and strives 
to correct them 

understands the motives of people and 
is usually able to anticipate how people 
wil I act in a given situation 

• 

• 

• 

oonsiders individual differences when .. 
deal ing with people rather than treating 
ever.yone a like 

interacts with people in a wide variety 
of circumstances without arousing 
antagonism • 

is effective in persuading and 
influencing others to behave in an 
alternative manner 

resolves domestic and other interpersonal 
confl icts through persuasion and 
negotiation rather than by force 

is capable of being assertive iG 
appropriate circumstances 

works effectively as a member of a team 
when required to do so 

conducts himself, on and off duty, in 
a manner which comports with contemporary 
community standards 

• 

• 

• 

• 



• 
Personal Characteristics 

• INTEGRITY - Continued 

• 

• 
ORAL COMMUNICATION SKILL 

• 

• 

• 

SELF-CONTROL 

• 

• 

Table 9 - Continued 

147 

Definition 

does not engage in behavior which would 
diminish community respect for or trust 
in law enforcement agencies 

refrains from using one's badge, uniform 
or authority for personal gain 

maintains a record of personal conduct 
which if exposed in court would not 
detract from the credibi lity of his 
testimony 

presents evidence fully and completely, 
without distortion 

speaks clearly and ~ntel ligible to 
individuals, smal I groups and large 
crowds 

communicates effectively with persons 
of widely divergent cultural and 
educational background 

speaks clearly over pol ice radios and 
other electronic transmission equipment 

makes concise and meaningful oral 
reports to supervisory police personnel 

communicates effectively with persons 
who are emotionally disturbed or seriously 
injured 

is articulate and understandable when 
testifying in court 

maintains a high level of self-control 
when involved in frustrating or other
wise stressful situations 

does not overreact to criticism or 
verbal abuse 

does not go to p~eQ06 in a crisis 

maintains his composure during rock 
ana bottle-throwing incidents or simi lar 
situations involving hosti lity or 
provocation 



• ~able 9 - Continued 

Personal Characteristics 

SELF-CONTROL - Continued 

SITUATIONAL REASONING ABILITY 

READ I NG SKI LLS 

148 

Definition 

uses the minimum amount of force 
necessary to handie any given situation 
(e.g., dispersing a crowd, breaking 
up a fight, or taking a suspect into 
custody) 

demonstrates good c.ommoYl. .6e.Yl.I.le. in 
handling field situations 

knows how to analyze a situation, identify 

• 

• 

the important elements and make a logical • 
deciSion without undue delay 

aCG~rately assesses the potential con
sequences of alternative courses of 
action and selects the one which is most 
acceptable • 

has I ittle difficulty deciding what to 
do in most situations 

recognizes dangerous situations and acts 
decisively to protect persons and property .. 
from harm 

is able to reach a decision quickly when 
faced with several alternative courses 
of action 

is able to apply information derived 
from written materials 

is able to read the fol lowing job-realted 
written materials with comprehension: 

-training materials uti lized 
in the basic academy 

-vehicle and penal codes 
-lnservice training bulletins 
and related materials 

-procedural manuals and 
administrative directives 

is able to recal I factual information 
pertaining to and derived from laws, 
statutes, codes and other written 
materials 

• 

• 

• 

• 

• 



• 
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P.ersonal Characteristics 

WRITI NG SKI LLS 

PHYSICAL ABILITY 

.Table 9 - Continued 

Definition 
• 

expresses hi mse If ina narrafi ve sty I e 
which is clear and concise 

writes legibly 

uses acceptable grammar, punctuation 
and spelling 

makes sure that a II of his reports 
are accurate and objective 

provides a complete account of what. 
happened 

includes al I relevant detai Is which may 
aid in the reconstruct i on of an 'i nc i dent 

hcls good phys i ca I strength, agi I i ty, 
balance, coordiantion and endurance 

I 

has good hearing, visual acuity, depty 
perception, and color' vision 

is free from disabling diseases and 
handicaps 

A questionnaire was prepared for the purpose of ascertaining, 
on the basis of empirical data, the relationship between the 
functional categories of a pol ice officer's job and the ski I Is 
and abi ti~ies required to perform this job. Supervisory ~nd 
command level personnel in participating pol ice departments were 
sent sets of survey materials, including a definition of the 
pol ice officer functions and personal characteristics and a 
P.e~~onal Cha~aete~~~t~e~ Que~t~onna~~e. 

The purpose of this latter qUestionnaire was to have the 
police sample evaluate the relative importance of the 1/ personal 
characteristics to the performan~e of each pol ice function. 
These ratings express, in percen';'age terms, the relevance of 
each personal characteristic to each function as determined by 
the job abalysis sample. 

A total of 123 questionnaires were completed by supervisory 
and comtnand-I eve I po lice personne I· in 33 Wash i ngton departments. 
Table ~o lists the participating departments and the number of 
questionnaires completed bY each department. 
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Table 10 

Alphabeti~al Listing of Agencies Completing 
Personal Characteristics Questionnaire 

Agency 

3e Ilevue 
Bell ingham 
Bothell 
Cheney 
Colvi lie 
Cow I i tz County 

,Edmonds 
Everett 
Hoquiam 
King County 
Lynwood 
Mercer Island 
Moses Lake 
Oak Harbor 
OlympIa 
Othello 
Pacific County 
Pascoe 
p t e.r'ce CQ!Jnty· 
Port Angeles 
Rickland 
Seattle 
Serdo~Woo I ley 
Shelton 
Skagit Tribal System 
Spokane 
Summer 
Tacoma 
Unviersity of Washington 
Vancouver 
Wa Ila Wa Iia 
Wenatchee 
Yakima 

No. of Questionnaires 
C.omp I eted 

5 
5 
I 
I 
I 
2 
2 
5 
I 

14 
2 
2 
1 
1 
2 
1 
1 
2 
5 
I 
2 

19 
I 
I 
I 

15 
I 

15 
2 
2 
2 
2 
5 

• 

• 

• 

• 

• 

• 

• 

• 

Table II expresses, in percentage terms, the rated degree • 
of relevance of the various personal characteristics in re-' 
lation to the 13 functioris of poliCe work which resulted from 
the task analysis. These ratings were derive~ from the pre-
viousl.y described PeJz..6JYLa.i Cha.Jz.a.c..teJz.i.6.tic..6 Q.u.e.6.tioYLYLa.iJz.e noJz. 
Poiic.e 0-6-6ic.eJz..6 which cal led for an evaluation of the relative 
importance of the I I personal characteristics to the performance • 
of each pol ice function. Respondents were required to assign a 
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• 
total of 100 points, in any manner in which they saw fit, 
to the I I personal characteristics. 

• TABLE I I 

Relative Importance ( in percentages) of 
Personal Characteristics for the 
Performance of Po 1 ice Functions 

• 
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Table II - Continued 
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5. I 1 11 .0 
I 

Performing Jail Duties 4.3 7.9 8.9 II .0 13.1 9.0 4.2 5.4 17.8 • 

Control I ing Civi I 
Disputes & Disturban-
ces 6.3 5.8 5.0 14.0 4.6 14.3 17.2 , 15.0 1.6 1.2 15.8 

Escort[ng Persons 
or Vehicles 10.8 10.9 6.0 9.9 6.7 10.9 10.8 17. I 2.0 1.3 13.6 • 
Performing Publ ic 
Relations or Training 
Duties 18.1 6.6 6.9 12.4 5.7 22.1 '5. I 6.6 7.8 6.1 3.3 

Performing Support • 
Duties 8.2 13.6 9.5 9.5 9.3 12.4 5.8 8.7 8.9 9.7 5.3 

avera II Importance 7.4 8.7 I 8.6 10.2 7.2 II .9 '9.4 12.5 5.9 8.4 9.4 
" 
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CONCLUSIONS 

The significance of the previously described analysis 
is to provide a foundation for weighting the various com
ponents of the selection system for entry-level pol ice 
officers. Those personal characteristics which are measur
able by means of testing proceudres and are to be uti I ized 
in a weighted fashion constitute the ,job performance domain. 
It should be noted that the factors of integrity, self
control, and appearance are not included as part of the 
measurable job performance domain, because they are to 
be treated as unscored components (i. e., pass/fa i I) of the 
employemnt system. Therefore, the fol lowing percentage 
weights indicating the relative importance of the measurable 
job performance domain exclude the unscored factors which 
were identified in the job analysis. 

Whl Ie the Consultants recommend that there be a 
minimal screening on the basis of an applicant's appearance 
in the Interview, because appearance obviously is of little 
welewance to the duties of a pol ice officer's position, we 
do not recommend that this factor be scored or weighted 
because of the potential for discriminatory jUdgments. 

further, the job analysis indicates that the factors 
of integrity and self-control are also of substantial 
importance to the successful performance of a pol ice officer's 
duties. It is recommended that these factors be assessed 
as part of the-background investigation. Notwithstanding the 
importance of these personal characteristics, they too 
should be scored on the basis of an unweighted, pass/fai I 
judgment. The measurable performance domain <i.e.,·the 
personal characteristics to be sought of job applicants) are 
identified in Table 12, and the approprIate weights are given 
for the purpose of providing guidance with respect. to the 
relative emphasis to be accorded the various selection tools 
Tn the entry-level pol ice officer employment system. The 
percentage weights describing the relative importance of the 
various personal characteristics have been derived from an . 
analysis of those functions which were considered to be 
mo~t critical to the performance of pol ice officer's duties. 

Its h 0 u I d be r e c a I led t h a tTa b I e 8 pro v ide dan a n a I y sis 
of the importance of the 13 polrce functions. For the purpose 
of the instance ana.lysis, a police function wa's retained for 
further study only if at least half of the tqsks which defined 
that function "Jere judged to be important ito criti-c'al. Those 
pol ice functions which did not meet this criterion of minimal 
importance were not retained. 

uti I izing the seven most important pol ice functions, 
the weights indicating relative importance of the personal 
characteristics required to perform these functions were 
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determined. Beeau~e Fede~al guideline~ and ~tanda~d~ 
mandate a heavy bu~den to the employe~, we deem it 
e~peQially impo~tant to eon6ine the ~eleetion ~y~tem 60~ 
pollee 06nieen~ exelu~ively to tho~e pe~~onal eha~aete~i~tie~ 
whieh we~e judged to be impo~tant no~ pe~no~ming the mo~t • 
e~itieal a~peet~ 06 a poliee on6iee~'~ job. 

Table 12 

Percentage Weights for Personal Characteristics 
Comprising the Measurable Job Performance Domain 

Characteri stics 

DependabilIty 
Initiative 
Interpersonal Ski1 Is 
Oral Communication 
5'1 tuat i ona I Reason i ng 
Readi ng Ski lis 
Writing Skills 
Physical Abi lity 
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STATE-WIDE JOB ANALYSIS OF THE 
POLICE PATROL OFFICER POSITION 

STATE OF MICHIGAN* 

by 

lvILLIAM NASH 
DALE ROTHENBERGER 
RICHARD TALLEY 

ORGANIZATIONAL BACKGROUND 

The Michigan Law Enforcement Officers Training Councl I 
(MLEOTC or Council) was established by legislation in 1965 
(Public Act 203). Michigan was one of the first states 
to establ ish a law enforcement officers training counci I to 
set selection and training standards for the entry-level 
(patrol officer) position. Further, Michigan is one of the 
few states which has establ ished manda~ony selection and 
training standards. Other states have established standards, 
but compl iance with these standards is voluntary on the part 
of the pol ice agencies. 

Th ego '/ ern i n g bod Y 0 f tv1 LEO T Ceo n sis t s 0 f I I me m b e r s 
appointed by the Governor, with the advice and consent of 
the Senate. The Attorney General and Director of State Pol ice 
are ex-officio members. Three Sheriffs, three Chiefs of 
Pol ice, and one Representative from each of the following: 
Fraternal Order of Police, Metropolitan Club, and Detroit 
Pol ice Officer Assiciations comprised the r~maining membership. 
The full-time staff of MLEOTC currently numbers 20, all of 
whom are located in offices in Lansing, Michigan. 

The dellveny ~y~~em for the mandatory recruit tra~ning 
progr~m consists of 14 regional training academies which 
provide every major population area with a training facility. 
MLEOTC has superintending control over the 14 regional 
academies and through a contractual relationship, funds the 
entire recruit training program at the ~arious locations. 

Public Act 203 of 1965 enumerates the responsibi I ities 
of MLEOTC (Appendix I). The Counci I, through the provision 
of establ ishing standards, serves the following twofold. 
purpose: 

I. To ensure the competence of Michigan law 
enforcement officers. 

*Research & Development Section, Michigan Law Enforcement Officers Training 
Counci I; Patrick Judge, Chief. 
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2. To administer an effective financial aid 
p~ogram to help the subvention of training 
law enforcement officers. 

The Counci I 's mission is supported by the following specific 
goals: 

I. To estab I ish mandatory min i mum standards for 
the selection and training of entry-level 
off i cers. 

2. To require law enforcement agencies to ,meet the 
minimum selection and training standards. 

3. To establ ish and maintain quality training courses 
designed to improve the performance of law enforce
ment officers. 

The purpose of the remainder of this paper is to discuss 
Goal #1 and describe how MLEOTC is preparing to val idate its 
selection and training standards for the entry-level position. 
This particular organizational goal ~as been assigned the high
est priority by the II-member governing board so that 
MLEOTC can fulfi II its statutory responsibi I ity of pl1.e.pal1.,[ng 
a-i'i.'.f£. pub1.,i.6h,[ng minimum standards. 

PROBLEM STATEMENT 

The job analysis project discussed in this paper is 
the first step of a long-range plan to develop a validated 
comprehensive selection and training system for the entry
level position. 

The present s~lection and training standards which are 
mandated by MLEOTC are the. result of collective judgments of 
professionals based on their subjective estimates which 
cannot be val idated or checked for rei iabi I ity using conven
tional statistical techniques. These standards do not, in 
themselves, insure that the best qual ified are hired and the 
least qualifled are rejected. This leads one to ask whether 
the standards are, in fact, relevant. Finally, there are 
indications of considerable variations in the degree to which 
pol ice departments throughout the state recognize these 
standards. It must be noted that the training requirement is 
considered part of tha .6e.le.e~,[on pl1.oee..6~ since MLEOTC requires 
that a candidate successfully complete the mandatory minimum 
of 296 hours of instruction before he/she is eel1.~,[6,[e.d and 
therefore el igible to enforce the general criminal laws of 
this State. Thus, the training must be job related to conform 
with state and federal guidel ines on fair employment. (The 
current Minimum Employment Standards are included in Appendix 
I I ) . 
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Statewide selection and training standards must be 
deve loped by MLEOTC that wi I I enabl e M i ch i gan po lice 
agencies to hire individuals who are qualified to become 
effective pol ice officers. These standards musT be job 
related, accurately reflect job requirements, and be 
reasonable. Standards must not be set arbitrari Iy or 
unnecessarily high thereby creating artificial barriers 
to the employment of large numbers of individuals, partic
ularly members of protected groups <minorities and women). 
The SC1me standards must be val idated and proven through 
valid statistical means . 

Law enforcement agencies have an obi igation to hire 
individuals who are qualified to become effective peace 
officers. Fai lure to meet this obi igation could jeopar
dize the safe and efficient operation of an agency and 
thus endanger the publ ic. In addiTion, agenci·es must 
avoid setting selection standards whic~ are irrelevant 
or arbitrari Iy and unnecessari Iy high. Such standards may 
violate federal and state laws prohibiting discriminatory 
hiring practices and subvert the fundamental precepts of 
merIt selection. 

The increasing rate at which civil rights legislation 
i s be i n g pas sed and the m 0 rea c t i ve r 0 I est hat fed era I, , 
state, and local governments are now taking with regard to 
equal oppo~~unity r~flect the fact that certain opportuni
ties have been inaccessible to a significant number of 
people. Among these opportunities is the access, with 
artificial barriers, to an occupation of one's choice. 
Many employers across the country, including law enforcement 
agencies, through negli'gence, design, or lack of commitment 
have failed to provide equal employment opportunities to 
all persons. 

In the public media, racial discrimination has 
received the most attention. However, it is frequently the 
case that employee selection processes, which are not based 
upon merit, discriminate against persons other than minority 
race members. As the terms di~Q~imination, mino~ity, o~ 
p~oteQted Qla~~ have been expanded and interpreted by 
legislatures and cowrts, as wei I as through executive orders, 
they have come to mean the lack of employment opportunities 
for many distinct groups. Members~ip in these groups can 
be based upon factors other than race such as sex, height, 
weight, marItal status, religion, and physical handicap. 

There are approximately 600 law enforcement agencies 
in Michigan that are required to comply with MLEOTC 
standards. These agencies range in size from one fulJ
time officer to a complement of over 5,500. Types of 
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Trends of changes occurring in the work performance 
characteristics of a sub-occupation. 

Comparison of job performanc~ requirements as 
vIewed by different types of persons (i.e., workers 
versus immediate supervis(.(s). 

Sp'ecTa'1' "ObJec't'j ves -. Th e spec if i c req u.i re,ments of 
project involve a statewide job analysis (as described 
the contractor's fin~1 report) that wi 1 I permit MLEOTC 
meet the fol lowing organizational obj~ctives: 

this 
in 
to 

By July 31., 1979, provide empirical evidence to assist in 
the identification of valid entry-level selection standards 
for Michigan police officers. 

By July 31, 1979, provide empirical evidence to assist in 
developing valid training performance objectives for entry
level pollce officers. 

TWO OCCUPATIONAL AREAS 'STUDIED WITHIN THE PROJECT 

Because of the nature of the police occupation, it 
was found necessary to study two distinct and vital areas 
of the patrol officer's job. These areas are: (a) tasks 
which comprise the patrol officer's job and the knowledges, 
ski lis, abi I ities, and personal characteristics necessary 
to perform those job tasks (General Occupational Study), 
and (b) the physical activity occuring on the job and the 
necessary ski I Is and abl I ities required to meet the 
physical demands inherent to patrol work (Physical Activity 
Study). 

Because of the distinct characteristics and complexity 
in each area, a decision was made to hire a separate con-
tractor for each substudy_ However, both studies are 
b ,I e nde d tog e the rat va rio u s poi n t s to ens u r e con tin u i t Y 
of the end product. 

Given the n.ature of the two aspects of the study, 
different methodologies are being used for each. A 
faIrly conventional occupational analysis approach is 
being used for the non-physical study. The physical study 
was given special design consideration because of the 
pecul iar nature of the tasks which it is intended to 
survey_ 
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agencies include city, township, county, state, university, 
airport, railroad, and conservation. Functions of 
officers vary from primari Iy custodial or traffic related 
through a full-range of police services, including major 
crime investig.ations. Jurisdictions may be primari Iy 
rural or urban or a combination of both. It is critical 
to the success of the job analysis project that an adequate 
sample of the State's patrol officer population be 
fdentified and surveyed. 

To summarize, a firm commitment has been made by the 
governming body of MLEOTC to conduct a statewide val ida
tion study of the pol ice patrol officer position. The 
first step in any val idation study is the job analysis. 
It must be completed to serve as a basis for subsequent 
development of selection and training techniques, standards, 
and practices. Due to the critical nature of this project, 
it is essential that the job analysis be completed by 
July 31, 1979. Federal funds have been secured from the 
Michigan Office of Criminal Justice Programs and the 
Michigan Office of Highway Safety Planning to conduct this 
project. A description of the me~hod is contained in the 
following section. 

OVERVIEW OF PRCllECI' 

• PROJECT OBJECTIVES 

• 

• 

• 

• 

General Objectives - The primary objective of this 
project is to gather and analyze job relevancy data which 
can be used to provide descriptions of: 

Occupational clusters of specialties existing within 
the total patr~ol officer occupational area; (i.e., sub
occupations). 

Work activiti'<3s performed in a single police sub
occupation, serving to define and validate the 
performance characteristics of that sub-occupation. 

Comparison of simi larities and differences of the work 
performed in two or more sub-occupations. 

Differences in work performance as a function of job 
location; (rural, urban, etc.), length of job experience 
of the workers, job specialities within the patrol officer 
occupation, source of training, or other background 
characteristics of the persons answering the survey 
questionnaire or of the employment setting. 
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MAJOR STEPS OF THE PROJECT 

The following are the major steps and tasks involved 
in developing the end product of this project. (See 
Appendix 3 for 23-step time chart.) 

Developing the Questionnaire 

Define the occupation scope and the sample. 
Locate, collect, and review sources of information. 
Identify advisory committees. 
'Construct the .in.itial ·task listings. 
Advisory committees' review of task lists. 
Ed it task lists. 
Determine necessary re?pondent data. 
Determine necessary task data. 
Determine types of summaries needed. 
Construct the job inventory instrument. 
Pi lot test the instrument. 
Construct supervisory task factor booklets . 

. A"drTi in l'st6![,O)fl9 'the Ouest lonna ire. 

• 

• 

• 

• 

Design survey methodology and write sets of • 
correspondence. 

Design methodology for administering the questionnaire. 
Print, distribute and instruct local administrators. 

Prepare responses for data processing. 
Identify job clusters. 
Compute summary data. 
Prepare summary report. 

• 

Interpretation. • 

Determine task training priorities. 
Identify tasks for training. 
Conduct workshops to analyze tasks. 
Establish terminal performance objectives. 

The fo I low i ng aspects of the methodo logy wa rrant 
more detai led discussion. 

SURVEY INSTRUMENT 

General Study (non-physical) - The survey instrument 
wi II be a questionnai re booklet consisting of an exhaustive 
I ist of tasks organized into 15 duty categories. The 
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booklets wi II also contain a respondent data section 
where the incumbent officer wi I I describe himself/ 
herself and his/her organization. Checkl ist wi I J 

also be included to indicate the types of complaints 
handled and equipment and vehicles used. 

Concurrent with the incumbent survey, first-I ine super
visors wi II be asked to comp lete task factor book'iets 
containing the same task I ists. The supervisors wi II 
report on the fo I I o\v i ng fac ;'ors: 

Training priority - a rating wi I I be selected for those 
tasks which it is important that the entry-level officer 
be trained. 

Time delay tolerance - a criticality rating wi I I be 
selected to describe the time delay allowable before 
the task must be performed. 

Consequence of failure - a critical ity rating wii I be 
selected to describe the consequent of fai lure for 
each task. 

Task learning difficulty - a rating wi I I be selected to 
describe the learning difficulty of each task. 

Physical Activity Survey - The survey instrument for 
the physical activity survey wi I I be a checkoff from which 
V{i II allow the incumbent officer to describe his/her 
physical activity immediately after he/she completes the 
activity. The survey wi I I be conducted at various times 
throughout the year for seven day periods. The officers 
wi I I carry the forms with them and use as many forms as 
needed to report their physical activity each time it 
occurs during the survey period. 

The front side of the form wi I I a I low the respondent 
to describe his/her activity in terms of running, crawl ing, 
cl imbing, etc. He/she wi II also be asked to determine 
the critical ity by indicating the consequences if he/she 
had failed to perform adequately. If the physical activity 
involved resistance from a subject, the encounter wi I I be 
described on the reverse side of the form. 

SAMPLE 

Sample Stratlfication - The first step in determining 
a nap pro p ria t e 5 amp lew a s to sur v e y a I I I 0 c a I go ve r n men t s 
registered with the Secretary of State to establ ish the 
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number of lndependent pol ice departments and the number 
of full-time police office.rs. It was found that there 
we r.e 60 8d epa r t men t s and 22. 464 f u I I-time officers working 
for units oJf government in the state as of October I, 1978. 
That population was stratified into seven groups and the 
sample for each group was then identified (Figure I). 

Figure I 

Sample Stratification 

Michigan Pol ice Population 

Total Poli~e Population - N = 22,500 

Type of Agency Percent of Total Population 

State Po lice 

Detroit P. D. 

Departments 100-500 Officers 

Departments 30-99 Officers 

Departments 1-29 Officers 

She~iff Departments 

Other Pol ice (Rai lorads, Airports, 
Conservation and Local Parks) 

10% 

25% 

15% 

14% 

13% 

20% 

General Study - The general study wi II survey 193 
agencies. These include the State Police, sheriffs 
departments, city, townships a;ld vi Ilage departments, 
local park, rai I road and airport pol ice~ and the depart
ment of Natural Resources. The sample was randomly chosen 
to represent pol ice officers throughout the State. Approxi
mately 20% of the State's general pol ice population wi I I 
be surveyed. One hundred percent of the special ized pol ice 
wi II be surveyed due to the relatively low numbers in each 
special ization. 
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The survey instrument wi II be completed by all of 
the patrol officers in each of the departments which were 
chosen, with their supervisors completing task factor 
booklets . 

Physical Activity Study - The sample for the physical 
activity study is also a random sample and will consist 
of 67 agencies. Approximately 14% of the general police 
population and 100% of the specialized police population 
wi I I be surveyed for the same reasons as in the genera I 
study. AI! patrol officers in the chosen agencies wi II 
complete the instrument each time they participate in' 
phy~ical activity. 

PUBLIC RELATIONS EFFORT 

Probably the major difficulty with any survey research 
is to get an accurate and high response rate. This study 
has al I of the traditional hazards of survey research 
plus additional hazards including: voluntary participa
tion, large geograph'ical area, suspicious attitude of-
many police officers, suspicious pol ice management, and 
labor organizations. Because of the size of the survey 
population, local coordinators are being used to administer 
all of the survey instruments. This means that the local 
coordinators must not only be technically competent in 
use of the survey Instruments but also that they act as 
M L EO T C 's age n t sin s e I I I n g the pro j e c t to a I I par tic I pa t
ing incumbents, supervisors, and agency heads. 

To ins u rea h i g han d a c cur ate res p 0 n sera t e, a s e I I I n g 
effort was un~ertaken and aimed at: pol ice man~gement 
g r 0 ups, em p loy eel abo r 0 r g ani z.a t ions, I 0 c a I cod r din a tor s , 
and incumbents. A slide/tape presentation was developed 
describing the MLEOTC organization, the need for a job 
analysis ~urvey, the survey methodology, and the Inte~ded 
job related selection and training standards. This sl Ide/ 
tape presentation was used in sell ing the project to 
rnanagement, labor, and I oca I coord i nators. 

Representatives from MLEOTC met with the Michigan 
Pol ice Chiefs' Association and the Mighigan Sheriffs' 
Association. Meetings were also held with each of the 
numerous I abor organ i zat ions represent i ng po I I ce I n the 
State. These meetings were considered particularly 
\~ritical because pol ice in Michigan are hiS)hly organized, 
a~ outgrowth of the State's highly unionized auto industry. 
Three workshops were held in Lansing for the coordiantors 
of the 67 departments participating in the physical survey. 
Six regional workshops are planned throughout the state 
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for the I oca I coord i nators who wi I I adm in i ster the gener'a I 
survey in the 193 participating departments. 

• 
In an effort to gain the cooperation of the incumbents, 

a smal I fold-out brochure was printed. The brochure was 
titled Seleet you~ Futu~e Pa~tne~. Sp~cial emphasis was • 
put on eye appeal and packaging of the brochure to gain 
the attention of the incumbents. On the inside, the 
project is explained and participation is encouraged. 

DATA REDUCTION • 

G~neral Study The data which is reported In the 
general study wi I I be key punched and analyzed using the 
Comprehensive Occupational Data Computer Program (CODAP). 
The program wi II indicate the time officers spend on each 
task. Through clustering routlnes,the descriptions of • 
s.imi lar jobs wi II be grouped. 

Physical Activity Surve~ The data whIch Is 
co I I e c ted w i I Ike y pun c he dan dan a I y zed u sin gap r 0 g ram 
written by the expert contractor. The computer program 
wi II reduce the data to genera I descri ptlon of the types • 
of physical activities which officers participate in. It 
w i I I g i v e a c r i t· i c a lit y rat i n g for e a c h t Y P e 0 f P h Y sic a I 
activity. The type of activity and subject encountered 
(if any) wi I I be correlated with a description of the 
Incumbent officer. 

INTERPRETATION 

General Study Members of the advisory committee 
wi I I participate in a task analysis workshop to analyze 
each task in the training and selection sets produced 
by the CODAP program. The sets wi I I be analyzed for 
behavioral categories requisite for training and selection. 
Th e w 0 r k s hop s w i I I a Iso est I mat e n ear f ut u r e job c han g e s 
and trends and expand task identifications to include 
special performance content required by the local job 
situation. 

A thorough analysis of each task in the training and 
selection set wIll include the behavioral categorIes 
requisite for training and selection. These include the 
followIng: 

Cues which signal incumbent to begIn performing 
tasks (very critical on certain tasks in law 
enforcement) . 
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Conditions which mediate task performance (-required 
manuals, report forms, special supervision, problems 
normally encountered, etc.). 

Steps or elements of performance. 

Knowledges, ski I Is, abi lities, and personal 
cnaracteristi"cs requisite to performance of task. 

Incumbent attitudes, feel ings, and convictions relative 
to performance. 

Results and consequences of correct and incorrect 
performance. 

Terminal performance objectives C w il I also be est a b -
I ished which clearly identifywha~ job behavior is expected 
of the student by the time the instructional program is 
completed. 

Physical Activity Study - The data produced by the 
computer routine wi II be descriptive of .the physical 
activity encountered by the State's officers. The summaries 
wi I I later be interpreted for use in developing selection 
criteria and physical ~raining programs. 

THE PRODUCT 

The data which are gathered from the general 
occupationa I survey wi II be ana Iyzed and interpreted by 
two me.thods: 

I. Through the use of the CODAP computer program, 
job types wi I I be identified (clusters of jobs 
based on simi larity of task performance) and 
other distinctive data that can be used for 
decision-making purposes. 

2. By use of special adviosry groups (practitioners 
and experts in the field) who wi I I analyze the task 
data and arrive at conclusIons concerning the skil Is, 
knowledges, abi Ilties, and "personal characteristics 
required to perform the patrol officer job. 

These two methods wi I I provi de a substantia I base of 
knowledge which wi I I permit MLEOTC to move into the second 
and thIrd stages of the standards development process. 
The first stage, the analysis phase, wi I I have been 
completed at this point. 
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The second and third stages. design and development, 
involve the (a) identification of training curriculum, 
(bY selection criteria, (c) development of related 
implementation strageties, and (d) testing processes. 
These two stages \'/i II result in a tangible product for 
the law enforcement profession; that is a val id job
related system for selecting and training individuals for 
the patrol officer position. The word ~y~tem refers not 
only to specific se1ection and training criteria but also 
to the p.l1.oc.e~-6 whereby individuals will be selected 
and t r a i ned; i. e ., ins t r u c t ion a .1 met hod s, s p ee i f i c s e Ie c -
tion tests, etc. 

The data collected from the Physical Activity Study 
wi II be analyzed and interpreted by the contractor and 
other experts, such as kinesiologists and law enforcement 
physical trainers. Their findings wi II provide a content 
val id foundation of information upon which training and 
selection decisions can be made. The decisions made 
during the second year's effort wi II result in two important 
products: 

I. Physical training proflciency requirements based 
on necessary levels.of performance required of 
the recruit trainee. This includes identifyi~~ 
essential training proficiency criteria and methods 
to measure the crit~ria i~ a training setting. 

2. A phys i ca I ag iii ty test for statew i de use in the 
selection of pol ice applicants. 

During the third year of the study, data wi I I be 
collected concerning the physical agi I ity test performance 
of can d i dates. T his data w i I I be a n a I y zed to est a b lis h 
differential val idity for protected groups as required 
in the Uniform GuidelInes on Employee Selection Proced~res. 
In addition, the contractor wi II attempt to establ ish 
predictive val idity of the physical agi I ity test. Pre
dictive val idity establ ishes the abi I ity of the test to 
reliably identify which candidates are qualified to 
meet the physical demands encountered in patrol work. 

In summary, the p.l1.oduc.t of the job analysis project 
is a data base which can be used as a sol id foundation 
for the subsequent design and development of val id 
selection and training standards. 
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• APPENDIX I 

ACT NO. 203, P.A. 1965 

• as amended by Act No. 220, P.A. 1968, Act No. 187, P.A. 1970, 
Act No. 31, P.A. 1971, and Act No. 422, P.A. 1976 

AN ACT to provide for the creation of a" law enforcement officers training 
council; to provide for additional costs in criminal cases and the 

• establishment of the law enforcement officers training fund and allocations 
therefrom to local agencies of government participating in a police 
traitiing program. 

The! r~ople of the State of Michigan enact: 

• Sec. 1. This act shall be known and may be cited as the "Michigan law 
enforcement officers training council act of 1965". 

• 

• 

Sec. 2. As used in this act: 

(a) "Council" means the law enforcement. council. 

(b) "Executive secretary" means the executive secretary of the 
couricil. 

(c) "Police officer" or "law enforcement officer" means a member 
of a police force or other organization of a city, county, 
township, village or of the state, regularly employed as such 
and who is responsible for the prevention and detection of 
crime and the enforcement of the general criminal laws of this 
state, but shall not include any persons serving as such 
solely by virtue of his occupying any other office or position. 

• Sec. 3. There is created the law enforcement cOtL"1cil to carry out the. 
intent of this act and to consist of 11 members selected as follows: 

•• 

(a) The attorney general, or his designated representative. 

(b) The commissioner of state police, or his designated representative. 

(c) Three members appointed to the council by the governor from a 
list of 6 active members submitted by the Michigan association 
of chiefs of police. 

(d) Three members appointed to the council by the governor from a 
list of 6 active law enforcement officials submitted by the 
Michigan sheriffs assocation. 

(e) One member appointed to the council by the governor from a 
list of 3 names submitted by the fraternal order of the police. 

(f) One member appointed to the council by the governor from a 
list of 3 names submitted by the metropolitan club. 
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(g) One member appointed to the council by the governor from a 
list of 3 names submitted by the Detroit police officers 
associations. 

(h) All appointments made by the governor shall be subject to the 
advice and consent of the senate. 

Sec. 4. All members of the council shall hold office for a term of 3 
years, except that of the members first appointed from nominees submitted 
by the Michigan association of. chiefs of police and the nominees submitted 
oy the Michigan sheriffs association-~l shall be appointed for 3 years, 

• 

• 

1 for 2 years, and 1 for 1 year. A vacancy caused by expiration of a • 
term or termination of his .official position in law enforcement shall be 
filled in the same manner as the original appointment. A member appointed 
to fill a vacancy created other than by expiration of a term shall be 
appointed for the unexpired term of the member who he is to succeed in 
the same manner as the original appointment. Any member may be reappointed 
for additional terms. • 

Sec. 5. The council shall designate from among its members a chairman 
and a vice chairman who shall serve for I-year terms and who may be re
elected. Membership on the council shall not constitute holding a public 
office, and members of the council shall not be required to take and 
file oaths of office before serving on the council. The council shall .. 
not have the right to exercise any portion of the sovereign power of the 
state. No member of the council shall be disqualified from holding any 
public office or employment by reason of his appointment or membership 
on the council, nor shall he forfeit any such office or employment, by 
reason of his appointment hereunder, notwithstanding the provisions of 
any general, special or local law, ordinance or city charter. • 

Sec. 6. The council shall meet at least 4 times in each year at Lansing, 
and shall hold special meetings when called by the chairman or, in the 
absence of the chairman, by the vice chairman or when called by the 
chairman upon the written request of 5. members of the council. The 
council shall establish its own procedures and requirements with respect • 
to quorum, place and conduct of its meetings .and other matters. 

Sel;. 7. The council shall make an annual report to the governor which 
will include pertinent cl.ata regarding the standards established and the 
degree or participation of municipalities in the training programs. 

Sec. 8. The members of the council shall serve without compensatiO.n but 
shall be entitled to their actual expenses in attending meetings anj in 
the performance of their duties hereunder. 

Sec. 9. (1) The council shall prepare and publish m1n1mum employment 

• 

standards with due consideration with varying factors ancl. special 1'equirements • 
of local police agencies relative ~o: 

(a) Minimum standards of physical, educational, mental, and moral 
fitness which shall govern the recruitment, selection, and 
appointment of police officers. 

(b) The approval of police training schools administered by a 
city, county, to\,ffiship, village, or corporation. 
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(c) Minimum courses of study, attendance requirements of at least 
240 instructional hours, equipment, and facilities required at 
approved city, county, township, village, or corporation 
police training schools. 

(d) The requirements in subdivision (c) shall be waived if any of 
the following occur: 

(i) The person has previously completed the mandatory training 
requirements and less than 1 year of police service, has 
voluntarily or involuntarily discontinued his work as a law 
enforcement officer, and is again employed within 1 year ,after 
discontinuing work as a polic~ officer. 

(ii) The per$on has served more than 1 year and less than 5 years, 
has completed the mandatory training requirements, and takes 
employment with another police agency within 18 months of 
discontinued service. 

(iii) The person has served 5 years or more and takes employment 
with another police agency within 2 years of discontinued 
service. 

(iv) The person is a member of a sheriff's posse or police auxiliary 
temporarily engaged in the performance of his duties and while 
under the direction of the sheriff or PQlice department. 

(e) Minimum qualifications for instructors at approved police 
training schools. 

(f) Minimum basic training requirements which regularly employed 
police officers excluding sheriffs shall complete before being 
eligible for employment. 

(g) Categories or classifications of advanced in-service'training 
programs and minimum courses of study and attendance requirements 
for these categories or classifications. 

(h) The'establishment of subordinate regional training centers in 
strategic geographic locations in order to serve the greatest 
number of police agencies that are unable to support their own 
training programs. 

(i) Acceptance of certified bas5.c police training and experience 
received in states other than Michigan in fulfillment in whole 
or in part of the minimum employment standards prepared and 
published by the council. 

(2) Notwithstanding any other provlslon of this statute, a regularly 
employed person employed on or after January 1, 1977, as a 
member of a police force having a full-time officer shall not 
be empowered to exercise all the authority of a peace officer 
in this state, nor employed in a position which is granted the 

169 



authority of a peace officer by statute, unless the person has 
complied with the minimum employment standards prepared and 
published by the council pursuant to this section. Law enforcement 
officers employed before January 1, 1977, may continue their 
employment and participate in training programs on a voluntary 
or assigned basis but failure to meet standards shall not be 
grounds for dismissal of or termination of employment. A law 
enforcement officer employed before January 1; 1977, who fails 
to meet the minimum employment standards established pursuant 
to this section and who voluntarily or involuntarily discontinues 
his work as a law enforcement officer may be employed with a 
law enforcement agency if that officer meets the requirements 
of subsection (1) (d) (iii). 

Sec. 10. The council may enter into agreements with other agencies, 
colleges and universities to carry out the intent of this act. 

Sec. 11. The council may: 

(a) Visit and inspect a police training school, or examine the 
curriculum or training procedures, for which application for 
approval has been made. . 

Cb) Issue certificates to police training schools qualifying under 
the rules of the council. 

(c) Authorize the issuance of certificates of graduation or diplomas 
by approved police training schools to police officers who 
have satisfactorily completed minimum courses of study. 

Cd) Cooperate with state, federal, and local police agencies in 
establishing and conducting local or area schools, or regional 
training centers for instruction and training of police officers 
of this state, its cities, counties, townships, and villages. 

Ce) Make recommendations to the legislature on matters pertaining 
to qualification and training of police officers. 

Cf) Establish preservice basic training programs at colleges and 
universities which qualify under the rules of the council. 

(g) Require a state examination for police officer certification. 

Sec. 12. There shall be an executive secretary of the council who shall 
be appointed by the council, l.ind who shall hold office during the pleasure 
of the council. He shall perform such functions and duties as may be 
assigned to him by the council. He shall receive compensation and 
reimbursement·for expenses within the amounts available therefor by 
appropriation. 

Sec. 13. There is created in the state treasury a law enforcement 
officers training fund, from which, the legislature shall appropriate 
sums deemed necessary for the purposes of this act. 
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Sec. 14. The amounts annually appropriated by the legislature shall be 
paid by the state treasurer in accordance with the accounting laws of 
the state upon certification of the executive secretary of the council 
for the purpose of reimbursing an amount not to exceed the training 
costs incurred for each officer meeting the recruitment standards prescribed 
pursuant to this act during the period covered by the allocation, plus 
an amount not to exceed the necessary living expenses incurred by the 
officer which are necessitated by training requiring that he be away 
from his residence overnight. If the moneys in the law enforcement 
officers training fund to be appropriated by the legislature for the 
training and living expenses are insufficient to allocate the amount for 
training and living purposes, the amount shall be reduced proportionately. 
An allocation shall not be made to a training agency or to a city, 
county, township, or village or agency of the state which. has not, 
throughout the period covered by the allocation, adhered to the standards 
established by the council as applicable to either training or personnel 
or both recruited or trained by the training agency, city, county, 
township, or village or agency of the state during this period. 

Sec. 15. A training agency, city, county, township, or village or state 
agency which desires to receive reimbursement pursuant to this act shall 
make application to the council for the reimbursement. The application 
shall contain information requested by the council. 

This act is oT,dered to take immediate effect. 
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APPENDIX II 

MICHIGAN LAW ENFORCEMENT OFFICERS TRAINING COUNCIL 

MINIMUM EMPLOYMENT STANDARDS 

GENERAL RULES 

(By authority conferred upon the department of state police by.section 9 
of Act No. 203 of the public acts of 1965, as amended, being section 28.609 
of the Compiled Laws of 1948.) 

R 28.4101. General provisions. 

Rule 1. As used in these rules, "Act" means Act No. 203 of the Public 
Acts of 1965, as amended, being sections 28.601 to 28.616 of the Compiled 
Laws of 1948. The terms defined in the act have the same meaning when used 
in these rules. 

R 28.4102. Employment qualifications. 

Rule 2. A person employed as a police officer under the act shall: 
(a) Be a citizen of the United States . 

• 

• 

• 

• 

• 

. (b) Have attained the minimum age as established by the hiring agency, • 
which shall be not less than 18 years or as otherwise provided by law. 

(c) Have obtained a high school diploma or have attained a passing score 
on the general edutation development test indicating a high school graduation 
level. 

(d) Have no prior felony convictions. 
(e) Possess good moral character as determined by a favorable compre- • 

hensive background investigation covedng school and employment records, 
home environment and personal traits and integrity. Consideration will be 
given to all law violations, including traffic and conservation law convictions, 
as indicating a lack of good character. 

(f) Possess normal hearing, normal color vision and normal visual 
functions and acuity in each eye correctable to 20/20. Be free from any • 
other impediment of the senses, physically sound, in possession of his 
extremities and well developed physically, with height and weight in relation 
to each other as indicated by accepted medical standards. Be free from any 
physical defects, chronic diseases, organic diseases, organic or functional 
conditions, or mental and emotional instabilities which may tend to impair 
the efficient performance of his duty or which may endanger the lives of • 
others or himself. 

(g) Successfully complete the basic police training curriculum at a 
council approved school. 
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MINIMUM EMPLOYMENT S~ANDARDS':'GENERAL RULES (continued) 

R 28.4103. Examinations, fingerprints, and certificates. 

Rule 3. Before sending a person to a council approved school, the 
hiring agency shall: 

(a) Cause the applicant" to be examined by a licensed physician to 
determine that the applicant meets the standards set forth in subrule (f) 
of rule 2. A declaration of the applicant1s med~cal history shall be made 
available to the examining physician and shall become a part of the back-
ground investigation. . 

(b) Cause the applicant to be fingerprinted and a search made of local, 
state, and "national fingerprint files to disclose any criminal record. 

(c) Conduct an oral interview to determine the applicant's"acceptability 
for a police officer position and to assess appearance, background, and 
abil i ty to communicate. 

Cd) Certify that the prospective trainee meets the minimum empioyment 
standards set forth in subrules (a) to (f) of rule 2. 

R 28.4104. Forms 

Rule 4. Form TC-Ol, entitled "Application for Enrollment In A Certified 
Academy" shall be completed and forwarded to the appropriate school 
coordinator before a person will be allowed to attend a council approved 
school. 

R 28.4105. Practices and standards. 

Rule 5. Recruitment and employment practices and standar9sshall comply 
with the 1a\,1 applicable to police officer employment. 
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JOB-TASK ANALYSES OF 

PATROL OFFICERS IN MINNESOTA 

by 

• DALE W. DYSINGER* 

In the last three years, there have been a 
surprisingly large number of job-task analyses done 
for peace officers activities in Minnesota. For ex
ample, in 1975-6 The Minnesota Department of Personnel 

• conducted a task analysis for supervisory jobs of the 
state Patrol for st. Paul, Bloomington, and Duluth 
police departments. This study developed and validated 
promotional examinations for the state Patrol. It 
uti I ized some observational and interview techniques but 
rei ied primari lyon a qUes-rionnaire to collect task infor-

• mation and worker characteristics. Another study by the 
State Department of Personnel in 1978 involved a simi lar 
job-task analysis of the patrolman function, which led 
to a concurrent val idation of a selection test battery. 

The job-task analyses that wi I I be described in 
I th i s paper- concern (a) deta i led job--ras k ana I yses done in 

55 Twin Cities suburban pol ice departments, (b) a paralled 
study done for sheriff and pol ice departments in South
central Minnesota, and (c) an abbreviated study uti I izing 
some of the identical techniques in sheriff and pol ice 
departments in Northern Minnesota. All three of these 

I related studies were conducted with funding from LEAA 
through the Minnesota C-rime Control Planning Board. 

In the Twin Cities area,there is a regional planning 
and development governing body cal led the Metropol itan 
Council. This council provides a central administrative 
structure for coordinating planning and development 
activities for a seven county area which includes 
Minneapol is, St. Pau I, and essentially all of the suburban 
communities surrounding the Twin Cities. Concerns of 
suburban communities in the selection of pol ice patrol 
officers in a legally defensible, valid, and non
discriminatory manner prompted the Metropol itan Area 
Management Association (MAMA) to investigate the feasi
bfl ity of developing a selection system for coordinated 
use in their communities. A Personnel Selection Standards 
Committee was formed and approached the Metropolitan 
Counci I for assistance in coordination and developing the 
proposal which was funded by LEAA through the State 
Planning Agency. 

*Eva I uator of the Minnesota Board of Peace Officer Standards and Training. 
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The inii"ial phase of i"he si"udy involved a Research 
Design Team composed of experi"s in the fields of 
psychology, sociology, physiology, civi I rights laws, 
and cardiology. This i"eam carefully reviewed the 
I iterature and prepared a detai led and critical series 
of reports related to tile current law and court rulings, 
physiological monitoring of officers, selection research 
studies, etc. From these reviews of previous studies, 
the Research Design Team developed a detai led work plan 
for the job-task analysis phase of the Suburban Pol ice 
Officer Selecti~n Standa~dsStudy. This work plan was 
the primary basis for the contract competitively awarded 
to the Arthur Young & Company for imprementation in 
August 1976. 

This study of suburoan police officers was supple
mented by two other job analyses. One of these was 
conducted in South-central Minnesota by Springsted 
Incorporated of St. Paul. This study uti I ized the same 
research design, data collection instruments, and 
analysis procedures developed for the suburban study; 
however, the data collection was iOn a rural, agricult
ural region with both pol ice and sheriff departments 
sampled in the project. 

The third study was conducted by staff of the Crime 
Control Planning Board in Northern Minnesota. The study 
replicated a portion of the data collection and analysis 
procedures which were applied to police and sheriff's 
departments in this rural, resort area of the state. 
The three studies provide a useful sample of essentially 
a II the I aw enforcement jobs throughout the state, 
although the largest departments, Minneapolis, St. Paul, 
the State Patrol, and the sheriff departments of the 
Twin Cities area are not included in the sample. 

The descriptive material concerning the job analysis 
wi I I focus upon the suburban (MAMA) study done by 
Arthur Young & Company. This study, the largest, was 
the model for the other two related projects. In pre
senting the results, however, comparative data wi II in
clude the information from the comparable projects. 

DATA COLLECTION AND ANALYSIS METHODOLOGY 

The Research Design Team specified, in considerable 
detail, the data collection and analysis procedures to 
be used by the contractor In the MAMA study. The 
ultimate goal of the entire project was the development 
of a selection process for these suburban departments. 
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The job-task analysis phase consisted of three major 
stages: 

I. Collection and analysis of job-descriptive infor
mation of suburban patrol officers . 

2. Review and translation of the job information into 
knowledge, ski I I, and personal and physical charac
teristics required to perform the activities/tasks. 

3. Ranking of the activities in terms of their relative 
importance as viewed by citizens served by the 
off i cers. 

COLLECTION OF JOB DESCRIPTIVE INFORMATION. 

Th ree different methods were used to co I I ect in for
mation on patrol job activities, field observations, 
post-shift interviews, and incident interviews. All of 
these were conducted by trained job analysts. 

The field obsepvations involved an analyst accompany
ing the patrol officer on a full eight hour shift. The 
trained analyst recorded (a) a detailed account of 
activities on forms provided which detai led the time re
quired for the activity, (b) the nature of the activity, 
(c) the mechanisms used by the officer in getting job-
rei ate din form a t ion, (d) how the 0 f f ice r pro c e sse d the 
information, (e) the physical activities involved, (f) how, 
and to whom, information was provided by the officer and 
(g) the environmental context of the activity. As an 
additional means of monitoring the physical demands of 
the patrol job, electrocardiogram monitoring devices 
were attached to 60 of the 97 officers for which field 
observations were made This was uti I ized in order to 
measure the range o~ cardiac demands made by the patrol 
job. 

The post-shift interviews were conducted by trained 
analysts immediately following an officer's 8 hour shift. 
This interview, which often lasted 2-2t hours, attempted 
to proide data comparable to that obtained in the field 
observations. The officer was asked to describe the 
preceding shift at a level of detail that would permit 
estimates of duration of an activity, the information 
required to perform the activity, the physical demands, 
etc. The same data co I I eet i on forms used for the obser
vations were used to record the post-shift interviews. 
Ninety-four of these interviews were conducted. 
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The incident interview was used to acquire informa
tion about infrequent, yet potentially critical, activities 
performed by patrol officers. Officers were asked to 
describe in detai I any critical episodes of an emergency 
nature or threatening situations that had occurred in the 
last year. These activlties were recorded on the same 
data collection forms used for the other methods of task 
description. Incident interviews were conducted with 94 
patrol officers. 

These activity descriptions were provided by 285 
officers representing approximately 1,600 patrol hours 
plus critical episodes over a year span for almost 100 
officers. Thus, approximately 40% of al I of the patrol 
off ice r sin the sed epa rt men t s we r e uti liz e din the d a t a 
collection phase. 

SAMPLING PLAN 

It was considered possible that certain pol ice depart
ments within the consortium of the 55 municipal ities had 
unique task assignments that would make the overal I job 
analysis not as appl icable to their selection system. 
Therefore, a study to develop an agency classification 
scheme was conducted. 

This study consisted of examination of crime statistics 
and organizational and demographic factors of the depart
ment and the community which might affect duties of a 
patrol officer. The outcomes of this study provided a 
classification of departments on the basis of size and a 
variable based both upon proximity to the Twin Cities and 
their growth pattern. This provided four. classifications 
(a) large inner suburb, (b) large developing suburb/ 
outlying area, (c) small inner suburb, and (d) small 
developing suburb/outlying area. The sampling plan for 
the job analysis retained these four classifications 
(strata) so that differences, if any, in job activities 
associated with differences among the characteristics of 
these four types of departments could be ascertained. 

Ramdon samples from within strata were drawn with 
some restrictions; i.e., the study plan called for the 
inte~sive study of minority and female officers. There
fore, al I of the female officers were included in the 
field observations or post-shift interviews. The 
sampling plan involved coverage of all shifts and days 
of the week. 

The classification system sorted the 55 suburban 
departments into the four strata previously listed. 
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Table I I ists the number of departments, the range 
in number of patrol officers in these departments, and 
the total number of patrol officers in each stratum. 

Table I 

Outline of Sampling Plan 

Classification 
(Strata) 

Number- of 
Departments 

Number of Patrol 
Officers Within Dept. 

Tota lin 
Stratum 

Large, inner 
ring II 18-45 

Large, outer 
ring 7 18-31. 

Sma II, inner 13 4-14 

Sma II, outer 
ring 24 3-14 

Totals 55 

SAMPLING PLAN FOR COMPARABLE STUDIES 

The data co II ected and samp ling plans for the 
Minnesota Valley Counci I of Governments (COG) study 
were essent i a I I Y pa ra I I e I to the plans for the MAMA 
study but on a smaller sca Ie. The same data collection 

300 

161 

119 

117 

697 

techniques were uti I ized; however, heart rate monitoring 
was not a part of the field observations and the field 
observations were done for one-half of a shift (4 hours) 
so that more departments and individuals could be in
cluded in the sample. 

The sampl ing plan contained three strata; large pol ice 
departments, small pol ice departments, and sheriff's depart-
ments. (The determination of these strata were partially 
based upon a comparison of patrol activities recorded on 
officer or dispatcher log sheets.) The two large pol ice 
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departments had 27 and 12 patrol officers; the five 
sma I 'I pol ice de par t men t s had fro m 2 - 6 p' at r 0 I 0 f f ice r s ; 
and the four sheriff's departments had from 3-6 deputies 
,assigned primari Iy to patrol functions. 

The Crime Control Planning Board (CCPB) study 
uti I ized only post-shift interviews. In this sample, 
there were 15 deputy sheriffs in four northern counties 
and 23 pol ice pat r 0 I me n tin e i g h t sma I Ito w n de par t
ments. 

Therefore, job descriptive information on the patrol 
activities of law enforcement personnel in Minnesota is 
avai lable for Twin City suburban pol ice departments, for 
police and sheriff's departments in the South-central 
agricultural section of the state (COG Study), and for 
the Northern resort section of the state (CCPB Study). 

DATA REDUCTION AND ANALYSIS 

The information collected by field observation and 
post-shift interviews was I isted by an activity code and 
deta i led fie I d notes wh i ch descr i bed the behav i ors or 
processes associated with the activit~. This Activity/ 
Behavior Description Form (A/BDF) was designed to provide 
a way the analyst could describe on a check I ist the 
particular activity within five general characteristics: 

I. Ways and methods used by the officer to obtain 
the information needed to perform the activity. 

2. Ways and methods used by the officer to process 
the information to reach a conclusion. . 

3. The overt physical activities required to complete 
the activity. 

4. Ways in which the officer provided information to 
others. 

5. The environmental context in which the activity 
occurred. 

This total list consisted of 115 items which could 
be checked to indicate involvement of items in the 
activity. The analyst was also to indicate on the check 
I ist whether the behavior or process was critical to 
completion of the activity or whether they played a minor 
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role in the activity. In addition, the analyst wrote a 
brief narrative description on the activity on the A/BDF. 
This process was completed for each unique activity 
observed on a Shift, described in a post-shift inter
view, or described in an incident-oriented interview. 

A representative panel was formed to judge the 
relative importance of the activities to the overal I 
job performance of a suburban pol ice officer. The panel 
represented each stratum of the study and consisted of 
adu It citizens, youth citizens, pol ice officers, pol ice 
supervision and city managers. This portion of the 
study was required to provide a measure that could be 
uti I ized in the performance evaluation steps of the 
val idation process. The activity descriptions appended 
to the A/BDF were uti I ized by the panel as examples of 
the specific activities to be rated on a scale of 
1- II . 

In addition, an expe~~ panel was formed to make 
judgements as to the job knowledges, ski lis or 
abi I ities, physica I characteristics, and personal 
characteristics that are required to perform the 
activities. The eleven subject area experts included 
three industrial psychologists, a public administrator, 
and an attorney. The output of the work of this panel 
was a set of judgements indicating that certain abi I i
ties or attributes are essential for an activity to be 
performed. In addition, the judges indicated whether 
these attributes should be the subject of entry-level 
training. 

In the COG study, a representative panel was 
assembled to judge ~mpo~~anee of the activities, 
however, another expe~~ panel was not assembled. 

RESULTS 

The output of the job analysis phase of these 
studies provides comparatrve data among the data 
collection procedures, among the sampled strata, and 
among sections of the state. In addition, the heart 
rate monitoring device and the panel judgements pro
vided additional information for estimating job 
requirements and performance dimensions. 
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DIFFERENCES ASSOCIATED WITH DATA COLLECTION PROCEDURES 

The field observations and the post-shift interviews 
attempted to provide identical representations of the 
partol officer's activity during a shift. In the MAMA 
study, the field observation method yielded a mean of 
3.77 activities per hour, while the post-shift interview 
described 2.64 activities per patrol hour. This differ
ence is not unexpected, since analysts were trained to 
log every activity, even those that officers might per
ceive as trivial. The post-shift interviews were based 
on the memory of the officer and the activities logged 
by the officer. 

Although the absolute number of activities recorded 
is different for the field observations and the post-shift 
interviews, the relative frequency, i.e., the distribution 
among the various activities, was essential identical. 
therefore, no bias related to kind of activity is intro
duced by combining the reported and observed activity 
frequencies. Simi lar resu Its were reported for these 
data collection methods in the COG study. In both of the 
studies, these data were combined to provide a larger 
sample from which other comparisions could be made. 

DIFFERENCES IN ACTIVITIES BY DEPARTMENT CLASSIFICATIONS 

In the MAMA study, departments were classified by 
siz'e and proximity to the Twin Cities into four strata. 
Detai led analysis of frequency of ,an activity by strata 
provided a picture of striking similarity of activities 
by all of these officers. The patrol officers in the 
larger departments tended to perform slightly more 
activities per shift; however, the kinds of activities 
were essent i a I I Y the same. 

Tab I e II presents the frequency of the, grouped 
activities of the suburban officers for the four strata. 
These summary data shbwnmarked consistency of activities 
arcoss these kinds of departments. Simi lar consistency 
was found when comparing frequencies for these strata 
for each specific activity. 
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Table 2 

Comparison of Frequency of Grouped Activities 
by strata for Suburban Pol ice Departments 

Ac~ivlty Group 1* II III 

I. 

II. 
III. 

IV. 
V. 

V I. 

V II. 

VIII. 

IX. 

X. 
IX. 

Administrative and non-
Patrol 

Routine Patrol 
~esponding to Service Cal Is 
Providing Emergency Service 
Checking Out Suspicious 

Situations 
Performing Arrests at 

Scene of Crime/Accident 
Prel iminary Crime/Accident 

Investigation 
Fol low-up Crime/Accident 

Investigation 
Identifying Physical and 

Safety Hazards 
Enforcing Traffice Laws 
Other Activities 

5.15** 
9.10 
3.26 

.29 

.70 

.18 

.22 

.26 

.20 
4.29 
2.49 

5.47 
8.80 
3.00 
.28 

.74 

.35 

. 16 

.33 

.30 
3.09 
2.33 

4.56 
7.49 
3.07 

.42 

.56 

.28 

.14 

.37 

.19 
3.53 
2.70 

IV Average 

3.71 
10.54 
2.09 

. 14 

.37 

.03 

.20 

.43 

.40 
2.14 
4.14 

4.91 
9.16 
2.97 

.27 

.63 

.20 

.19 

.32 

.26 
3.55 
2.79 

Totals 26.14 25.16 23.26 23.91 25.26 

* I. tlarge, inner ring suburban department 

II. large, outer ring suburban department 

.. I I I. smal I, inner ring suburban department 

** 

• 

'. 

IV. smal I, outer ring suburban department 

Frequencies are the average number of times an officer engages 
in the activity per 8 hour shift. 

Ta b' I e 3 pre sen t s f r e que n c i e s 0 f s i mil a r g r 0 u p e d 
activities for pol ice depar~ments In the Twin Cities 
suburbs (the MAMA study), Northern Minnesota area (CCB 
study).,. and the large and small departments in the COG 
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I. 
II. 

I II . 
IV. 
V. 

V I. 

VII. 

V III. 

IX. 

X. 

* 

** 

study of Southern Minnesota. This table shows more areas 
of differences among these departments; e.g., suburban 
d~partments engaged in more traffic enforcement. Again 

• 
in comparing the specific activities, all of these patrol 
officers are required to respond to the same requirements, 
although there are some differences in the frequency of • 
requirements and In the total number of activities performed 
during an 8 hour shift. 

Table 3 

Comparison of Frequency of Grouped Activities for Pol ice in 
Suburban, Northern, and Southern Areas of the State 

Suburban North South 
Depts. Pol ice Lg. Dept. 

Activity Group (MAMA) (CCPB) (COG) 

Adm. and Non-Patrol Activity 4.QI* ** 4.00 
Routine Patrol 9.16 9.40 9.00 
Responding to Service Cal Is 2.97 2.68 2.00 
Providing Emergency Service .27 .22 .29 
Checking out Suspicious 

Situations .63 1.25 .37 
Performing Arrests at Scene 

of Crime/Accident .20 .39 .27 
Prel iminary Crime/Accident 

Investigation .19 .91 .25 
Fol low-up Crime/Accident 

Investigation .32 .61 .32 
Identifying Physical and 

Safety Hazards .26 .39 .28 
Enforcing Traffic Laws 3.55 1.84 2.00 

Entries are the average number of times an officer engages in 
this type of activity per 8 hour shift. 

Administrative and non-patrol activities were not collected in 
the Crime Control Planning Board study. 
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Sm. Dept. 

(COG) 

3.00 
14.00 
1.00 
.55 

.75 

.55 

.37 

. 19 

.42 
2,00 

• 

• 

• 

• 

• 

•• 

• 

• 

• 



'. 
• 

• 

• 

DIFFERENCES IN ACTIVITIES FOR POLICE AND SHERIFF DEPARTMENTS 

The activities of the deputy sheriffs in northern and 
southern Minnesota are compared in Table 4 with the average 
for the suburban pol ice departments of the MAMA study. The 
sheriff's departments are less involved in traffic enforce
ment and in responding to service calls., The deputy sheriff 
in northern Minnesota is involved in more prel iminary and 
followup in investigations than are either the southern 
sheriff departments or the suburban pol ice. This is 
undoubtedly a function of the kind of referral resources 
avai lable to them for investigative work. Inspecting the 
frequency of individual activities shows some additional 
key differences. 

The deputy sheriff patrol job involves more frequent 
serving of warrants, summons, and other civi I papers, more 
frequent transporting of prisoners, and less frequent involve
-nent with juvenile problems. Again, however, these differ
ences should not be exagerated. The deputy sheriff on patrol 
and the suburban po lice patro I off i cer are requ i red to do the 
same tasks. The frequency of a particular job requirement may 
differ significantly; however, the specific tasks are not 
unique to any group of patrol officers. 

Table 4 
Comparison of Frequency of 'Grouped Activities for Suburban 

Pol ice and Sheriff Departments in Northern and Southern 
Areas of the State 

Activity Group 

I. Adm. and Non-Patrol Activity 
II. Routine Patrol 

[~I. Responding to Service Cal Is 
IV. Providing Emergency Service 
V. Checking Out Suspicious Situations 

VI. Performing Arrests at Scene of 
Crime/Accident 

VII. Preliminary Crime/Accident Investigation 
VIII. Fol low-Up Crime/Accident Investigation 

IX. Identifying Physical and Safety Hazards 
X. Enforcing Traffic Laws 

Suburban 
Depts. 
(MAMA) 

4.91 
9.16 
2.97 

.22 

.63 

.20 

.19 

.32 

.26 
3.55 

North 
Sheri ff 
(CepS) 

** 
7.32 
1.41 
.97 
.53 

.14 
1.67 
.75 
.20 

1.14 

* Entries are the average number of times an officer engages in 
this type of activity per 8 hour shift. 

** Administrative and non-patrol activities were not collected in 
the Crime Control Planning Board study. 
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South 
Sheriff 

(COG) 

5.00 
12.00 

.86 

.15 

.61 

.38 

.20 

.46 

.63 
1.00 



DIFFERENCES IN ACTIVITIES FOR MALE AND FEMALE PATROL OFFICERS 

In The MAMA study, seven female officers were observed 
for a complete shift and one female officer participated in 
the post-shift interview procedure. Although this is a 
very smal I sample, the comparison of these officers with 
their male counterparts indicated that they perform the 
same basic activities and at essentially the same rate per 
shift and require a similar amount of time to perform 
the task. No female or minority officers were included 
in the COG study of rural Minnesota or in the CCPB study 
in northern areas of the state. 

ELECTROCARDIOGRAM DATA 

In the field observation data collection procedures 
of the MAMA ~tudy, many of the officers were asked to 
volunteer to wear a portable electrocardiogram during 
the shift. Sixty of these officers volunteered and 55 
usable records were obtained. The analyst was required 
to record exact times of onset and completion of an 
activity, on the log, so that heart functioning could 
be directly related to a specific activity. The interpre
tation and statistical analysis of the tapes was done by 
a cardiologist. 

So few critical or emergency situations were 
encountered during these shifts, so that analyses of 
elevation of heart rate by type of activity, age, sex, 
shift, etc. could not be adequately evaluated. Overall, 
this portion of the study did not provide evidence of 
marked heart stress in the course of day-to-day patrol 
activity. The economic feasibi I ity of this method for 
monitoring heart rate of patrol officers is suspect. 

CRITICAL ACTIVITIES AND JUDGED IMPORTANCE 

The results of two procedures uti I ized in the MAMA 
study are discussed together, since there was a strong 
relationship between the activities reported to be of 
a critical or emergency nature by officers and the 
importance of these activities Judged by the represent
ative panel. 

Officers were asked to recount activities that they 
perceived as being of an emergency or critical nature 
during the last year. 
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Table 5 

Officer Activities Related to Critical Emergency 
or Threatening Incidents* 

Activity Number 
Reported 

,Provide emergency medical service (first 
aid) at scene of accident/crime. 351 

Handle report of arguments/disputes among 
fami Iy/neighbors. 282 

Respond to report of serious crime (shoot-
ing, breakIng and entering, robbery, 
assault, rape, homicide, etc.). 86 

Handle report of traffic accident. 81 
Handle report of fighting, disorderly 

conduct, or mischievous conduct. 72 
Handle report of noise complaints. 69 
Participate in traffic chase. 66 
Handle report of intoxicated (liquor/drugs) 

person 57 
Other response to service cal I. 51 
Respond to emergency, non-routine service 

call (red light, siren, etc.). 42 
Place individual under arrest (search, give 

rights, question). 26 
Respond to burglar alarm. 10 
Provide backup +0 responding officer. 8 
Control or extinguish fires. 8 
Handle crowd control at parades, fairs, etc. 8 
Handle missing/found person cal I. 7 
Drive persons to hospital. 6 
Stop and interrogate suspicious persons, 

vagrants, poss i b I e runaways. 6 
Pariticpate in "raid" to serve warrant. 6 
Write traffic citation or warning for 

moving, mechanical or safety violation. 5 

Frequency/ 
Year 

3.73 

3.00 

.91 

.86 

.77 

.73 

.70 

.61 

.54 

.45 

.28 

. II 

.09 

.09 

.09 

.07 

.06 

.06 

.06 

.05 

* Based on critical, emergency or threatening incidents reported 
as having occurred during the last /2 months of service by 94 
off i cers. 
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Importance 
Rating 

9.94 

6.96 

10.67 
7.81 

8.15 
5.78 
6.10 

7.25 

9.76 

9.33 
9.50 
9.46 
6.37 
5.10 
7.23 
5.32 

7.31 
6.55 

7.42 



Table 5 I ists the activities that were reported five 
or more times by the 94 officers interviewed. (Simi lar 

• 
pro c e d ur e s we r e use din the COG stu d Y wit h s i mil a r 0 u t put) . 
Table 5 also presents the frequency per year that this 
critical activity occurs for the average patrol officer 
in these oommun~ties and the rating of importance by the • 
representative panel. The importance value represents an 
average rating of I I point scale of the entire panel. 

The most frequent emergency situation reported concerns 
administering emergency medical service. This is reported 
as a critical, emergency, or threating situation approxi- • 
imately once every 3 to 4 months; however, the frequency of 
this activity reported in the field observations and post-
shift interviews (not necessarily a critical episode) was 
approximately once every 20 shifts or about once a month. 
The next most frequent critical episode was the handling of 
arguments among fami Iy or neighbors; a dome..tdi..c.. The • 
reported frequency of this activity is approximately once 
every seveh shifts, and develops as a critrcal incident 
about three times per year. 

There is a general correspondence between activities 
that are considered i..mpo~tant by the panel of citizens • 
and those considered as critical or threatening by patrol 
officers. These important and/or critical activities, 
however, are not necessari Iy those that occur frequently. 

EXPERT PANEL JUDGEMENTS • 

The panel of experts were charged with the task of 
developing a I ist of knowledges, abi I !ties, personal and 
physical characteristics essential to effective patrol 
officer performance. They further judged whether these 
characteristics should be uti I ized as a basis of the pre
employment selection system or should be central to the 
recruit training program. These judgements were anchored 
to specific activities shown to be an essentai I part of the 
patrol officer job. The extensive list of abi I ities, know
ledge, and individual characteristics form the basis for 
the current r.esearch contact in which a pre-employment 
selection system is being developed. 

CONCLUSIONS 

The recent job-task analyses conducted in Minnesota 
provides the basis for several on-going projects. The 
Metropo,1 itan Area Management Association is currently 
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developing, and wi II val idate, a selection procedure for 
suburban police departments. The task analysis information 
is being used in the development of performance evaluation 
procedures and in the development of trial entry examinations 
procedures. The Minnesota Valley Counci I of Governments is 
planning to adapt the results of the MAMA selection study 
to their law enforcement selection problems. 

Recent legislation in Minnesota requires a restructur
ing of entry-level training for law enforcement officers 
as we I I as the Ii cens i ng of these peace off i cers. The task 
analysis data "is being used in the development of training 
objectives and In the construction of a I icensing examination. 

If there are court challenges to the selection pro
cedures or the I icensing examination, the extensIve job
task Information wi I I provide an important basis for 
defending the job relevance of the contested procedure. 

These job-task analyses provided specific reaffirmation 
of the genera I I Y accepted v I ew that patro I off I cers in 
sheriff and pol ice agencies are basically" doing the same 
tasks. Some differences in job requirements across the 
State of Minnesota were observed, but the simi larity of the 
specific tasks that are performed by patrol officers is the 
most striking finding of these studies. 
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A REVIEW OF THE WISCONSIN LAW ENFORCEMENT 
STANDARDS BOARD'S PLAN FOR CONDUCTING JOB ANALYSES 

BACKGROUND 

by 

KENNETH VANDEN WYMELENBERG* 
DENNIS E. HANSON* 

INTRODUCTION 

This is a review of a job analysis, the first phase 
of which is currently under way. Its foundations are the 
plans and experience of the Training and Standards Bureau, 
Wisconsin Department of JustIce. 

The Bureau administers a modest training program under 
the pol icy .direction of the Law Enforcement Standards Board 
consisting of the following dimensions: 

The Scope of Statewide Law Enforcement 
Training Operations in Wisconsin Since 1970 

TQtal 
Certi f ied Total Reimbursements by 

Pro.ject Schools Graduates the Justice Dept. 

Preparatory 21. year I y 4,987 $8,423,000 
Training 

I n-serv i ce b 15 yearly 4,500 yearly $ 454,894 
Tra i n i ng 

Spec i a I i zed b 30 year Iy 5,900 $ 331 z934 
Tra i n i ng $9,209,828 c 

aStatewide in-service training began in 1973. 
bStatewide special ized training began in 1975. 
cOf the $9,209,828 which the Wisconsin Justice Department has 

reimbursed state and local agencies for el I forms of training, 
$6,946,800 came from the Wisconsin Counci I on Criminal Justice 
( LEAA), 

*Wisconsin Justice Department: 
Training and Standards Bureau. 

190 

Division of Law Enforcement Services 
Madi?on, Wisconsin. 

• 

• 

• 

• 

,. 
• 

• 

• 

• 

• 

• 



• 

". 

•• 

i,. 

l. 
~. 
~' 

• 
f • 

Since January 1978, all forms of training, plus the 
operations of the Training and Standards Bureau, have been 
supported by the Law Enforcement Training Fund, a segreated 
revenue account sustained by penalty assessments (10% 
surcharges) on all state and local criminal and traffic 
code violations (except non-moving traffic code violations). 

Preparatory training, the object of this review, was 
voluntary from March 1970 unti I January 1974. The 240 hour 
program, which has been required for nearly al I new officers 
s i' n c e I 9 7 4 , i s b r i e fly su m mar i zed below. 

Wisconsin's Current 240 Hour Preparatory Training Curriculum 

Total Percent of 
Subjects Hours Total Curriculum 

I . Introduction 7 2.91% 

2. Fundamenfals of human 22 9.17% 
behavior 

3. Juvenile procedures 8 3.33% 

4. Police proficiencies 44 18.33% 

5. Lega I principles 16 6.66% 

6. Crime: Invest i gat i on and app rehens ion 36 15.00% 

7. Traffic supervision 34 14.17% 

8. Patrol procedures 35 14.58% 

9. Administrative procedures 32 13.33% 

10. Conclusion 6 2.50% 

240 hours 100.00% 
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STATEMENT OF THE PROBLEM 

The purpose of the Law Enforcement Standards Board 
is ... . :the e.6:tablJ...6hmen.:t ot} .6:tan.da.JLd.6 ot} a. PJLopeJL 
pJLot}e.6.6J..on.al QhaJLaQ:teJL •.• for employment and training 
of law enforcement officers (Note I). 

To achieve this purpose, preparatory training has 
been organized around general subject description for the 
fol lowing is the description for the subject pJLelJ..mJ..n.aJLlj 
J..n.ve.6:tJ..ga:tJ..on. (Note 2). 

Prel iminary Investigation 

I. Emphasizes the importance of the actions of 
the first officer at the scene 

2. Reviews responsibi I ities and activities which 
are the bases for a successful conclusion of 
an investigation 

I Hour 

It sets the direction for the one hour of 240 hours which 
must be devoted to prel iminary investigations. 

In addition to approving the time devoted to subjects 
and their direction, the Standards Board certifies schools, 
instructors, and trainees. These certification are funda
mentally bound to the preparatory training curriculum and 
its course descriptions. If the curriculum and its des-

• 

• 

• 

• 

criptions are sufficiently developed to fulfi I I the purpose • 
of the Standards Board, then, certifications can become . 
assurances that professional standares have been attained. 

Therein lies the problem. Descriptions for most 
subjects in the curriculum set requirements for instructors 
not stu den t s . The. i r f 0 c u sis the pre sen tat ion 0 fin for m a - • 
tion; not goals for learning. From the course description 
for prel iminary investigations, the Standards Board cannot 
assure that each training graduate can conduct a prel iminary 
investigation; it cannot assure uniform presentations of 
information at its 21 certified schools; it cannot assure 
inform student testing; it cannot uniformally measure the • 
performance of instructors; and it cannot assure the 
curriculum represen~s current thinking or consensus about 
detai Is of conducting prel iminary investigations. 

The establishment of specific standards of learning in 
terms of student performance objectives shifts the focus • 
from instructor to student. It also sets firm bases for 
the assurances and evaluations mentioned above which are 
necessary in a statewide training system which relies on 
certifications. 

Student performance objectives are the most important • 
product of instructional systems design methods. The first 
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step in those methods and the subject of this paper is job 
analyses. 

METHOD 

JOB ANALYSES DESIGN 

Job analyses are the initial, fundamental steps in 
instructional systems design procedures. The procedure to 
be followed by the Standards Board is as follows: 

Steps of the Law Enforcement Standards Board's 
Instructional Systems Design Plan (Note 3;4) 

Determine general patrol officer tasks; 

Define and val idate general tasks; 

Identify sub-tasKs which enable officers to 
perform general tasks; 

Determine ski I Is and knowledge required for successful 
performances of the sub-tasks; 

Conduct behavori~1 analyses of sub-tasks con
sisting of measurements in the cognitive, 
psychomotor, and affective domains; 

Set performance objectives for sub-tasks which, if met, 
would assure successful student performances of general 
tasks; 

Develop test items to determine if performance objectives 
have been obtained; 

Develop means for students to achieve objectives (in terms 
of course sequencing, and selecting instructional strategies, 
media, and materials, for example); 

Val idate instruction and tests. 
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Identification and Val idation of General Tasks. 

The Training and Standards Bureau is currently 
defining and validating general tasks. It began this 
in it i a I step by rev i ew i ng tas k statements f rom the fo I low
ing sources: 

Sources of General Patrol Officer Task Statements 

CaliforniaCNote 5) 

Minnesota CNote 6) 

Lou is i ana IWote 7) 

U.S. Air Force (Note 8) 

Metropol itan Pol ice Department, Washington, D.C. (Note 9; 10 

Texas (Note I I) 

Project STAR <tbte 13) 

The goal of the review was to distill a general picture 
of patrol officer duties. After more than a dozen cycles 
of review, 158 common tasks emerged for the eight areas 
I isted below. 
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General Are~s of Patrol Officer 
Duties in Performance Sequence 

PREPARING CASES FOR 
TRlAL AND TESTIFYING 

IN COURT 

I
INTERVIEWING CITIZENS 

AND SUSPECTS 

RESPONDING TO CALLS IPERFORM I NC PATRO L] 
FOR LAW ENFORCEMENT OPERATIONS 

ASSISTANCE 

I 
I 

PERFORM I NG EMERGENCY I 
MEDICAL SERVICES 

APPREHENDING AND ARRESTING 
SUSPF.:CTS 

COMMUNICATING WITH CITIZENS 
AND LAW ENFORCEMENT PERSONNE 

MAINTAINING PERSONAL 
HEALTH, SAFETY, AND 

WELL BEING 

A 23 member advisory committee was then formed to 
• review the tasks and the instrument to be used for their 

statewide val idation. Its evaluation was directed toward 
the following topics: 

I. Whether tasks had been omitted or were too 
specific to be considered general tasks instead 
of subtasks; 

2. The clarity of task statements (were tasks 
expressed in language fami liar to patrol 
off i cers?); 

3. The clarity of survey instructions and the form 
of the instrument. 

4. The time required to complete the instrument 

Another six tasks were identified by the review panel, bringing the 
;. total to the following 164 tasks: 
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Final Patrol Officer Task statements for Validation 

1. 

2. 

Communicating with citizens and law enforcement personnel 
1.1. Use knowledge of department's community relations 

1.2. 

1. 3. 

1. 4. 
1.5. 
1. 6. 
1. 7. 

~~. po I icy 
1.1.1. Use knowledge of ethical pol ice conduct 
1.1.2. Use knowledge of department's law enforce

1. 1. 3. 
1.1.4. 

ment phi losophy 
Use knowledge of community make-up 
Use knowledge of negative citizen attitudes 
about po lice 

1.1.5. Use inoffensive language 
Direct or inform citizens (everyday speaking with 
citizens) 

1.2.1. Del iver emergency messages to citizens 
(notifications of deaths or serious injuries) 

Conduct pol ice-press relations at the scenes of 
incidents 
Use red I ights (on patorl vehicle) 
Use siren (on patrol vehicle) 
Use loud speaker (on patrol vehicle) 
Receive information, requests, and inquiries from 
citizens by telephone 

1.8. Comply with department dress regulations 
1.9. Use portable radio 
1.10. Use cal I box 
1.11. Use mobile radio 

1. 12. 
1 • 13. 

1.11.1. Transmit and receive radio messages during 

1.11.2. 

1.11.3. 

emergencies 
Transmit and receive radio messages ( I officer 
squad) 
Transmit and receive radio messages (2 officer 
squad) 

Use radio codes 
Prepare reports and field notes (includes al I 
reports of complaints, interviews, investigations, 
and accidents) 

Maintaining personal health, safety and wei I-being 
2.1. Perform tasks which require sound physical condition 

2.2. 
2.3. 
2.4. 
2.5. 
2.6. 
2.7. 

2.8. 
2.9. 
2. 10. 
2. 11. 

2.12. 

(how important is sound physical conditton?) 
Use self-defense tactics and techniques 
Use chemical repel lent (such as MACE) 
Use baton 
Use gas mask/riot helmet 
Fire or throw gas projecti les 
Implement department's off duty firearm-holster 
pol icy 
Clean service firearm and shotgun 
Fire service firearm in combat 
Fire shotgun in combat 
Use knowledge of department's pol icies and legal 
requirements for using firearms 
Load and unload weapons 
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2. 13. Follow procedures after effective combat fi.rearm 
discharge 

2.14. Cope with job stress 
Performing patrol operations 
3.1. Test patrol car for malfunctions and missin~ 

equi pment 
3.2. 
3.3. 
3.4. 
3.5. 

3.6. 
3.7. 
3.8. 
3.9. 
3. 10. 
3. 11 • 

Push or start other vehicles with patrol cars 
Drive civil ian vehicles 
Use patrol vehicle repair procedures 
Conduct business and residential "checks" 

3.5.1. Inform citizens of crime prevention techniques 
3.5.2. Use patrol driving and walking techniques 
3.5.3. Identify suspicious auto or pedestrian 

activity 
Recognize plain clothes officers 
Enforce liquor laws 
Enforce gamb Ii ngl aws 
Enforce narcotic and dangerous drug laws 
Enforce prostitution 3aws 
Gather and report information on organized criminal 
acti vit i es (gamb ling, prostituti on, narcotics, etc.) 

3.12. Use traffic law enforcement procedures 
3.12.1. Detect traffic law violators 
3.12.2. Stop traffic law violators 
3.12.3 Issue traffic law violation citations 
3.12.4. Give "balance-coordination" tests to OWl 

suspects 
3.·12.5. Give "prel iminary breath tests" to OWl suspects 
3.12.6. Process OWl suspects after ar/'est 
3.12.7. Impound suspects' property 

3.13. Use field identification procedures (to identify 
suspects) 

3.14. Respond to crimes in progress 
3.15. Use defensive driving techniques 

3. 16. 
3.17. 

3.15.1. Use guidel ines for abandoning pursuit 
3.15.2. Use guidel ines precluding pursuit 
3.15.3. Use guidel ines for pursuit 
3.15.4. Use knowledge of conditions posing pursuit 

problems 
Use patrol car accident procedures 
Use patrol car to protect scenes of crimes or 
accidents 

Responding to cal Is for law enforcement assistance 
4.1. Solve problems 

4.2. 
4.1.1. Make decisions 

Conduct prel iminary investigations 
4.2.1. Respond to auto thefts 

4.2.1.1. Recover stolen autos 
4.2.2. Respond to fires 
4.2.3. Respond to lost or found property 
4.2.4 Respond to larcenies 
4.2.5. Respond to burglaries 

4.2.5.1. Respond to burglar alarms 
4.2.5.2. Respond to unlawful entries 

4.2.6. Respond to robberies 
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5. 

• 4.2.7. Respond to property destr;N:::tion 
4.2.8. Respond to sex related crimes 
4~2.9. Respond to criminal assaults 
4.2.10. Respond to fami Iy arguments 
4.2. I I. Respond to disorderly conduct 
4.2.12. Respond to armed persons • 
4.2.13. Respond to assaults 
4.2.14. Respond to sick or injured persons (not related to 

traffic accidents) 
4.2.14. I. Respond to unconscious persons (including 

Natural death) 
4.2.14.2. Determine ambulance need • 

4.2.14.2. I. Use hospital folow-up procedures 
4.2.15. Respond to homicides 
4.2.16. Respond to incapacitated persons (including intoxicated 

persons 
4.2.17. Identify missing persons 
4.2.18. Respond to persons bitten by animals • 
4.2.19. Respond to traffic al,~-::idents 

4.2.19. I. Cal I for supplemetary aid 
4.2.19.2. Use first aid techniques 
4.2.19.3. Reroute traffic around accident scene 
4.2.19.4. Control spectator's access to scene 
4.2.19.5. Move damaged vehicles .. 
4.2.19.6. Identify, preserve, and collect evidence 

4.2.19.6. I. Diagram and record measurements of scene 
4.2.19.7. IdentIfy and interview victims and witnesses 
4.2.19.8. Prepare reports 

4.3. Respond to unusual occurences 
4.3.1. Respond to mentally deranged persons • 

4.3. 1.1. Use emergency detention procedures 
4.3.2. Respond to barricaded persons 
4.3.3. Respond to bomb threats 
4.3.4. Respond to officers in danger 
4.3.5. control crowds 

4.3.5. I. Respond to emotionally stressful crowds .. 
4.3.6. Respond to suspects holding hostages 
4.3.7. Respond to reported drownings 

4.3.7. I. Use water rescue techniques 
4.4. Direct traffic 

Performing emergency mediacl Service 
5. I Treat severe bleed i ng 
5.2. 
5.3. 
5.4. 
5.5. 
5.6. 

5.7 
5.8. 
5.9. 
5. 10. 

Treat shock 
Treat po i son i ng 
Treat fractures 
Treat burns 
Treat heart attacks 

5.6. I. Perform cardio-pulmonary resuscitation 
Treat emergency chi Idbirths 
Treat epi leptic seizures 
Transport injures persons to hospitals 
Secure injured person's property 
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• 6. 

• 
7. 

• 
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• 

8. • 

• 

• 

Interviewing citizens ~nd suspects 
6.1. Use informants 
6.2. Interview crime victims/wltness~s 
6.3. Interview juveni Ie suspects 
6.4. Interview adult suspects 
6.5. Use I ine-up and picture identification procedures 
6.6. Receive criminal confessions 
Apprehending and arresting suspects 
7. I. Obtain and implement search warrants 
7.2. File complaints and obtain arrest warrants 
7.3. Conduct stake-outs 
7.4. Establ ish roadblocks 
7.5. Pursue fleeing suspects on foot 

7.6. 

7.7. 
7.8. 

7.9. 
7.10. 

7.5. I. Approcch suspectCs) on foot with one officer 

7.5.2. 
squad 
Approach suspectCs) on foot with two officer 
squad 

Conduct searches 
7.6. I. Search within legal limits 

Conduct vehicle pul I-over with one officer squad 
Conduct dangerous suspect/vehicle pul I-ov~r with 
one officer squad 

7.8.1. Arrest felon suspectCs) in vehicle with 
one officer squad 

Conduct vehicle pul I-over with two officer squad 
Conduct dangerous suspect/vehIcle pul I-over with 
two officer squad 

7.10. I. Arrest felon suspectCs) in vehicle with 
two officer squad 

7. I I. Disarm suspects with dangerous weapons 
7.12. Control hosti Ie suspects 

7.12.1. Use handcuffs Cor other restraining devices) 
7.13. Search suspects for evidence and weapons 
7.14. Search vehicles for eVidence and weapons 
7.15. I dent i fy 1 co I I ect and preserve ev i dence 
7.16. Make felon arrests 

7.16.1. Use knowledge of entrapment 
7.17. Make misdemeanor arrests 
7.18. Issue warning of rights to suspects 
7. 19. Take j uven if e into custody 
7.20. Arrest persons who may be sick or injured 
7.21. Arrest persons who may be emotionally disturbed 
7.22. Arrest suspects outside of jurisdiction 
7.23. Transport arrested suspects 
7.24. I ncarcerate suspects 
7.25. Release property 
Preparing cases for trial and testifying in court 
8.1. Prepare for judicial proceedings 
8.2. Process serious misdemeanors and felonies in court 
8.3. Process lessor misdemeanors in court 
8.4. Process traffic offenders in court 
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The va.1 idation instrument required officers to 
measure tasks wfthin two sets of parameters. First, 
o"ften is a task performed? Then, how important is a 
Next, officers were asked if tasks had been omitted. 
were Ii sted;on the instrument as fo I lows: 

how 
task? 

Tasks 

,':;' -

A Task Stateme~t from the Val i~ation Inst~ument 

Arrest felon suspectCs) in vehicle with two I· I 2 3 4 5 

off i cer squad 

I. Dai Iy" 
2. Weekly 
3. Monthly 
4. Yearly or less 
5. Not performed 

I. 

2. 

3. 

Not performed 

Least important = poor task 
performance does not bring 
any consequences 

Some importance = poor task 
performance does not bring 
serious consequences 

4. Important - poor task 
performance could bring 
serious consequences 

5. Very important = poor task 
performance could bring severe 
consequences 

The frequency of performance and im~ortance of tasks wi I I 
be used, along with the data about task learning difficulty, 
learning time, number of trained personnel required, qualifi
cations of students, training time intervals, and instructional 
resources to determine suitable types of training field, 
on-the-job, or classroom (Note t4) 

In addition, the frequency of performance and importance 
of tasks must be kno"/n i.f task val idation studies are to be 
used as a foundation for fUrther stuqies to set employment 
s tan dar d s C No tel 5 ) . 
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Identification. Validation, and Analysis of Enabling 
Ob,jectives. 

Results of the general ~ask val idation study are 
scheduled to be available in February 1979. Job analyses 
wi I I then continue with detai led studies of general tasks 
the objects of which wi II be the identification of enabl ing 
objectives. These objectives are sub-tasks and sUb-sub-tasks. 
The fol lowing is an estimate of enabl ing objectives for the 
general task aonduat p~elimina~y inve~tigation: 

General Statement and Estimate of Enabl.ing Objactlves 
for the Task Conduat P~elimina~y rnve~tigation 

General Task 

I. Conduct Preliminary Investigation 

Enabling Objectives 

I. I. proceed to scene safe I y 

1.2. assist injured persons 

1.3. 

1.4. 

determine who cal led pol ice 

1.3. I. 
1.3.2. 
1.3.3. 
1.3.4 

locate victim and witnesses 
interview victim and witnesses 
determine fac-rs 
prepare notebook entry 

protect crime scene 

1.5. request assistance if necessary 

1.6. locate, detain, or arrest suspects 

1.7. prepare ful I and accurate report 

Whenever possible, enabl ing objectives are identified and 
arranged in performance sequences. 

Initial estimates of enabl ing objectives for val idated 
general tasks wi I I be developed by the staff of the Training 
and Standards Bureau and by locak certified instrcu-rors. 
They wi I I come from reviews of lesson plans from Wisconsin 
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and other states, pol icy and procedures manuals from • 
Wisconsin law enforcement agencies, reviews of trainlng 
fi Ims, and from interviews with subjE:ct matter experts. 

Val idations of enabl ing objectives wi II be conducted 
by officer~ from a consortium of law enforcement agenices. • 
Criteria for consortium membership wi II be the represent-
at i ve qua Ii gy of agenc i es based on the samp ling p I an usef 
for the validation of general task statements. Thus, 
patrol and command officers from at least twelve pol ice 
departments (a small, medium and large department from 
each of four regions) and twelve sheriffs departments 
(a small, medium, and large department from each of four • 
regions) and several state departments wi I I review and 
val idate enabl ing objectives. 

After enabling objectives have been identified and 
validated, they will be analyzed by the staff of the Bureau 
certified instructors, and consortium members to determine • 
rnformtion which is necessary for setting stUdent perfor-
mance objectives. This amounts to isolating the fol lowing 
data for each enabl ing objective: 

Enabling Objective Information Required 
For Setting Student Performance Objectives eN ote 16; 17) 

I. 

2. 

Descriptions of officers' performances which are 
required by enabl ing objectives. (Must officers 
calculate, discover, real ize~ choose, decide, copy, 
or say something, for examrl~.); 

Conditions under which enabling objectives and their 
performance occur including necessary equipment or 
other performance aids; 

3. Proficiency requirements which indicate successful 
performances of enabl ing objectives; 

4. Supporting information including rules, assumptions, 
precautions, or contingencies which bear on 
enabl ing objectives. 

Behavorial Analyses Enabl ing Objectives, 

An additIonal step of job analyses wi I I be behavioral 
studies of the enabl ing objectives. It wi II be conducted 
within the~e behavioral domains: cognitive; psychomotor; 
and affective. Elements of the domains are as follows: 
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Domaina of Behavioran Analyses of Enabling Objectives (Note 18) 

Cognitive ELements 

Ml.Joc.,W.ting Associating, naming or responding to ~ 
to a specific input. The officer associates a response 
with a specific input only. The response may be vocal, 
written, or motor. 

Ch~g, V~bat Recal ling of long verbal sequences 
which must be recal led in a specific sequence, and 
no other sequence. 

Cha.J..ning, Mo.:toJr. Chaining of individual inputs, actions, 
and outputs in a specific sequence, and no other sequence. 
These sequences involve non-verbal motor responses. They 
genera II y requ ire some degree of hand-eye coord i nati on 
and manipUlative abi I ities. 

V~~na.:ting Making different responses to different 
members of a particular class. Being able to dis
tinguish among inputs, and respond differently to each. 

ClaJ.Jl.Jinying Responding in a single way to al I members 
of a particular class of observable events. Seeing 
the essential simi larity among a:class of objects, 
people, or events which cal I for a single response 
(general izing). Seeing the essential differences 
between those inputs which are members of a class and 
those which are not (discriminating). 

Ru1.e. Ul.Jing Applying':l rule to a given situation or 
condition by responding to a class of inputs with a 
class of actions; Relating two or more simpler con
cepts in the particular manner of a rule. A rule 
states the relationship among concepts. It is helpful 
to think of rules or principles as "if-then" statements. 

PJr.obl8n Solving Solving a novel problem by combining 
previously learned rules to create a higher-order rule. 
May involve generating new rules which receive trial
and-error use unti I the one which solves the problem is 
found. 

Psychomotor Skil Is (Note 19) 

W!r.iting Writing ski I Is include the abi lity to organize 
information in brief, concise, and complete statements 
as is required in pol ice report writing. 

Venbat These skil Is involve the abi lity to frame oral 
expressions in the vocabulary and jargon of a law 
enforcement agency. 
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V~ual Visual ski I Is include the abil ity to discern 
or identify common objects in unique circumstances 
or to focus attention on unusual occurrences, such 
a.s a vehicle parked behind a liquor store with its 
~otor running. 

AudLtony Auditory discrimination involves the abi lity 
of an officer to identify unseen events or objects 
by their sounds alone. The sound of breaking glass 
in a business district should be cause for further 
investigation. 

TOUQh Touch is the abi lity to discriminate objects 
through the tacti Ie senses alone,such as the 
discovery of a dangerous weapon during a pat down. 

Manipulation Manipulation is the abil ity to operate 
in a control led fashion various types of equipment 
or instruments. 

Affective Behaviors 

I~ve Initiative refers to the motivation behind 
the doing of an act that could be delayed or ignored. 
Checking the crime map everyday requires initiative. 

Re4 po n6ibitLty Responsibi I ity involves the acceptance 
of duties that need to be performed. An officer on 
patrol could selectively ignore a suspicious person 
or activity and thereby act without responsibil ity. 

Beahlng and Behavion Bearing and behavior include the 
abil ity to demonstrate proper attitude, emotional 
control, conduct, and dress befitting the immediate 
situation. 

Re4oMQet5ulne.6.6 Resourcefu I ness refers i-o the wi II i ng
ness of an officer to undertake alternate measures to 
complete a task effectively. A resourceful officer 
when administering first aid would use any avai lable 
material to seal off an open chest wound. 

LeadeMhlp Leadersh i p inc I udes both the des ire and the 
act of assuming control when demanded by the situation. 
An officer exerting leadership is one who recognizes 
that a situation requires control and direction and 
initiates appropriate action unti I an authorized leader 
assumes command. 

I Ibid. pp. 193; 194. 
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Behavioral data wi II, be used during later phases of 
instructional system design to develop or select tests and 
instructional methods. In addition, the Jdentification of 
knowledges and ski I Is for enabling objectives sets a founda
tion for the development of job (task) related emWloyment 
standards. 

A sma II group of officers from consorti um member agencies 
wi II be trained to properly evaluate ski lis and knowledges. 
Resu I ts wi I! be reported for each enab ling object i ve by 
means of a form which has been designed to su~marize infor
mation from all analyses for a general task. The form, a 
task description worksheet, follows this page. 

SAMPLING PLAN 

Val idation studies and consortium memberships have been, 
and wi II be, based on a sampl ing plan which divides the 
state into four regions. The regions are wei I known to law 
enforcement agencies and criminal justice planners, as they 
have been used for more than eight years in statewide criminal 
activity reports and for planning. Each contains urban as 
well as rural areas and is the site of Standards Board 
certified preparatory training operations. 

Within each region, law enforcement agencies were 
classified by size and jurisdiction. Size ranges were chosen 
to isolate distinct levels of law enforcement operations. 
For example, rural police services are provided by 316 
departments of less than 10 employees, but nearly all sheriffs 
departments in rural areas employ II-50 officers and civilians. 
The fol lowing chart identifies the scope of law enforcement 
employment in Wisconsin by sampl ing plan classifications: 
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The Number and Sizes of Law Enforcement Agencies in Wisconsin* 

De~artment Sizes No. of De~urtments No. of Officers 

Pol ice Departments 
1-10 members 316 I, 109 
II-50 members 84 1,631 
51-up members 25 ·4,050 

Sheriff Departments (includes traffic depts.) 
1-10 members 5 64 
I I-50 members 51 I, 100 
51-up members 16 1,452 

State Departments 
51-up members 3 783 

500 10,189 

*Source: \I/isconsin Department of Justice, Crime Information Bureau, 
"Wisconsin Law Enforcement Agencies Ful I-time Actual, Authorized and 
Specially Funded Employers as of July I, 1978." (Madison, Wisconsin: 
Crime Information Bureau, 1978). 

Further analyses identified the number of patrol 
officers employed by small, medium, and large police, 
sheriff, and traffic departments within the four regions. 
Val idation questionnaires for general tasks were ,then 
distributed -;-01/5 (983) of the patrol officers in the 
State. These figures were determined under the assumption, 
later conf i rmed, .that at I east 2/3 of I aw enforcement 
personnel are exclusively assigned to patrol operations. 
They do not include officers from Milwaukee, as general 
tasks have al ready been val idated there. Additionally, 
they do not include state officers; many of whose assign
ments are of a specialized nature. The following chart 
summarizes distributions of general task val idation question-
naIre to patrol officers. 
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The Distribution of Task Va I idation Questionnaires to Patrol 
Officers 

Sma'i Medium La rge Sma I I Medium La rge 
Regions Po lice Po I ice Po 11 ce Sheriff Sheriff Sheriff 

Northwest 30 13 19 5 40 

Northeast 45 54 79 3 59 42 

Southwest 46 51 71 2 43 40 

Southeast 24 102 102 4 109 ---
145 220 271 10 146 19 I 

DISTRIBUTION SUMMARY 

7,378 Officers (excluding State and Milwaukee officers) 
7 2/3 (assumes 2/3 of departments' strength is in patrol 

operations) 
4,869 Patrol Officers 
:.. 5 
I 

973 (20% of Patrol Officers) 

In addition, questionnaires were sent to e~ch chIef of 
IX'I ice, sheriff, traffic commander, and all members of the 
Wisconsin Law Enforcement Training Officers Association, for 
a total of 1,700 qUestionnaires (Note 20). 

The goal for response to the general task val idation 
study was 10% of all patrol officers in the State (or at 
least 50% return rate for questionnaires). This total, 
whi Ie perhaps appearing too ambitious, would easi Iy meet 
r e qui rem en t s for I ate r use 0 f val ida t ion i n form at ion for 
setting employment standards. 

To date, the return has been 58%, but the precise 
response of patrol officers within this total has yet to 
be determined. 
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DATA ANALYSES PROCEDURES AND ANTICIPATED RESULTS 
FOR GENERAL TASK STATEMENTS 

Analyses of information f~om the general task val idation 
study is underway. Two computer programs have been prepared 
for reduction of the data .. First, there wi II be a review of 
the statewide response to the survey to determine if a repre
sentative sample has been attained. It can be determined 
from analyses if insufficient numbers of responses have been 
received from regions or types of agencies within the State. 

A goal of the sampl ing plan was to produce a response 
to the general task survey of' at least 10% of all patrol 
officers in the State (excluding Milwaukee and State officers). 
With 58% (992 of [,700) of the questionnaires returned, the 
response goal appears attainable. If analyses reveal, for 
example, that compared with other agencies of 1-10 employees, 
small pol ice departments in the Northeast region of the state 
did not sufficiently respond, additional questionnaires wi I I 
be distributed or interviews wi I I be conducted to assure an 
adequate response. If a uniform response of 10% cannot be 
attained, the acceptable rate wi I I be reduced, but, whatever 
the revi sed goa I, attempts wi II be made to assure its 
uriformity across sampl ing categories. 

Next, general tasks wi I I be sorted by theIr frequency 
of performance, importance, and the rank of respondents to 
develop differences and simi larities within the following: 

the size of departments 

(a) 1-10 employees 
(b) II-50 employees 
(c) 51 up employees 

the jurisdiction of departments 

(a) p.o I i CEl 
( b ) . she r, if f 
(c) traff ic 

geographical areas of the State 

(a) Northwest 
(b) Northeast 
(c) Southwest 
(d) Southeast 
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SUMMARY 

Members of the Law Enforcement Standards Board do not 
want to leave the impression they bel ieve improved training 
is attainable by a simple hop, skip, and jump through job 
analyses and other instructional systems design procedures. 
The procedures are complicated, require the participation 
of many people, cal I for subjective judgments, and are, 
therefore, bound to stir disagreements. 

The Board approved revision of preparatory training 
by means of these procedures because of their direct bear
ing on training problems. After the steady progress of the 
past eight years, which has seen preparatory training jump 
from a fresh start to a statewide, mandatory, well-funded 
program, the Board wants to reconfirm the ~ub~tanee 06 
tnaining is more important than the eapaelty to tnaln. 

Behavioral job analyses generate information which is 
necessary for setting student preformance objectives. The 
Standards Board welcomes the opportunity to systematically 
find what new patrol officers ought to know and to develop 
and direct its resources to assure officers are trained 
accordingly. 
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PROJECT "CAREERS": A JOB ANALYSIS OF 
ENTRY-LEVEL PEACE OFFICERS IN GEORGIA 

by 

ROBERT L. LOWE, JR.* 
KEN R.o COOK* 
DAVID N. RANNEFELD* 

The Georgia Peace Officer Standards and Training 
Counci I (POST) had its beginning in 1970, when the Georgia 
Legislature recognized the need to provide law enforcement 
officers in the State of Georgia with qual ity standards 
and training to improve the effectiveness and efficiency 
of law enforcement services. As the name suggests, POST 
is concerned with establ ishing and administering minimum 
pre-employment standards which a prospective peace officer 
must meet and with the training that selected candidates 
must receive to carry out their sworn duties. The POST 
Counci I deals directly with the certification and training 
of over 16,000 peace officers employed by more than 580 
law enforcement agencies i~ the State. 

Specifically, the Georgia Peace Officer Standards 
and Training Act establishes minimum pre-employment stand
ards for al I peace officers in Georgia and requires al I 
officers employed to successfully complete a basic law 
enforcement training course. Through training ~nd 
establ ishment of selection standards for peace officers, 
the Counci I aids in the improvement of the qual ity of 
law enforcement throughout the State and in the develop
ment of professional peace officers. 

The need for standards and training for law enforce
ment officers does not end with the completion of basic 
training. If improvement in the quality of law enforce
ment services is to b~ achieved, standards and training 
must be viewed as a continuous process of perceIving and 
responding to the needs arising from the performance of 
the law enforcement function. In this regard, the POST 
Counci I initiated Project CAREERS (Qomprehensive Analysis 
of Requirements for Iffective Imployee ~ecruitment, 
Retention, and ~election) to respond to these additional 
needs. 

This two year research project was begun July 1976, 
as part of the overal I endeavor to ensure more efficient 
and effective recruitment, selection, training, and 
retenti~n of competent law enforcement personnel. Federal 

*Georgia Peace Officer Standards and Training Counci I. 
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Law Enforcement Assistance Administration funds were 
from the Georgia State Crime Commission for Phase I of 
Project CAREERS. This project was specifically designed 
to promote a career development plan for Georgia's peace 
officers. 

Phase I, as conta I ned In th I s paper, enta I I s the 
completion of a job analysis of peace officers through
out the State. The results of this job analysis will 
provide the basis for meeting the career development 
obj ect i ves I n Phase I I of Proj ect CAREERS. Add i tiona I I y, 
this information wi II enable the Counci I to base training, 
testing, and certification decisions on sol id research 
and wi II enab Ie the Counci I to ensure that its progr.ams 
in these areas are truly job-related and job val idated. 

To ensure responsiveness to law enforcement and local 
government, the affairs and actions of POST are governed 
by 20 Council members (15 voting members), of which 
represent local law enforcement or local units of govern
ment. 

Collectively, the Counci I represents a II levels of 
law enforcement in this State. Ex-officio members of the 
POST Council are the Attorney General, the Commissioner 
of the Department of Public Safety, the Preside~t of the 
Georgia Association of Chiefs of Pol ice, the President of 
the Georgia Sheriff's Association, the President of the 
Georgia Municipal Association, the President of the 
Association County Commissioners of Georgia, and the 
President of the Peace Officers Association of Georgia. 
Eight members are appointed by the Governor: one chief 
of police, two municipal police officers other than chiefs 
of pol ice, one county sheriff, one city manager or mayor, 
one county commissioner, and two peace officers. In 
addition, five members are appointed by the Counci I to 
serve in an advisory, non-voting capacity. The ongoing 
a f f air s 0 f the Co u n c· i 1st a f far e con d u c ted b y a n Ex e cut I ve 
Director. 

By the very nature of its legislative creation, the 
POST Council directly impacts upon the selection or 
employment of every peace officer in Georgia. Federal and 
State Constitutional provisions prohibit any employer -
publ ic or private -- from uti I izlng personnel practices 
affecting one's employment which may be arbitrari Iy 
established. 

Specifically, personnel standards and requirements 
must be shown to be related to the actual performance of 
a particular job and must not adversely affect any protected 
class. Many recent court rul ings demonstrate that ~eat 06 
the paY1.t~ personnel practices wi II not be toler'ated and, as 
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a result, state and federal courts are today performing 
personnel functions in more than one Georgia city. In 
essence, basing personnel practices on gut reaction rather 
than on scientifically-established research is totally 
unacceptable. 

The Phase r goal of Project CAREERS was to develop a 
comprehensive job analysis representative of entry-level 
law enforcement officers in Georgia. A job analysis is 
simply the determination of what an individual does on the 
job and how he does it. Specifically, this job analysis 
is an attempt to identify the most critical tasks per
formed by peace officers in Georgia, delienating or 
describing the dimensions of the tasks from the standpoint 
of mental, physical, and environmental determinahts, and 
the identification of knowledge, ski lis, and abi I ities 
required to perform the job as wei I as when these knowledge, 
ski lis, and abi I ities are most typically acquired. 

The Project CAREERS Staff was composed of three 
full-time staff members. Overall responsibility for 
implementation of the Project rested with the Project 
Director who coordinated project functions with the 
functions of the POST Counci I, the project advisory tasks 
forces, local units of government, and state and local 
law enforcement agencies. 

The Assistant Project Director was responsible for 
conducting studies and evaluations related to project 
objectives and coordinating plans, programs, and pol icies 
of the Project with those of other agencies. The Research 
Ass 0 c ia t e was res p 0 n sib I e for the col I e c t ion, and a n a I y sis 
and adminsitration of tasks related to the accompl ishment 
of Project CAREERS. 

It was recognized, from the very beginning, that 
project staff members had neither the background nor 
expertise to solely conduct a project of the nature of 
Project CAREERS. It was also recognized that due to 
financial constraints, sufficient staff with these 
attributes could not be employed. Therefore, three 
different approaches were uti I ized to overcome this 
identified problem and to assist staff members in the 
development of the job analysis. 

First, both a Technical Advisory and Operational 
Advisory Task Force were formed. The Technical Advisory 
Task Force consisted of 12 professionals with expertise 
in the areas addressed during the course of the project. 
This task force provided guidance in the areas of job 
analysis, job classification, validation procedures, 
statistical methods, psychometrics, EEOC guidel ines, 
personnel management, and techniques of survey research. 
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The Technical Advisory Task Force was composed of, 
academicians as wei I as industrial and governmental 
practitioners. 

An Operational Advisory Task Force was composed of 
13 law enforcement professionals representirs differerit' 
law enforcement jurisdictions in Gaorgia and different' 
levels within the hiearchy of law enforcement agencies. 
This task force provided practical expertise i~ project 
methodology, development of task survey instruments, 
and identification of possible problems to be encountered 
during the course of the project. 

Secondly. five graduate students from the Georgia 
Institute of Technology and Georgia State Univesity 
were employed. These students seeking advanced degrees 
in the fields of industrial psychology, management, and 
criminal justice assisted in developing the research 
design and methodology and in assisting in the gathering 
and analyzing of data. 

Lastly, the POST Council contracted with two con
sultants who possessed both an educational background and 
practical experience in industrial and social psychology 
to assist the staff and task forces. Specifically, they 
provided professional support in the areas of planning, 
research methodology, data gathering, data anlaysis, and 
data presentation. Those techniques were felt to be 
an excel lent means of obtaining needed experience and 
expertise with the resources which were avai lable. 

Concerned with the development of a systematic and 
logical approach to project objectives, project staff 
initiated an extensive planning and design period prior to 
the actual conduct of the job analysis. Since the job 
analysis of Phase I was viewed to be crucial to meeting 
the later objectives of Phase I I, this planning and 
design period was of utmost importance. Three phases 
were involved in this process. 

First, a comprehensive and thorough review of the 
I iterature from industrial, mi I itary, and law enforcement 
fields was conducted. Principal sources of information 
were technical reports, psychological journals, texts, and 
court cases. Second, agencies in other states which were 
involved in career development projects or selection 
efforts, simi lar to Project CAREERS, were contacted. 
These agencies provided input regarding methodologies 
uti I ized and practical considerations which were of some 
consequence to·the 'conduct of their projects. Third, 
an assessment was made of the appl icabi I ity and useful
ness of the various research strategies to the objectives 
of Project CAREERS. From this planning and design period, 
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project staff was able to specify appropriate and acceptable 
means of accomplishing the job analysis of Phase I and 
later goals of the project. This period provided a compre
hensive, theoretical framework within which the project would 

• 

progress. • 

Three methods of job analysis were applied: Task In
ventory, Position Analysis Questionnaire (PAQ), and Job 
Element Approach. Two main reasons for applying these three 
analysis methods were identified. 

First, task des~riptions, which were generated by the 
task inventory, appeared to give only a partial description 
of the job; therefore, the required job knowledge, ski lis, 
and abi I ities produced by the job element approach and the 
physical and psychological job dimensions generated by the 
Position Analysis Questionnaire were felt to be necessary 
to yield a comprehensive job analysis. 

Secondly, it was felt desirable to determine whether the 
job of peace officers across the State was homogeneous or 
relatively the same. Moreover, it was bel ieved that the 
three techniques would produce comprehensive and exhaustive 
information defining the scope and nature of law enforcement 
in Georgia. 

More than 40 work sessions were h,- 'd with ju incum
bents and supervisors, and job information was el iCI:r-;,~ 
from nearly 1,000 officers. Whi Ie these numbers are not 
intended to be necessari Iy impressive, project staff and 
advlsor!:i believe it Is indicative of the"thorough coverage 
of the job being studied. 

The peace officer population in Georgia is large and 
its fUnctions are somewhat diverse. There are approximately 
16,000 peace officers employed in The State, with jobs 
ranging from weight station inspectors to sheriffs' deputies. 

Specifically, there are three types of agencies which 
employ peace officer"s. They are (I) state agencies, 12 
state agencies which employ approximately 3,400 peace 
officers; (2) local police and sheriff departments, 159 
sheriff's departments and 373 municipal and county police 
departments which employe approximately 9,500 peace 
officers; and (3) other government agencies, district 
attorneys, constables, etc. employing approximately 3,700 
peace officers. 

Previous research by POST Indicated the following 
breakdown of sworn I aw enforcement personne I accord i ng to 
position title: patrol, 60%; administrative, 23.1%; 
i n ve s t i gat i ve, I 0 %; co mm u h i cat ion s , 3 % ; s p e cia I un its 2 % ; and 
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jailors/custodial, 1.9%. The research revealed considerable 
variation among agencies In Job classification terminology 
and practice. A comprehenisve job analysis for the entire. 
population, with such a wide ranae of.functlons could be 
done; however, with the resources avai lable, it appeared to 
be an impractical task in Phase I of Project CAREERS. 

The primary focus of this study was miniclpal police 
officers, county pol ice officers, and sheriffs' deputies. 
These individuals constitute approximately 60% of the peace 
officer population, and were chosen for several reasons 
(I) the POST Council is primarily concerned with the entry
level position; (2) this group provides the more basic 
pol ice services; (3) the functions and tasks performed by 
these agencies are simi lar and could be easi Iy examined in 
a job analysis; and (4) some Job analysis information is 
avai lable for other groups from recently completed studies, 
such as those conducted by the Georgia State Merit System 
of Personnel Administration. 

For purposes of this study, the following definition 
was developed after many lengthy discussions to clarify the 
target population: 

Pol ice officers or deputy sheriffs (sworn, ful I-time and 
uniformed) who are responsible for al I basic pol ice functions 
including enforc.ement of laws, maintenance of order, prevention 
of crime, and the preservation of life and protection of 
property. This includes officers who respond to cal Is for 
assistance and who are also responsible for observed violations 
of the law. 

This definition is intended to include primarily, local 
entry-level law enforcement offic9rs and certain state 
officers who have those arrest powers and responslbl I ities 
stated above; I.e., the Board of Regents University Police 
and Central state Hospital Police. This definition, by 
intent, excludes the Georgia State Patrol, the Georgia Bureau 
of Investigation, and other state law enforcement agencies. 
Therefore, the size of the popUlation surveyed was approxi
mately 6,000 (NOTE: 9,468 officers including supervisory, 
management, specialized, and support personnel). 

The popUlation was stratified along the dimensions of 
size, location and type of agency, because initial research 
suggested that job characteristics may vary according to 
these three dimensions. This stratification resulted In the 
identification of 13 subgroups, or cells to which the group 
of campus and institutional pol ice was added. 
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Table I 

Initial Peace Officer Stratification,Plan According to 
Type, Size, and Location of Agency 

-----'-----.---------------------------------------~--------~---

Location 
of 

Agency 

Type of 
Agnecy 

Size of 
Agency 

URBAN NONURBAN 

---~-----------_+-------------_4Z0 
(f) >

POLICE SHERIFF POLICE SHERIFF 
-13:: 
e-u 
-Ie 

(f) 

'03:: 
I» 
-r 
Or 

- (f) 
o 
z> 
>z! 

VIC rn b r VI e + G) - r 1 - + G) - r 1 - + G') I 
03:: 0 3:: rn 0 r VI e rn 0 r VI e rn I 

=8 F ~ 'i' ~ = ~ u,s: 0 ~I ~ ;:;.1 en s: 0 ~i - ;:;. t. s: I r 0 1_ +G)~r 1 _ -;:0 I> -0 -;:0 j> -0 -;:0 I 

I I 03:: 03::, 1 
"---__ --'-_-L----l. __ -1-__ r-----I---J- ____ __. . ~ I 

Subsequent research conducted in the project, primari Iy 
the analysis of task inventory data, indicated that these 
13 subgroups were inappropriate. This initial task inventory 
data analysis indicated that neither practically nor statis
ically significant differences or obvious patterns of differ
ences emerged when analyzing the data according to 13 subgroups. 

As a result of this initial analysis, the urban, non-urban 
classification was found to be in~ppropriate as a determinant 
of job differences. Also, it was determined that the medium 
categorization was not warranted. 

The remaining four subgroups, pol ice/sheriff/large/small, 
were concluded to be the best indicators of job classes. It 
should also be pointed out that while the police/sheriff sub
groups were analyzed using all the research data available, 
it was found necessary to consider only the large/smal I 
categories of these groups due to restraints on data avai I~ 
abi I ity. Therefore, the final peace officer stratification 
used in the Position Analysis Questionnaire and Job Element 
stages of the project is identified as follows. 
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Table 2 

Final Peace Officer Stratification Plan 
According to Type and Size of Agency 

Type of 
Agency 

- 1-' " 

SHERIFF 
'" 

CAMPUS 

AND 
Size of 
Agency 

POLICE 

SMALL f 
I~IQ 

LARGE SMALL 
I~IO 

LARGE INSTITUTIONAL 
50+ 50+ 

. .. ----~- ---. L • 
, 

The task inventory stage of th i s project a II owed the 
identification and quantification of duties and related 
tasks performed by peace officers in Georgia. During the 
task inventory, more than 2,000 task statements were examined 
which were developed in the conduct of other peace officer 
task analysis studies. After several edits, reviews, and 
rewrites by staff and job incumbents, a I isting of 119 task 
statements were isolated as being descriptive of the eo~e 
e~~enQe of the job of peace officer in G~orgia. 

These tasks were then rated by job incumbents according 
to the frequency with which they are performed and their 
importance to successfully performing the job. Through 
multiplying the frequency of a task times its importance, 
the e~i~iQa~i~y of a task was determined. Through computer 
analysis of this information, 52 of the task statements 
were determined to be Q4i~iQa~ to the performance of the job~ 
in other words, fai I ing to perform these tasks, or not per
forming them properly, would result in serious consequences. 
A review of these tasks indicated a wide variety of technical, 
judgemental, and communicationg types of duties, with a high 
dependency on the uti I ization of equipment required of the 
individual peace officer. 

These tasks were also analyzed by subpopulation groupings 
(such as size, type of agency, and type of jurisdiction served) 
to determine if any statistical or meaningful differences 
in peace officer duties were present in the St~~e of Georgia. 
In other words, attempts were made to assess the homogenity 
of sameness of the job across the State. 

The results of the data analysis indicated that fairly 
strong differences do exist between individual tasks performed 
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by sheriff's deputies when compared to pollce officers and, 
to a lesser extent, differences do exist between the tasks 
of large agencies and small agencies. Little or no task 
differences were found between urban and rural agencies. 

Through the use of the Position Analysis Questionnaire 
(PAQ) developed by McCormick, Jeanneret, and Mecham, it was 
possible to identify the mental and physical requirements 
necessary to complete the duties of peace officer. 

• 

• 

Through statistical analysis of the PAQ, it was possible • 
to determine how the job of peace officer compared to that 
of the average worker along certain specific worker dimensions 
which are common to al I workers, such as numerical aptitude, 
verbal aptitude, intelligence, manual dexterity, etc. The 
PAQ was also found to be a good indicator of the common 
variance between the subpopulation groupings of peace officers; • 
again allowing the assessment of the homogeneity or common-
a Ii ty of the groups. Th is i nformat i on was be Ii eved to be 
important in determining training and selection requirements 
of the job, including possible pass/fair scores in selection 
examinations. 

The PAQ data analysis revealed no meaningful or 
statistically significant differences in the physical and 
mental requirements of peace officers across the State. 
Within each subpopulation group and across al I groups. The 
resu Its i nd i cated that the job was essent i a I I Y the same. 

• 

Meaningful differences were revealed, however, when comparing • 
the job of peace officer to that of the ave4age w04ke4. Whi Ie 
several dimensions tend to characterize the job of peace 
officer as distinct from that of the working population and 
require a higher level of performance, four dimensions show 
the strongest differences: decision making, being physically 
active, operating vehicles, and processing information. • 

Also, the dimensions whlch cluster under the General 
Aptitude Test Battery (GATB) differ from the n04mal worker 
in the following sub-test areas: intell igence, clerical 
per c e p t ion, n u me ric a I apt i t u de, and ve r b a I a b iii t Y . 

The Job Element Approach was employed in this project 
to allow for the identification and quantification of the 
knowledge, skills, and abi lities (KSA's) and personal char
acteristics required to successfully perform the tasks of 
a peace officer. This type of information is believed to 
be most helpful in Identifying the training, selection, and 
evaluation criteria of the job, especially when combined 
with the information generated in the two other analysis 
techniques as discussed above. 

The job element analysis revealed that 45% of the know
ledge, ski lis, and abi I ities of peace officers are usually 
acquired on the job, with 44% acquired during basic training. 
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The analysis revealed that only 11% of the KSA's are usually 
possessed before selection or entry into the law enforcement 
service. It may be concluded from this information that 
peace officers must acquire most of the job-related knowledge, 
ski lis, and abi I ities after being employed, with a significant 
percentage of these acquired through training~ 

A review and comparison of the data generated tended to 
indicate that there were few meaningful differences between 
group responses. This leads to the conclusion that the know
ledge, ski lis, and abi I it-ies required of the general peace 
officer population are substantially the samei further 
supporting the simi lar results of the Position Analysis 
Questionnaire. . 

MAJOR FINDINGS 

The main purpose of Phase I of Project CAREERS was not 
to develop and sUbstantiate reveal ing findings, but rather 
to provide an empirical data base which statistically 
descr i bes the job of peace off i cer in Georg i a. With th i s 
data base developed, it wi I I be possible to embark upon 
other more extensive endeavors in the personnel areas of 
recruitment, selection, training, and evaluation. However, 
before such undertakings can be accompl ished, a job analysis 
must be conducted to ensure job-relatedness and val idity 
of any personnel mechanism developed. . 

Several major findings become apparent in the conduct 
of this study which are substantiated by this research under
taking and which are offered for consideration. 

1. The job of peaee on6iee~ in Georgia is a difficult 
and complex one requiring the performance of a wide 
variety of tasks, in many cases under considerable 
stress and adverse environmental conditions, with 
above-average intell igence, decision-making abi I ity, 
numerica I and verba I aptitude, and manua I dexterity 
a prerequisite. 

(a) The job of peace officer in Georgia, when compared 
to the av~age wonken of the general working population, 
requires a high, above average, degree of the fol lowing 
worker characteristics or general job dimensions: 
decision-making/communication/social responsibi I itYi 
being physically active/related conditionsi operating 
vehiclesi and processing information. 

(b) Three sub-tests of the General Aptitude Test Battery 
(GATB) - Intel I igence, Verbal Aptitude and Numerical 
Aptitude - may be uti I ized in the testing of peace 
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qfficers appl icants, as the predicted cutting or cutoff 
scores on these three sub-tests are significantly higher 
for peace officer incumbents when compared to the general 
working population. 

2. Whi Ie the Q~~~~Qal tasks performed by peace officers 
across the State of Georgia are different and may 
vary, the phys ica I and menta I requ i rements and 
necessary knowledge, ski lis, and abi I ities are essen
t i a I I Y the s a me. 

(a) The ~eal tasks perfor.med by officers employed 
in pol ice departments are statistically different 
from those performed by deputy sheriffs in approxi
mately 37% of the tasks. 

(b) Critical tasks performed by large agencies are 
stat i st i ca I I Y d i ff e rent f rom those comp leted by 
smal I agencies in only 13% of the tasks. 

(c) Critical tasks performed by officers in rural and 
urbal areas are statistically the same, being differ
ent in only 10% of the tasks. 

(d) There are no significant or practical differences in 
terms of measured job dimensions and estimated apti
tude requirements for al I peace officers in Georgia, 
based on a comparison of agencies by type, size, and 
j uri sd i ct i on . 

3. Only 11% of the required knowledge, ski lis, and 
abilities identified for peace officers in Georgia are 
usucl Iy possessed at the time of selection or employ
ment, with 44% acquired during formal basic training 
and approximately 45% acquired after basic training, 
either on-the-job or through other types of training. 

MAJOR RECOMMENDATIONS 

As previously pointed out, the major purpose of this 
report was to empirically describe the job of peace officer 
in Georgia. However, it was the feeling of project staff 
that this report should contain certain staff recommendations 
for review and consideration by the POST Counci I. These 
major recommendations which fol low are not necessari Iy new 
or novel concepts or ideas, but are recommendations which 
became apparent when analyzing th9 job analysis developed in 
Phase I of Project CAREERS. 

1. The job analysis information contained in this 
report should be utilized in determining the 
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job-relatedness (content validation) of the 
required basic law enforcement training course 
now being conducted in the State of Georgia, with 
appropriate changes or modifications implemented, 
if necessary. 

(a) Consideration should be given to the development 
and implementation of a uniform, final comprehen
sive examination for the basic law enforcement 
training course, based on the job analysis informa
tion contained in this report and the recommended 
content val idation of the basic course. 

(b) The feasibil ity of uti I izing subtests of the 
G'eneral Aptitude Test Battery should be explored 
to satisfy the legal mandates of an academy entrance 
examination to be implemented by the POST Counci I. 

2. The POST Council should consider establishing a basic 
core curriculum, based on the critical tasks identi
fied relative to all peace officers. Specialized 
training curricula or modules should be developed 

• to supplement this basic core curriculum, founded 
on the job analysis contained in this report and other 
more specialized agency analyses. 

3. As 89% of ,the required knowledge, ski lis, and 
abilities identified for peace officers in Georgia 

• are acquired after selection and 45% of these are 
acquired after basic training, attention should be 
directed to the development of training programs 

• 

• 

• 

• 

• 

and mechanisms beyond the basic course which combine 
systematic training with performance evaluation. 

(a) Consideration should be given to the development 
of career-oriented training programs which could 
be made avai lable to agencies desiring to assist 
the individual officer in acquiring the knowledge, 
ski lis, and abi I ities which wi II be required through
out his/her career. This career-oriented or career 
development training could be formal ized into an 
advanced peace officer certification plan. 

(b) On-the-job training programs, such as the F~eld 
T~aining 066~Q~ concept, should be developed 
based on the job analysis information contained 
in this report. 

(c) Information from this report, especially identified 
tasks, knowledge, and ski I Is, should be used to 
develop survey criteria for a statewide training 
needs assessment survey. 
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4. As this report addresses entry-level peace officers 
only, and is hot intended to represent all law 
enforcement in Georgia, job analyses should be 
conducted for supervisory, management; and special
ized personnel to assist in the development of 
training and selection needs and priorities for 
these peace officers. 

5. As t his job a n a I y s e sis abe gin n i n gpo i n t 0,1 I Y , 
and not a panacea for a II personne I needs of 
Goergia's law enforcement community, individual 
agencies should be encouraged and assisted by the 
POST Council in verifying or modifying the data 
developed in Project CAREERS for the development 
of personnel mechanisms which meet the special ized 
needs of the individual agency. 

A final observation of the study concerns itself with 
all three job analysis techniques employed. After a detailed 
review and comparison of all the data produced, it was the 
opinion of project researchers that, whi Ie tasks performed 
by peace officers were different for the four subgroups, 
selection and training criteria may be treated essentially 
the same for all types. This resulted primarily from a 
cross-comparison of the PAQ and Job Element data which 
revealed few differences between the subgroups. 

It should be pointed out, however, that all job require
ments can not be assessed by the same selection methods. 
Clearly, many may be suitabley addressed by written ~xamina
t i o.ns, wh i I e other requ i rements must be assessed through 
per'formance examinations, oral interviews, and medical or 
physical examinations. Other peace officer requirements 
must be evaluated on the job. 

Job selection and training criteria is as critical to 
improving worker performance as is defining the job tasks, 
dimensions, and worker characteristics. However, a task 
analysis, as completed during the course of this study, 
must come first. Therefore, peace officer personnel areas, 
such as selection and training, wi I I be dealt with in more 
deta iii n Phase I I of Proj ect CAREERS. 

Wh i I e a great dea I has been accomp I i shed dur i ng the 
conduct of the task analysis in Phase I of Project CAREERS, 
much needs to be done before more tangible benefits can be 
rea I i zed. The task ana I ys is comp I eted todate is mere I y 
a beginning point, or the basis upon which to develop 
definitive personnel or career development plans. 

With the completion of Phase I, POST has become involved 
in many Project CAREERS Phase I I activities, despite funding 
I imitations. These activities are a natural and necessary 
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outgrowth of the entry-level job analysis which was completed 
in June 1977. These activities can be grouped into four major 
efforts: 

I. Development of a val id, job-related academy 
entrance examination; 

2. Efforts to establ ish levels of certification 
beyond the present basic certificate; 

3. Administration, ana~ysis and util ization of a 
training needs assessment survey; and, 

·4. Revision of the Basic Law Enforcement Training 
Course to more accurately reflect developed task 
analysis data . 

It is our sincere hope that Project CAREERS' endeavors 
will act as a catalyst for the improvement and general 
professional ization of law enforcement in Georgia . 
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CALIFORNIA ENTRY-LEVEL LAW ENFORCEMENT 
OFFICER JOB ANALYSIS J FINAL REPORT 

by 
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This project was supported in part by Grant Number 78-DF-AX-0046, awarded 
by the Law Enforcement Assistance Administration, United States Department 
of Justice. Points of view or opinions stated in this publ ication are 
those of the Commission on Peace Officer Standards and Training and do 
not necessari Iy represent the official position of the United States 
Department of Justice. 

FOREWORD 

This research project was designed to provide the 
California Commission on Peace Officer Standards and 
Training (POST) and local law enforcement agencies with a 
more comprehensive job-analytic data base. Such a data 
base is important to the development and val idation of 
entry-level patrol officer selection standards and 
practices. 

A project of this magnitude could not have been 
possible without the extensive support and cooperation of 
local law enforcement agencies. POST wishes to thank the 
over 200 participating agencies that contributed countless 
hours to the project. Over 2,500 law enforcement personnel 
from these agencies spent an average of three hours fi I ling 
out lengthy surveys and providing expert input to the re
search staff. We are especially indebted to the following 
individuals for the time and assistance they provided: 
Lieutenant George Lotz and Sergeant Ed Doonan, Sacramento 
Sheriff Department; Sergeant Mike Bush and Officer 
Rich Lucero, Sacramento Po lice Depa rtment; Sergeant 
Bi II Lewis, Seal Beach Pol ice Department; and Officer 
Lyle Gray, San Jose Pol ice Department. 

We offer this report as an explanation of our project 
and a guide to others who are contemplating a similar 
effort. Further information about our job analysis can be 
obtained by contacting the POST Standards Research Unit. 
The Commission also sol icits your comments and suggestions 
concerning this project. 

BRADLEY KOCH 
Executive Director --------------------

*Chief of Personnel Research. 
**Staff Psychologist. 

***Staff Analyst for the Commission on Peace Officer Standards and Training; 
Geroge W. Wi I Iiams, Chief, Special Projects Bureau. 
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EXECUTIVE SUMMARY 

This report describes the methodology an& prel iminary 
findings of a job analysis of the entry-level, radio-car 
patrol officer job in Cal ifornia. The study was conducted 
by the Standards Research Unit of the Cal ifQrnia Commission 
on Peace Officer Standards and Training (POST). 

The study was begun in 1977 and conc I uded in 1979. 
Survey data were gathered from a total of 1,720 officers 
and 717 supervisory/command personnel from 219 or 53% 
of the 416 pol ice and sheriff departments in the POST pro
gram. The Cal ifornia departments sampled represent a wide 
variation with respect to department size, size and type 
of jurisdiction served, geographic location, etc. 

The data Viere collected in two major phases. In the 
first phase, frequency, importance and other ratings were 
obtained for 387 tasks in order to define the duties per
formed by the radio-car patrol officer. Additional back
ground and job-activity data also were collected in order 
to thoroughly examine for agency-specific job differences. 

Prior to the second data collection phase, statistical 
and rationat techniques were used to organize the tasks 
into 33 homogeneous and rei iable task groups or clusters. 
Agencies were compared across the 33 task groups to search 
for agency simi larities/differences. Results of ~he 
analyses showed few significant differences between agencies 
with respect to the relative importance of the task groups. 

Ih the second phase of the study, data were collected 
on the extent to which 29 identified behaviors are required 
for successful performance as a patrol officer. Those be
haviors required for successful performance of each task 
group were determined, and an agency-specific weighting 
procedure was designed for determining the relative 
emphasis each behavior (or measure of that behavior, such 
as a reading ski I Is test) should re~eive in the entry-level 
selection process. 

Software was devel6ped to permit future computer 
generation of an extensive report of agency-specific, job
analysis findings for each participating agency. It is 
possible to include in each report: detai led agency
specific and comparison group data (data from simi lar size 
and type agencies and from the entire statewide sample) 
for a wide range of background and job activity variables; 
agency-specific and comparison group weights for the 29 
behavIors; and an eXTensive narrative describing the uses 
and interpretations of the data. Cal ifornia agencies that 
aid not participate in the study can receive the same 
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report of agency-specific findings simply by completing 
the questionnaires developed during the study, submitting 
the'data to POST, and pay I ng a noml na I fee to have the 
data key-entered and processed. 

The data base generated during the study wi I I be used 
by POST to develop and validate entry-level, employee 
selection standards. Projects are now under way at POST 
to develop job-related reading, writing and physical 
performance tests. Work is also being started by POST on 

• 

• 

adaptation of the job-analysis methodology for use In • 
other states. I~ addition, the data base wi I I be main-
tained for other possible uses, including the development 
of a performance appraisal system and the assessment of 
changes in the patrol job over time. 

INTRODUCTION 

Job analysis is the cornerstone for ma~y important 
personnel programs including employee selection, place
ment, training and performance appraisal. Without such 
an analysis, it is impossible to determine what kind of 
employee should be hired, what type of person should per
form various types of jobs, what "kind of training Is 
appropriate for a new employee, and what consitltues 
acceptable performance. An employer who wishes optimum 
organizational effectiveness must begin with a job 
analysis. 

Analyses of the position of California law enforce
ment officer were begun decades ago. One of the first 
and most comprehensive job analyses of pol Ice work was 
done by the Cal ifornia State Department of Education 
(1933). In that study, over 3,000 types of skills and 
know.ledge were identified as being required for success
ful performance In various law enforcement jobs. 

Based upon the above data ;nd many other sources, 
Vollmer, Peper, and Boolsen (1951) analyzed the impli
cations of the content of the patrol officer's job, as 
wei I as the physical) mental and psychological require
ments of the job for the development of selection stand
ards and practices. The impetus for this work was the 
desire to upgrade the training and professional ism of 
Ca Ii forn i a I aw enforcement personne I. The study was done 
In connection with the Cal ifornia Peace Officers' Train
i ng Program and was a co I I aborat i ve effort sponsored by 
the Cal ifornia State Department of Education and the 
Peace Officers' Association of the State of Cal ifornia. 

228 

• 

• 

• 

• 

• 

• 

• 

• 



• 

• 

• 

• 

• 

• 

• 

• 

To further raise the competence of local lawenforce
ment officers, the California State Legislature enacted 
Sections 13500 through r3523 of the Cal ifornia Penal Code. 
As a result, the California Commission on Peace Officers 
Standards and Training was created. In conjunction with 
its role of setting statewide peace officer selection and 
training standards, POST has given its support to a number 
of projects which were designed to gather information 
about the contents of the law enforcement officer position. 
Notable among these studies are: 

a. System and Tra i n i ng Ana I ys i s of Requ irements of 
Criminal Justice Participants (Project STAR, 1974). 
Project STAR began in 1969 and was conducted by the· 
American Justice Institute and funded for California 
jointly by POST and the Law Enforcement Assistance 
Administration. It was designed to identify the roles, 
tasks, and performance objectives for several criminal 
justice positions. The ultimate project goal was that 
of developing the kinds of attitudes and behavior among 
job incumbents that would make the criminal justice 
system, in general, more effective. 

b. Basic Course Revision Project (California Commission 
on Peace Officer Standards and Training, 1977). This 
Project was bui It upon the basit data gathered in 
Project STAR, and was designed to identify those 
specific areas of knowledge and ski I I which are re-
qu i red before a new recru i t can assUme the respons i
bi I ities of a peace officer. Based upon an analysis 
of tasks performed across a wide range of departments, 
performance objectives were defined. Acceptable per
formance on the objectives is necessary for successful 
completion of the Basic Course. 

c. Career Ladders and Job Restructuring (California State 
Personnel Board, 1974). The goal of this project was to 
" .. . design and make avai lable to local jurisdictions 
model career ladders, examination, training and education 
pl.ans in the law enforcement area". As part of this pro
ject a list of over 800 tasks performed by deputy sheriff 
and police office~ classifications was developed. The 
emphasis was on creating model jobs which included the 
concept of subentry classifications and the parapro
fessional. It was hoped that the adoption of these new 
classifications would make local agency personnel 
practices more efficient an~ flexible. POST funded the 
study and it was conducted by the California State 
Personnel Board, Cooperative Personnel Services. 

d. Physical Performance Examination for Law Enforce
ment Officers (Verducci, 1975), In this study, 
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e. 

f. 

g. 

1,058 questionnaires were fi I led out by the California 
law enforcement officers. Each respondent indicated 
the specific physical ski I Is used in his/her last 
four to five emergency situations. The objective 
was to use this job-analysis information as a basis 
for the development of an entry-level physicalperfor~ 
manee test. -

Appraisal of California Patrol Officer Performance: 
Capturing Rater Pol icies (Berner & Kohl~, 1976). 
This project identified the criteria used by raters 
in California law enforcement agencies to appraise 
the bveral I performance of patrol officers. In 
addition, these criteria, or performance dimensions, 
were rank ordered as to relative importance. Using 
this information, it was possible to pinpoint 
definitions of successful patrol officer performance 
as def i ned by raters of patro I off i cers.. Recommen
dations were then made for improving rating practices. 

Medical Screening Manual for Cal ifornia Law Enforce
ment (Kohls, 1977). The Manual, produced by POST, 
is a guide to law enforcement agencies for conducting 
job-related medical screening for entry-level appl i
cants. Over 300 medical conditions were individually 
evaluated in terms of the demands of the patrol 
officer position. A qual ifying/disqual ifying recom
mendation was made for each condition. Other products 
resulting from this project include a Medical History 
Statement (to be fi I led out by applicants), a Medical 
Examination Report (to be fII led out by examining 
physicians), and a Medical Decision~Making Handbook 
to aid law enforcement agencies in determining the 
job-relatedness of any medical condition. 

Background Invest igat ion Manua I: Gu i de lines for the 
Investigator (Luke & Kohls, 1977), Recognizing 
the need for job-related procedures for conducting 
a background investigation on a law enforcement 
candidate, POST began research in 1975 to fi I I that 
need. The result of that project is a manaul offer
ing direction to the background investigator concern
ing potentially useful, job-related areas of investiga
tion and suggestions on how that information can best 
be used in assessing the qual ffications of the candi
date. A companion Personal History Statement (to be 
fi I led out by the candidate) was also developed along 
with numerous forms to expedite the task of the 
invest i gator. 
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This tradition of basing major projects on a thorough 
analysis and understanding of law enforcement positions 
is continuing. The current job-analysis project described 
in this report is the most thorough study of this subject 
done in Cal ifornia to dat~. 

As wi I I be discussed in the report, there were many 
reasons why a comprehensive job-analysis project was 
necessary. The major reason, however, was the same as 
that which led to the earlier studies; i.e., the goal of 
~stabl ishing appropriate selection and training standards 
which wi II serve to ensure a high level of professional ism 
among Cal ifornia law enforcement personnel. 

CURRENT JOB ANALYSIS PROJECT. 

Considering the extensive job-analytic work in 
California dating back to 1933, one might reasonably 
question the need for ~ny additional job ~nalysis. The 
current project was initiated after due consideration of 
the following: 

a. Previous job analyses served primari Iy as a basis 
for training and not employee selection. This 
is especially true of the most recent studies -
Project STAR and the Basic Course Revision Project. 
Different types of job analyses serve different 
purposes. Job analyses for training purposes do 
not always provide sufficient bases for the develop
ment of emp loyee se I ect ion dev tees and performance 
appraisal techniques. POST needed more specific, 
detailed job-analytic information than was avai 1-
able in order to proceed with the development of 
employee selection devices. 

b. Invariably the emphasis in past projects had been 
on the development of specific selection devices 
such as phys i ca I performance tests (Verducc i, 1975) 
or cognitive abi lity tests (Wol lack, Clancy, & Beals, 
1973). Therefore, in each case, separate job analyses 
were done. If this practice had continued, POST might 
have been cal led upon to reanalyze the same job for 
each selection technique being studied. Since the 
number of potential selection techniques and standards 
could be as high as 15 or 20, the possibi I ity existed 
of a tremendous amount of dupl ication of effort. 
Therefore, one comprehensive job analysis was proposed 
which would serve as the basis for current and future 
research. 

231 



c. In the past, POST has been more concerned about 
the employee selectionllProcess" than the specific 
ski I Is (e.g., reading and writing) which the process 
should measure. For example, POST regulations re
garding selection require an interview, a background 
investigation, and a medical examination without 
stating specifically what these techniques should 
measure. Only recently (effective January I, 1977) 
has a specific ski I I requirement become a part of 
POST's regulations (a reading skfl Is test must be 
administered to al I police applicants). With this 
specific emphasis, new demands have been placed 
upon the POST job-analytic data base. POST must 
gather the kind of data wh i ch wi I I I ead to an 
accurate specification of the type and level of 
ski I I required to successfully perform the entry
level patrol officer job in California. 

d. Many of the agencies that participate in the POST 
program are too smal I to be able to finance the kind 
of research which is needed to develop and validate 
employee selection pl"actices and procedures. There
fore, POST has begun funding the development of model 
programs. To date, recommened background investi
gation and medical screening procedures have been 
developed and manuals have been distributed to 
participating agencies. Although sufficient job 
analytic data were avai lable to com~lete those two 
projects, additional, more comprehensive data Were 
needed for the development and validation of other 
prcc.edures such as reading a.nd writing ski lis tests. 
Therefore, a major impetus for the current job
analysis project was the commitment on the part of 
the POST Commission to provide assistance to local 
agencies in the form of recommended, validated 
employee selection procedures and practices. 

e. As a consequence of the Equal Employee Opportunity 
Act in 1972, publ ic employers have been cal led 
upon with ever-increasing frequency to defend the 
val idity of their employee selection practices. 
The growing body of case law in the field of fair 
employment indicates that a successful defense 
cannot be achieved without the possession of good 
job-analysis information. The Uniform Guidelines 
on Employee Selection Procedures (1978) state: 

§ 14 Technical standards for validity studies 

a. Val idity studies should be based on review of 
information about the ,job. Any val idity study 
should be based upon a review of information 
about the job for which the selection procedure 
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is to be used. The review should include a 
job-analysis (except as a provided in § 14b(3) 
below) with respect to criterion-related val idity. 
Any method of job analysis may be used if it pro
vides the information required for the specific 
val idation strategy used. 

Doing an adequate job analysis which ultimately wi I I 
comply with the guidel ines is expensive and requires 
expertise which many local agencies do not have at 
their disposal. Therefore, POST decided to develop 
a job-analysis methodology, one which would result 
in agency-specific information. The resulting data 
could be made avai lable to each agency so that each 
would have the basic job-relevant information re
quired should it become necessary to defend the 
agency's selection practices and procedures. 

f. Not only may agencies have to defend their own 
local selection standards, but POST also must be pre
pared to defend its statewide standards. Standards 
can be applied statewide to the multitude of agencies 
in the POST program only if the job content which 
leads to the standard is the same in al I agencies. 

In order for POST to ensure the relevance of its 
standards for all the agencies in the POST program, 
job-analytic data were required to demonstrate the 
simi larity of the "perfor-mance domain" in a repre
sentative sample of law enforcement agencies. 

g. The content of most jobs changes due to technical 
advances, changes in administrative policies, sociotal 
changes and other factors. As the content of the job 
is altered, the relevance of standards for the job may 
be affected. An employer must periodically review 
the job-content domain to ensure that employee selec
tion standards and practices sti I I bear a relationship 
to what job incumbents do. POST needed a methodology 
for monitoring future job change. The goal was to: 
(I) develop base-I ine data which defined the entry
level law enforcement position as of 1977; and 
(2) develop a procedure for easi Iy comparing the 
1977 job to the job as it wi I I be performed possibly 
five years hence. 

h. A comparison procedure was also needed for new agencies 
that join the POST program. New participating agencies 
are subject to POST standards. To ensure that the 
standards are relevant, an analysis is required to 
document that the job domain of the new agency is the 
same as that of the other agencies in the POST program. 
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For these reasons, it was dec i ded that a comp I ete I y • 
new and more extensive job analysis was necessary. In 
October 1977, the POST Commission authorized the beginning 
of work ,on the job-analysis project. 

The project, v/hich is described in detai I in the 
following sections of this report, was designed to sub- • 
stantially reduce the job-analytic gap between the informa-
tion available in 1977 and that which is required for the 
purposes listed above. It was also hoped that the new data 
might be useful in conjunction with other projects and pro-
grams such as POST's basic academy trainin~,and a proposed 
j)erformance appra i sa I· project. • 

Despite the ambitious goals, however, no claims have 
bee n mad e t hat t his p r oj e c t w i I I pro d u c e a I I the > job - a n a I y
tic data required to develop and validate virtually every 
potential selection procedure used to choose law enforce-
ment candidates. For example, at the time this report is • 
being prepared, plans are being made to gather even more 
information regarding specific ski I Is such as reading and 
writing. Simi larly, more specific information than was 
obtained in this project wi I I be required to develop a 
defensible physical performance test. 

Nevertheless, the data which has been gathered 
represents a substantial step forward. As a result of 
this study, the POST Commission and local law enforce-
ment agencies wi I I have the basic data which is indis-
pensable for the development, validation, and implementa
tion of future employee selection standards and practices 
which are legally defensible and which serve to select the 
most qualified law enforcement applicants. 

GENERAL LITERATURE REVIEW 

A review of the I iterature on job analysis indicates 
that job analyses have been done by means of many different 
techniques to serve many different purposes. For example, 
in one study a job analyst might, through observation, 
ass. e sst h e p h Y sic a I d iff i cui t yin v 0 I ve din a job t 6 
determine the desired physical qual ifications of incumbents. 
In another study, the level of job responsibility might be 
assessed by means of a questionnaire in order to determine 
the level of pay. The programs which depend on job
analysis data include employee selection, employee place
ment, performance appraisal, training, transfer, pay, 
promotion, ,iob design, job restructuring, and work force 
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planning. The techniques for gathering such information 
inc Iud eq u est ion n air e s , checklists, individual and group 
interviews, and simple observation. 

Regardless of the procedure and ultimate purpose for 
doing a job analysis, the goal of job analysis is to 
determine the,basic components of work in terms of: 
(a) what is accomplished (the tasks performed); (b) what 
the workers do (the behaviors involved); and (d the know~ 
ledge, ski lis and abi I ities needed for successful perfor
mance (the required attributes of job incumbents). 

The purpose of job analysis determines whether the 
emphasis in on tasks, behaviors, attributes or some com
bination of the three. Task data, by itself, might be 
satisfactory for determining job classificati'on and 
appropriate level of pay. Analysis of job behaviors 
might be the major concern of a time-and-motion study to 
improve worker efficiency. A study of the attributes 
which reside within an employer's staff mIght be suffic
ient for work force planning purposes. An analysis of 
the interaction between tasks and attributes can provide 
clues to ways of separating jobs into component parts for 
job restructur~ng purposes. 

The current ~tudy was based upon a careful consider
ation of: (a) existing approaches to job analysis 
(especially those already used to analyze the job of law 
enforcement officer); (b) the ultimate goals of the POST 
project; (d the type of information (i.e., ta~ks, be
haviors, attributes) which would faci I itate goat achieve
ment; (d) the methods of data collection which would be 
feasible in I ight of the complexity of the job and the 
number of law enforcement agencies in California; 
and (e) the qualifications of the indivi<juals in law 
enforcement agencies who would provide the information. 

Preparatory to the project design phase, an exten
sive review of the job-analytic I iterature was conducted. 
The resulting bibiography appears in Appendix A. 

JOB ANALYSIS STRATEGIES 

Although ~n~iyzing xhe Qomponenx~ on ~ job might 
seem a simple enough task (e.g., observing someone at 
work and recording what is observed sounds easy), 
analyzing jobs is a difficult process for a number of 
reasons. First, one rarely intends to analyze a job 
by one incumbent, but rather a job performed by many 
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persons, e.g., the entire job classification - patrol 
officer~ Therefore, the question arises concerning which 
encumbents to observe. It is infeasible to observe al I of 
them, and it is difficult to pick a representative sample. 
Second, for what length of time should the observation 
continue? Would an observer see al I the important tasks 
in a day, or wou~d it take a week or longer? For example, 
there might be job differences due to seasonal variations. 
Third, if one is analyzing a job which is performed by 
more than one organization (e.g., more than one law enforce
ment agency) how does one determine that the job performed 
in one organization is the same as that performed in the 
others? Fourth, how does the job analyst know that the 
jqlb incumbent is doing the job properly? The job as it 
should be performed might be quite different from what 
the job analyst observes. 

A number of other potential problems could be 
enumerated, but the point is that any large-scale job 
analysis is subject to a number of potential pitfalls which 
can seriously undermine the usefulness of the resulting 
data. To avoid such pitfalls, elaborate systems have been 
developed in recent years to gather and analyze job-analysis 
data. The purpose of the systems is to standardize the 
nature of the job information which is gathered so as to 
avoid the subjectivity and hit-and-miss nature of the more 
traditional observation methods. 

JOB ANALYSIS OF THE POSITION OF THE LAW ENFORCEMENT OFFICER 

Job-analysis methodologies which have been used in the 
law enforcement setting include: the Job Element approach 
(Eyde, Tordy, Primoff, & Hardt, 1976); Functional ·Job Analysis 
(McGowan & Riley, 1975); Critical Incident ApproC'ch (Heckman, 
Groner, Dunnett, & Johnson, 1972); Position Analysis Question
naire (Lifson, Wilson, Ferguson, and Winick, Inc., 1976); 
systematic interview with content analysis (Wollack et al., 
1973); criterion sampling approach (Shavelson& Beckum, 1974); 
task checkl ist approach (Rosenfeld & Thornton,. 1975); 
Georgia Peace Officer Standards and Training Council, 1977; 
Honey, 1978); and Comprehensive Occupational Data Analysis 
Programs (CODAP) (Goodgame & Rao, 1975). 

Based upon an analysis of the relative strengths and 
weaknesses of each of the above methodologies, two important 
decisions were made at the onset of this project. First, 
one goal of the project was to document the contents of the 
patrol officer's job in order to adequately defend the job
relatedness of subsequently developed tasks and standards. 
The best way to determine the contents of a job Is to record 
the tasks which are performed. Therefore, a task approach 
was chosen as opposed to a behavioral approach or an approach 
thai- emphasized knowledge, ski lis, and abi I ities. Second, 
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the complexity of the patrol job requires a large number 
of tasks to adequately describe it (i .e., between 300 to 
500 tasks). The only methodology which to date has in
corporated the task approach with such a large number of 
tasks is the CODAP System. Nevertheless, subsequent field 
tests of the CODAP-type survey indicated that California 
patrol officers had difficulty relating to the ne~a~~ve 
~ime ~pen~ scale which is an integral part of the CODAP 
system and data-analysis procedures. 

Therefore, the major finding from the literature 
review was that to achieve the goals of this project, a 
somewhat different methodology had to be developed than was 
heretofore available. 

OBJECTIVES AND RELATED ISSUES 

As stated previously, job analyses are conducted for 
a wide variety of purposes, ranging from the development 
of employee selection and training standards, to the 
res t r u c t uri n 9 0 f job san d the est a b lis hm en t 0 f wag e I eve Is. 
The appropriateness of each of the establ ished job-analysis 
techniques is, in turn, dependent upon the specific objec
tives to be achieved. As a first step toward selecting or 
designing a job-analysis methodology, it is necessary to 
establish the objectives of the analysis. 

OBJECTIVES OF THE POST JOB-ANALYSIS PROJECT 

The objectives of the POST project were: 

To collect those kinds of job-analytic data 
that are necessary for the development of valid, 
statewide, entry-level, employee selection 
standards', including the identification of 
the ski lis, abi I ities, and other- personal 
characteristics that are necessary for 
successful completion of impor-rant job duties. 

To co I I ect the above data ina manner that 
would: result in very detailed job infor
mation that could be quantified; allow for 
the identification of important job 
and behaviors; allow for the identification 
of job simi larities and differences as a 
function of agency, shift, length of service, 
sex of officer, etc.; a Ilow for subsequent 
analyses of changes in the job; result r'n 
agency-specific job infor'mation that local 
agencies could use to defend their own local 
selection standards; and make it possible to 
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subsequently collect job-::nalytic data from 
agencies that were not in the initial job 
analysis, and compare the additional data with 
the data already collected. 

To satisfy federal and State fair employment guide
I ine requirements for demonstrating ·the job
relateness of selection standards. 

Secondary objectives were to collect the kinds of job
ahalyt i c data that cou I d be used to: estab Ii sh tra i n i ng 
priorities; develop a defensible performance appraisal 
instrument that could be tai lored to local agency needs; 
and develop an accurate job description that could be used in 
future recruiting efforts to assist potential job applicants 
in making career decisions. 

ISSUES RELATING TO THE POST JOB ANALYSIS 

With these objectives in mind, a number of issues relating 
to the specific approach to be taken in the job analysis were 
addressed by POST. The issues, which must be resolved during 
the planning stage of any job analysis, are briefly described 
below. The approach taken by POST with regard to each issue 
is also described. 

What Job Should Be Analyzed? 

In essence, this issue was one of deciding whether or 
not to include i'n the job-analysis sample any entry-level 
officers having an assignment other than radio-car patrol 
(traffic, custody, etc.). In all of the prior job-analysis 
studies of the entry-level position examined by POST. 
officers with such specialty assIgnments were included in 
the job-analysis samples. After considerable discussion of 
the issue, the decision was made to exclude specialty
assignment personnel from the POST job analysis. This 
decision was rooted in the assumption that departments do 
not, and should not, hire people as entry-level patrol 
officers on the basis of their qual ifications for specialty 
functions, but instead hire people on he basis of their 
qualification to work the basic patrol job. 

What Should Be The Unit of Analysis? 

One of the objectives of the POST Job analysis was to 
identify job differences. There were two basic approaches 
that were available for this purpose. The first consisted 
of using the individual as the basic unit of analysis and 
clustering individuals to identify distinct jobs. The 
second consisted of averaging the responses from the 
officers in a given agency to arrive at the avehaRe job for 
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that agency; and then clustering agencies to identify agency 
specific job differences. 

The decision was made to use the agency as the unit of 
analysis for a variety of reasons. First, from a purely 
psychometric standpoint, averages or means of the data from 
several individuals are more reliable than the data from any 
one individual. The job clusters which emerge from cluster-
i ng agency means are therefore more re I I ab I e (and more 
meaningful) than the job clusters which emerge from cluster
ing individuals. Second, it was felt that POST could best 
address the problem of portabi I ity by using the agency as the 
unit of analysis. Briefly, portabi I ity is establ ished by 
showing that selection standards based on the combination of 
job-analytic data from multiole agencies are appl icable to 
a single agency. Portabi I ity is expressly addressed in 
federal and State fair employment guidel ine sections per
taining to multi-jurisdiction val idation studies. In the 
case of an agency that participated in the initial val idation 
study, portabi I ity must be addressed by showing that the job, 
as it exists in that agency, is not significantly different 
from the composite job that was defined in the study by 
combining the job-analytic data from multiple agencies. For 
an agency that did not participate in the initial val idation 
study, portabi I ity must be addressed by provIding a mechanism 
for comparing the job-analytic data collected in the initial 
val idation study with the job-analytic data collected in 
the new agency. 

By using the agency as the unit of analysis and cluster
ing agencTes, the portabl I ity problem is resolved because 
by definition al I agencies within an agency cluster have the 
same ave~age job (they are clustered on the basis of job 
similarity). Thus, the selection and training standards 
establ ished for the entry-level job for an agency cluster are 
appropriate for each agency within the cluster. 

The portabi I ity problem as it appl ies to a new agency 
is addressed by: (a) having officers from the new agency 
respond to the same job-analytic Inquiries that were 
responded to by agencies in the initial study; (b) computing 
the additional responses to arrive at the ave~age job for 
the new agency; and (c) comparing that ave~age job with the 
ave~age job defined by each agency cluster. If the new 
agency fits into a cluster, the standards establ ished for 
that cluster are appl icable to the new agency. If the new 
agency does not fit into a cluster, standards must be 
in di v i d u a I lye s tab lis he d for the age n c y . . 

Therefore, using agency as the unit of analysis ·was 
preferred because it was more consistent with the goals of 
this project. 
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What Kind(s) of Job Data Should Be Collected? 

As mentioned previously, there are a number of 
recog~ized techniques for analyzing jobs, including, but 
not limited to: task analysis, the Job Element Approach, 
Functional Job Analysis, the Critical Incident technique 
and techniques uti I izing standardized data collection 
instruments such as the Position Analysis Questionnaire 
(PAQ). 

Based on past experiences in multi-jurisdiction 
research, as wei I as an extensive review of previous job
analytic studies of. law enforcement, POST decided to use 
the task-analysis approach for collecting the majority of 
the desired job information. It was felt this approach 
would: 

Provide the best mechanism for generating 
the kind of fundamental data needed to serve 
as a basis for job-related selection stand
ards, and; 

Offer the greatest flexibi I ity for deal ing 
with the portabi I ity problem. 

A tota' of 387 task statements were deve loped to co I I ect 
task data of sufficient specificity to achieve the stated 
objectives of the study. Four types of infor'mation were 
collected for ea6h task. 

• 

• 

• 

• 

• 

• Frequency Data. Data on the frequency with which jobs 
tasks are performed were obtained primari Iy for the 
purposes of determining: (a) what tasks are performed 
in a given agency; and (b) the relative frequency with 
which tasks are performed in a given agency. The 
rating scale used to collect frequency information was: • 

FREQUENCY SCALE 
.. , ;:;";,,,;';;-, .•.. M,«~ .. '>>>>"-"'~~.w·~:~:~::;~'··:on~h". 1 h':::»;'::=;-:::':'7:~"::::Y:'-"-'''''''''''''x''~",,",''.-'*.' .. ""v ... ,,, .w ... ,,,·""'""'" 'll 

I hAve: dontr $. 

thi. bnk in I 1 h.\ve 1 
1v!ore than Sc\'er~l Sever:.l Less than th .. agency never dor.e ' 

onCe par lir~cB limes once per but no, i.n lhn this ta9k in F 
d"; ~~;IY 'Wi:'. 1V':'~=-":;::Y~,=,O'~""';'"''']1 

• 

• Importance Data. Task importance ratings were collected 
for the purpose of Identifying those tasks of sufficient 
importance to serve as the ba~is for identifying the 
behaviors required for successful overal I job perfor
mance. In addition, these data were considered essential 
for. Identifying agency-specific job differences that • 
might have Impl icatlons for agency-specific selection 
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systems. The rating scale used to collect importance 
data was: 

IMPORTANCE: When this task is done, how important is 
successful completion of this task to overall patrol 
officer/deputy job performance? 

(I) Of little impol-tance 
(2) Of some Importance 
(3) Impor-tant 
(4) Very Important 
(5) Critically Important 

When Learned Data. Information concerning the 
perceived necessity of knowing how to perform a 
a given task prior to actual job assignment was 
obtained using the following scale: 

WHEN LEARNED: To what extent is it necessary that 
officers/deputies learn to perform this task in the 
academy prior to any job assignment? 

( I ) Not necessary ca n best be learned on the 
job. 

( 2 ) Some preparation in the academy is necessary 
but f u I I c.ompetence can best be achieved on 
the job. 

(3) Fu I I competence must be achieved i n the 
academy before any job assignment. 

When learned data dere obtained for the twofold 
purpose of identifying those tasks that have 
impl ications for selection standards (tasks that 
cannot be learned in training or on the job), 
and identifying those tasks that should be 
stressed in the basic academy training program. 

Relation to Performance Data. Finally, in antici
pation of developing a statewide performance 
appraisal device at a later date, ratings were 
obtained of the extent to which successful per
formance of a given task distinguishes superior
from marginal officers (as opposed to tasks 
which are performed equally well by both superior 
and marginal officers). Obviously, those tasks 
that distinguish superior from inferior officers 
are best suited for incorporation into a perfor
mance appraisal system. 
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The rating scale used to collect this task 
information \yas: 

RELATION TO PERFORMANCE: To what extent do successful officers 
perform this task better than marginal or poor officers? 

( I ) I n genera!, a I I off i cers perform th is task about equa II y 
well. 

(2) Some officers perform this task better than others, but 
they are not necessari Iy the better performers. 

(3) Generally, successful officers perform this task better 
than marginal or poor officers. 

• 

• 

• 

Frequency ratings were provided by patrol officers, and • 
al I other task ratings (Importance, When Learned, and Re-
lation to Performance) were collected from persons currently 
having direct supervisory responsibi I ity for patrol officers. 
The decision to collect the data in this manner was based 
on the consensus of the persons contacted by POST who have 
done ~xtensive work in job analysis. These persons in- • 
dicated that incumbents are best able to report the 
frequency with which they ~erform job activities, and their 
supervisors are best able to provide evaluative information 
about the job activities performed by their subordinates. 

In addition to task data, several types of supplementary • 
data were collected. A brief description of each -rype of 
da-ra, as well as the reasons for collecting the data, fol low: 

Background and Organizational Data. Data were collected 
on four organizational variables (e.g., size of agency) 
~nd twenty respondent background variables (e.g., • 
education). These data were collected to provide the 
necessary documentation of the job analysis sample 
and the qual ifications of the survey respondents. 
The full I ist of background and organizational 
variables for which data were collected appears in 
Appendix B. • 

Incident Data. Frequent, Importance, When Learned 
and Relation to Performance data were collected for 
each 0" 110 incidents which patrol officers are 
typically called upon to handle (traffic hazards, 
false fire alarms, loitering, etc.). These data • 
were collected to more fully describe the patrol 
officer job, as wei I as to permit closer examina-
tion for significant agency-specific job differences. 
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Time Spent Data. Time estimates were obtained for 
twelve patrol activities which involve such indefinite 
and sometimes lengthy periods of time that they cannot 
be summarized with simple task statements (gene4ai 4adio 
c.a4 pa.t4oi, w4i.ting aYl.d/04 cUc.;ta:ting 4ep04.tJ.J, etc.). 
The twelve activities appear in Appendix C. 

Vehicle Operation and Equipment Data. Simple yeJ.J/no 
responses were co I I ected concern i ng the use of 40 
different types of eqlJipment and the operation of 
twelve different types of vehicles. These data were 
collected on the assumption that if the majority of 
patro I off i cers use a part i cu I ar pi e.ce of equ i pment 
or operate a particular vehicle on the patrol job, 
it is reasonable to require that job applicants 
possess the basic abi I ities required to use/operate 
the equipment or vehicle successfully. The equip
ment and vehicles for which these data were collected 
are I isted in Appendix D. 

Writing Criteria Data. Before the project began, and 
based upon already existing job-analytic data, POST 
felt that writing might emerge as one of the more 
important job behaviors. Therefore, an attempt was 
made to identify the criteria of acceptable written 
communication. Importance, When Learned and Relation 
to Performance data were collected for the fol lowing 
writing criteria: correct grammar, correct spel ling, 
correct punctuation, proper use of words, proper 
sentence structure, proper paragraph construction and 
legibi Iity. These data have Important Implications 
for the kinds of writing skills that should be eval
uated in examinations used to select entry-level 
off jeers. 

Behavioral Data. In order to best meet the primary 
objective of the study of collecting job-analytic 
data that could bl? used to develop valid entry-level 
selection standards, it was felt that two basic kinds 
of data were needed. First, data were needed that 
describe the important activities a patrol officer 
actually performs on the job. The extensive task 
data and other previously described data were 
collected for this purpose. Second, data were 
needed that describe what kinds of behaviors a 
patrol officer must exhibit in order to perform 
important job activities successfully. These data, 
which wi I I ultimately be used to identify the 
qualities needed by people to be successful patrol 
officers (situational reasoning, oral expression, etc.), 
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were co I I ected in the second major phase of the 
study. 

Specifically, 29 types of behaviors were identified 
as being potentially related to successful patrol 
officer performance. Descriptions of the behaviors 
appear in Appendix E. Supervisory ratings were 
collected regarding the extent to which each type of 
behavior is required for successful performance of 
each of 33 groups of homogeneous tasks (homogeneous 
in the sense that the tasks within a given task group 
require similar actions on the part of the officer). 
The r a ti n g s c a I e used for t his pur p 0 s e was the fa I low
ing six-point scale: 

To what extent is (name of behavior inserted here) 
required for successful performance of the tasks 
below? 

o Not r.equired 
I Seldom Required 
2 Occasionally Required 
3 Often Required 
4 Usually Required 
5 Always Required 

How Should the Data be Collected? 

Among the data collection techniques frequently used in 
job analysis are direct observation, questionnaire response, 
individual and group interviews, work diaries, and the re
view of job-activity records (time sheet, activity reports, 
etc). In large multi-jurisdiction job analyses, such as 
this project, virtually the only feasible technique is the 
questionnaire. Accordingly, POST relied almosT exclusively 
on questionnaires for data collection. 

PROJECT STEPS 

As with any project of this magnitude, describing al I 
the steps in the project in detail becomes an impossible 
task. The only feaslLle approach is TO explain the major 
project milesTones. 'ihis section contains a description 

244 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



• 

• 

• 

• 

of the nine mostfmportant comp6nents of the POST job-ana.ysis 
pro j e ct. Any 0 new ish i n g m 0 red eta 'i led i n for mat ion abo u t 
the project is invited to contact the POST Standards 
Research Unit which conducted the job analysis. 

LITERATURE REVIEW 

A thorough review was conducted of the job-analysis 
I iterature. The major objectives of the I iterature review 
were: (I) to gain an understanding of the various job
analysis techniques and the relative strengths and weak
nesses of each technique; (2) to determine what approaches 
to job analysis have been used in previous large scale 
research studies of the patrol officer job; and (3) to 
rev i ew federa I and State fa i r emp loyemnt gu i de lines and case 
law for the purpose of determining the legal requirements 
for job analysis. Literature referred to in the attached 
bibl iography (see Appendix A) was reviewed. In addition, 
the authors of many of the major studies referenced in the 
bibl iography were personally contacted by POST to sol icit 
their comments and suggestions with regard to POST's study. 

ESTABLISHMENT OF PROJECT OBJECTIVES 

Project objectives were establ ished to guide POST staff 
in the design and conduct of the study. In arriving at the 
project objectives, which were enumerated in the previous 
section of this report, the following factors were taken 
into account: 

The information obtained in the I ite,';:;"~re review; 

POST's needs as the State agency responsible for 
establishing minimum statewide selection and 
training standards; 

The needs of local agencies, each of which has 
responsibi lity for selecting their officers in a 
job-related and legally-defensible manner. 

DEVELOPMENT OF PROJECT DESIGN 

A detai led project design was developed. Among the 
major decisions that went into the development of the 
project design were: 
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The kind(s) of data to be collected (decision: task data 
and data on the behavioral requirements for success-
f,u I performance of important task(s); 

The data collection procedure(s) to be used (decision: 
questionnaires); 

The departments to be surveyed (decisions: for task 
data, any police or sheriff department in the State 
wishing to participate in the study; for behavioral
requirement data, a representative sample of partici
pating police anq sheriff's departments); 

The respondents to be sampled Idecisions: for task data 
from each agency, a minimum of .six or 10% (whichever was 
greater) of the patro I off i cers current I y work i ng rad i 0-

car patrol, an equal number of patrol officers from 
each shift, a minimum of three patrol supervisors -
one from each shift; for behavioral requirement data, 
from 41 representative agencies, one patrol super-
visor or ther individual having at least one year 
of current experience directly commandingl 
superv i sing patro I off i cers-I; 

The principal method to be used to coordinate 
project field activities (decision: written 
communications to +he person designated as the 
agency's project coordinator by the chief or 
sheriff of the participating agency); 

The principal data analysis techniques to be used 
(decisions: see Project Results and Products 
section of this report); 

The data to be reported back to participating 
departments (decision: see example feedback 
information in Appendix F). 

DEVELOPMENT OF TASK SURVEYS 

The principal data collection instruments used in the 
study, the incumb~nt Survey (Appendix G) and the Supervisory 
Survey (Appendix H), were developed in a five step process: 

I. POST compi led approximately 2,000 task statements 
from previous job analyses of the entry-level law 
enforcement officer position. 
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2. With the assistance of two incumbent patrol officers, 
POST reviewed the approximately 2,000 tasks. Re
dundant tasks were deleted, ambiguous tasks were 
reworded, and incomplete tasks were combined to 
arrive at a preliminary listing of approximately 500 
tasks. 

3. Two patrol officers, two sergeants and one lieutenant 
from local law enforcement agencies met with POST to 
review the preliminary task I isting. Changes were 
~ade in the tasks where appropriate, and a revised 
task I isting was incorporated into draft versions of 
the incumbent and Supervisory Surveys. 

4. The questionnaires were field tested in 33 pol ice and 
sheriff departments. Each department was visited 
for two days by either POST or one of the five local 
law enforcement officials who participated in the 
drafting of the qUestionnaires. One day was devoted 
to f1.A..de.-a1.ong observation for the purpose of: 
(a) ascertaining that the tasks in the draft question
naires were being performed, and (b) identifying any 
tasks performed on the job that were not included in 
the questionnaires. Group meetings were held with 
local personnel (usually an officer and a sergeant) 
on the second day to go over the questionnaires and 
resolve areas of confusion or concern on the part 
of the particlpants. Suggested modifications of 
the questionnaires were documented. 

5. Those individuals who visited the 33 departments met 
to discuss their findings. A revised draft of each 
questionnaire was completed and again field tested. 
No major revisions were suggested as a result of 
these field tests and the qUestionnaires were prepared 
for pri nti ng. 

SURVEY MAILOUT AND REVIEW 

A total of 2,071 Incumbent Surveys and 766 Supervisory 
Surveys were mai led to 219 Cal ifornia pol ice and sheriff 
departments. Detai led instructions for administering the 
surveys were mailed along with the surveys. All materials 
were addressed to the project coordinators from the partici
pating agencies. 

Each returned questionnaire was carefully reviewed 
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by POST. Returned questionnaires were rejected ~f: 

The respondent did not meet the experience or 
assignment requirements specified for survey 
respondents; 

The respondent fai led to respond to 10% or more 
of the questionnaire items; 

Any of the respondent's ratings exceeded the 
range of a rating scale (e.g., on a scale from 
1-5, the respondent gave ratings of 6 or above); 

The pattern of a respondent's ratings suggested 
that the respondent did not take the questionnaire 
seriously. 

In instances where there appeared to some confusion on 
the part of the respondent, POST contacted the respondent 
to discuss the"matter. Often this follow-up call resulted 
in the questionnaire being returned to the respondent so 
that he/she could go over the section of the questionnaire 
that caused confusion. 'The questionnaire was then returned 
to POST for inclusion in the study. 

Using the above criteria and procedures, a total of 1,720 
Incumbent Surveys and 675 Supervisory Surveys were retained 
for data processing. 

ANALYSIS OF TASK DATA 

For a more deta i led descr i pt i on of a II the major ana lyses 
performed on the Incumbent Survey and Supervisory Survey 

• 

• 

• 

• 

• 

• 

data to date, the reader is referred to the Project Results • 
and Products section of this report. That' which follows is 
a I imited discussion of the major analyses that were performed 
on the basic task data. 

Summary descriptive statistics (means and standard 
deviations) were computed for each task on each of the four • 
rating scales (Frequency, Importance, When Learned, Relation 
to Performance). Statistics were computed for each agency, 
as well as for the entire statewide sample. Tas:ks given low 
mean Frequency and Importance ratings by the vast majority 
of agencies were excluded from further study. 

Analysis of variance techniques were used to examine 
for job differences as a function of shift and officer 
tenure (1-3 years versus over 3 years of patrol experience), 
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As expected, significant shift differences in task frequency 
were found for a sub~tantial number of tasks. 

A combination of statistical and rational techniques 
were used to group tasks. Factor analyses were conducted 
to identify task factors. The tasks comprising each of the 
the task factors were then reviewed by POST sUbject-matter 
experts. Using the task-factor information, the subject
matter experts organized the tasks into groupings of task 
that imply similar action on the part of officers. Reli
abi I ity estimates of the Importance and Frequency ratings 
for each task grouping were computed as a val~d~~y QheQ~ 
on the decisions of the expert judges. The final set of 
33 task groups or clusters which emerged are presented in 
Appendix I. The number of tasks defining the task groups 
ranges from two tasks for Task Group 9 (Lineup) to 32 tasks 
for Task Group 28 (Reading). 

The mean agnecy Importance ratings for the final 33 
task groups were analyzed using a cluster analysis pro
cedure to check for agency-specific job differences. No 
job differences of practical significance were found. 
The task groups also were used by supervisory personnel to 
make inferences about the behavioral requirements of the 
job in the second phase of the study. 

DEVELOPMENT AND ADMINISTRATION OF SURVEY OF BEHAVIORAL REQU.lREMENTS 

The research I iterature was carefully reviewed a second 
time to develop an extensive list of all behavioral charac
teristics previously identified as being important for 
successful performance as an entry-level officer. A 
prel iminary I iso-ring was developed of over 400 such be
havioral requirements. 

POST reviewed the list, el iminating redundant behaviors 
and ass i 9 n i n 9 s Lm i I arb e h a v i 0 r s tot h e sam e b e h a v i 0 r a I 
qategory. Using this information, definittons of 32 
behavioral categories were drafted for review by POST 
sUbject-matter experts. Following this review, the 
behavioral categories were revised by POST AND resubmitted 
tot h e sub j e c t - mat t ere x p e it s . A I Ire vis ion s we rea p pro v e d 
and the f i na I list i ng of 29 behav i ora I categor i es was 
incorporated into a draft Survey of Behavioral Requirements. 

In order to obtain the kind of detailed behavioral 
data needed to meet the stated objectives of the project, 
the Survey of Behavioral Requirements was designed such 
that the same respondent rated the extent to which 
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each of the 29 behaviors Were required for successful 
performance of each of the 33 task groups (a total of 
957 judgments). Severa I drafts of the Survey of 
Behav i ora I Requ i rements were tested until a format 
could be found that faci I itated the collection of such 
a large number of jUdgments. A pl.rtion of the final 
version of the survey is presented in AppendLx J. 

The questionnaire was administered to a representative 
sample of 42 supervisory personnel from 34 police depart
ments and 7 sheriff departments. The questionnaires 
were completed in a series of five one-day workshops held 
state-wide. . 

ANALYSIS OF BEHAVIORAL REQUIREMENTS DATA 

Simple frequency distributions were tabulated -of the 
ratings given for each behavioral category/task group 
combination (957 frequency distributions). A behavioral 
category was not considered to be required for successful 
performance of a task group if fewer than 70% of the 
respondents indicated that the behavioral requirement was 
o6~en required for the task group. Zeroes were assigned 
to the behavioral category/task group combinations 
failing to meet this criterion. Mean ratings were com
puted for al I other behavioral category/task group 
combinations. Several mathematical computations were 
then performed on these data to arrive at relative weights 
+or the behavioral categories. These weights reflect 
the relative emphasis that should be given to the 
measurement of the 29 behaviors in the selection process. 
A unique set of weights was computed for each agency. A 
detai led description of the procedure used to derive the 
weights is given in the Project Results and Products 
section of this report. 

FEEDBACK OF PROJECT FINDINGS 

A computerized procedure wi II make statewide and 
agency-specific findings available to each participating 
agency. A prototype format for the feedback report 
appears In Appendix F. The data fi Ie that was created 
to make it possible to computerize the feedback procedure 
is also described in the Project Results and Products 
section of this report. 
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PRODUCT RESULTS AND PRODUCTS 

Over two mi I I ion data characters have been gathered 
from patrol officers, supervisors, and command-level 
personnel. This data base wi II initially be used to 
develop and val idate employee selection devices. The 
data base wi I I also be maintained for future possible 
uses including: developing performance appraisal 
systems, establishing and validating the basic training 
curriculum, researching agency similarities·ahd differ
e n c e s j and fee di n g back i n d i vi d u a I i zed job ana I y sis 
results to each agehcy. Therefore, the major product 
of this project is the extensive data file which has 
been estab I i shed. 

With regard to results, the number of possible 
analyses with a data base this size is voluminous. 
Only a fraction of these analyses have been done to 
date. The resu I ts of the data co I I ect i on process, the 
development and organization of the data file, some of the 
completed analyses, and a procedure to feed back data to 
local agencies are described in this section. 

DATA COLLECTION RESULTS 

Agency Sample 

Two hundred and nineteen of the 416 el igible 
Cal ifornia law enforcement agencies volunteered to 
participate in the project. One hundred and ninety 
(53%) of the 358 municipal agencies participated as did 
29 (50%) of the county sheriff departments. Participating 
agencies represented a wide range of size categories and 
geographical areas. Several participating agencies have 
fewer than 6 sworn personnel, and four agencies have 
over 2,000 sworn. Everyone of 15 defined intermediate 
size categories was also represented. Agencfes from 
the northernmost to the southernmost boundaries of the 
State participated. Agencies serving mountainous areas, 
a g ric u I t u r a Ire g ion s, sea sid ere s 0 r t s, des e rt are as, 
and large metropol itan communities also participated . 
Virtually all types of municipal and county agencies 
were represented in the study. Therefore, POST bel ieves 
the state-wide job-analysis results are based on a truly 
representative sample. 
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Respondent Sample 

Based upon criteria for the selection of the 
re~pondent sample within each agency, agency repre
sentatives from the 219 agencies requested 2,071 
Incumbent Surveys and 766 Supervisory Surveys. 
Ninety-four percent of the Incumbent Surveys and 93% 
of the Supervisory Surveys were returned. 

The returned surveys were thoroughly scrutinized for 
deficiencies such as: (<p)" incomplete responses outisde 
the range of the response scales; and (b) fai lure of the 
respondent tom~et the sample criteria. As a result 
of this review, 11% of the returned Incumbent Surveys 
were el iminated (the major reason for rejection was the 
fai lure of the respondent to meet the criteria for in
clusion in the sample). Five percent of the returned 
Supervisory Surveys Were rejected. 

The final sample consisted of 1,720 incumbents and 
675 supervfsors. The 1,720 is an average of approximately 
33% of the incumbent patrol officers in the 219 agencies. 

DATA FILE 

As already stated, the data file is the most 
important project product. The organization of the fi Ie 
and some of the analyses of the data within each com
ponent of the file are described in this section. 

Background and Organizational Variables 

The major characteristics of the 1,720 officer, 
incumbent sumple fol low: 

The mean age of respondents was 30.4 years. 

95% were males; 5% females. 

81% were Caucasian; 19% representatives of various 
minorities (e.g. 5% Black and 10% Spanish surname). 

91% had some col lege credits: 21% had achieved the 
baccalaureate degree. 

The average experience at the patrol office rank 
was 53 months. 

The average length of ~ime in their present patrol 
assignment was 38 months. 
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33% were working the day shift; 34% the evening shift; 
28% the midnight shift, and 5% worked rei ief. 

The average length of time in their current shift was 
11.4 months. 

97% of the officers had worl~Jat least one other shift 
during their career within the current agency. 

The average length of time at their present beat was 
16.7 months. 

72% bf the officers patrol led a beat which was 10 square 
miles or less. 7% patrol led an area of over 100 square 
mi les. 

71% of the officers patrol led a beat in which the 
predominant type of bui Iding was the single fami Iy 
residence. Only 1% patrol led areas which were 
predominantly industrial/manufacturing. 

The major characteristics of the 675 supervisor 
sample follow: 

The mean age of respondents was 37.8 years. 

99% were males; 1% females. 

91% were caucasian and 9% minorities. 

90% had some col lege credits; 26% had achieved 
the baccalaureate degree. 

90% possessed the rank of sergeant; the remaining 
10% had higher ranks. 

The average number of months at their current 
rank was 53.9 months. 

33% were working the day shift; 31% the evening 
shift; 22% the midnight shift and 14% were working 
re lief. 

As can be seen, both the patrol officer sample and 
the supervisory sample are diverse in terms of such 
variables as age, sex, ethnicity, formal education, work 
assignment and shift. In addition, al I individuals in 
both Rroups have met strict tenure and assig~ment criteria. 
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Therefore, POST is confident that the resulting descri
tion of the job is as accurate as possible without 
gathering data from all California p~trol officers. 

The data base wh i ch has been estab! i shed a I lows 
POST to explore possible variations in job content which 
are a function of, or correlated with, any of the patrol 
officer or supervisory variables which are stored in the 
Background and Organizationa I section of the data fi Ie. 
For a full I ist of Background and Organizational 
Variables, see Appendix B. 

Task Variables 

Of the original set of 387 task statements, 58 were 
el iminated from this section of the fi Ie either because 
they were infrequent and unimportant, or they fell more 
logically under other data-fi Ie sec-rions such as 
e.q u-tpm e.n:t 0 r V e.h-tc.! e. 0 p e.Jr.a:t-to n. The r e m,a i n i n q 329' 
tasks were anlayzed to determine which subsets of tasks 
require simi lar behaviors (e.g., a number of tasks in
volving pape.Jr.woJr.k require simi lar behaviors such as 
writing, filing, etc.; all such tasks were clustered 
into a 25-item task group). By means of a statistical 
procedure called' 'oac.:toJr. ana!Y.6-t.6 supplemented by a 
rational analysis, the 329 tasks were clustered into 
33 task groups. The ti'tles of thQ groups appear in 
Table I. The items included in each task group 
appear in Appendix I. The task group scale reliabili
ties were statistically evaluated and only reliable 
combinations of tasks were considered for the final 
groups. 

For each task and task group, the fi Ie contains 
ratings on the four scales (Frequency, Impor-rance, When 
Learned and Relation to Performance) for individuals, 
means and standard deviations for the total sample of 
individuals, means and standard deviations of ratings 
for individuals within each of the 219 agencies (219 sets 
of agency means), means and standard deviations for groups 
of agencies (size and type categories), and means and 
standard deviations across the 219 agencies (i.e., Mean 
of the 219 means). For example, Table 2 presents the 
means of the tota I samp I e of I ,720 incumbents and 
675 supervisors for the tasks within the task group 
Ve.c.-t.6-ton Mak-tng. 
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• Titles of Task Groups 

• PATROL AND INVESTIGATION TASKS 

I. Arrest and Deta i n 
2. Chemical, Drug, Alcohol Test 
3. Decision-Making 

• 4. Fingerprinting/Identification 
5. Fi rst Aid 
6. Review and Recal I of Information 
7. I nspecti ng Veh i c I e, Property and Persons 
8. Invest i gat i ng 
9. Lineup 

• 10. Sea rch i ng 
I I. Securing and Protecting Property 
12. Survei I lance 

TRAFFIC TASKS 

• 13. Traffic Control 

MOTOR VEHICLE TASKS 

14. Emergency Driving 
15. Transporting People, Objects 

• 16. Vehicle Stop 

ORAL COMMINICATION TASKS 

17. Conferring 
18. Explaining/Advising 

• 19. Giving Directions 
20. Interviewing 
21. Mediating 
22. Publ ic Relations 
23. Using Radio/Telephbne 
24. Testifying 

• 25. Tra i n i ng 

WRITTEN COMMUNICATION TASKS 

26. Custody Paperwork 
27. General Paperwork 
28. Reading • 29. Diagraming/Sketching 
30. Writing 

PHYSICAL PERFORMANCE TASKS 

,e 
31. Restraining/Subduing 
32. Physical Performance 
33. Weapons Handling 
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Total 

Number of Tasks 
Within Group 

5 
4 
5 
4 
5 
8 

18 
4 
2 

15 
4 

10 

4 

9 
7 
4 

" 17 
9 

" 6 
21 

2 
2 
5 

10 
25 
32 
7 

23 

7 
16 
9 

329 



Table 2 

Example of Task and Task Group Date in the POST Job Analysis File 

Task Group: Decision-Making 

Survey acc i dent scenes' to determ i ne 
priority of required actions. 

Analyz~ avaflable Information to 
determine what enforcement action 
should be taken at accident scenes. 

[nqui're into incidents to determ t·ne 
whether they are criminal or c iv i I 
matters. 

Evaluate cr i me scenes to determine 
investigative procedures to fo I low 
and assistance necessary, 

Analyze and compare cases fo!'" simi larity 
of modus operand i . 

T ask G r 0 u p Over a I I Mea n 

*N=1720 
**N= 675 
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• One analysis on these data was designed to determine 
whether there are differences between the job performed by 
patrol officers with 1-3 years versus over 3 years of job 
experience. For this analysis, the reported frequencies 
of performance of all tasks for the individuals with 1-3 

• years experience (48% of the sample) were compared to the 
frequencies for the Individuals with over 3 years of exper
ience (52% of the sample). No large differences were found, 
and none of any practical significance. Therefore, all 
respondents, regardless of tenure, were combined into one 
resea rch samp I e of I, 720 Incumbents. 

• 
Incident Variables 

The Incumbent and Supervisory Surveys contain an extensive 
list (110 items) of incidents which patrol officers are 

• typically called upon to handle (e.g., incidents which officers 
encounter during patrol or respond to reports of, such as 
traffic hazards, false fire alarms, loitering, etc.). The 
scales used to describe each incident were the same as used 
with tas ks. 

• Based upon factor analysis and rational analysis, the 
110 incidents were clustered in 16 groups. As with the task 
groups, all the incidents within each incident group require 
simi lar behaviors for proper handl ing. The titles of the 16 
incident groups appear in Table 3. The full list of incidents 
appear in Appendix K. The effects of under versus over 3 

• years of patrol experience were also analyzed in terms of 
incidents. Again, no practical differences were found between 
the two tenure groups. 

• 
Time Spent Variables 

These variables describe activities which account for a 
significant amount of an officer's time but which cannot be 
easi Iy summarized with task statements. Respondent patrol 
officers were asked to E~z~ma~e ~he numbe~ 06 hou~~ 06 you~ 
~ime a~ a ~adio Qa~ pa~~ol 066~Qe~/depu~y ~ha~ you ~pend 

• du~.-i.ng a ~ypiQal week. • • • do.[ng ~he 60llow~ng ac.~~vLt~e~. 

• 

• 

• 

Because a number of the activities overlap, it was not 
necessary that the total hours equal the total time worked 
during a typical week (i.e., usually 40 hours). The average 
number of hours assigned to each activity across the ent~re 
sample of 1,720 incumbents is summarized in Table 4. 

No conclusions have been drawn from these results as yet. 
However, the fact that the average incumbent spends 10.7 hours 
per week writing and/or dictating reports should have importance 
impl ications for an entry-level writing ski lis requirement. 
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Table 3 

Titles of' Incident Groups 

INCIDENT GROUPS 
Number of 

Incidents Within Group 

I. Theft/Burg I ary 7 
2.· Fraud 9 
3. Assault/Armed Robbery/Homicide 10 
4. Kidnapped/Missing Per'son 4 
5. Reckless/Drunk Driving 5 
6. Liquor/Drug Violations 2 
7. Suspicious Objects/Abandoned propec,,;..!..LY ___ ,----______ .:::..5_ 
8. Persons Wanted for Mi / itary Desertion, Parole 

Violation, I I legal Residence Status 3 
9. Hazards Requiring Emergency Action 9 

~IO~.~~U~s-e~o~f~Po~s~s~e~s~s~i~o~n~o~f~I~I~le~g~a~1~W~a-s-po-n-s----------------4 

I I. Situations Requiring Emergency Action 7 
12. Nuisances/Obscene Conduct /3 
13. Disturbances of the Peace 15 
14. Medical Emergencies 3 
!5. Assistance to the Public 7 

TOTAL 
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Table 4 

Mean Number of Estimated Hours per Week Spent on 
Twelve SpecIfIc ActIvItIes 

ActIvItIes Mean Hours 

I. Performi ng general rad 10 car patrol alone. 25.7* 

2. Performing general radio car patrol with a partner. 10.5 

3. Performing genera I foot patrol (as part of radIo 
car patrol ass I gnment). 3.2 

4. c Man itoring rad i 0 ca I Is. 32.0 

5. Patrolling trouble spots and high crime areas. 17.4 

6. Performing general patrol in other areas of your beat. 16.8 

7. ObservIng for traffIc vIolatIons fr0m a stationary 
patrol car position. 

8. Observing for suspicious or criminal activity from 
a statIonary petrol car position. 

9. Responding to cal Is.for assistance to citizens. 

10. Responding to all other calls. 

II. writing and/or dictating reports. 

12. Number of hours worked durIng a typIcal week 
(excludIng holidays, vacation, sick days and/or 
overti me). 

*N=I,720 

4.4 

4.8 

11.4 

10.8 

10.7 

40.4** 

**Since some of the activities might overlap (e.g., genenal nadia Qan 
p~a~ and manita~ng na~a Q~J, the total number of hours equals 
more than one work week. 
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Vehicle Operation and Equipment Variables 

The type of equipment used by patrol officers and the 
kinds of vehicles which are operated in the course of doing 
the patrol job have implications for selection and training. 
Twelve Vehiele Opeha~ion variables and 40 Equipmen~ 
variables appear in Appendix D. If 50% or more of an 
agency's patrol officers use a particular piece of equip
ment on the patrol job, it wo"uld seem reasonable to 
require that job appl icants possess the basic abi I ities 
required to operate the equipment successfully. Also, 
training programs designed to teach proper equipment 
operation would seem justifiable. 

The type of equipment and/or vehicles that are used by 
over 50% of the officers around the State include: flash~ 
I i g h t (I 00% 0 f the r e sp 0 n den t s ), bin 0 cui a r s (83 % ), P hot 0-

copier (90.5%), shotgun (99.1%), handgun (100%), fire 
extinguisher (94.6%), mobile pol ice radio (100%), base 
station pol ice radio (85.1%), publ ic address .system (95.5%)~ 
handcuffs (100%), teletype (74.3%), interior body armor 
(68.5%), strolometer/walker/walking stick to measure distance 
(54.1%), and spotl ight (99.1%), Very few of the officers 
reported using vehicles such as an ambulance (1.8%) or 
paddy wagon (7.7%). 

Writing Criteria Variables 

Ratings from supervisors were obtair.1ed for the following 
writing criteria: correct grammar, correct spell ing, 
correct punctuation, proper use of words, proper sentence 
structure, proper paragraph construction and legibi I ity. 
The results indicate that supervisors consider these factors 
-ro be of considerable importance to successful patrol officer 
performance. 

The majority of supervisors felt that competency in 
these areas ought to be achieved before any job assignment .. 
The majorrty of supervisors also felt that successful 
officers exhibit better writing skills than do marginal or 
poor officers. 

Behavior Variables 

Based upon the law enforcement research I i,terature, 29 
types of behaviors were identified as being potentially 

• 

• 

• 

• 

• 

• 

•• 

• 

related to successful patrol officer performance (e.g., • 
situational reasoning, reading and 'tJriting). As described -
in a previous section, a group of 42 supervisory/command 
level personnel from a representative sample of the original 
219 agencies rated the extent to which each of the 29 be-
haviors is necessary for successful completion of each of 
the 33 sets of tasks (task groups). If 70% of the raters • 
rated a behavior as being required at least o6~en for 
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• successful task performance, then the mean rating of the 42 
ratings (on a six point scale which was described in a 
previous section) was accepted as the index of the relatIon
ship between a behavior and a task group. If. fewer than 70% 
of the raters felt that the behavior was required Boften", 

• then it was concluded that there was insufficient rater 
agreement to specify the behavior/task group relationship 
and it was assumed that there was no relationship. The 
reE~lting matrix of be~avior/task group relationship values 
appears in Appendix L. 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Behavioral Weights 

Having determined the relevance of behaviors for successful 
task performance, one can, using the following steps, compute 
the relative overal I importance of each of the 29 behaviors: 

- The importance of a behavior for a partlcLJiar task group for an 
agency is computed by multiplying the previously described behavior/ 
task group relationship value times the agency's task-group Impor
tance value. For example, if a behavior is "lL6uilly" required for 
task group performance (a rating of 4), and if the task group in an 
agency is of "CJr.A.;Uc.ai.." importance (a rating of 5), then the over
al I behavior/task group value for that agency is 20 (this value 
wi I I be referred to as the behavior/task group index). 

- AI I the indices associated with a behavior (e.g., writing) are then 
summed across the 33 task groups. This results in an avera I I sum 
for each of the 29 behaviors. 

- These 29 sUbtotals are summed to produce an overal I total. The 
percentage that each of the individual 29 behavioral sUbtotals Is 
of the overal I total is then computed to arrive at the final behavioral 
we.ights. 

Each behavioral wejght is an indication of the importance 
of that behavior to the agency in question. For example, 
the behavior of situational reasoning might be given a 
percentage weight of 10% in contrast to the remaining 90% 
which would be spread over the other 28 behavioral requirements. 
This computed percentage weight denotes how much weight a 
measure of the behavior (e.g., a test of situational reasoning) 
should be given in the employee selection ~rocess. The data 
fi Ie contains the behavioral weights for each of the 219 
agencies in the study. Analyses have not been done as yet 
to determine the extent to which agency weights differ. 
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DATA FILE: CONCLUSIONS 

The fi Ie described above wi II serve as the basis for 
major decisions regarding statewide and individual agency 
employee selection and training standards. The data base 
wi II aslo be maintained and periodically updated so that 
other important issues can be resolved such as: 

Whether or not the content of the patrol job changes in the 
future; 

Whether the content of the job for newly created agencies, or 
existing agencies that did not partIcipate in this study, is 
the same as performed by officers in the existing sample; 

Thr ·~xtent to wh i ch the job differs from agency to agency. 

The I ist of questions which can be addressed is almost 
I imitless. The data base wi I I provide a means for addressing 
many issues which could not be resolved in the past due to 
the lack of data. 

DATA ANALYSES AND CONCLUSION TO DATE 

POST is just beginning its work on the development of 
employee selection techniques which wi II be based upon the 
job-analysis data which has been gathered. The plan is to 
develop, during the next year, a reading ski lis test, a 
writing ski lis test and a physical performance test. Therefore, 
the job-analysis data base data has yet to serve its primary 
role as the basis for job-related employee selection devices. 
However, a number of analyses have already been done on the 
data, and a number of conclusions reached. 

Several of the findings are as follows: 

As already mentioned, statewide, the patrol job performed by 
officers with one to three years of tenure is essentially the 
same as the job performed by officers with more than three 
years of tenure. 

The frequencies with which many tasks are performed during the 
day, evening, and midnight shifts are, as expected, quite 
different. 
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The 329 tasks found to be frequent and important can be 
clustered into 33 statistically reliable task groups according 
to the similarities of behavioral required for successful task 
performance. 

The 110 types of incidents listed in the Incumbent and Super
visory Surveys can likewise be clustered into 16 statistically 
reliable incident groups. 

The tasks which are performed and the relative frequency and 
importance among the tasks are very simi lar from one agency to 
another. Agencies do seem to differ, however, in terms of the 
frequency and importance ratings generally given across al I 
tasks. For example, if one agency indicates a lower task 
group frequency for one set of tasks than does another agency, 
the first agency wi I I probably indicate a lower frequency for 
all the sets of tasks. This indicates that there are probably 
quantitative rather than qualitative job differences among 
Cal ifronia law enforcement agencies. 

Based upon the ratings of behavioral requirement/task group 
relationships, a statewide weight has been computed for each 
of the behaviors. Dependabi I ity, Initiative, and Recal I are 
the three most important behaviors. Also important are Learning, 
Situational Reasoning, and Intergrity. A complete list of the 
behaviors, along with the statewide behavioral weights, 
appear in Appendix M. 

Additional findings wi II be publ ished as they become 
avai lable. 

FEEDBACK OF JOB ANALYSIS FINDINGS TO AGENCIES 

The original intent of the job-analysis project was to 
group agencies according to simi larity of job content. The 
feedback to an individual agency would then have been a 
description of the job which was performed in the agency
cluster of which the individual agency was a member. For 
example, if the cluster analysis had indicated that there 
were eight distinct patrol jobs in Cal iformia, each agency 
would have been forwarded one of eight job-analysis results 
depending on its agency-olu£ter membership. 

As already mentioned, substantial differences in job 
content did not emerge. Also, it became evidence that the 
establ ished research fi Ie would give POST the capabi I ity of 
feeding back individual results to each participating agency. 
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These two factors gave POST the kind of flexibi I ity 
which f~w, if any, statewide job analyses have enjoyed. 
For example, it is not necessary to show that an agency is 
simi lar to any group or statewide, composite job description, 
because agencies can receive their own job descriptions 
based solely upon their own local data. Therefore, POST 
has produced, in effect, one statewide job analysis and 219 
local job analyses. 

The information which wi II be made avai lable to local 
agencies wi I I consist of a computer generated job-analysis 
report. The report wi II summarize the agency results in 
terms of: Backgr~und and Organizational Variables; Task 
Variables; Task Groups, Incident Variables; Incident Groups; 
Time Spent Variables; Vehicle Operation and Equipment 
Variables; Writing Criteria Variables; and Behavioral 
Variables. The report wi I I also provide comparisons of the 
individual agency results with: (a) the results obtained 
for a group of similar agencies (in terms of agency size 
and type); and (b) the results achieved for the entire State. 
This information should prove invaluable for development 
and defense of local employment standards and practices~ 

CONCLUSIONS 

After two years of intensive study, the Cal ifornia 
commission on Peace OfficBr Standards and Traini0g now has 
at its disposal a job-analytic data base which is serving, 
and wi I I serve, a number of purposes. 

The data base wi II primari Iy be used in the development 
and val idation of entry-level employee selection devices. 
Work on a reading ski lis test, a writing ski lis te~.;t and 
a physical performance test was begun as this report was being 
prepared. 

The second purpose served by the data base is to conduct 
research into Issues concerning the contents of the patrol 
officer job and the differences in job content around the 
State. The results of such research wi II help POST .maintaln 
reasonable and effective employee selection and training 
s tan dar d s . I 1- \..,j II a Iso b e po s sib let 0 " use t his d a tat 0 

develop new programs, such as performance appraisal systems. 

The third purpose consists of making av~i lable to 
interested agencies their own job analyses of the entry-level 
patrol officer position. Each agency may obtain job-analytic 
data which is far more detai led and comprehensive than the 
average agency could manage to collect using its own local 
resources and expertise. Local agencies may, upon request, 
obtain the data they may need to defend their local personnel 
practices. 
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The fourth purpose served by the job-analysis data is 
to determine periodically whether changes in the job have 
occurred over time. Obviously, if there are job content 
changes, there may be the need to change entry-level selection 
requirements. Job-analysis survey re-administration on a 
periodic basis wi r I make it possible to identify any signifi
cant job changes. 

The fifth purp~se for the data base is portabi I ity of 
selection and training standards and practices. The data 
base and the survey technique that have been developed in 
conjunction w'ith the project wi II allow POST to evaluate the 
portabi I ity of newly developed measures to any new agency 
which did' not participate in the original study. 

AI I these uses of the job analytic project results wi I I 
help POST achieve its goal of improving and maintaining the 
qual ity of work done by those individuals who enter the 
law enforcement profession as entry-level patrol officers in 
California. 
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APPENDIX B • 

BACKGROUND AND ORGANIZATIONAL VARIABLES 

Variable Incumbent Supervisor 

• Num.ber of Entry-Level Officers x x 

Square Miles x x 

Popu~ation Served x x • 
T ype o"~ Jurisdiction x x 

Agency Nam~ x x 

County x • x 

.'A· !fi;ge x x 

Sex x x • 
Ethnicity x x 

Education x x 

POST Certificate x 

Current Rank x x 

Time at Present Rank x x 

• Present Assignment x 

Time PrE:.sent Assignment x 

Present Shift x x • 
Time Present Shift x 

Other Shifts Worked 

Time Present Beat x • 
Size Present Beat x 

Predominant Bldgs. /Beat x • 
Description/Beat x 

Terrain/Beat x 

Economic Level/Beat 
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• 
APPENDIX C 

• 
TIME SPENT 

Estimate the number of hours of your time as a radio car patrol officer/deputy 
.. that you spend during a typical week (i.e., a week with no holidays, vacation, 

sick days and/or overtim~) doing the following.activities. Since some of the 
activities might overlap. it is not necessary that the total hours equal 
the total time worked during a typical week (e.g., 40 hours). 

• 

• 

• 

• 

• 

1. Performing general radio car patrol alone. 

2. . Performing general radio car patrol with a partner. 

3. Monitoring radio calls. 

4.- Performing general foot patrol (as part of radio 
car patrol assignment). 

5. Patr~lling trouble spots and high crime areas. 

6. Performing aeneral patrol in other areas of your beat. 

7.· Observing for traffic violations from a stationary 
patrol car position. 

8. Observing for suspicious or criminal activity.frr~ 
a stationary patrol car position •. 

9. Responding to calls for assistance to citizens. 

10. Responding to all other calls. 

11. Writing and/or dictating reports. 

12. Number of hours worked during a typical week 
• (excluding holidays. vacation, sick days and/or overtime). 

• 
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• 
APPENDL"C D 

VEHICLE OPERATIONS • 
In the course of your job, do you operate these types of vehicles? 

1. Boat 
2. Bus 
3. Patrol car • 
4. Horse 

I 

5. Truck (I-ton or larger) 
6. Paddy wagon 
7. Ambulance 

• ::::'"1 you operate a patrol car several to many times a year: 

8. • in the rain? 
9. . . . in snow and ice? 

10. in fog? 
1'1. •.• in high winds? • 
12. • in sand or dust storms? 

EQUIPMENT • 
In the course of your job, do you use these types of equipment? 

1. Flashlight 
2. Binoculars 
3. Photographic equipment • 
4. Movie camera 
5. Surveillance gear (e. g., infra-red scope, radio transmitter) 
6. Tape recorder 
7. Radar unit 
8. Radio car computer terminal • 9. Stationary computer terminal 

10. Typewriter 
11. Adding machin} 
12. Photocopier 
13. Cash register • 14. Metal detector 
15. Geiger counter 
16. Audio-visual equipment 
17. Shotgun 

• 18. Handgun 
19. Rifle 
20. Drug and narcotic identification field kit 
21. Scrambler 
22. Extinguisher 
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EQUIP.MENT (Cont'd) 

23. Mobile police radio 
24. Base station police radio 
25. Public address system (mobile or stationary) 
26. Handcuffs 
27. Teletype 
28. Microfilm machine 
29. Call box 
30. Ladder 
31. Gas mask 
32. "Jaws of Life" (to extricate trapped person) 
33. Body armor, exterior 
34. Body armor, interior 
35. Stro1ometer /walker /walking stick (to measure distances) 
36. Spotlight 
37. Automatic traffic volume counter 
38. Use "Identi-kit" with victims/witnesses to produce facial 

likenesses of suspects. 
39. Use chemical mace (excluding training) 
40. Use tear gas (excluding training) 
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COGNITIVE ABILITY 

INFORMATION PROCESSING: Identify the similarities and/or differences in information gathered 
from different s~urces (e. g. I inconsistencies in witnesses' statements); identify significant 
details from among a body of information (i. e., distinguish significant from insignificant 
information); recognize conditions or circumstances that indicate something might be wrong, 
or at least out of the ordinary. 

SITUATIONAL REASONING: Make prompt and effective decisions quickly in both routine and nonroutine 
(e. g. I life and death) situations; evaluate alternative courses of action and select the most 
acceptable alternative; make sound decisons in a timely manner; size up a situation quickly 
and take appropriate action; conceive of new and innovative solutions to problems. 

LEARNING: Comprehend new information quickly and apply that which has been learned on the job. 

RECALL: Remember various types of information, such as factual information (laws, written or 
oral instructions or descriptions, etc.), visual information (photographs, physical characteristics 
of a patrol area, etc.), and specific details of past events (arrests, investigations, etc.); recall 
information pertinent to one's duties and responsibilities. 

COMM.UNICATION SKILL 

READING: Read and abstract the meaning from a wide variety of written materials (training 
materials, reports, laws, internal communications, etc.). 

WRITING: Express oneself clearly and concisely in writing; use acceptable grammar, punctuation, 
and spelling; write reports that are. complete and provide an accurate account of that which was 
observed personally or related by another person or persons; transcribe the important elements 
of oral communication in abbreviated written form . (take notes). 

ORAL EXPRESSION: Communicate various types of information orally (accounts of past events, 
directions, explanations, ideas, etc.) in a cleS\-r, understandable manner; talk effectively with 
persons of greatly divergent cultural and educational backgrounds; speak with good pronunciation; 
project one's voice clearly; adapt one's tone of voice as necessary to communicate over police 
radios and other electronic transmis sian equipment. 
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ORAL COMPREHENSION: Understand spoken communications and identify the important elements 
of spoken communications. 

SPECIAL SKILLS 

HANDWRITING: Have legible handwriting. 

ARITHMETIC COMPUTATION: Add, subtract, multiply, and divide numbers. 

UNDERSTANDING ILLUSTRATED MATERIAL: Understand and use properly illustrated materials 
such as maps and/or diagrams. 

ACCURACY WITH NAMES AND NUMBERS: Identify the proper location of a name or number 
within an alphabetical or numerical sequence; identify similarities and differences when 
comparing names or numbers; copy names and numbers accurately, 

SKETCHING/DIAGRAMING: Portray accurately an object, event, or setting in a drawing or in 
schematic form (e. g., accident scene). 

INTERPERSONAL RELATIONS 

li"\TTERPERSONAL SKILL: Be sensitive to the feelings of others and resolve problems in ways that 
do not arouse antagonism; interact and deal effectively with people from varying social and 
cultural backgrounds in a wide range of interpersonal situations; be courteous and respectful; 
calm emotional people and resolve interpersonal conflicts through persuasion rather than force; 
anticipate peoples' reactions; influence people and inspire their confidence aF..d respect. 

TEAMWORK: Establish and maintain effective working relationships with coworkers, supervisors 
and other law enforcement officials (by sharing information and working cooperatively with 
others, complying with departmental rules and regulations, following orders, accepting advice 
and constructive criticism, etc.), 

INTEREST IN PEOPLE: Exhibit an active interest in understanding and working with people; 
demonstrate concern for the safety and welfare of others and a desire to serve the public. 
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PERSONALITY CHARACTERISTICS 

ASSERTIVENESS: Assert oneself when necessary to exert control over others; confront and 
challenge people who are behaving in a suspicious manner. 

EMOTIONAL SELF-CONTROL: Maintain one's composure and perform effectively in stressful 
situations (crisis situations, situations which one finds personally repugnant, etc.); refrain 
from over-reacting when subjected to physical or verbal abuse; exercise restraint and use. 
the minimum amount of force necessary to handle a given situation. 

FLEXIBILITY /ADAPTABILITY: Adapt to changes in working conditions (changes in patrol 
as signment, shift changes, different types of incidents that must be handled one right after 
the other, etc.); remain alert during periods of routine, monotonous activity. 

CONFRONTATION OF POTENTIALLY PHYSICALLY HAZARDOUS SITUATIONS. 

m WORKERCHARACTERmT~S 
~ 

INITIATIVE: Proceed on assignments without waiting to be told what to do; improve one's skills and 
keep inform.ed of new developments in the field; work diligently and exert the extra effort needed 
to make sure the job is done correctly, rather than merely IIputting in time". 

DEPENDABILITY: Be conscientious, reliable, thorough, punctual, accurate; assume responsibility 
for one's share of the workload. 

APPEARANCE: Present a neat, clean, well-groomed appearance. 

INTEGRITY: Be honest and impartial; refrain from accepting bribes or "favors.!! or using one's 
position for personal gain. 

PHYSICAL CHARACTERISTICS 

• 

COORDINATION: Integrate the actions of one's arms and legs to produce coordinated movement 
(such as in running, jumping, etc.). 

• ' . • • • • • • • 
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AGILITY: Perform physical actions or movements quickly and nimbly. 

BALANCE: Maintain one's balance in unusual contexts (such as when climbing, crawling, crossing 
narrow ledges, etc.). 

ENDURANCE: Maintain physical activity over prolonged periods of time. 

STRENGTH: Exert muscular force (such as in lifting, pulling, pushing or dragging hard to move 
objects; physically restraining others, etc.). 
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APPENDIX F 

State of California 

P. o. s. T. 

ENTRY-LEVEL LAW ENFORCEMENT OFFICER. 

JOB. ANALYSIS 

Results for: Hometown Police Department'" 

• The data contained herein are for example purposes only and do 
not necessarily represent the linal results "I POST's i~b analysis. 

Commission on Peace Off jeer Standards and Training 
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NOTE: These are the first few example pages of a 
planned, lengthy document. 
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INTRODUCTION 

This report contains the statewide results and the results for your agency 
of POST's entry-level law enforcement,officer job analysis. The results 
which are reported are based on survey data collected from your depart
ment and 221 other California police and sheriff ' s departments during the 
period September 1977 to October 1978. 

The report is divided into four sections. The information reported in 
Sections I-III was collected with two separate surveys which were admin
istered to a sample of patr.o1.ofiicers and supervisorsflionl each 
of the 222 participating d~parhnents. In major part, both surveys consisted 
of the same exhaustive. list of patrol officer task statem.ents. The survey 
administered to patrol officers (Incumbent Survey) required that the ~fficers 
indicate the frequency with which they perform each task. The Supervisory 
Survey, administered to patrol supervisors., required that· the' respondents 
indicate the importance of successfully performing each task. The rating 
scales used by the officers and supervisors to indicate their responses 
appear at the beginning of Section II. 

Infor!r'ation obtained with these two surveys was .analyzed by POST staff 
to determine those important job tasks that are performed by patrol officers/ 
deputi.es statewide.. These tasks were then organized into groups of tasks 
which require similar action on the part of the officer/deputy (e.g., tasks 
involving physical exertion). These task groupings were incorporated into 
a third survey which was administered to supervisory and command level 
personnel from a. representative sample of the participating departments. 
Respondents to this survey were asked to indicate the behavioral require
ments for successful perfo:rmance of the tasks in each task grouping. A more 
detailed explanation of this survey, along with the results of the survey are 
reported in Section IV. 

Throughout this report the results for your agency are presented along with 
the results of the total statewide sa.mple. This is done to allow you to compare 

• 

• 

• 

• 

• 

• 

• 

your agency with the statewide "average". • 

Should you have any questions about the survey results, please contact the 
project staff at (916) 322-3492. 
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SECTION I 

Background and Organizational Information 

Results reported in this section describe the biographical composition of 
the officers/deputies and supervisors who responded to the Incumbent Survey 
and the Supervisory Survey. The first columi:t of results for each survey 
describes the background characteristics of the survey respondents from 

• your agency. The second column describes the characteristi.cs of the 'entire 
statewide sa:rnple. 

:. , 
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BACKGROUND AN:O ORGANiZATIONAL INFORMATION 

.gency: Hometown, California Police Department 

Incumbent Survey 

.e s pondents 

-lumber 

\ge (average) 

iex 

'ercentage of total 
patrol officers in agency 

'thnicity 

N 
\0 
o 

i:ducational level (average) 

~ime in rank at current 
agency (average) 

'ime in current patrol 
assignment (average) 

hUts worked 

• • 

Patrol Officers 

7 

·Z6.2 years 

Male 6 Female 1 

~~.2% 

American Indian 
Black 
Caucasian(white) 
Oriental/ Asian 
Spanish '~urname 

. Filipino 
Other 

1 .• 5 years 
college 

50. 1 months 

30. b month,s 

Day 2 
Evening( swing) 2 

Night(graveyard) 2 

0 
1 
4 
0 
? 
0 
0 

Relief r 

• • 

Statewide 

1. 733 

2.9.2 years 

Male 94% Female 5% 

11.% 

American Indian 
Black 5. 
Caucasian(white)80.0% 
Oriental/Asian 0.9% 
Spanish Surname 9.80/0 
Filipino 
Other 

Day 

O. 5% 
1. 0% 

2. 1 years 
collegt: 

61.5 months 

32.2 months 

33% 
Evening(swing) 33% 
Night(graveyard) 28% 
Relief 4% 

• • 

Supervisory Survey 

Patrol Super visor s 

3 

36.9 years 

Male 31 Female 0 

I Caucasian(white) 2 
Oriental/ Asian 0 
Spanish Surname 0 
Filipino 0.. 
Other 0 

3.0 years 
college 

49.8 months 

Day 1 
Evening(swing) 1 
Night(graveyard) 1 
Relief O. 

• • 

Statewide 

675 

37.8 years 

Male 99% Fen'l.ale l~ 

'Caucasian(whil"e) 90. 9 
Oriental/ Atlian • 3 
Spanish Surname 6 • .1 
Filipino 0.0 
Other • 3 

3. 1 years 
colle 

53.9 month 

.t. 

Day 
E vening( swing) 
Night(graveyarc1) 

Relief 

• • 
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BACKGROUND AND ORGANIZATIONAL INFORMATION 
Agency: Hometown, CaUfornia Police Departm.ent 

Incum.bent 6urve> Supervisory Survey 
Respondents PatrolOffice"rs Statewide Patrol Supervisors Statewide 

T~me in cQrrent shift 
taverage) 

Time in current beat 
(avel,"age) 

Size of beat 
(average) 

• • 

6.2 months 

8.3 m.onths 

7. 5square m.ile 

• • 

10.4 months 

16.0 months 

30.2 squ"are mile 

• • • • • 
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SECTION II • 
Task Frequency and Importance Information 

This section summarizes the results of the task frequency and task itnportance • 
ratings obtained from officers/deputies (Incumbent Survey) and supervisors 
(Supervisory Survey). The tasks are organized into groups of tasks that 
require similar action on the part of a patrol officer/deputy. There are 33 
such task groupings .. beginning with rrPaperwork" and ending with ';!Traffic Control' 

• • 
The rating scales used for the purpose of collecting ratings of the frequency 
and .importance of each task are presented below: 

FREQUENCY: 

• 
In the lallt 4 montha, I have generally done thiB taak: 

I • 

More than 
once per· 

day 

Several 
timell 

Several 
times 

Less than 
once per 

month 

t have don" 
thL. task in 
th.la asaney 
bllt not in the 
t..t 4 mo •• 

I hAve 
never don_ 
this t. alr. i. 

Daily 

8 

a week Weekly a month . Monthly this ~i'" 

9 7 6 5 4 3 1 
--~--

llvlPORTANCE: "When this task is done, how important is successful completion 
.-of this task to overall patrol offLcer/deputy job performance? 

(1) Of little importance 
(2) Of some importance 
(3) Impo rtant 
(4) Very· Im.po.rtanf;; 
(5) Critically Important 

• 

• 
The numbers which appear after each task statement represent, from. left to 
right: (1) the m.ean frequency rating provided by officers/deputies in your 
agency, (2) the m.ean frequency rating for the total statewide sample, (3) the. 
iri..e·~ri importance rating provided by supervisors in your agency, and (4) the • 
mean im.portance rating for the total statewide sam.ple. 

The figures which appear to the right of "Overall m.ean for task group" were 
arrived at by summing and computing the simple arithmetic average of the 
numbers in each column. They represent estiInates of the average frequency • 
or im.portance of all the tasks within the task group. 

The figures which appear to the right of "Estimated manthly occurrence far 
task group" were computed using the canversian table which appears belaw. 
The left hand calu:mn of the table lists the anchor points far the 9-point • 
frequency scale used to. rate task frequency. The right calumn af the tabJe 
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lists the corresponding approximate number of ti:rnes per month each anchor 
point represents. For example l a frequency rating of 8 in the rating scale 
(I1Dailyl1) is represented in the right hand column by flApproximately 20 times 
per monthl1. As indicated at the bottom of the t3.ble l all conversions are 
based on theassurnption that the averag.e officer/deputy works 220 days per 
year. 

TABLE FOR GONVERTll'TG FREQU'ENGY RATINGS TO 
ESTIMA:TES,.O~ ;A.PPROXIMA TE FREQUENCY PER MONTH 

Freq uency Scale 

9 
·More than once per day 

8 
Daily 

7 
Several tiInes a week 

6 
Weekly 

5 
Several times a month 

4 
Monthly 

3 
Less than once a month 

2 
Have done but not in. 
last 4 m.onths 

1 
Never in this agency 

Approximate Frequency 
per Month* 

Approximately 40 ti..tnes 
per month 

Approxi..tnately 20 times 
per rnonth 

Approximately 15 times 
per month 

Approximately 5 times 
per month 

Approximately. 2.5 times 
per month 

Approximately 1 time 
per month 

Approximately 1 time 
every other month 

Approximately 1 time 
every 6 months 

Never 

*Assumes average officer/deputy works 220 days per year 
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ARREST AND DETAIN 

Serve arrest warrants. ':';.i L/ . .L/ <-1 ... 7 ~S' 
Arrest persons without warrant. .i. Y -f. b ~.7 J.9 
Take into custody Eerson arrested by citizen. .1(', / -'1..3 01 . .3 ...!.i. 
Arrest and book traffic law violators. 4./ 4.J/ ,1. g ..1.-'1 
Guard prisoners /inma.tes detained at facility f)ther than jail (e. g., hospital). ..?2.. )..5' .2.7 .,.9 / 

<;t 
0\ 
N 

-,-
Overall mean for task group 4-.3 4.1 3.2 3.S 

Estimated monthly occurrence for task group /0 q • --Percentage of agencies with lower frequency for task group 
.£7 - .... -. "" .. - ..... -. .. ~,.~-.- -- (within 222 agencies in research sample) ... ----.--.. ~ ~ .. ~ -,.," ..... -
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• 

• 

The figures reported for "Estimated monthly occurrence for task groupll 
were arrived at by using the table to convert each Ilaverage frequency" 
figure in a colw:nn to its corresponding Ilfrequency per monthll estimate. 
These estimates were then surnm.ed for each colru:n.n to arrive at the figures 
reported., 

The last figure reported on each page of results (110verall mean for task 
group") rep:t'esents the percentage of agencies in the statewide sample that 
had a lower "Overall mean for task group" frequency than your agency. 
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INTRODUCTION 

This survey has been developed by the California Commission on Peace Officer 
Standards and Trai.ning to generate the kind of job information needed by the 
Commission to fulfill its legislatively mandated responsibilities. By 
filling out the survey, you will provide POST with invaluable information 
which will be used in the future to establish job-related candidate selec
tion standards and relevant training standards. Therefore, we thank you for 
your c;ooperation and for expending the energy required to fill out what is, 
admittedly, a lengthy survey. . 

The booklet is divided into two sections. In Section I, you are asked to 
provide background and organizational data. Section II contains a large 
number of tasks which can be performed by a patrol officer/deputy. Please 
complete Section I before going on to Section II. 

This job inventory or survey is not an exam or any type of position evalua
ti on instrument. The i nformati on you provi.de is for research purposes only. 
We do request that you provide your name, but only for possible contact by 
the research staff in the unlikely occurrence of an unforeseen data processing 
problem. 

When you have completed the questionnai re, please return it to the person 
responsible for collecting the questionnaires in your agency. 
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SECTION I 

BACKGROUND AND ORGANIZATIONAL INFORMATION 

DON 0 TAN S W E R 

QUE S T ION S 

1 - 4 

PLEASE PRINT 

5. Date 

1. Number of entry-level officers 
assigned to the general patrol 

. function. 

2. Square miles served 

3. Population served 

4. Type of jurisdiction 
U\'ban = 1 
Suburban = 2 
Rural = 3 
Urban/Suburban = 4 
Suburban/Rurai = 5 
Urban/Rural = 6 
Urban/Suburban/Rural = 7 

[--,----,--->1 

J 

o 

6. Name of Agency ___________________________ _ 

7. County in which Agency is located -------------------------
8. Your Name ------------------------------------

Please respond to the following questions by indicating your answers in the boxes to the 
right. 

r __ --..::9:-.. --.:..:.:,a.g:.::e:..:.: ______________________ ,.-______ -'===-_ 
:e 10. Sex: Male = 1 Female = 2 

-j 

11. Ethnicity: 

12 .. 

American Indian = 1 
Black = 2 
Caucasian {white) = 3 

Education (indicate highest level 
High Schaal or G.E.D. = 1 
College Freshman = 2 
College Sophomore = 3 
College Junior = 4 
College Senior = 5 

Oriental/Asian = 4 
Spanish Surname = 5 
Filipino = 6 
Other = 7 

compl eted) : 
Bachelor1s Degree = 6 
Master1s Degree = 7 
Doctorate Degree = 8 

13. California POST certificate (indicate highest held): 
Basic = I, 
Intermediate = 2 
Advanced = 3 299 
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o 
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14. Present Rank: 
Officer/Deputy ~ 1 
Corporal = 2 
Other = 3 

15. How long have you been at your pl"eSent rank with your present agency? 
(Please indicate months) -----

16. Present assignment (Choose one): 
Patrol (radio car) = 1 
Traffic Officer - 2 
Other = 3 

If you chose "2" or "3". see your survey coordina4>r before fill ing ,o~;t this 
inventory, 

D 

• 
._---------------------------------- --_._---'------

17. How long have you had your present patrol assignment? 
(Please indicate mo~ths) 

18. Present shift: 

19. 

Day = 1 
Evening (swing) = 2 

Night (graveyard) = 3 
Relief = 4 

How long have you worked on your present shift? 
(Please indicate rnonths) 

20. Please check other shifts you have worked more than 1 month in your current 

21. 

agency. 

How long have you been assigned to your present beat? 
(Please indicate months) 

Day 
Evening (swing) 
Night (graveyard) 
Relief 
None 

22. Estin~ted size of present beat (in square miles): 

23. Predominant type of buildings in present beat: 
Single family dwellings = 1 Commercial/retail = 3 
~1ultiple family dwellings = 2 Industrial/manufacturing = 4 

(apartments. duplexes, etc.) 
-------------------------------------

24. Description of present beat: 
Urban::: inner city - high populat"ion density; suburban = residential -
moderate population density; y'ural = agricultural/forest/desert - low 
population density. -.--

Urban = 1 Suburban/Rural = 5 
Suburban = 2 Urban/Rural = 6 
Rural = 3 Urban/Suburban/Rural = 7 
Urban/SuDurban = 4 
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25. Predominant t~rrain of present beat: o 
Mountainous = 1 None of the above = 4 
Seaside = 2 
Desert = 3 

26. Estimated predominant economic level of present beat (average family income): 0 
Under $10,000 = 1 
$10,000 - $20,000 = 2 
$20,000 - $35,000 = 3 
Over $35,000 = 4 
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SECTION II 

INSTRUCTIONS FOR 
RATING TASKS 

The fo 11 ow; ng pages conta; n tasks that are performed by patrol off; cersi 
deputies assigned to radio car patrol. The tasks have been sorted into 
nineteen major job content are,as: 

Patrol Function Custody Procedures 
Training Patrol Inspection 

Patrol Contact 
Patrol Response 

Community Relations 
Reading 

Traffic Suoervision 
Criminal Investigation/ 

Reporting 
Weapons 

Accident Investigation Physicai Activity and 
Evi denc:: and Property Procedures 
Auxiliary Function 
Civil Procedures 

Physical Force 
Time Spent 
Vehicle Operations 
Equipment 

Pl ease rate eac;', tas,< on the foll owi ng, pages in terms of the frequency wi th 
w1i ch you ha'Je performed it in the 1 ast four months. Descri be the job as 
you have performed 'it on your present beat and shift. For example, using 
the Frequency Scale below, if you "Transport prisoners/inmates" on the 
average of more than once per day, you would assign a Frequency Rating of 9. 
On the other hilnd, if you have never IIFired a handgun at a person," you 
woul d assi gn that task a Frequency Rat; n9 of 1. If you have performed a 
task in your agency, but not in the last four months, assign the task a 
Frequency Rat1ns of 2. If you have performed a task only as part of train
ing, you would assign a Frequency Rating of 1 indicating "I have never done 
til; s task in thi s agency. II 

FREOUENCY SCALE , , , 
In the last 4 montha, I have gencrally donc this taSkl: '\ 

once per tlmes limcs once, per 

9 8 6 5 4 3' 

[ have done 
thi. task in I have 
this agency r.ever done 
but not in the thi 5 ta sk in 
l •• t 4 n\08. thj s 3.gl!ncy 

2. 

More IhdJ I Se.vcral Scveral Le~\ than 

day Daily I i. w

7

cek Wt!ckly a month Monthly I mont\'! 

~ ____ , _______ ~ __________ ~ ______ ~ __________ i_ _______ _L ________ ~ ______ ~ ________ __ 

!f a task oc·curs with a frequency somewhere in between two scale positions 
(e,g., between Several times a week and Weekly), i9hoose the scale value 
which is the closer approximation to the actual frequency. 

Remember to de:5cribe only your own experience. T!i$~s which lQ!! have not 
performed, but which are generally performed in your agency, will be identi
fied by other officers/deputies in the sample. Therefore, do not be concern
ed that an important task will be omitted from further consideration if you 
indicate "I have never done this task in this agency." 

Do not skip any items. Make sure you rate each task listed in the survey. 
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• FREQUENCY SCALE 

• 

r--- -----.-.-.•. -----

I \ 
In thc l"Ht 4 months, I have Ilencralty done this task: 

I i I have done I 
I 

Ivlo1"H t!-nil ~"'vcr~! 1 sm"'b LC.H than thll taek In 1 I have I 

I 
limu~ I, thi •• ((tint. Y 1 neve r done 

tJJ1C'~ )J6.Y 

I 
limefl O.lt:e par but not In th~' thl. t"ok in 

... ~u y . Dil tl Y " WUllk Wookly • month Monthly month lut" n'Ol, thi • .lgcnc), 

? 8 7 • 6. I 5 4 3 2 1 
f--_. -- I 

PATROL FUNCTION Fre-
quency 

__ ..... a .. _ ..... _ .. _._. __ ~ .. .,_ ..... Rating 
Re'/; ew statistics and other compiled information (e. g., to determine areas • I. 
in need of selective enforcementi. 

20 rransmrtlme!fsages over pOllce ram 0 \ e. g •• patrol car raalO, nanapacK., Or 
base station radio). t--.------.--

3. Al'range for removal of abandoned, disabled, or impounded vehicles. . .. 4. I 'Secure-vehicles by removing keys, locking doors, etc. 

5. t-·s~;, ;;-'h;;u s~-;P rope rty • rlii Hi ate-contoct wi th .pp rop ri ate pub 1 i c agencies (e.g •• telephone company, 
E:t:. .. j tJ rep0l'·t damage -co equipment • 

. __ .... . ~-.-- ..... --------
Deliver' emergency supplies and equipmer]t. 

rt:s'COi't money -orviilUalJl es. 

6. 

• 7. 

8. 

9. 
1------.-..... -., .. 

Engage in high $peed pu rsu it dri vi ng on open road. 

r-rn' g a'g-e-Til' -tirgF. . congested area • speed pursuit dri vi ng ln • 10. 
___ .. _ .... 1'-' __ ._ 

II. Et:gage in high speed response to call on open road. 
1-._.-.. --------Engage in high speed response to call 1n congested area. 1 ') .... 
r-=-'.-.------ . hUSh disabled vehicles with patrol car. 

ParTf'crp'are--fii-large scale area search parties for persons or evidence. 

• 13. 

14. 

-U:6-m'ateass 1 ~Md obse'rvat1 on pas"!; 1;0 apprenena (;r1 mUla I :SU:SIH::~ I-
(e.g., stakeout). 

If . information to maintain current knowledge of known criminals and eVl e'tl a 

15. 

'. 16. 
criminal activity in area. 

lTespond as Dacle-up una on cnmes ln progress tenner own or o"!;ner 
depa rtment) • 

17. 

.--Record and communicate descriptions of persons (e.g., suspects, missing 

I __ persons) • ____ . 
.... ---

Respond as back-up on traffic stops (either own or other department). 

18. 

• 19. 

"-"--"---~-20. Request verificatton of out-of-county and out-of-state warrants before 
service. _ ... _--.----

~~.l.~':.. agenc: and inter-agency papers. 
I 

Examine injured/wounded persons. 

2l. 

• 22 .. 
1. __ •. _ ..... _ ,_ •• __ ._ .. __ 
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23. 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

35. 

36. 

37. 

38. 

39. 

40. 

41. 

42. 

43. 

44. 

- t 

F[{ F:OUF'NCY SCALE , J 

r--'-- , 
In the IUHt 4 montha, I have Il"ner;dly done this task: 

I have dono 

Less than 
thi. taak in ! h~lve 

Mure than Several Several this agency , never doni 
once per timea timeH once per but not in the this ta sk i 

day Daily 11 week Weekly it month Monthly month lut " mOl. this .1gcnc 

9 8 7 6 5 4 i 3 ~ 1 

PATROL FUNCTION Fre-
(Cont.) quency 

Rating 

Administer cardio-pulmonary resuscitation. 

AOmln1s'ter moutll..:to-mouth- resuscltatl0n. 

Operate resuscitator. 

~ontrol t>lee(l1ng (e.g., apply direct pressure). 

Administer other first aid techniques. 

Protect accident or crime scene. 

Give directions to assisting officer(s) (e.g., at crime or accident scene 
or during parade). 
G1Ve-ctlrectlons to other publlC service 
accident scene or during parade). 

personnel Te.g., at crime or 

Coordinate tactical opet~ati on (e.g., set up a perimeter, set up a command 
post, develop a search plan). 
Request back-up assistance in potentially hazardous or emergency 
situations. 

f---
Transport animals. 

"Transport prisoners/inmates. 
I --Transport persons taken into custody to afford an opportunity to post 

bond in lieu of incarceration. 
!rransport inJured persons. 
-_.0..--'" 
Transport mental patients. 

--Handcuff suspects or pri soners. 

1---
Use restraining devices other than handcuffs (e.g •• leg irons, straps) • 

Capture dangerous/i njured animal s. 

-Corral loose livestock. 

Flag down trains (e.g., --to prevent accidents). 

-
Pat search suspects. 

~ L __ ~ 

Search prisoner clothing. 
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• Fi{ E:Ocn::NCY SCALE 
.• __ ...... -.. - ------_.--------------------------;;------,----

In the J",-,t 4 monthe, 1 have generally done this task: I 
1 1 I I have done i 

J 
thi~ task in 1 1 have. 

~.,.tl) rl' t1"1l1 1 . Sc.vcral SC\'C raj Less than this agency i never ':onc 
once pef t1mC81-= times once PCf but not in tho this ,ask in 

day n",ly a week Weekly a month Monthly month l .. t 4 m06. this 3~~nc)' 

9 f; 7 6 5 4 3 2 
~. ____ .. _ .. __ _____ __.J-____ -.L.. ___ ,---' ____ .L-___ -L ___ _ • 

I Fr;---
. quency 

Rating 
'. 45. -P-;;:-ticipate in pre-planned raids'-.-----------------------:-i-

PATROL FUNCTION 
(Cont.) 

46. equest records checks. 

r-------,-----------------------------------------------------~----47.! R9Stock emergency supplies in patrol vehicle (e.g., flares, first aid 
S!l 1 i e s , ...;e:.,:t""c;,;.' +),;;.. .. ~-..,._--:-

• 48. Use emergency tool s to extl'i cate trapped persons. 

49. Extinguish vehicle fires. 

50., Ident'ifyfy,-Qffi-memorY;/lanted veh'icies or persons. 

• 51. 
_._--_._-_ .. ,-------------------------+------

Evacuate buildings and/or areas to remove persons from danger. 

l-----.. --------

-.--.. -... ---.. -----------------------------r---
PATROL INSPECTION 

• 1. "'F'OlTo'w-suspicious vehicles (e.g., suspect, suspicious person, operator 
under the influence). 

• 

• 

• 

• 

• 

2. Physically examine and test doors and windows of dwellings and businesses. 

3. 'PatroT'locations on beat \'/hich are potentially physically hazardous to 
citizE!Tls ( t t' 't tt t' . ) e. g., cons ruc lon Sl e, a rae lve nUlsance • 

4. Examine su spicious or potentially dangerous objects (e.g., suspicious 
wn~hiah tension wires) . .J2a(;~!!.~.~ 

b. Physically examine abandoned vehicles. 

6. Physically search vehicles for contraband or evidence. 

7. Search unl ocked businesses and dwellings for signs of illegal entry. 

~--.. ---.--
8. Make bar c hecks. 

-. 
9. Checki ndi 

o.n'd/or Bus 
solicitors 

viduals/businesses for compliance with licensing 
iness and Professions Code (e. g •• 1 i quor stores, 
, retai 1 businesses). 

-
Sear'ch for missin g • lost, or wanted p ersons. 

requirements 
taverns, 

10. 

11. 

12. 

Persoliafly, search buildings, properties, and vehicles to locate bombs i=' 
and/or exp·los;ves. 305 
Search home, busi ness, or oth-er--s-t-r-u-c-tu-r-e-f-o-r-co-n-t-r-a-b-a-n-d-,-c-r-l-·m-i-n-a-l---- - .--~,.--. 

~tb:i1L.....QL,.¥t£D.t.~lLsubjec:t (wHh or-withoyt warrant) I 



FH t.~O\JENCY SCALE 
, .----.. ----,-------. -ln~h'-c -: '-1 H-( -4-m-o,-u-h -~ ,-l-h-n-Y-e-g-"-n-,, r-n-Il-y-d-u-n-(! -I h-j-B-t-lls-1<-; -

i 
I 

PATROL INSPECTION 
(Cont.) 

! Fre-

I 
13. , .. Se~;~:~I,-'ij-;e-debri'5 or burned buildings to uncover bodies and evidence -II 

i'e1ating to the cause of the fire and/or explosion. Ii 
14. '-TfeC'Q"9nlze sounasthat should be investigated and their approximate origin . 

(eng., breaking glass, angry or feay'ful voices, etc.). ---. __ .. _._-- ~.::..:..-=..:...:..:..;:.:...:.-=-::.::...:.-=-----------_t 

quency 
Rating 

15. ' i<ecogri ze sine 11 s that shoul d be i nvesti gated and the; r approxi mate ori gi n ! 
_J~~ . ..9.;!J .. .lilllo.~ control1ed sllit£llc~eL • ...Jlau.lkcg,Qh[lJQ~lL.~etlt~c.a. • .L) ..... --_________ -l!:--_ 

I 
PATROL CONTACT 

1. f.laF.e--v-ehlc'ie stops to effect felony arrests. 

2. Effect suspected or suspicious person vehicle stops. 

3. Confront hostile groups e.g., demonstrators, rioters, or bar patrons). 

--_._-----,---
4. NO'.:: i fy pY'i vate citi zens of damage to the; r property as a result of accl dent, 

natural disaster et. 
5. I Persona1ly delive-r~d~e~a-t~h-m-e-s-s-a-g-e-s-.-------~---------~-~I --~ 

6. Pe:"snniil1y del'lver miscellaneous emel~gency messages to citizens. 
·1 , ..... - .-" ..... -... -.-----'--.---.-----------------+---~ 

7. GOis1il1uni cat.:! th:"ough forei gn 1 anguage interpreter. 

-"",-",-... ~---.-----.---- ,------------.--------t---
8. Co~nsel juveniles and children both formally and informally • 

. ,-' ....... ,,-.----- -"--------------------------11----
9. Conduct pa}-ent-juvenlle conferences. 

10. 

11 .. 

12. 
I 
r._~~~i~~~:~.~~~-·dispute_s_' ____________________________________________ j 

Medi dte c1 vil di sDutes" r 
.. _ .............. _ ... __ .... _. - .-I--.-.~ 

Keap peace in organized labor disputes. 
' .. ----......... " .. ,,-'-----'----------------:---------t-

13. Provl,je emergency assistance to the public by driving persons from one 
.Js~~~:ti..Qll. to,~g~~n:.xQ.lt.t~be:...rL.J,'__ ____ '------------.----------t 

14. Ap~t' .... ach and i ntervi ew pedestri ans • 
..... _ ... _" •• -"0 ••• _ ... _----_._---------------------1--

15. Accept warrant bail on the street. 306 --, ..... , .. -~ .. -... -.-.,.----,----.------------------------
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• 

• 

• 16. 

17. 

18. 

19 

20. 

21. 

,. 22. 

23. 

24. 

• 25. 

:. 
~ 

26. 

27. 

28. 

29. 

30. 

31. 

32 

33 

34 

35 

36 

· 
· 
· 
· 
· 

Fr{ EOUENCY SCALE . . 
In the last 4 months, I have generally done this task, II I I have done 

thi. tar>k in ) I have I 
More than Several Several 1 Less than this agency ! never done I 
onc(' pur times timc6 I once per but not in the' this task in ' 

C;IIY Duily a week Weekly a month Monthly month lut 4 mo •• thi. 3.&l~nc~· 

9 8 7 6 5 4 3 2 1 

PATROL CONTACT Fre-
(Cont. ) quency 

.Rating -
Issue citations for non-traffic offenses. 

;,erve sUbpoenas. 

Serve arrest warrants. 

Control non-vlolent croWds, groups of spectators, etc. 

r--' 
Talk with leaders of demonstrations. 

Arrest persons without warrant. 

f--. . 
Take lnto custody person arrested by citizen. 

MVl se persons ot rl ghtS \ per Ml ranaa or TJ35J CVC). 

~. 

Explain to onlookers the reason for taking arrest action. 

Call on bystanders to asslst 1n apprehenslon. 

f----
Reprimand offenders in lieu of arrest or citation. 

lTnfervlew SUSP1C10US persons. 

f-
Explain alternative courses of action to suspects, complainants, victims, 
etc. 

- Exp1ain nature of complaints to offenders. 

Advise victims of the criminal process. 

Refer persons to other service agencies. I 

Provide street directions. 

Advise property owners or agents of potentially hazardous conditions (e.g., 
damaged fences, broken water pipes). 
Pick up children to place in custody (with or without court order). 

Instruct persons of proper methods to eliminate fire hazaras or explosives. 

t;ommUnlcate 1n a forelgn languageIS}. 
Please specify which langua~~(s) . -

l ___ . _______________________ 3_0_7 ________ ~ ____________ ~I_ 



In the Patrol Response section you are asked to make the same kind of 
Frequency Ratings. In addition, for some items you are asked to indicate 
~Jhether you have "responsibility for follow-up investigation. II For purposes 
of responding to these items, "responsibility for follow-up investigat'ion ll 

means routine responsibility for: 

CONTINUING INVESTIGATION OVER A PERIOD OF DAYS AND 
MONTHS IF CALLED FOR, AND SUBMITTAL OF PROGRESS 
REPORTS AS REQU IRED, AND PREPARATION OF THE CASE FOR 
PRESENTATION TO THE PROSECUTOR, AND FIXED PERSONAL 
RESPONSIBILITY FOR CLEARANCE AND CLOSURE OF THE 
CASE. 

For example,if you handle incidents involving bomb threats "less than once 
per month" and when such an incident occurs, you do have "responsibility for 
follow-up investigation," you would enter the follOwing responses: 

FREOUENCY SCALE 

In the last 4 months, I have generally done this task: 

I I have done 

More lhan Several Several Less than 
this task in 
thi. agency 

• 

• 

• 

- --------

I have 
n'l!ver done 

once per times times 

I 
once per but not In the this ta sk in 

day Daily a week Weekly a month Monthly month last 4 1n0B, this agl!ncy 
I 

9 8 7 6 5 4 3 2 1 I 
-----

I ,...--
Fre-

I! 
I 

quency I 

! Handle These Types of Incidents: Rating 
I 

Bomb threa"t. 3 
-! 

Responsi bil Hy for fol low-up investigat'jon? Yes .= 1 No = 2 []] I! 

308 



FR EOUENCY SCALE 
--.-

In the la$t 4 montha, I have generally done this tasK' . [ have cone 

Se""ral Less than 
this t3.l< In I have Mor" thall ,several this agency neve r done 

once per times times once per but not in the this task in • day Daily a week Weekly a month Monthly monlh l •• t 4 mos. this 3genc), 

9 8 7 6 5 4 3 2 1 -
PATROL RESPONSE Fre-

• 1. 

quency 
Handle These Types of Incidents: Rating 
~ . 

Abandoned vehicle. 

2. 

3. 

• 4. 

I Abandoned house or buil dl ng. 

I 
'-

Activated alarm. 

--A"rrimaf control violation. 
---..... ~- ..... --~ 

5. Assault (felonious). 

6. 

•• 7. 

8. 

-P:ssatl-' t and battery. 
0 Responsibility for follow-up investigation? Yes = 1 No = 2 f-----------. 

Assault with intent to commit rape or other felony. 
No = 2 0 f---- Respon5ibiiity for follow-UD investiaation? Yes = 1 

Attempted murder. 
D Responsibility for f01low-up investigation? Yes = 1 No = 2 

9. Attempted suicide. '. 10. Bad check. 
0 Respons i bil 1ty for follow-up investigation? Yes = 1 No = 2 ---

11. Begging. 

12. f-:::-:-----Bicycle theft. 

• 13. I-Ero;nb threat. 
Responsibility for follow-up investigation? Yes = 1 No = 2 0 ---_ .. ,---

14. Brandishing weapon. 
0 ResEonsibilit~ fqr fol1ow-ue investigation? Yes = 1 No = 2 

15. Building code violation • .. 
16. Burgl ary. 

No = 2 D Responsibili:y for follow-up investiaation? Yes = 1 
17. Business or peddler license violation. 

18. 

• 
Child stealing. 

D 1--. Responsibility for follow-uD investiaation? Yes = 1 Nn = ? 

19. Citizen locked out of building or vehicle. 

20. Compiaint regarding city or county service • 
... -.---,_. 

21. Concealed or loaded weapon. 

• --
22. Concerned party t'equest for check on welfare of citizen. 

1...._.-.. - -'- -309 

• 



23. 

24. 

25. 

26. 

27. 

FR BOUENCY SCALE 
In tho Il!Mt 4 month~, 1 have !l<,ner"lly done this task, I 

1 
' ~ I have con~ ! 
I :,1 this taol, in II :',IVr. 

More thaI! . Several Several Less than h' 

I
t •• agency ! never don 

once per I times limes once per but not in the'! thl. t".k i __ ::.y,. __ :~_~~_~_c_~_~_w_:_ek_l_y~_Q_m_:_nt_h~_M_o_n_~h_l_y~_m_'_7_t_h_~~_.t_:_m_o_._.~t_hl_'3genC 
PATROL RESPONSE 

(Cont.) 
rFre--
t quency 

Uandle 'Ihese Types of Incidents: Rating 

Conspi racy. ----------------------'----------------------, --
OritrlDuting to delinquency of a minor. 

Responsibility for follow-up investigation? Yes = 1 No = 2 
C~edit card theft or misuse. 

.. _ ... _ ResRonsibi15ty for follow-up investi ation? Yes = 1 No = 2 
Cruelty to animals. 

Responsibility for follow-up investigation? Yes = 1 No = 2 .. _._-- .... _---
DCillgerous animal. 

o 
D 
o 

28. _D_eat1_~~.~_{.e~x_.c_l_ud_i_n_g_hO_m_i_c_i_de_)_. ___________________ + ___ ~ 
29. 

30. 

Defrauding an innkeeper. 
_ .. Responsib'ility for follow-up investigation? Yes = 1 No = 2 0 

Desertion or AWOL from military. 

31. Discharge of a firearm. 
= 1 No = 2 0 Res ons; bi 1 i ty for fo 11 ow-u 

32. Disturbing the peace - customer. 

33. Disturbing th~ peace - family. 

34. --oTst.~irbing the peace - fight. I 
--------·------------------1-1--

.35. D1st:l..lrbing the peace - juveniles. L 
36. C~:~'~~l_ir_b.~:t ~_h_e,_p __ e_a_c_e_~--l-a_n_d_l o_r_d_l_t_en_a_n_t_. ------------------ll-·-·-~---
37. Disturbing the peace - neighbor. 

---'-.---------'-------:--------~---:----------_t_.-38. Disturbing the peace noise (e.g., music, barking dog) • 

.. --.~ ... ------..,. .. ---------------------------_t_--
39. D;sturblng the peace - party • 

. ---~.------- -:--------:---------~-___:'----__:_---_t_--
40. Disturbing the peace - other (e.g., harassment, challenging to fight). 

i 

4J.. r- ~~~~~·;;~si~; di spute. I 

42. t~ .. -l~~~~~~:~~~.~:nt di spu_t_e_. ________________________ L .... __ _ 
43. f K."p the peace. I 
44. b~:,~~~;~~~~~:_-' 3 I 0 ~ ..... - ,-

• 

• 

• 

• 

• 

• 

• 



• 

• 

• 

• 
, :. 
;. 

" \ 

~. 

~ 

45. 

46. 

47. 

48" 

49. 

50. 

5l. 

52. 

53. 

54. 

55. 

56. 

57. ' 

58. 

59. 

60. 

61. 

62. 

63. 

64. 

65. 

66. 

FREOUENCY SCALE 

I In the last 4 months, r have generally done this task: I I , I have donf! 

! Less than 
this task in I have 

Seve ral Severa I this agency never done 
once p~r times times once per. but not in the this t'lsk in 

d;)y Daily a week Weekly a month Monthly month laot" mo •• this 3g~nc)' 

9 8 7 6 5 4 3 2. I 

Mm'i 
----

Mal 

Oru 

Dru 

Emb 

Ext 

Fal 

F~r 

Fir 

Fis 

PATROL RESPONSE 
(Cont.) 

dle The!: Types of Incidents: 
-

tured water or gas line. 

f'lcnazard. 

-
functioning traffic control devi ce'. 

erpUbl ic safety and/or health hazard. 
-.. -....... -~ 
9 ovel'dose. 

er medical emergencies. 

. .. _--'---
nk driver. 

iii<fn public. 

----
ezzlement. 
.. Re~IH!Dlij 12i] j t:x: f!:u: 
ortion. 

fQ]]g~-Ug j D¥~Uiti gati Qc7 

Respons i bil ity for follow-up investigation? 
se fi re al arm. 
Resoonsibilitv for Iollow-uo investin:\+inn? 

e. 
Respons i bi 1 i ty for follow-~~ investigation? 

eworks violation. 
---.. 

hing and hunting violations. 

lid ro ert Fou P P Y . 

Fre-
quency 
Rating --

-
Yes = 1 No = 2 0 
Yes = 1 No = 2 0 
Yes = 1 J\\o - 2 0 
Yes = 1 No = 2 0 

=1 No=2 0 

--.. - .. --'----------------------------i~--
o 

investigation? Yes = 1 No = 2 [] 

HOriii ci de. 
.. __ ,.~~~.e.(;>nsibility for follow-up investigation? Yes = 1 No = 2 o ....... --. 

I Illegal alien. 311 
........... -- .... --...... '--.--'-,--.,...-----------------.-----..,,-~-;-- .. _---



FREQUENCY SCALE 
In the lil"! 4 montha_ I have gene ... :dly done thie task: 

t i 

d'-\)" Daily il week Weekly a month Monthly I mOMh 

I 
I have done ! 
thi. ta ..... In 1 have 
this agency neve, don 
but not in the Ihi & la sk i 
laot" moa. this "gene 

~~:.: I~~~n l S~i~::l S~i~;~l I :~:: t;:; 
9 8 7 6 5 413 .. ~ ____ , ___ --J.. ___ --L. ___ -.J.. ______ -.J.. ___ ....... ___ ........ "..... __ --'-__ _ 

PATROL RESPONSE 
(Cont.) 

Hafld'j e These Types of I nci dents: 
w ______ ""'_. 

Fre-
quency 
Ratin 

67. Illegal burning. 

68. '-TrTe'gaiweapons e.g., brass nuckles. SWltc 

,-.-.---.".--------------------------------t---
69. 

70. 

71. 

72. 

73. 

74. 

75. 

76. 

Im~ersonating an officer or other official. 
___ ,,_ Resj20ns i bi 1 i t:i for fo110w-uj2 i nves ti gati on? 

Incorrigible juvenile. 
Responsibility for follow-up investigation? 

for follow-u 

for follow-up investigation? 

ation? 

Yes 

Yes 

Yes 

Yes 

Yes 

Yes 

= 1 No = 2 0 
= 1 No = 2 0 

= 1 No = 2 0 

= 1 No = 2 0 
= 1 No = 2 0 

= 1 No = 2 0 

------.. -.,---.---------------------------t---
77 • Li tteri ng. 

-----------_._---------,-.,,-------------------+--78. LOitering. 

--_._--_._-,--------------------------+---
79. Lost child • 

... ,--""-....... - .. --~.-
80. Malicious mischief. 

0 Responsibility for foll Ow-u = 1 No = 2 

81. Ment;al ill ness. 
1 __ --..., __ --

82. Missing person. 
0 ReS.EW1S { bi 1 i t for fol10w-u Yes = 1 No = 2 

83. ·-lf6tor ve 1 c e e . 
Responsibility for follow-up investigation? Yes = 1 No = 2 D 

84. Narcotic or drug offense. 
0 Res20nsibilitx for follow-uE i nvesti ation? Yes = 1 No = 2 

85. "Negl"'ected'-or abused chil dren. 
. ___ ~:sponsibility for follow-up investigation? Yes = 1 No = 2 0 

86. 
0 Yes = 1 No = 2 

87. Officer request for assistance. 
._ .. _-----

88. Other public agencies needing assistance (e.g., health department, 
robation deQartment). 312 
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'. FREQUENCY SCALE -_. 
I In the 1;:'8t 4 months, 1 have generally done this task, 

I I have dono ( I I LeBR than 
thl. taok In ~ I have 

MUl'C lhilll Several Several 
thi •• genc·, I never dOlle 

,e 89 

1 · 
90. 

91. 

f 92. 

. ' 
" 

~ 

· 93 

94 • 

- 95 · 

<lneo (lor timos limes 
dllY Dildy 11 wOl!k Wockly a munLh 

9 B 7 6 5 -. 
PATROL RESPONSE 

(Cont.) 
Handle These Types of Incidents: -,.,...-.. --.--~ 
Parking violation. 

-.. _ .... _ .. ,---
Parole or probation violation. 

.. ~-.. -- -
Pass or attempt to ~ass counterfeit money. 

!-. __ .. Resoonsibiiit.Y. for follow-l.ill. investiaation? 
Petty theft. 

Responsibility for follow-up investigation? ---.--
Postal law violation. 

__ ~. ResQonsibilit~ for follow-u~ investigation? 
Prostitution. 

Respons i bil ity for follow-up investigation? 
"--Prowl i ng. 

96 • -PUbTfc -i1UlsdriCe • 

:< ----
· Rape. ;; 97 
f-._-. Responsibility for follow-up investiaation? 

· Racing/speeding motor vehicle. 
,~; 

98 

f----
99 · Reckless driving. 

100 · Rece{ving stolen property. 
Responsibility for follow-up investigation? 

· Riot. ~~ 101 
} 

1---
• Robbery - armeo. 102 

1---._. 
Responsibility for follow-up investigation? 

103 · Robber'y - strong arm. . 

once par 
Monthly month 

4 3 

Yes = 1 No = 2 

Yes = 1 No = 2 

Yes = 1 No = 2 

Yes = 1 No = 2 

Yes = 1 No = 2 

Yes = 1 No = 2 

Yes = 1 No = 2 

.. _._.-B.illQllsi bi 1 i t'i for _fQllm'L-uJlj~'le.s.ti oat; on? Yes = 1 No = 2 
· Sex crime (other than rape, prostitution, or ,indecent exposure). 

Responsibility for follow-up investigation? Yes = 1 No = 2 --
104 

105 · Situation requiring traffic control. 

· Stranded motorist (start stalled vehicles, change tires, obtain 
_,~~£!1.!1~_9ain entrance to locked vehicles, etc.). 

106 

107 · Suspicious person/vehicle. 
.---- .... ---... ~ 

Suspicious object. -· 108 

• r--'j'nrowing or launching obJects at moving vehicles. 
Responsibility for follow-up investigation? Yes = 1 No = 2 

1-----,.'''_-''---

109 

110 " Traffic accident. 
_____ ."Jh~~~onsibi1ity for fol1ow-u~ investiaation? Yes = 1 No = 2 

but not in the this lssl( in 
1 •• t 4 mo.. thi. l p,oney 

2. i 1 

Fre·-
quency 
Rating 

0 
0 

0 
0 

. 

D 

0 

0 

0 
0 

~---
I 

--
0 ! '-
0 



111. 

112. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

FREOUENCY SCALE .. 
In the luHt 4 monthu. 1 have generally done this task, 

I I have done 

Less than 
thil task in J have More Ihull Seve ral Several this agency never ,done. 

onco "or tunc 8 limes once per but not in tho. this task ir 
day Duily u week Weekly II· m"nlh Monthly month lut 4. mOl. thi • .lienc! 

9 8 7 6 5 4 3 '2 1 

PATROL RESPONSE Fre-
(Cont.) quency 

Handle These Types of Incidents: Rating , 
Trespassing. 

unlawtul possesslon or use of exploslves. 
D Responsi bil i ty for follow-up i nvesti gati on? Yes = 1 No = 2 -

-

TRAFFIC SUPERVISION 

Remove hazards from roadway. 

Aavlse approprlate agency of traffic engi neeri ng needs. 

Monitor driver observance of traffic control devices from stati onary 
oosition. 
Monltor pedestrian observance of traffic control devices from stationary 
positi on. 
Notify owners of towed vehicles of location and procedure to follow to 
reclaim vehicles. 
C10ck speed of vehicles using speedometer. 

Visually estimate speed of vehicles. 

~--Operafe radar equipment for speed enforcement. 

Estimate driver's capability to operate vehicle due to old age, emotional 
state, physical stature, handicap or substance abl!se (preparatory to 
chemical or roadside sobriety test). 

-
Inspect operator's license. 

Inspect vehicle registration. 
"---.- ' ....... ' 

Inspect VIN. 
-

Request that DMV re-administer driver's test to persons currently 
licensed. 
Administer physical roadside sObriety test (drug and/or alcohol). 

Arrest and book traffic law violators. 
314 i_~~ ___ 
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• 

;. 

• 

• 

• 

16. 

17. 

18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 

26 

27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

35. 

FREQUENCY SCALE 
In the 111"t 4 montha, I have generally done this task: ! -

I I have done I l 
thi' task in I have 

MO""'hi Several Several Less than this agency never done 
onco per times times once per but not in the this task in 

day Daily a week Weekly a month Monthly month l •• t" mo •• this .J.gcnc)' 

9 8 7 6 5 4 . 3 2 1 
1--'-

TRAFFIC SUPERVISION .Fre-
(Cont.) quency 

~.~.-----.-.-
Rating 

Administer "breathalizer" test. 

~range for obtal m ng blood or Urlne samples for sobnety tests. 

f----. 
Explain state vehicle laws and procedures to citizens. 

iTiiform vehic1e owners of legal obligations regarding removal of abandoned 
vehicles (within specific period of time). 

f-•. - ---
Inspect vehicles for conformance with Vehicle Code. 

~~1aKe traffic stops for Vehicle Code violations. 

Issue Vehicle Code citations. 

Issue warmng tlckets ltor equlpment, movlng, or parklng vlo/atlonS}. 

Exp 1 a i n 1 ega 1 obligations to operators stopped for traffic law violations. 

Issue parking cltations. 

Escort funerals. 

Escort parades and other processions. 

/---, 
Escort oversized truck-trailer loads. 

1---Escort emergency vehicles. 

---
Escort dignitaries. 

1--_ .. 
Direct traffic using hand or flashlight signals or illuminated baton. 

.----""'~ 

Direct traffic using flare or traffic cone patterns. 

Direct traff1c using barriers (including pOSitioning of patrol cars) • 
._._._." 

Control traffic signals manually. 
- Direct citizens to assist in traffic control in an emergency. 

----. Sign off equipment violations • 
____ r - '-,,-' 

• 36 t ____ , ___________ 3_15 ______________ ..J.-__ _ 
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F[(EQUENCY SCALE 
In thl! II.IHt 4 montlu. I have generally done this task, , I ! 

I have clone • I 
thi. t •• k In ; I have 

, 

I lvio rc lh.w Several 
onet> per times 

day D«ily I a week Weekly 

6 

Several 
times 

a month Monthly 

4 

Less than 
once per 

month 

thh agency j never done 
but not in the~ this task in 

lut: moo. J this ~g~nc)' 

9 8 7 5 

CRIMINAL INVESTIGATION/ACCIDENT INVESTIGATION 
(INCLUDING TRAFFIC) 

3 

F re
quency 
Rating 

____ • ___ • ______ 0.., ---------------+---~_l 

1. Survey accident scenes to determine priority of required actions. 

2. ~raina~tivities at scenes of accident lnvestlgatlons. 

-----------------------------------------~------------------~---+------~ 3. Inspect and/or operate equipment (lights. brakes, steering, tires, etc.) 
of accident vehicles t.o determine operating condition. 

4. --rake-coordinate measurements of accldent scenes • 

. -...... --~ , .. ----------------------------------------_t------I 
5. Sketch accident scenes. 

-.--... ---.. --.-... --------------------------:'-~---_:_::_:___:___:_----___il_------_f 
7. Interview tow truck o~erators, mechanics, etc., to obtain specific informa-

tion concerning vehicle damages. 
8. Inspect and measure sl<1d marks ana other marKS on roaaway as part or 

accident investigation. 
-----------------~-----------------------------------------------------r-------_4 9. Estimate vehicle speed using physical evidence and mathematical formulas 

or 9ra~.~hs~-.~~~~~~--~~.~~--~~----------------------__ ------~----~ 
10. Review accidents with accident lnvestigators. 

r .. --------------------------------------------------------------------_t--------~ 11. Advise persons involved in an accident of information to get from 
one another. 

12. Analyze·~a~·v~a~i~1·-a~b~1-e-17·n~f~o-r-m-a~t~io-n~t~0~d~e~t-er-m-i~n-e--w~h-a~t-e-n~f~o-r-c-e-me-n-t~a-c~t~i-o-n-s~h-o~U~ll-.d~-t--------~ 

be taken at accident scenes. 
13. . Inform motol"; sts of procedures for reporti n9 acci dent to proper authori ti es. 

~.-. -------·~~-7--~~--~~~--~--~~--~~------~~~~--~~~----+_------~ 14. Inquire into incidents to determine whether they are criminal or civil 
I~tters. . 

15. Evaluate crime scenes to determine investigative procedures to follow 
. and assistance necessarv. 

16. Attempt to locate witnesses to crimes or accidents (e.g., talk to bystanders, 
knock on doors). 

17. KequeSl: lnVestlgal:1Ve asslstance le.g., ae'teCl:1Ves. cnme laD, ower 
officers, tracking dogs, scuba divers, etc.). 

18. Interview complainants, witnesses, etc. 

.----... --------------,---------------------+-----1 
19. Summariz.e in writing statements of witnesses, complainants, etc • 

.. ---.---------:-----:----:-----:~-----------------+----.-I 
20. Reque'st witnesses to submit written statements • 

21. 

22. 

. --" .... ----.---.. ----~-----------------------------------~-------
Yntetrogate suspects. I 

~_-,~--_~~~~~~f_ .. ;_;.:-~~1=c_~=n=f;_5_s_i_o_n_s_l_-n __ w_r_i_t_i_ng __ .3~16~ _____________________________ ~~_~-~ 
t'?."" J'I' 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



• 

'. 
• 

• 

• 

• 

• 

• 

23. 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

35. 

36. 

37. 

38. 

39. 

40. 

42. 

43 . 
44 . 

FR EQUENCY SCALE 
In the Itl>!t 4 months, I have generally done this task: I 

I have done 

MUl"c' than' Scveral Scveral Less than 
this task in I have 
this "gency neve r done 

once Jlor times times once per but not in the Ihr. ta sk in 
day Dtlily a weck Weekly a month Monthly month 1 .. 14 mOl. thl. 3gency 

9 8 7 6 5 4 3 2 I 

CRIMINAL INVESTIGATION/ACCIDENT INVESTIGATION Fre-
(INCLUDING TRAFFIC) (Cont.) quency 

Rating 

Talk to informants to obtain information. 

Fingerprint prisoners and other persons. 

Take mug shots. . - .. 
Orgam ze and conduct photo line-ups. 

Organize and conduct line-ups. 
!-. 

Present suspects to victims or witnesses for purposes of identification. 
~. 

Personally review records and pictures to identify suspects. 

Contact various sources (e.g., employers, utility companies, schools), 
over the telephone or by mail, to locate persons. 
Organize or participate in formal or i nforma 1 surveillance of individuals 
~r locilti ons 
Photograph crime or accident scenes. 

Sketch crime scenes. 

Diagram layouts of interior designs of buiidings. 

Study rap sheets and M.O.'s of suspects. I 
I 

Analyze and compare cases for similarity of modus operandi. i 

1 Coordinate investigations with other law enforcement agencies. 

Talk with families of juvenile 
notify. counsel). 

suspects or defendants (advise, inform, 

Talk with families of adult suspects or defendants (advise, inform, notify, 
counsel). 
Personally present facts of cases to juvenile probation officers. 

Inspect damage to vehicles or property. 

Interview doctors, ambulance personnel, etc., to obtain specific infor-
mation concern' no ; n,iurie~and ill nesses. 
Review reports and notes to prepare for testimony at hearings or trials. 

f----
Talk to other officers, supervisors, prosecutors, judges, witnesses, or 

--"'='~ 

',lictims to review fi'lr.ts of ri\ses to insure Droner ore-trial oreoaration. , 
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45. 

46. 

47. 

48. 

49. 

50. 

51. 

52. 

53. 

54. 

55. 

56. 

57. 

1. 

2. 

3. 

4. 

FREOUE1\CY SCALE 
In the IUlit 4 monthN. 1 have generally done this task., 

I I I have done 
thi. taok in 1 have 

MOl'e thdn Sc!vural Scv"ral Less than th'L ... geney neve!' done 
once per times times once per but not in the thia task in 

day Daily a week Weekly a month Monthly month 1 •• t 4 mo •• thi. "'ganc)' 

9 8 7 6 5 4 3 2 1 

CRIMINAL INVESTIGATION/ACCIDENT INVESTIGATION Fre-
(INCLUDING TRAFFIC) (Cont.) quency 

r----
Rating 

Appear to testify in 1ega1 proceedings. 

T(~stify in legal proceedings. 

Discuss cases with prosecutors following legal proceedings. 
.. 

Obtain search warrants. 

--' Serve or assist in serving search wan'ants. 
r-'---'" Examine dead bodies for wounds and injuries to determine nature and 

cause of death. ,-
Search property of deceased for personal papers or valuables. 

-Make prel 1mi nary identification of deceased persons. 
---_. 

Examine bodies of deceased (for personal property, signs of post-mortem 
1 i vi di t~ I ..ll£:.l. 
Witness post-mortem examinations. 

~-. 

Do prel imi nary (initial, at the scene) investigations. 
.-

Do follow-up investigations to completion. 

.---~--. 

Use "Identi-kft" 
~.~usDects 

with victims/witnesses to produce fac; a1 likenesses 

r---

EVIDENCE AND PROPERTY PROCEDURES 
1--

DUst and 11ft latent fingerprints. 
--' 

Make fingerprint comparisons. 
r'---

Photograph latent fingerprints. 
1-- .. I Us~ chemical test kit {e.g •• Valtox. Narco-Ban) to test for controlled 

SUDstances. -'._-
5. [_~ea~ch._~cCldent or crime scenes for PhYS_'c,..a_l_e_v_id_e_n_c_e_. _________ -JL~ __ _ 
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• 

• 

FREQUF.NCY __ S .. C .. A_.L.~EJ_ ... ------------------------------------------'--------i ,----

Mo," <hj oneo rer 
day DIIlIy 

9 B 

In the law! 4 monthl, J have gcncri\lly dono thie task: 

j 
:;"voral Sev"ral 
time. tim". 

a w""k Weekly A month Monthly 

7 6 5 

EVIDENCE AND PROPERTY PROCEDURES 
(Cont.) 

4 

Le"" than 
once per 

month 

3 

I I 
I have don. 'I I 
thl. taak In I have I 
thl. "ilen~y I nevel- deme I 
but not itf tr .. r thia task in 
la.t' mO"lthio "gene), 

2 1 

Fre- --, 
quency 
Rating -------_.,------------------------j------'''--

Collect and examine evidence and personal property. from crime or 
accident scenes. 
Preserve evidence and personal property. 

~---------~----------------------------------------------t_------8. Transport property and/or evidence • . ' ' 
9. Book eVldence and personal property. 

10. Review crime lab reports. 

11. Destroy or auction unclaimed property • 

• 

., 
1. 

2. 

I---------------"".,.'<--..;,...-----------------+---~-

AUXILIARY FUNCTION 

Par'ticipate in meetings with other officers (e.g., briefings, departmental 
staff meeti nos). 

:- Communicate with supervisor(s) during shift (e.g., to receive direction, 
seek advice; etc.). 

, 

;. 

3. Attend in-service and outsiqe conferences and se~inars. 
1-'.-=-:-..".-=----:------------------------------+---4. Fill out surveys. 

5. --prepare lnTorma'tlon Tor Teaeral, state, and local lawentorcement 
officials and agencies. 

6. Communicate information on an informal basis to other law enforcement 
officials. 

~~~~~----------~~--------------------------------------~:--------~ 
7. Develop work schedules for Qther officers (including s~ecial aSSignments). 

:_ 8. Issue equipment. 

~-.---.--------------------------------------------------------------------~---------9. Maintain spot/pin maps. 

~------------------------------------------~----~----------~r_-----. 10. Fingerprint persons for non-criminal reasons (e.g., profes~ional 
l1censinQ). 

r-~~~~~------~------------__ ------__ --------------------~r_------
.. 11. Personally conduct background investigations on applicants for positions. 

12. Conduct background investigations on applicants for licenses. ~ ___________________________________________________________________________ r. 
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13. 

14. 

15. 

16. 

17. 

18. 

19 • 

20. 

21. 

22. 

23. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

FREQUENCY SCALE 
In the la"t 4 months •. I have generally done this task: 

I I have done 
thi. taok in 

Mo!'c than Sc.Yeral I Several 
, 

Less than thi. agcnq 
once per times times once per but not In the 

day Daily a W

7

CCk I Weekly a month Monthly month l •• t 4 mo., 

9 8 6 5 4 3 Z 

AUXILIARY FUNCTION 
(Cont. ) 

ro'--
Issue bicycle licenses/registrations. 

Recelve In-comlng calls from tne pUbllC. 

-- . 
Dispatch officers to call s • . 

Operate telephone console or switchboard. 

--
Arrange for appearance of witnesses (excluding subpoena service). 

-'Take citizens' formal complaints against officers and/or department (either 
in person or by telephone). 
Investigate formal citizens' complaints against officers. 

..... ~erve as bodyguard to threatenea persons (e. g., materlal wltnesses). 

Control access to accident or other records. 

Order supplies and equipment. 

Perform simple mathematical calculations (add, subtract, multiply, divide). 

CIVIL PROCEDURES _. 
Post probate notices, warnings, sale of property notices, etc. 

Collect money for sales of levied property. 

Sei ze property in ci vi 1 claims. 
._--.... 

Mail jury duty notices. 
-

Summon jurors for daily court duty. 
-----_.'---

Serve as bailiff officer in court. 
r--' 

Co 11 ect fi nes. 
--------

320 

• 
I have 
never done 
this tack in 
thi. "gene), • 1 

Fre-
quency 
Rating • 

I 

• 

• 
" 

• 

• 

I 
f 

I 
• 

I • 
i 

, -
I . . .--

• 

• 



• 

• 

• 

•• 

• 

• 

8. 

9 • 

1. 

2. 

3. 

4. 

5. 

6. 

• 7. 
8. 

9. 

10. 

• 

• 

• 

• 

11. 

12. 

13. 

14. 

15 

16 

17 

· 
· 
· 

FREQUENCY SCALE 
, 

In the I;ult 4 montha, I have Benerally dono this task'. 

\1 have 
1 hAve done 

More lhan Several Seve ral Less than 
thi. task In 

once per times times 
thi. "geney never done 

once per but not in the this task in 
day Daily. a week Weekly a month Monthly month l .... t 4 mOB. this agene)' 

9 8 7 6 5 4 3 2- 1 

CIVIL PROCEDURES Fre-
(Cont. ) quency 

Rating 

Co 11 ect bai 1-

Sequester j~rors. 

CUSTODY PROCEDURES 
. ~-

Guard prisoners/inmates detained at facility other than jail (e.g:, 
ho~i tal). .. 

Interview prisoners/inmates to obtain personal information for booking 
.DurDoses 
Collect and inventory prisoners'/inmates' personal property. 

Log prisoners'/inmates' phone calls on formal custody log. 

Question and examine prisoners/inmates concerning injuries. 

Log prisoners'/inmates' injuries on formal custody log. 

Review documents of arrest before accepting.subjects into detention center. 

Brief prisoners/inmates as to detention facility rules of conduct. 

Distribute prescribed medication to prisoners/inmates. 

'Distribute patent medication to pr1sonersI1nmatesle.g., asp1 r1 n, al'ftacio, 
etc. ). 
Confer with physicians regarding medical condition of prisoners/inmates. 

Prepare or obtain meals for prisoners/inmates. 

Distribute cleaning implements and personal ,hygiene supplies to prisoners/ 
inmates. 
Conduct periodic searches of prisoners/inmates and their quarters. 

Discipline prisoners/inmates. 

Arrange for professional assistance for prisoners/inmates regarding 
personal problems. 
Coorct1nate pr1soners-/lnmates contact w1tn legal counsel, -oonasmen ana -
other visitors. 

-
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18. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

1. 

2. 

3 · 
· 

FREOUENCY SCALE 
In the last 4 months, I have generally done this task' 

More than S"vcral I Several Less than 
once per times times once per 

day Daily a week Weekly a month Monthly month 

9 a 7 6 5 4 3 

CUSTODY PROCEDURES 
(Cont. ) 

Process prisoners/inmates for release from custody. 

1----

1----

TRAINING 
. 

tvaluate other officers (e.g., probati onary officers, trainees 
or new officers}. 
Write classroom'evaluations of students. 

Write evaluatiofls of training received. 

Constt'uct tests. 
----Administer and grade tests. 

Prov~'classroom instruction to other offlcers, recrults, reserves, 
cadets and/or civilians. 
Provide on-the-job training to other officers. 

----py:ov;deon-the-job tral nl n9 to recrults or reserves. 

-. . .. 
Provide on-the-job training to cadets and/or civilians. 

Prepare lesson plans. 

COMMUNITY RELATIONS 

Talk with people on the beat to obtain general information. 

-------
Talk with people on the beat to establish rapport. 

Talk with people on the beat to provide information about 'the 
r-.1aw enforcem~nt agency. 

Meet with and make presentations to community groups. 4 

5 
r---·-·-

• Provide information to news media for dissemination. 
'--"'~~ .. ----
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I have done I 
this tank in I J have 
thi. agency n(.vcr done 
but not in the this ta sk in 
la.t 4 mo~. this 3gene), • 

Z 1 

Fre-
quency 
Rating 

• 

• 

~ • 
• 

• 

! 
I • -

-

• 
l. 

• 



• 

• 

• 6. 

7. 

8. • 9. 

10. 

11. 

• 
12. 

• 
1. 

2. • 
3. 

4. 

• 5. 

6. 

7. 

• 8. 

9. 

10. 

11. • 
12. 

• 

FREOUENCY SCALE 
- ........ ~ .. ~------------------------------

I have done I 
, 

In the last 4 months, I have generally done this task: 
, . 

, 
I' 

i 
thi. task in ! I have \ 

Mm '"} 

Seve! ral Several Less than I , 
thin agency never done , , 

once par times times once per but not in the thb tusk in I 
day Duily a week Weel<iy a month Monthly month l •• t .. mo., this :lg~nc)' 

9 8 7 6 5 4 3 2 1 . 
1----

COMMUNITY RELATIONS I F re-
(Cont.) I quency 

1-----_.- Rating 

Instruct members of the community on crime prevention. 

[Xplaln recruitment poiicies to interes.ted individuals and communi ty 
groups. 
Request he.l p from news medi a in crime prevention or solving. 

Instruct members of the community on self-defense. 

At request of owners, inspect businesses and dwellings for adequate 
security devices. 
Help citizens form neighborhood watch groups. 

'----

Arrange for professional assistance fo~ offenders not in custody regarding 
personal problems. 

~. 

READING 

Read in-depth narrative reports containing complete sentences and 
oaraaraohs (e. a i nvesti oati ve renortc: SUDDl emental Ifollaw.-un renorts l 
Read reports consisting of several short descriptive phrases, sentence 
fragments, or' very short sentences (e.g., incident reports). 
Read reports consisting primarily of check-off boxes or fill-in blanks (e.g., 

. vehicle im~Qund re~Qrtsl. 
Read street maps. 

--------
Read incoming correspondence. 

~ad interoffice memos. 

Review wanted vehicles bulletins. 

Read departmental manuals. 

Read weather forecasts and bulletins. 
1---' , , 

Read case lawo 

Read legal interpretations (e.g., California Attorney General 's opinions, 
cay attorney opinions). 
Read 1 ega 1 transcripts. 

323 
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13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

FREOUENCY SCALE 
In the last 4 months, I have generally done this task: 

More than Several Several Less than 
once per times times once per 

day . Daily a week Weekly a month Monthly month 

9 8 7 {, 5 4 3 

READING 
(Cont.) 

--Read teletype messages. 

Read tralmng bulletlns. 

Review writs and bail bonds. 

Review warrants for completeness and accuracy. 
! 

Review return of civil process papers for completeness and accuracy. 

Review extensive lists (e.g., to locate names, serial numbers, phone 
numbers). 
Revi ew acci dent stati sti cs for sel ecti ve enforcement purposes .• 

Read and lnterpret coded materlal (e.g., NCIC prlntout, DMV drlvers 
records). 
Read state, federal and local statutes. 

'" 
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• 
I have done 
thi. task in I have 
thl. agency never done 
but not in the this task in 
la.t" mo •• this 19cnc), • 2 1 

F re-
quency 
Rating • 

• 

• 

• 

• 

--
- -
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• 

• 

• 22. 

23. 

24. 

• 25. 

26. 

27. 

• 28. 

29. 

30. • 31. 

32. 

33. 

• 34. 

35. 

• 36, 

37. 

38. 

39. • 40. 

• 

.> 

; 

FREQUENCY SCALE 
In the Jllijl 4 montha, I havo g~ncrally done this taaJ(\ ! 

1 have done I 
Scv.:ral Less than 

thi. t .. k In I J hay. Morc than ~l:veral this agency nevur done. 
onCe per times times once per but not in the this La sk In 

. day Dai:y '1\ week Weekly a month Monthly month laot 4 mo., this agenc), 

9 8 7 6 5 4 3 Z 1 

READING (Cont.) Fre-

Read sections from the following (except in preparation for quency 
acadelllY or promotional examinations): Rating -
Alcoholic Beverage Control Act 

Business and Professions Code 

Administrative Code 

Evidence Code 

Vehicle Code 
---... 

Civil Code 
;.;J{ 

Code of Civil Procedures 

Government Code 

Health and Safety Code 

Penal Code 

U.S. Code (e.g., regard; ng illegal aliens) 

U.S. Constitution 
f--

Welfare and Institutions Code 
- Muni ci pal Code 

~ 

County Ordinances 
.. 

Fish and Game Code 

Harbor and Navigation Code 

Mil itary and Veterans Code 
. 

Professional law enforcement publications (e.g., Police Chief, FBI Law 
Enforcement Bulletin) -

... 

• 
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1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

22. 

• 
FREOUENCY SCALE 

In the I,,~t 4 month8, I have generally dona th"i8 task: I 
I 1 have done ! 

Sevural Le I<M than thi. talk in I ( have 
Mu ~c ihllll S(!verai thl. asency never done 
one .. pnr time. time. once pOl' but not in th~ i Ihi. talk in • clay Dully " wook W"okly • munth Monthly month luIo4 mo., Ih .. .aaoncy 

9 B 7 6 5 4 3 2 1 

REPORTING Fre-
quency 
Rating .. 

Personally file documents in records systems (e.g., fingerprint cards, 
correspondence, criminal reports, vehicle reports). 
Persona lly retrl eve documents from records systems. 

Prepare documents for filing (i.e., label, alphabetize, place in 
chronological. order~ etc.). • Malntaln inventory lists (e.g., departmental equipment and "property). 

Maintain inventory logs (e.g., evidence, recovered property). 

Purge reports from records systems. 

• Maintain department records of warrants served. 

I 
Malntaln roster of current prlsoners!inmates. 

Prepare accident statistical data for DMV, CHP, internal records. 
it 

Develop or revise agency forms. 

Sort and distribute mail. 

~ompile crime data from a number of sources on a periodic basis (e.g., 
for entry onto summary sheets). • Gather and maintain information on bonding agencies. 

~, Prepare advertisements and notices of the sale of property. 

Record disposition of civil papers. .. 
Prepare list of known criminals and/or wanted persons for own or 
departmental use. 

"-
Record bond raises, forfeitures and reductions. 

Prepare paperwork for process service. • Dictate in-depth narrative reports containing complete sentences and 
paragraphs (e.g., investigative reports, supplemental/follow-up reports). 
Write in-depth narrative reports containing complete sentences and para-
graphs (e.a •• investtgative reoorts suoolemental/follow-up reports'>. 
Write reports consisting of several short descriptive phrases, sentence 
fragments or very short sentences (e.g., incident reports). 

'-~ Complete reports consisting primarily of check-off boxes or fill-in 
blanks (e.c:) •• vehicle imoound reoorts). , , 
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• 23. 

24. 

27. 

28. 

• 29. 

30. 

31. 

• 32. 

• 

• 

33. 

1. 

2. 

3. 

• 4. 
5 · 

• 

• 

6 

7 

8 

· 
· 
· 

FREOUENCY SCALE 
In the last 4 months. I have generally done rhis task, I 

I h.lYe done I I 
More than ~cvcral Several Less lhan 

thl. tR_k In I have 
thl. agency never done 

once per Limes tilnCB once per but not In the thill ta sk in 
day Daily a week Weekly a month Monthly month 1 •• t 4 moo, this 2gcnC}' 

9 8 7 6 5 4 3 2 1 

REPORTING Fre-
(Cont.) quency 

Rating ---Take notes. 

wrne news releases. 

--Write interoffice memos. 

Wr~te 1etters or other correspondence as part or tne JOD. 

Draft material for departmental manual s. 
.. 

Write speeches. . ! 

Make entries in acthity log, patrol log, daily report or departmental 
records. 
Prepare data for mlcrofllmlng. 

Prepare misdemeanor court complaint forms. 

Prepare felony court complalnt forms. 

-
Complete travel expense vouchers. 

r" 
WEAPONS 

Draw firearm. 
---

Fi t'e warning shots with handgun or rifle. 

Fi re signal shots (for search and rescue). 

Fire handgun at person. ,....._-
Fi re rifle at person. 

Fire shotgun at person. ...... 
Discharge firearm at badly injured, dangerous or rabid animals. 

- .----Clean and service weapons. I 
l 

- - L_ -
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9. 

10. 

1l. 

12. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12 · 
13 

14 

· 
· 

----~--

• FR EQUENCY SCALE 

In the laBt 4 monthM, I hav,", llt'n"rally dono thi~ labk; 
,--
I 

I r ha.ve dor,,. I 

Man! than Several Seve ral 
I thl. task in 11 have I LebH than thl. agenLY never done 

once por limcM limcs once per but not in the thie task in 
day Dally a week Weekly a month Monthly J mo

3

nlh 1ut 4 mo •. this ~gcncy 

9 8 7 6 5 4 2 1 • 
WEAPONS I Fre-
(Cont.) I quency -+ Rating 

Qualify and/or engage in required practice of operation of firearms and 1 
other we~pons. 

• 
Use chemica'J mace (excluding training). 

Use tear gas (excluding training). 

Fire automatic weapon such as machine gun or machine pistol (excluding • 
training). 

-

• 
PHYSICAL ACTIVITY AND PHYSICAL FORCE 

Using baton, subdue resisting persons. 

• Using baton, subdue attacking persons. 

Carry full pack equipment (e.g., in rescue searches). 

Pursue on foot fleeing suspects. • Subdue resisting persons using locks, grips, or holds (do not include 
, mprhilnirill npvit:e.sJ 

Subdue attacking persons using lock s, grips, or holds (do not include 
mechanical devi ces). 
Resort to use of hands or feet in self-defense. • L iff heavy objects (e.g., disabled person or equipment). 

Carry heavy objects (e.g. , disabled person or equi~ment). 

Drag hea vy obj ects (e.g., disabled person or equipment). • 
Push hard-to-move objects by hand (e.g., disabled or abandoned vehicle). =1 Engage in strenuous swimming (to rescue drowning persons, apprehend 
sy SIH~!;:tS I ~:t~I)' 
Swim or tread water to retrieve bodies, evidence, save one s life, etc. I 

J partlclpate ,n requlred physlca.1 exerClse program to maihtaln pnys1cal 
1 strength, agil ity, and health. 328 ___ J • 
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• 

• 15. 

16. 

17. 

• 18. 

19. 

20. 

• 21. 

22. 

23. • 24. 

• 

• 

• 

• 

• 

FR EOUENCY SCA LE , j-
In thc 1,1Ht 4 month&, I have gener.-illy done this task: I 

I . i I have donI'! ! I have 
Less than 

thi. task in 
Marc. than Sc:veral Seve ral this agency ~ never done: 
once per times times once per but not in the l thi$ task in 

<!ay Daily a week Weekly a month Monthly month 1 •• t" mo.. 1 thIS ~gcncy 
9 8 7 6 5 4 3 2 1 

PHYSICAL ACTIVITY AND PHYSICAL FORCE I Fre-

(Cont. ) I quency 
j Rating 

Climb through openings (e.g., windows). 

Climb over obstacles (e.g •• walls) • 

Jump over obsiacles. 
I 

I --r 
Crawl in confined areas (e.g., attics). 1 

Balance oneself on uneven or narrow surfaces. 

Jump down from elevated surfaces. 

Pull oneself up over obstacles. 

Use body force to gain entrance through barriers (e.g., locked doors). 

Jump across ditches, streams, etc. 

Climb up to elevated surfaces (e.g., roof) • 

I 
t -.. --

. 

_.' 

--
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TIME SPENT 

Estimate the number of hours of your time as a radio car patrol officer/deputy 
that you spend during.a typical week (i.e., a week with no holidays, vacation, 
sick days and/or overtime) doing the following activities. Since some of the 
activities might overlap, it is not necessary that the total hours equal 
the total time worked during a typical week (e.g., 40 hours). 

Number of 

• 

• 

Hours Per Week ~. 

1. Performing general radio car patrol alone. 

2. Performing general radio car patrol with a partner. 

3. Monitoring radio calls. 

4. Performing general foot patrol (as part of radio 
car patrol assignment). 

5. Patrolling trouble spots and high crime areas. 

6. Performing general patrol in other areas of your beat. 

7. Observing for traffic violations from a stationary 
patrol car position. 

8. Observing for suspicious or criminal activity from 
a. stationary patrol car position. 

9. Responding to calls for assistance to citizens. 

10. Responding to all other calls. 

11. Writing and/or dictating reports. 

12. Number of hours worked during a typical week 
(excluding holidays, vacation, sick days and/or overtime). 
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• ; - , 
! 
I 
i 

VEHICLE OPERATIONS 

• 
-i- f 

Ul I 
In the course of your job, do your operate these Q) 0 

I types of vehicles? »t Z 

Boat 

2. Bus 

Patrol car I 
Horse 

5. Truck (I-ton or larger) ! 

6. Paddy wagon 
" ,-,. 

I 

Ambulance 

• 
Do you operate a patrol car several to many times a year: J .. ~ 

8. • •• i n the rain? 

..• i n snow and ice? 

10. • •• in fog? 1 
! 

· .. i n high winds? ! 
· .. i n sand or dust storms? 

• '. 
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l. 

2. 

3. 

4. 

5. 

6. 

7 

8. 

9. 

10. 

H. 

12. 

13. 

14. 

15. 

16. 

1.7. 

18. 

~9. 

,.0. 
21. 

22. 

• -~----------------------------------------------------------------

EQUIPMENT 

• 
en 

In the course of your job, do you use these types (J) 0 

of equipment? :>-< Z 

Flashliqht • 
Binoculars 

Photoaranhic eauinment 

Movie camera • 
5IJrwd 11 ance oear (e. a infra-red scone radio transm.itt.er.l 

Tape recorder 
-, • Radar unit 

Radio car computer terminal 

Stationary computer terminal 

Typelt/ri ter • 
Addino machine 

Photocopier 

• Cash reoister 

Metal detector 

Geiof!r counter 

• Audi o-vi sual equipment 

Shota~,n 

Handgun 

• R ifl '\> 

Drug and narcotic identification field kit 

"r ... ~mhlt'l ... 

I • Extinguisher 332 . i .. -
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• 

• 

~3. 

24. 

27. 

28. 

~9. 
30. 

31. 

~2. 

33. 

34. 

·3~ o. 

36. 

J7. 

• 

• 

• 

• 

EQUIPMENT 
(Cont.) 

In the course of your job, do you use these tYpes en 
Q) 0 

of equipment? >< Z 

Mobile police radio 

Base station police radio 

Public address system (mobile or stationary) 

Handcuffs 

Teletype 

Microfilm machine 

Call box 

Ladder 

Gas mask 

"Jaws of Life" (to extricate trapped person) 

Body armor, exterior 

Body armor, interior 

Strolometer/walker/walking stick (to measure distances) , 

Spotlight 

Automatic traffic volume counter 

---
I NSTR UCTI ONS 

,---

If you perform any tasks not 1 isted 

anywhere in thi s survey, please write I 
I -- -

them on the next page. ! 
333 
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• FREOUENCY SCALE 
In the lawl 4 montha, 1 have generally done this ta.k, 

I have don~ 

Several Several LeSB than 
thl. taok In 1 have 

More than thl. agency never done 
once per timci times once per bllt not in t~e this taRk in 

day Da.ilY a week Weekly a monlh Monthly month la.t" mOl, thi. 1gency • 9 8 7 6 5 4 3 ~ 1 

Fre-
quency 
Rating • 

~ • 
'--" , ""'-'--.t..;:I" 

....... ,..-.... • 

• 

• 

• 

• 

<--.....- • 
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APPENDIX H 

ENTRY-LEVEL LAW ENFORCEr\qENT OFFiCER 

TASK ANALYSiS SURVEY 
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INTRODUCTION 

This survey has been developed by the California COlll11ission on Peace Officer 
Standards and Training to generate the kind of job information needed by the 
COlll11ission to fulfill its legislatively mandated responsibilities. By 
filling out thp. survey, yOu will provide POST with invaluable information 
which will be used in the future to establish job-related candidate selec
tion standards and relevant training standards. Therefore, we thank you for 
your cooperation and for expending the energy required to fill out what is, 
admittedly, a lengthy survey. 

The book 1 et is divi ded into two sections. I n Section I, you are asked 
to provide background data. Section II contains a large number of tasks 
which can be performed by a patrol officer/deputy. Please complete Section 
I before going on to Section II. 

This job inventory or survey 1s not an exam or any type of position evalua
tion instrument. The information you provide is for research purposes only. 
We do request that you provide your name, but only for possible contact by 
the research staff in the unlikely occurrence of an unforeseen data process
ing problem. 

It is doubtful that you will be able to finish this survey in one sitting 
wi thout becomi n9 overly fati gued. Therefore, we encourage you to. take 
periodic rest breaks. When you have completed the questionnaire, please 
return it to the person responsible for collecting the questionnaires in 
your agency. 
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SECTION I 

BACKGROUND INFORMATION 

DON 0 TAN S W E R 

QUE S T ION S 

1 - 4 

PLEASE PRINT 

5. Date 

6. Name of Agency 

i. County in which Agency is located 

8. Your Name 

9. Your Current Assignment 

10. Office Telephone Number ( 

1. 

2. 

3. 

4. 

Number of entry-level officers 
assigned to the general patrol 
function. 

Square miles served G 
Population served 

Type of jurisdiction 

Urban = 1 
Suburban = 2 
Rural = 3 
Urban/Suburban = 4 
Suburban/ Rura 1 = 5 
Urban/Rura 1 = 6 
Urban/Suburban/Rural = 7 

] 

I 
, 

L.J 

.. Please respond to the following questions by indicating your answers in the 'boxes to the 
right. 

II. 

12. 

• 13. 

• 14. 

.. 

• 

Age: 

Sex: Male = 1 Female = 2 

Ethnicity: 
Americdn Indian = 1 
Black = 2 
Caucasian (white) = 3 

Education (indica~e highest level 
High School or G.E.D. = 1 
College Freshman = 2 
College Sophomore = 3 
College Junior = 4 
College Senior = 5 

Oriental/Asian = 4 
Spanish Surname = 5 
Filipino = 6 
Other = 7 

completed): 

337 

Bachelor's Degree = 6 
Master's Degree = 7 
Doctorate Degree = 8 

o 
o 

o 



15. Present Rank: 
Sergeant 
Lieutenant 
Captain 

= 1 
= 2 
= 3 

Chief/Sheriff = 4 
Other = 5 

16. How long have you been at yo~r present rank with your present agency? 
(Please indicate months) 

17. Present shift: 

Day = 1 
Evening (swing) = 2 
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Night (graveyard) = 3 
Relief = 4 
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'. SECTION I I 

INSTRUCTIONS FOR 
RATING TASKS 

• The foll owi ng pages contai n tasks that are performed by patrol off; cers/ 
deputies assigned to radio car patrol.* The tasks have been sorted into 
seventeen major job content areas: 

• 

• 

• 

.' 
• 

• 

• 

• 

• 

Patrol Function 
Patrol Inspection 
Patrol Contact 
Patrol Response 
T~affic Supervision 
Crimi nal Investi gation/ 

Accident Investigation 
Evidence and Property Procedures 
Auxiliary Function 
Civil Procedures 

Custody Procedures 
Training 
Community Relations 
Reading 
.Reporting 
Weapons 
PhYsical Activity and 

Physical Force 
Writing 

Read each task carefully. If a task is never performed by officers/deputies 
assigned to radio car patrol* in your agency, place a check (v') in the 
column labeled IiNever Performed" and go on to the next task.., For those 
tasks that are performed by officers/deputies in your agency you are aSKed 
to indicate three things: 

(1) the importance of the task to the radio car patrol 
job, 

(2) the extent to which it is necessary that a new officer/ 
deputy be able to perform the task pri'or to radi 0 car 
patrol ass; griment. and 

(3) the extent to which performance of the task distinguish
es superior from marginal or poor officers/deputies. 

The rating scales on the next page are to be used for rating the tasks on 
these dimension$. An example which illustrates the rating procedure is also 
1 ncluded. 

It is important that you complete the survey by going through the entire 
questionnaire three times -- that is, rate all tasks for IMPORTANCE before 
returni ng to the begi nn1 n9 of the survey and rat; ng the tasks on the WHEN 
LEARNED scale. Finally. go througf~ the survey a third time using the 
RELA,TION TO PERFORMANCE scale. It is highly recolllllended that you take rest 
breaks after rating all the it~~!is using one scale. 

*Thi s does not i ncl ude offi cers/deput; es assigned to speci al ass; gnments 
such as traffic officer. 
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• 
DETACH THIS PAGE FROM THE QUESTIONNAIRE TO USE WHEN MAKING YOUR RATINGS. 

RATING SCALES 

• IMPORTANCE: When this task is done, how important is successful completion 
of this task to overall patrol officer/deputy job performance? 

(1) Of little importance 
(2) Of some importance 
(3) Important 
(4) Very Important • 
(5) Critically Important 

WHEN LEARNED: To what extent is it necessary that officers/depu~ies learn to 
perform this task in the academy and prior to any job assign-
ment? • 

(1) 
(2) 

(3) 

Not necessary--can best be learned on the job. 
Some preparati on in the academy is necessary but 
full competence can best be achi eved on the job. 
Full competence must be achieved in the acadell1Y 
before any job assignment. 

RELATION TO PERFORMANCE: To what extent do successful officers perform this 
task better than marginal or poor officers? 

EXAHPLE: 

(1) 

(2) 

(3) 

In general. all officers perform this task about 
equally well. 
Some officers perform this task better than others. 
but they are not necessarily the better performers. 
Genera lly, successful offi cers perform th1 s task 
better than marginal or P<H:;'- officers. 

If "transporting prisoners/inmates" is a ·very important task, if full task 
competence must be achieved in the acadell1Y before any job assignment. and if 
all officers generally perform this task equally well, your ratings would 
be: 

Transport prisoner/inmate 
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• 

,. 

• 

If the task is never performed in your agency, you would simply put a v in 
the column labeled "NEVER PERFORMED" and go on to the next item. Do not 
skip any item. Make sure you provide the ratings of "IMPORTANCE", "WHEN 
LEARNED", and "RELATION TO PERFORMANCE" for each task performed in your 
agency. 

Remember to go through the entire questionnaire three times--that is, rate 
all tasks for IMPORTANCE before using the WHEN LEARNED or RELATION TO 
PERFORMANCE scales. 
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PATROL FUNCTION 

1. Review statistics and other compiled information (e.g •• to determine areas 
in need (Jf selective enforcement). 

2. Iransm1t messages over pOllee ramo le.g •• patrol car radlo. nandpacK, or 
base station radio). 

~------------------------------------------------~~---------;--r-~-~~ -3. Arra~ge for removal of abandoned, disabled, or impounded vehicles. 

4. Secure vehicles by removing keys, locking doors. etc. 

5. Secure house or property. 

6. Initiate contact with appropriate public agencies (e.g •• telephone company, 
etc.) to report damage to equipment. 

7. Deliver emergency supplies and equipment. 

8. E5cort money or valuables. 

9. Engage in hi gh speed pursuit driving on open road. 

10. Engage in hi gh speed pursuit driving in congested area. 

11. Engage in high speed response to call on open road. 

12. Engage in high speed response to call in congested area. 

13. Push disabled vehicles with patrol car. 

14. Pal tieipate in large scale area search parties for persons or evidence. 

15. --operate asslgned observat10n post to apprenena cr1m1nal suspect 
(c.g., stakeout). 

16. \...17 Kli5", e!' vtT,h, er.T-w'tl1n""'l r'7lu:Vl'r"ml'l'l3-.al "L"', ' l'm'r' orn-'"L"'l'\IolTlllrlnd5"l: lr'lln:.T "Ld.l"'nr-r-; de'""" UII r"'r·~e nl'tl"'"'V r.,'ft: ,,,u~,,' ,"I!! t:::7t' UI~!:Irnr-t:"" UII~ '''''',IIIm:JU''''''" 1111 '"T\."', 1 ",.., ,"ItI'II,,":1 ,,""'a 1--:>am 111m-u~+-+-:·--4 
criminal activity in area. 

17. Respond as back-up unit on crimes in progress (either own or other 
department). 

18 • hKr.:; te~ciVo rO:;o Q:;;;a~n;r-; Qc::'i'o""mmiinii'u n"'ll'ic"3a:1'O tie 'Q:r.:te>C:s-;:c'""nrrp"'l 't~: "l"O"n Sir";lO~ll T~pe~! r~si' o1Vl'Fn s-,n, er • ..,..... g. -. ":2!'1'1u,l'P1'I'::2 peKl:I~"", "--:2. -'111'"'1111"'11, :)Pf',: :. ...... ,.." !:I~-1-1-+-t--l 
persons). 

19. Respond as back-up on traffic stops (either own or other department). 

20. Request ver1Tlcat10n ot out-of-coum:y ana oUt-OT-stne warrants DeTore 
service. 

21. Deli ver agency and inter-agency papers. 

22. Examl ne H1Jured/wounded persons. I ] 
r--------------------------------------------+~-~tI ! I 
'-----------------_______ -L~- ..,.-~ ,.",,--1 
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• 
PATROL FUNCTION " 

(Cont.) /~ " " ~ ~ r,:,r: rz,';> <: 
.. ;; '-I ,of 

... " .f ~r: ..... ::; 
~" ... ~ ~-c:, ~ 

23. Administer cardio-pulmonary resuscitation. 

• 24. Administer mouth-to-movth resuscitation. 

25. Operate resuscitator. 

26. Control bleeding (e.g., apply di rect pressure) • 

• 27. Administer other first aid techniques. 

28. Protect accident or crime scene. 

29. Glve directions to assisting officer(s) (e.g., 
or during parade). 

at crime or acciden~ scene 
,,-• 30. Give directions to other public service personnel (e.g., at crime or 

accident scene or durinq Darade). 
31. Coordinate tactical operation (e.g., set up a perimeter, 

post, develop a search plan). 
set up a command 

32. Request back-up assistance in potentially hazardous or emergency 
situations. • 33. Transport animals. 

34. Transport prisoners/inmates. 

35. Transport persons taken into custody 
bond in lieu of incarceration. 

to afford an opportunity to post 

• 36. Tr~nsport injured persons. 

37. Transport mental patients. 

38. -liaiiucuTT suspects or pri soners. 

• 39. Use restraining devices other than handcuffs (e.g., leg irons, straps). 

40. Capture dangerous!i njured animals. 

41. Corral loose livestock. 

;. 42. Flag down trains (e.g., to prevent accidents). 

43. Pat search suspects. 

44. Search prisoner clothing. 
, -

;. , 
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'I;r / 
rtJ ~? PATROL FUNCTION (,' ... .. b '" (Cont. ) ~ OJ " .q, 

r.~::: 0 
OJ " ... 

~ ,; 11.J' ~ 
.. <; y ,~ 

~C,.J 0 r.,. .;--
(J ,q <, -..; 
~ .,,(,' ~~ of 

• 
Participate in pre-planned rai'ds. 

Request records checks. • 
Restock emergency supp11es 1n patrol venlcle (e.g., flares, f,1rst ala 
supplies, etc.). 
Use emergency tools to extri cate trapped persons. 

• Extinguish vehicle fires. 

Identify from memory wanted vehicle or person. 

Evacuate buildings and/or areas to remove pe~sons from danger. 

PATROL INSPECTION 

t-OIIOW SUSP1C10US vemcle \e.g., suspect, SUSP1C1OUS person, operator 
under the influence). 
Physically examine and test doors and windows of dwellings and businesses. • 
Patrol locatlons on beat WhlCh are potentlally physlcally hazardous to 
citizens (e.g., construction site, attractive nuisance). 

--~ 

Examine suspicious or potentially dangerous, objects (e.g., suspicious n-'-j 
~paCkage, downed high tension wires). -rr-j Physically examine abandoned vehicles. 

l-+--~ I 
f---

Phy~ically search vehicles for contraband or evidence. I I 
Search unlocked businesses and dwellings for signs of illegal entry. r--t 
Make bar checks. 

~tf Check individuals/businesses for compliance with licensing requirements "-1--

and/or Bu~iness and Professions Code (e.g., liquor stores, taverns, 
solicitors. retail businesses). 

~ Search for missing, lost, or wanted person .. 

H Personally searCh DU1lCl1ngs, propertles. and vehlcles to locate bOmbs 
and/or explosives. +-1 .. -1 Search home, business, or other structure for contraband, criminal Ii! 
activity, or wanted subject (with or without warrant). 

=r~-"" I 
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• 
PATROL INSPECTION 

(Cont. ) • 

• Recogm ze sounas that sFiou'd be i nvestl gated and tnel r approximate or1 g1 n 
I (e.g., breaking g'lass, angry or fearful voices, etc.). ' 

• 

II' Recognize smells that should be investigated and their approximate origin 
(e,g •• smoke. controlled substance. alcohol_~ etc.l. 

PATROL CONTACT L 
Confront hostile groups (e.g., demonstrators, rioters, or bar patrons). 

.. Notify private citizens of damage to their property as a result of aCC1-
dent, natural disaster, etc. 
Personally deliver death messages • 

• 

I 



• 
.. 
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'" 
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PATROL CONTACT .. 
IU ~ 

(Cont.) t .. 
1) tJ 

~ 0, ~ 
.. "ilJ ,t;' 0 a.tI t;' ~"'" .... 

~ fZ; '" 

~ ;; " ~~ 
~ ,f 0,'" ..... " 

~/' .... i; ~ -t;' t<?' 

• 
Issue ci tati ons for non-traffic offenses. 

• Serve subpoenas. 

Serve arrest warrants. 

Control non-viol~nt crowds, groups of spectators, etc. 

• Talk with leaders of demonstrations. 

Arrest persons without warrant. 

Take into custody person arrested by citizen. • Advise persons cf rights (per Miranda or 13353 CVC). 

Explain to onlookers the reason for taking arrest action. 

Call on bystanders to assist in apprehension. 

• Reprimand offenders in lieu of arrest or citation. 

I 
Interview suspicious persons. 

I t.x;JJaln alternatlVe courses of actlon to suspects, complalnants, vlctlms, 
I etc. 
I 
: Ex; 1 ai n nature of complaints to offenders. 
! 

• 
j I\riv:se victims of the cri mi na 1 I process. 

I Refer persons to other service agencies. 

Provide street directions. • 
! 

Advise property owners or agents of potentially hazardous conditions 
(e.o. damaged fences. broken water oioes). 
Pick up children to place in custody (with or without C~Jurt order). • Instruct persons of proper methods to eliminate fire hazards or 
exoln<;ives 
Communicate in a foreign language(s). i 
Please specify which language{s) --.-t 
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'0 " PATROL RESPONSE '" ~ t ... 
b Q,,'" 

~ '" ... '" .:::-
~ 

Q,'" '" ... 
:::- .~ 

t '" ::;-
... v .0 

.~ .).'" .:f "," ,,'" 
Handle These Types of Incidents: <'" ..... i; _~<: e;?' 

Abandoned vehicle. 

• Abandoned house or building. 
.. 

Activated alarm. 

Animal control violation. 

• Assault (felonious). 

Assaul t and battery. 

Assault with intent to commit rape or other felony. , • Attempted murder. 

Attempted suicide. 

Bad check. • Begging. 

Bicycle theft. 

Bomb threat. 
I • Brandishing weapon. 

Buil di ng code violation. 

I Burgl ary. 
'--• Business or peddler license violation. 

Child stealing • 

1 . 1 Citizen locked out of building or vehicle. --1-"- f-."'" • . Complaint regarding city or county service • .~-,J 

: I 
. Concealed or loaded weapon. ~rH-~ _ .. -

Concerned party request for check on welfare of citizen. -1_ i J 

I 341 ! 
I ' -- \..-..... .., ........ ~~,_.""~t.. 
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, PATROL RESPONSE 
(Cont.) J'l 

Handl e Thes.e Types of Inci dents: 
Conspi racy. 

Contributing to delinquency of a minur. 

~--~---~----------------HH---7-·· 
Credit card theft or misuse. 

Cruelty to animals. 

Dangerous animal. 

Dead body (excluding homicide). 

Defrauding an innkeeper. 

Desertion or AWOL from military. 

Discharge of a firearm. 

I 
Disturbing the peace - customer. 

Disturbing the peace - family. 

~--------------------------------------------------------------+~--r-7-~ 
Disturbing the peace - fight. t 

!!-----------:--~----,---------__t__+--- - I 
I Disturbing the peace - juveniles. 
I ! ~':d sturbi ng the peace - landlord/tenant. . -r-'

1
'l 

r-I5i~turbing the peace - neighbor. 

L---------------------------------T4-~I· t-! ~isturt>ing the peace - noise (e.g., music, barking dog). ! i I 
r------------------------------------------------+~_r-+~ 

I ~ 
Di sturbi n9 the peace - party. 

-
Disturbing the peace - other (e.g., harassment, challenging to fight). 

Repossession dispute. ~--------~--~~!--H 
r--:--:-~-----:-~--------------------+_+_. -1---r---l Labor/management dispute. I I 
r------------------,.-----------------------1r--r-+--r .. -! I . ! I \ Keep the peace. , ! I I 
r---:------------------------------·-i--r· .. -·r-r--l· . I Downed wi res. I • _ • 

L- ! ./ 
~-r - , 

I 3
4

8 ._-"I __ f.._ .. I __ .: _ ... J 
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PATROL RESPONSE 
(Cont.) 

Handle These Types of Incidents: 
Ruptured water or gas line. 

Traffic hazard. 

Malfunctioning traffic control device. 

Other public safety and/or health hazard. 
~------'-----------------------------------------------'------+-~~--r~ 

Drug overdose. 

Other medical emergencies. 

Drunk dri ver. 

Drunk in public. 

Embezzlement. 

Extortion. 

False fire alarm. 

Fire. 

Fireworks violation. 

• Fishing and hunting violations. 

I Found property. 

I Forgery. 

• Fugitive reported to be at a location. 

Gambling. 

Grand theft (excluding auto). l 
• Hit and run. 

1
, I 

~H-o-m-i-c-i-de-.--~------~----------------------------------·-----------t--r --r-] 
1--1-,-, e-g-a-'-a-'-i -en-.-------------------------rl--tl--rr-· i 
r-----------------------------------.--4--;- I 

'---_____ -,--________ 3_49 ___ ~ ___ . ____ _'I,_i_.~"'_ __ 
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PATROL RESPONSE 
(Cont.) 

Handle These Types of Incidents: 

/ 

Illegal burning. I 
Illegal weapon,s (e.g., brass knuckles, switchblade knives). -i--~'l 

lmpersOnatlng an OTTlCer or otner OTTlClal. H--

Incorrigible juvenile. 
~---------t--I--r---r---I 

Indecent exposure. 
!---------------------------------1I--t--r ... f--

Invalid or elderly person needing assistance. 

Jail/prison break. 

Joy riCli ng. -I 
~K-i-d-n-a-pp-i-n-g-·-----------------------------------~-t-~--4l 

.f-

Liquor law violations (ABC violations). 
r-·---~-------------------------------------1I--T--r-~ , 

Littering. I I 

l-------------t--t-t--tl-·~ 
Loi teri ng. I 

~------~--------------------------------------~-~-~~~ 
Lost child. I i 

Malicious mischief. r--r" 
~~ _________________________ ~ _______ ~~l ri 
r-Mental illness. r'i --I 

Missing person. 

Motor vehicle theft. 

1-"1~'1 
.- -~-~--_'-r-'i 

1---------.-----------------------+-+ .. -- +"~'l 
Narcotic or drug offense. ~ ( 

, I , , 

-~ r-t--t"-~ r o

,: 

r----------------=--------------------I--i!r·-L"-~ ... ~ 1 ~ I Obscene or threatening phone calls. Ii. 
Officer request for assIstance. ~I-t-·; 
~~~~~~~~~~T~J~·-r --Other public agenCies) needing assistance (e.g., health department, I : : 

proba t ion depa rtment • , . ' . 
r-,--..:.....;;".~~~-=~~------------------.--- _ .... ..: ...... l 

'---_____________ 35_0 _________ .LJ .......... _ .. 

Neglected or abused children. 

• 

• 

• 
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PATROL RESPONSE 

(Cont. ) 

Handle These Types of Incidents: 

Parking violation. 

tfarole or probation violation. 

Pass or attempt to pass counterfeit money. 

Petty theft. 

:.ostal law violation. 

Prostituti on: 

. Prowl i ng. 

:.Public nuisance. 

Rape. 

;-

,-----------------------------------------------------r-r-r~--I 
,i ,; Raci ng/speedi ng motor vehi c1 e. 
;, -------------------------------------r--t-, .... -t--j 
i.Reckless driving. 
1----------------------~-----------------------------r-;--+-·r·_1 

Receiving stolen property. 
------------------------------------------------------------------r--jr-T--r-

Ihot. 
;, - -----------------"----------------!--t-I--1-"'1 
{.Robbery - armed. 
'~-, -.-----------------------------+-+--!r-.1--l 
~ 
, ... , ')ery - strong arm. 
't ···-----------------------i--r--r--I-I 
i1 I 
i Sex crime (oth,er than rape, prostitution, or indecent exposure). ...J 
~_S_i _t-u_-a_-t~i_o~n~~r-e~q_-U~i_r~l-·_n~g~-t_-r_a~f~f~i-C_-_-c_o~n~t~r-o_-l_-.~~_-_-~~_-_-_-~_-~_-~_-_-_-~_-_-_-_-_-_-_-_-_-_-~_-_-_-_-I:~-'t.~~--:_-:~_~' 

Stranded motorist (start stalled vehicles, change tires, obtain 
i_~ala~ISwO)~l;uin~l,p~a~l.n~ii~np~nl~t:r~·.nwwn~~,p~.t:~,O·~l~~~~~.~~u~~~~~. __ .~~Pt:~~·\4-_________________ ;__r_r~--1 

Suspicious person/vehicle. 

r Suspicious object. t--r~·n-· 
,---------+- +,---r-, "~ll 

Throwing or launchin[ objects at moving vehicles. 

Traffi c acci dent. . T1--r ···1 
---------------------------------.-I~.--r-.~.-~ 

I I ' f 
I ! } : • ___ ._..I..-... .• ,_ •. _l..-. 
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b · PATROL RESPONSE ~ -.0 .::: ... 
(Cont.) 't1 4," 

~ CJ 

,,'" c,," I.,t:;' oJ 
lJ,,;,,~c: 
~ J..,.... " -~ 
~ 0 t:: .... 
~ q '" .... :~ 

Handle These Types of Incidents: .:/ .... f! -,:-<: ~ 
,. 

Trespassing. 

Unlawful possession or use of explosives. 
e' 

--I 
I 

, 

• TRAFFIC SUPERVISION 

Remove hazards from roadway. 

Advise appropriate agency of traffic engineering needs. 

Monitor driver observance of traffic control devices from stationary • 
positi on. 

~ --, 
Monitor pedestrian observance of traffic control devices from stationary 
Dosition. 
Notify owners of towed vehicles of location and procedure to follow to 
reclaim vehicles. .. -~ _. • 

I 
Clock speed of vehicles using speedometer. 

.-
j 

Visually estimate speed of vehicles. 

1 Operate radar equipment for speed enfqrcement. I f 1 
Estimate driver's capability to operate vehicle due to old age,·emotional 
state. physi cal stature, handi cap or substance abuse (preparatory to 
chemical or roadside sobriety test). 

i 

• 
Inspect operator's license. 

• Inspect vehicle regi strati on. 

++ .- -Inspect VIN. 
I I 

Request that DMV re-admi n; s ter driver's tes t to persons currently I -~, 

licensed. 
I 

Administer physical roadside sobriety test (drug and/or alcohol). !-r-r-'-
I 

r~-r-+'-'1 Arrest and book traffic law violators. 

t+-+--;_J 
.!..-1 ... ~ ", 

• 

• -
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• 
TRAFFIC SUPERVISION 

(Cont.) 

"breathalizer" test. l Admi ni ster 

• Arrange for obtalnlng blood or urine samples 

Explain state vehicle laws and procedures to 

" / 
I , 

///' 

~ "(t 
.. J-r for sobriety tests. -1-, 

citizens. 

-!---~ Inform vehicle owners of legal obligations regarding removal of abandoned 
! I vehicles (within ·specific. period of time). , :--"-'T It Inspect vehicles for conformance with Vehicle Code. 

.----'j Make traffic stops for Vehicle Code violations. 
.,,-

Issue Vehicle Code citati ons. 
"--'-'i--f-.' 

.. Issue warning tickets (for equipment, moving, or parking violations). . 
Explain legal obligations to operators stopped for traffic law violations .J 
Issue parking citations. 

j j I • Escort funerals. -=p -
Escort parades and other processions. --I-i Escort oversiz.ed truck-trailer loads. I \ -- - -):.,.., ..... ,-

i ~ 

• 

t- +i 
I
·t-_E_s....,co_r_t_e_me_r_g_e_n_cy_v_e"-'-.h_l_cl_e_s_. ___________________ " ----+-.~.~~L.~ L_J 

Escrirt di~nitaries. I I ! ! : 
r---·---------------------·-----~,-,l---·.~·--;· .... '. 

4t 

l I. ' ' 

Direct traffic using hand or flashlight signals or illuminated baton. L '_~.L.L.j 
.. Direct traffic using flare or traffic cone patterns. J._J_.1_ .. !, .. _t 

Direct traffic using barriers (including positioning of patrol cars). I j : i i 
~.c~ntrol traffic signals manually. . -tt"l.-_,: '] 

~,' Direct citizens to assist in traffic control in an emergenc~ IiI i 
r----·------.:-------------------------·,;·....:...-r-:\-··+ .. ··; ,,; 

I j 1 t ' 
• \ f , , ----· .. "-·r"'~'-"··"'- - '.... . 

Sign off equipment violations. 

I I I; t-------------------------------------.····, .. I -. . "I", o I . 
i ; '------------___ ---______________ . _____ ..... 1" 
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CRIMINAL INVESTIGATION/ACCIDENT INVESTIGATION 
(INCLUDING TRAFFIC) 

Survey acc)dent scenes to determine priority of required actions~ 

Coordinate activities at scenes of accident investigations. 

Inspect and/or operate equipment (lights, brakes, steering, tires, 
pte) of .ilr.d..dflFt vAhirlf><; to dptpJ'mine oDPratina condition. 
Take coordinate measurements of accident scenes. 

Sk~tch accident scenes. 

Diagram accident scenes to scale. 

lntervlew tow truck opera.tors, mecnamcs, etc., to oDtaln spec1Tlc 
information concerning vehicle damages. 

~ ~ . ... i; ...., . 
;.: .~) eJ::': 'fU ~ ~tfr 

~--e-- ~ 
I I 

J ~ 
• _.-r-- ,--

I r-

._. 
Inspect and measure skid marks and other marks on roadway as part of -~ accident investiQation. 
Estimate vehicle speed using physical eVldence and mathematlcal formulas 
or graphs. 
Review accidents with accident investigators. ~-F Advise persons involved in an accident of information to get from 
one another. J-l --; -
Analyze available information to determine what enforcement action should I I 
be tRken at accident scenes. 

< I ",qUlre 1 nto 1 nC1 dents to determ1 ne whether they are Cr1 m1 na 1 or C,.,1 r± II i 
'l~ weH~~t~ crime scenes to determine investigative procedures to foiiow'-T "+--lL_J1 

and assistance necessary. =t- t 
,r-Attempt to 'locate wltnesses to crlmes or accldents (e.g., l1ijlKl:o I . "'l~i 

><~~._Lfl,1 
Inform motori sts of procedures for reporting accident to proper , I i 
au thoriti es. ! , I --- -. _ .. 0.1:.-,..- .. _~ ... ..,~ 

. bystanders, knock on doors). I 1 I 
Request investigative assis,tance (e.g., detectives, crime lab, othe-r--" , .~'"-r--J 
officers, tracking dogs, scuba divers, etc.)" i I ~ I 

Interview complainants, witnesses, etc. ---I" -'r~~"~1 
r-----------------'------ --+-..... T

1 
+~ 

.1 Summarize in writing statements of witnesses, complainants, etc. t I'! 

.1 Request witnesses to submi t wri tten statements. 'l-f'~;---i 
I · . ! " t 

Interrogate suspects. l-t-r'-r~1 
·--lL-l-j-.,~ .. "." -\ ! I . " 

I I i I ! ----.-..... ~-l~-.'i.'. ~~t_ ... _ ... ; 
~ 1~ ~ 

'--------------------_. __________ ~_._., __ ".t . 

Record formal confessions in writing. 
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CRIMINAL INVESTIGATION/ACCIDENT INVESTIGATION 
(INCLUDING TRAFFIC) (Cont.) 

h.r--ralk to informants to obtain information. 
:E 
s 

~ Fingerprint prisoners and other persons. 
} 

J 
~'I Take mug shots. 

~.I Organize and conduct photo line-ups. 

r 
(.~. Organize and conduct 1 ine-ups. 

~.l Present suspects to victims or witnesses for purposes of identification. 

l.l Persona <11y revi ew recor6s and pi ctures to i denti fy suspects. , 
i Contact various sources (e.g., employers, utility companies, schools), 

i ~'~ov~e~r~th~e~t~e~le~!D~lh~o~ne~o~r~b~w~m~al~'lu-~to~l~oc:~al·t~e~De!r~·:s~;ownl~:s,"L-~~ __ ~~~~~~t-;_-t~(-1 
}. Organize or participate in formal or informal s~rveillance of individuals 

or locations. 
t ~'I Photograph crime or accident scenes. 

r l Sketch crime scenes. 

· I Oiagram layouts of interior designs of buildings. 
1 
1~----------------------~--------------------<------------------~--+--r-t--1 • I StuQy 'rap sheets and M.O. I s of suspects. . 

~. ~------------------~-------+-t---i-~---r--;;;a lyze and compare cases for simil arity of modus operandi. l 

~ -.------------------r-t--i-t-~ 
~. i [uordinate investigations with other law enforcement agencies. 

t r" 1 a 1 k with famil i es of juveni 1 e suspects or defendants (advi se, inform, 1- --
Lnotifv counsel) 

noti fy, counsel). . __ r.--
Talk with families of adult suspects or defendants (advise, inform, l' 

• l Personally present facts of cases to juvenile probation officers • 

. 1 Inspect damage to vehicles or property. ~- l-...... ~' 
I .!~,_ ,n ntervi ew doctOI"S, ambul ance personnel, etc., to obtai n specifi c ; nfor- f 

mation concerning injuries and illnesses. ' 

I Review reports and notes to prepare for testimony at hearings or trials. -''"\'''1 
~~-:----------_____________________ w+-~:._!-<_~~.J 
I talk to other officers. supervisors, prosecutors, judges, witnesses, or I I J' I ';ict'ims to review facts of cases to insure proper pre-trial oreoarat io.ll.a_+ __ +_ I I 

.L-_ 
I : 
..L..~.l_ ... "_, .. _ .. ~< •• ~ , 

355 



• 

• 
~ ~ 

CRIMINAL INVESTIGATION/ACCIDENT INVESTIGATION ,0 ,,' 
(INCLUDING TRAFFIC) (Cont.) Jjlo I 

ct 
0 

'" v .. ... 
~ ,.; ~~ ~ 

<. ;; Y . .,0 
" 0 t::' .... 

.:. Q. ~ ..... ~ 

4' .:;<: ::"'" .~CJ 

Appear to testify in legal proceedings. 

Testify in legal proceedings. • 
I 

~ 
Discuss cases with prosecutors following legal proceedings. I 

! 

Obtain search war.rants. 

Serve or assist in serving search warrants. ( 

~ Examine dead bodies for wounds and injuries to determine nature and 
• 

cause of death. , 

Search property of deceased for personal papers or valuables. I 
Make preliminary identification of deceased persons. • 
Examine bodies of deceased (for 
1; liflih .:>tl' \ 

personal property, si gns of post-mortem 
-. 

Witness post-mortem examinations. 

i 00 preliminary (initial, at the scene) investigations. 

.J Do follow-up investigations to completion. 

I Use I Identi -k i t' with victims/witnesses to produce facial likenesses 
~ : 

vi suspects. 

• 

! • t- -
I I 

I --"1-

-±] t= EVIDENCE AND PROPERTY PROCEDURES 

I Dust and lift latent fingerprints. 

I : -!~.~-! 
Make fi ngerpri nt comparisons. ! I 1 , 

-' -·T--~·-, .. i : 
I 

• 

Photograph 1 atent f, ngerpn nts. ttr i I I 
r--Us-e-c-h-em-,-' c-a-'-te-s-t-k-H-(-e-. -g-. ,-V-a-l-to-x-,-N-a r-c-o---S-an-)-t-o-te-s-t-f-or-c-o-n-tr-o-l-1-e-d-- ! 1---JI-"·'1 

substances. ~ 

• 

• 
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EVIDENCE AND PROPERTY PROCEDURES 
(Cont. ) 

{I/~ 
~~/ h // 
~
.~. <;'/ Cb c.. .; 2 

~ " <:- " 
,J ~.P y .,? 

.... i'. ;.?' ~., '.. .~ .~ 
! ~. 

r-:a::.;c~c:.:.i.::.de::..:n:.:..:t:.....::s.:::.ce::..:n~e:..::s~· _________________ -:--________ ·r --.. -l Collect and examine evidence and personal property from crime or ~ I 
_ Preserve evidence and personal property. 

--1 
--1 

Transport ,property and/or evidence. 

Book evidence and personal p~~oerty. 

• Review crime lab reports. I i I r-r-'I---'l Destroy or auction unclaimed property. ! j 

t------------:--------+--+--'ir4j 
• I I I 

I----------------J----t--r--q AUXILIARY FUNCTION , l! I 

I--ipl'>: ,a~r:-;-t7i -:-c,:;-:" p-a-:;:t-e-," n-m-:-e-et':""':-· n-g-s-w-' ;:-:t"T";h-ot':"':h-e-r-o""""f f,'-c-e-r-s ""'1,r-e-. -g-. ,--'-b":"::rT, e~ltl"'.',r-:n"":'g~s -, -:dT:le-:-p~a r~t~m:-:::e-:-n:;:'ta:"'llnn-I-r---l' 
• staff meet; ngs). H I I 

~~~nicate with supervisor(s) during shift (e.g., to receive direction. - l--1J~rl~ 
seekadvice,etc.). I t 

Attend in-service and outside conferences and seminars. ~---r-!-r-~T~l 
--r-l---t-... :.-~ .. 

-I FIll out surveys. -LJ-J--~, ... ~ 
I P:epare i,nfC'lrmation. for federal, state, and local law enforcement I \ 

~Hi ci a 1 S Gl:.J agenci es. - --L-"i~'" '," 
1\, C0mmunicate'information on an informal basis to other law enforcement I 
. offi<;ials. -1 J I _I ~evel op work sehedul es for other offi cers (i neluding sped al assi gnmenfs). 'r'-I·"·'! 

• _.-I I i 
ssue;-;::;e~qu~l;-;:p:-;;:m;;;:e';;'nt""'.------------"-----------------I--:r·-T-l,-" .. ! 

I Mai ntai n spot/pi n maps. --,--I-+i-~·!,"-; 
I hi -ingerprint persons for non-criminal reasons (e.g., professionar. ,"i~_,.L-.JI--·';:i.'''''';!. 
- licensing). ,_. I 'I 

I Personally conduct background investigations on applicants for positions. --T-r-;"-'l 
l Con due t bae k ground i n Yes t i ga t i on s on app 1 i ea nts for 1 i een ses. . ----Tf-t-!,·-; 

-I --~-_--___ l....J ........ _~,_ .. :.~, 
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I 
l 

AUXILIARY FUNCTION 
(Cont.) 

Issue bicycle licenses/registrations. 

Recelve In-com;ng calls from the publlC. 

Dispatch officers to calls. 

Operate telephone console or switchboard. 

Arrange for appearance of witnesses (excluding subpoena service). 

Take citizens' formal complaints against officers and/or department (eithe 
in person or by telephone). 
Investigate formal citizens' complaints against officers. 

Serve as bodyguard to threatened persons (e.g., material witnesses). 

Control access to accident or other records. 

Order supplies and equipment. 

Perform simple mathematical calculations (add, subtract, multiply, divide) 

~----------------------------------------------------------------~~--+-~-+~ 
CIVIL PROCEDURES 

Post probate notices, warnin'gs, sale of prope-rty notices, etc. 
r---------------------------------------------------------------~~+__+.----

Collect money for sales of levied property. 

Seize property in civil claims. 

r----------------------------------------------------------------4--+~--+_~ 
Mai 1 jury duty notices. 

Summon jurors for daily court duty. 

I
f-

Serve as bailiff officer in court. 
1-----:--,,-----------------------t--t'--Jr-r -

Collect fines. J I ~ 

r---------------------·---!-l-- (-
I j '----------_________________ U._L_L_J 
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• 
/1 

/;Q CIVIL PROCEDURES .;, 
<:-

.. ' 1: • (Cont.) 4" · " 'jlll ~ ; .. 
"{ ,... ~ 

.t". ;.,,:- ..... / . 

l,$~ .. ! Collect bai 1- j 

"-1 • Sequester jurors. 
.~ ~ 

'-+-
• It CUSTODY PROCEDURES 

Guard prisoners/inmates detained at facility other than jai 1 (e.g. r-
hospital). 

~p 1 m .. t:rv 1 ew pn SOnerS/ll'lmates 'to obtal n persona I i nformati on for booking 
purposes. 

• Col 1 ect and inventory pri soners' /i nmates ' personal property. I I 
\ 1--+"'1 

Log prisoners'/inmates' phone calls on formal custody log. 

Question and examine prisoners/inmates concerning injuries. i 

- -.. Log pn soners /i nmates injuries on formal custody log. 
L_t~J 

Review documents of arrest before accepting subjects into detention i I ! \ . center. ~-"ri Sri ef pri soners/; nmates as to detenti on facil ity rul es of conduct. - --I-'~ - Di s tri bute prescribed medication to prisoners/inmates. I I ~ 

-rr--\ D1stribute patent medication to prisoners/inmates (e.g., aspirin, antaci d, 

l-l-~--·' e e.c. ). --
Cenfer with physicians regarding medical condition of prisoners/inmates. M-., • Prepare or obtain meals for prisoners/inmates. 

Ii ._">H.' U1 stn bute cieanlng implements and personal hygiene supplies to prisoners/ ! I inmates. 

i 
I 
l 

! 
-~, 

Conduct periodic searches of prisoners/inmates and their quarters. I • t.--~ "'. U1sc1pl1ne prlsoners/inmates. " t 1 

! I 
"". I , .. , . , -~-r-!~" ~rrange for professlonal aSSls'tance tor prlsoners/1nmates regardlng I I f 

personal problems. -+...J_.~ ... __ .\ 
Coordinate prisoners'/inmates' contact with legal counsel, bondsmen and It! 
other vi s itors. ...LJ ~ . • --=..:.:.:.:..:.-.::...:.::.~:.:..::..=------------------------- if,' ,., 

I j i ,. , ___________ -1_--'--_.a ",,<~ ... " 
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• 
/ ! I I 

/ /1/1 / 
CUSTODY PROCEDURES 

(Cont.) 4~;~~/ /, J1;/> 
" I '-II. , :: (5', ,.<, c/ • 

Q.'" !:~ '~:I -'/ 

Process prisoners/inmates for release from custody. 

TRAINING 

Evaluate other offlcers Te.g., probationary officers, trainees 
or new officers). 
Write classroom evaluations of students. 

Write evaluations of training received. 

Construct tests. 

Administer and grade tes ts. 

YrOVlae Classroom lnstructlon to otner ottlcers, recrUl ts, reserves, 
cadets and/or civilians. 
Provide on-the-job training to other officers. 

I Provide on-the-job to recrui ts or reserves. 

-;' ~.' !j~': 
~ ::-

", 
': ,.' 

) 
h: J ~ './ .1(.' .. 12 \..~ .... I .~,y""i..'/ ". / 
, ~; '--~:JL:~T:'" 

! 
-1 

-I 
t-~-· -+-~ 

+t )L 

I ~ t-·-

I 

I 

I 

-1 
-I 
~·I 
I 

J 
I r 

1--~ 
I 

--I + __ ._L 
I 

Pro lde on the Job tralnlng to cadets and/or clvlllans. ~1 -t "~ 
I 

I ~ , j 

- -r4,l--"I!_:~- ',ll~' Pr2pare lesson plans. I .. ' -
1--1, --------------r Q-n 

training . I I -- ~t·· v - -

----------------------------------"1 ~t-'>"l 
I I I 1 

~-------------CO-M-M-U-NI-T-Y-RE-L-A-T-I O-N-S---------'----~·!--(,\" ! 
j I ' , 

h--::-:--.,...,-,---::--~_:____,____:___:___,~_,__--___:~""'"::"'-~-------~-r_~~_~L--.~ .1 
Talk with people on the beat to obtain general information. I ; I ! 

I-T-a-1-k -w-i-t-h-p-eo-p-l-e-o-n -t-h-e-b-ea-t-t-o-e-s t-a·-b-l-i-s-h~r-a-p-p-o-r-t-. -----------+-, -r+- l "" 
Tal k with peop 1 e on the beat to p rov; de j n forma t i on abo" t the 1 aw enf-;'rc-;;:+-:r-j----!· --j 

~m_..;..e_nt_a~g:..;e __ n..:;.:cy~. -----_______________________ L.J .. ~) .. _.:_. ,l 

iIi . ; 
~M-e-et-w-i-t-h-an-d-m-a-k-e-p-r-e-s-e-nt-a-t-i-o-n-s-t_o_c_o_m_m_un_l_·t_y_g_r_OUP,_s_.~ ___________ .lj._' ,LJ_.~.i...,' 

Provide information to news media for dissemination. 1 i : I , l ; , 
L- ---.:;: --, ... 'l--.....l ... ~ ..... ~} .. 

I ___ . ____ . _____ J ... J. ~._: 
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• 

• 
COMMUNITY RELATIONS 

(Cont.) 

Instruct members of the community on crime prevention. 

Explain recruitment policies to interested individuals and community 
• groups. 

Request help from news media in crime prevention or solving. 

Instruct members of the community on self-defense. 

At request ot owners, lnspect DUSlnesses ana dWelllngs for adequate 
• security devices. 

• 

Help citiz~ns form neighborhood watch groups. 

Arrange tor professlonal ass1Stance for offenders not in custody regardlng 
personal problems. 

READING 

:,:. Read in-depth narrati ve reports contai ni ng complete sentences and 
! paragraphs (e.g., investigative reports, supplemental/follow-up reports). 

Read reports consisting of several short descriptive phrases, sentence 
fragments, or very short sentences (e.q. incident reoorts). 

-~ --

Read reports consisting primarily of check-off boxes or fill-in blanks ~] 
__ (e_._g_._,_v_e_h_i_c_le __ i_m~p_ou_n_d __ re~p~o_r_t_s_). __ -----------------------------------;--~r-r-.J 

I. Read street maps. 
~! 

it Read i ncomi ng correspondence.. -l 
~ -R-e-a--d-'-' n-t-e-r--o-f-f-i-c-e-me-m-o-s-. -----------.----. -· .. '------~I---{--+--f-~l 

~. Review wanted vehicles bulletins. ""-I 
:! -R-e~-d-de-p-a-r-t-m-en-t-a-l-m-a-n-u-a-l-s-. ---------------------i-t-. --t.,.....-'J·i'-IJ· 

Read weather forecasts and bulletins. I 
------------t--~--i 

'. Read case , aw. I ![ 
~ -R-e-a-d-'-e-g-a-'-i-n-t-e-r-p-re-t-a-t-i o-n-s--(-e-. g-.-,--Ca-l-i-f-o-rn-l-· a-A-t-to-r-n-eY-G-e-n-e-ra-l-'-s-OP-l-' n-;-o-ns-,-t-+-+·- ---J 

--:;c:..!i~tOL.y-!a~:t~t~o:!..r!!:ne=.iY~Q~D..!..i Ou.1uo
W
n

l.il
s.L) L· ---------------------.-+-I--t-Jl--.'i 

Read legal transcripts. I . 
j I 1;-]-+--11 
~. Ii! l 
,. _-!.. .. _-' 
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READING 
(Cont.) 

• 

19. Review accident statistics for selective enforcement purposes. r I 

20. Read and interpret coded material (e.g., NCIC printout, DMV drivers· -:~- r-i II 
records). r~ 

21. Read state, federal and local statutes. 11 I I 

1--tl-1 
~-------_-t-tj __ LI-" '. '-------------------;-- t-"-i-~ll . 

.L I I j , 
~----------......-------- l-I'-Y~'l 

I I I ; 
~----------------------------·-----l-"_T-··\--~··1-.......:, . i!. 
I---------------------t-t-t-·J"·~~· 

f j 

r-----------------------+I-+--~,~··I,·~~; 
I I l ! 
I I ) I, 

.~' ---------------------------------I'"--j:---)"'-..,"~··I 

I ! j. 
t---------------------------------t--.+-+--~.~"",! ( 1 ! 

t ! 

l
"--- ---r ..... -!-~ 

~ i I 
I t I 

I----------~---------------------·--T~~f'- .;.~-

j 1 • \ t -,--"\-\ 
! i j . :~""r"T'~ 

i ; ~ 1----------------------------_. ____ :- ~(,.. ...... t- . ,~\,," 
I • 

'-----------...--------------------------.... 
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• 
READING 
(Cont.) 

4/~/ >f'~ 
Ii.';: I .... '/ 

fO,,'I, l! c!"1 
l;;;~ fj"'" ,~r: ..,0/ 1<;. ,~ -;. y' ~... ;tf" <...;fJ.J •. ?, 

Read sections from the following (except in preparation for 'i!/I'/~l~t'_Z:~ 
..--.;:;.a.;:,c;::.ad::.:e::.::.:.:.lT1Y-::..or:.....Lp:..:.:r.;:,om::.:.:o::..;t~i..;:;o~n=a_l:.....::.e;,:.;x..::.am;.;:..l:..:..· n.:.:;a;.;:;t.,:.i .:;,;on;,:.;s:;..,:)..;,: __________ ""_, ----f-'-;,r-1-.:Tu~.( 

~-A-l_CO-h_o-l-i-c-B-e-v_e-r-ag-e-c-on-t-r-o-l-A-c-t-------------------y-,4--+.J-.J 
" Business and Profes'sions Code j 1 
~-------------~'~~ 

Administrative Code ' I 
~-E-v-i-de·-n-c-e-CO-d-e-------------------.....:------+-tM-i-"+-'1 
~--------------------------'---{l~--t--I-~'-}·'·"l 
II Vehicle Code -rl-t.'"~I, 

Civil Code 

~------------------------r:-·-1-t-i·-l 
Code of Civil Procedures • I 

1-------------------------+-+- -+-'''"1 
II Government Code ++' ! 
I----

H
-
e
-
a 

l"';'t-h-an-d-s-a f-e-t-y-C-O-d-e--------'-------------'"'t-I I, (--I 
~--------------------r--:-Jfr--Tr '-1

j
" 

Pena'l Code t 

Fish and Game Code 
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REPORTING 

Personally file documents in records systems (e.g., fingerprint cards, 
correspondence, criminal re~orts, vehicle re~_orts). 

Personally retrieve documents from records systems. 

Prepare documents for filing (i.e., label, alphabetize, place in 
chronological order. etc.). 

Maintain inventory lists (e.g., departmental equipment and property). 

Maintain inventory logs (e.g_, evidence, recovered property). 

Purge reports from records systems. 

Maintain department records of warrants served. 

Maintain roster of current prisoners/inmates. 

Prepare accident statistical data for DMV. CHP, internal records. 

Develop or revise agency forms. 

Sort and distribute mail. 

Compile crime data from a numbe~ of sources on a periodic basis (e.g., 
~f~o~r~e~nt~r~y~o~nt~o~s~umm~a~rLy~sh~e~e~t~s~).~ ____________ ----------------------1-~i+1 . 

Gather and maintain information on bonding agencies. 

i PY'epare adverti sements and noti ces of the sale of property. 

l. Record disposition of civil papers. I I 

i PrGpare list,of known criminals and/or wanted persons for own or i 
, d(>~a rtmenta 1 use - i 

I Record bond raises, forfeitures and reductions. I 
~-----------------------------------------------------r'-r~---~ Prepare paperwork for process servi ceo I '" I 

Ulctate in-depth narrative reports containing complete sentences and i 
paragraphs (e.g., investigative renorts, sunnlemental/follow-u n renorts). 0 
wrne In-aept.n narra1:.1Ve repons ~~ntaln1n~~~ompl~~e sentence~l'an~para- -' 1-.. 1 
graphs (e.g., invest-igative reports, supplemental/follow-up reports). _ 

Write reports consisting of several short descriptive phrases, sentence . I' 
fra~ments or very short sentences (e. q. ___ i nci dent reoorts). 
~omplete reports conslstlng prlmarlly of check-off boxes or fill-in 
blanks (e.g., vehicle impound reports). 

.----~---------------------------------------.------------------------
364 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



• 

• 

Write interoffice memos. 

REPORTING 
(Cont.) 

Write letters or other correspondence as part of the job • 

• Draft material for departmental manuals. 

Prepare misdemeanor court complaint forms. 

Fire handgun at person. 
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WEAPONS 
(COt1t.) 

a.,(J fiJ::: J' ~ 
.l., i; v ,0 

4~tJ I...f ~~ ....:..,;.": 
;~~ ~~. i-~ ~ 

~----------------------------------------------------------------r-~~-'-~ Qualify and/or engage in required practice of operation of firearms and 
other weapons. 
Use chemical mace (excluding training). 

~----------------------------------------------------------------+-~~--~ 
Use tear gas (excluding training). 

Fire automatic weapon such as machine gun or machine pistol (excluding 
training). 

PHYSICAL ACTIVITY AND PHYSICAL FORCE 
Using baton, subdue resisting persons. 

Using baton, subdue attacking persons. 

Carry full pack equipment (e.g., in rescue searches). 

Pursue on foot fleeing suspects. 

Subdue resisting persons using locks, grips, or holds (do not include ~-
• mechanical devices). 
1------------+--+-

1 

.---1--' 
Subdue attacking persons using locks, grips, or holds (do not include ~ 
mechanical devices) I ~ 

. 
Resort to use of hands or feet in self-defense. r- - --, 
Lift heavy objects (e.g., disabled person or ~quipment). i-,-JJ

I

! · 
Carry heavy objects (e.g., disabled person or equipment). ~~ 

! 

Urag heavy obJects (e.g., d1sabled person or equ1pmentl. 1+-' 
t--=P-u-s-h-h-a-r-d---t-o--m-o-v-e-O-bJ-' e-c-t-s--bY--h-a-n-d~( -e-. g-.-,-d-i -sa-b-l-e-d--o-r -a-b-a-n-do-n-e-d-v-e-h 1-' c-l-e~)-. -+-1'--"-H 

Engage in strenuous swimmi ng (to rescue drowni ng persons, apprehend - r-r--r-'l 
suspects, etc.). I I ~ 

Swim or tread water to retrieve bodies, evidence, save one's life, etc'4-T-r-r--·'\. 
l--::-:--:----:------~----------- -t--... -~L-.-J 

Participate in required physical exercise program to maintain physical !! I' 
strength, agility, and health. . I , L I -----;---'1-. ~!' -- ~ . .-.i 

, I 
• I . _____ .-1 __ .1 __ 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



k' PHYSICAL ACTIVITY AND PHYSICAL FORCE I> 0 

j~ ./ (Cont.) ",,;:0 ,,'" .,:;-CJ .SJ 
~ r;:,t:: 4Jr: ~ 

... ;; 'V .!? 
~ 0 '" .... 

'" ~ '" ..... ">' :! "i! ~~ Q;'" 

• 

• 
,Climb through openings (e.g., windows). 

Climb over obstacles ( e • g., wa 11 s ) • • 
Jump over obstacles. 

Crawl in confined areas (e.g., attics). 

• Balance oneself on uneven or narrow surfaces. 

Jump down from elevated surfaces. 

Pull oneself up over obstacles. 
~ 

• Use boqy force to gain entrance through barriers (e.g., locked doors). 

Jump across ditches, streams, etc. 

Climb up to elevated surfaces (e.g., roof) • 

• 
-

~. 

t= 
STATEMENT 

• If officers/deputies perform any tasks not listed 

anywhere in this survey. please write them below. 

~4 : - ,.J-._L_i 
___ LJ_.. __ 1 

• 

• 
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~~RlTING 

Using the rating scales below, please provide the following information concerning 
written and/or dictated material which is composed by officers/deputies assigned 

• 

to radio car patrol in your agency: • 

(a) How important is it that written and/or dictated material be grammatical, 
be spell€d and punctuated correctly, consist of proper word use, sentence 
structure and paragraph construction, and be legible? 

(b) To what extent must incumbents possess these wri ti I1g sk i 11 s before uII:i 
job assignment, and .. 

(c) To what extent do these skills distinguish superior officers/deputies 
from marginal or poor performers. 

IMPORTANCE: How important is it that officers/deputies have each of the writing • 
skills listed on the next page? 

WHEN LEARNED: 

(I) Of little importance 
(2) Of some importance 
(3) Important 
(4) Very Important 
(5) Critically Important 

To what extent is it necessary that a new officer/deputy possess 
the writing skills listed on the next page before any job assignment? 

(1) Not necessary--can best be learned on the 
job. 

(2) Some preparation in the academy is necessary, 
but full competence can best be achieved on 
the job. . 

(3) Full competence must be achieved in the 
academy before any job assignment. 

RELATION TO PERFORMANCE: To what extent do the writing skills listed on the next 
page distinguish superior from marginal or poor officers/ 
deputies? 

(1) In general, all officers possess this 
sk ill about equally. 

(~) Some officers possess more of this skill 
than others, but they are not necessari ly 
the better performers. 

(3) Generally, successful officers possess 
more of this skill than marginal or 
poor officers. 

In addition, please write "I" or "2" in the box to the tight of each ~te;:\ to 
indicate whether someone in your agency routinely ed'its the materlells. U)i1IPLlS~ 
officers/deputies in your agency to correct deficiencies in each area. 
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• 

• 

• 
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• 

• 

• 

• 

• 

• 

WRITING 

. --.-.. ---. ---_ .. _- ------. -----.. ---- -. -Correct Gra 
Does someo 

- _._----_._-. 
mmer 

ne routinely correct grammer? Yes=l No=2 
---. ._._-------- ---- .• _----. 

Correct Spe 
Does someo 
Correct Pu 
Does someo 

11 i ng 
ne routinely 
nctuation 
ne routinely 
of words 

correct spell i ng? 

correct punctuation? 

ne routinelv correct word ysagfL 
tence structure 

Yes=l --
Yes=l 

~l 
Proper use 
o omeo 
Proper sen 
Does someo ne routinely correct sentence structure? Yes=l 
Proper par agraph construction 

n~ [Qutinely !;;orrec!; Qgrggral2b CQ!lS...tnLctj on? Ye~=l _ Does someo 
Legibility 
Does someo ne routinely improve legibility? Yes=l 

'I Offi cers/ d eputies in your agency: 

I 
! 
I 

(Put a "I" in 

r--~-----

1---
I 
I !-- --_ .. _-

each box 

1_ ••.• __ • ____ • __ --------
I 
L -. ----___ _ -f 

L __ . ______ _ --.. _---_.-
I f- --.,,----------. ---
j 
1-·- .... ----.. '---
I 
I 
{ -------._---
f 

I. - ---------

----- -

that applies) 

-

--

.. 

Hand write reports 
Dictate reports 
Type reports 

-_._'._- --
- , 

-

-

-

No=2 

No=2 

No=2. 

No=2 

No=2 

No=2 

" h $' <', :' c} .-
, : . '" ;)' 

. .. . ,I ~' 

' . .. '::r-2 
0 

D 
0 

0 
0 

0 
0 

§ 

~ 

1 

I 

+ 
I 

1-1 
-

-t+-1--

I --J-l-J---I 
! I. 

--------------------------------~~ 
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ATT~UBUTE ORIENTED TASK GROUPS 

(A) PATROL AND INVESTIGATION TASKS 

Arrest and Detain 

Serve arrest warrants. 
Arrest persons without warrant. 
Take into custody person arrested by citizen. 
Arrest and book traffic law violators. 

APPENDIX I 

Guard prisoners /inmates detained at facility other than jail (e. g., hospital). 

Chemical, Drug, Alcohol Test 

Administer physical roadside sobriety test (drug and/ or alcohol). 
Administer "breathalizer" test. 
Arrange for obtaining blood or urine samples for sobriety tests. 
Use chemical test kit (e. g., Valtox. Narco-Ban) to test for controlled 

substances. 

Decision-Making 

Survey accident scenes to determi~e priority of required actions. 
Analyze available information to determine what enforcement action should 

be taken at accident scenes. 
Inquire into incidents to determine whether they are criminal or civil matters. 
Evaluate crime scenes to determine investigative procedures to follow and 

assistance necessary. 
Analyze and compare cases for similarity of modus operandi. 

Fingerprinting/Identification 

Fingerprint prisoners and other persons. 
Dust and lift latent fingerprints. 
Make fingerprint comparisons. 
Fingerprint persons for non-criminal reasons (e. g., professional licensing). 

First Aid 

Administer cardio-pulmonary resuscitation. 
Administer mouth-to-mouth resuscitation. 
Operate resuscitator. 
Control bleeding (e. g., apply direct pressure). 
Administer other first aid techniques. 
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• (A) PATROL AND INVESTIGATION TASKS (Cont'd) 

Review and Recall of Information 

Review information to maintain a current knowledge of known criminals 
• and criminal activity in area. 

Iden~ify from memory wanted vehicles or persons. 
Personally review records and pictures to identify suspects. 
Study rap sheets and M. O. 's of suspects. 
Review reports and notes to prepare for testimony at hearings or trials. 

• Review statistics and other compiled information (e. g., to determine 
areas in need of selective enforcement). 

• 

• 

• 

• 

• 

• 

• 

• 

Review wanted vehicle bulletins. 
Review accident statistics for selective enforcement purposes. 

Inspecting Vehicle, Property and Persons 

Examine injured/wounded persons. 
Physically examine and test doors and windows of dwellings and businesses. 
Examine suspicious or potentially dangerous objects (e. g., suspicious 

package, downed high tension wires). 
Physically examine abandoned vehicles. 
Search unlocked businesses and dwellings for signs of illegal entry. 
Make bar checks. 
Check individuals/businesses for compliance with licensing requirements 

and/or Business and Professions Code (e. g., liquor stores, taverns. 
solicitors, retail businesses). 

Inspect operator's license. 
Inspect vehicle registration. 
In.spect VIN. 
Inspect vehicles for conformance with Vehicle Code. 
Sign off equipment violations. 
Inspect and/or operate equipment (lights, brakes, steering, tires, etc.) of 

accident vehicles to determine operating condition. 
Inspect and measure skid marks and other marks on roadway as part lof 

accident investigation. 
Inspect damage to vehicles or property. 
Examine dead bodies for wounds and injuries to determine nature and 

caus e of death. 
Examine bodies of deceased (for personal property, signs of post-mortem 

lividity, etc.). 
At request oiowners, inspect businesses and dwellings for adequate 

security devices. 

Investigating· 

Do preliminary (initial, at the scene) investigations. 
Do follow-up investigations to completion. 
Personally conduct background investigations on applicants for positions. 
Investigate formal citizens' complaints against officers • 
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(A) PATROL AND INVESTIGATION TASKS (Cont1d) 

Lineup 

Organize and conduct photo line-ups. 
Organize and conduct line-ups. 

Searching 

Participate in large scale area search parties for persons or evidence. 
Pat search suspects. 
Search prisoner clothing. 
Physically search vehicles for contraband or evidence. 
Search for missing, lost, or wanted persons. 
Personally search buildings, properties, and vehicles to locate bombs 

and/or explosives. 
Search horne, business, or other structure for contraband, ~rirninal 

activity, or wanted subject (with or without warrant). 
Search fire debris or burned buildings to uncover bodies and evidence 

relating to the cause of the fire an.d/or explosion. 
Attempt to locate witnesses to crimes or accidents (e. g., talk to bystanders, 

knock on doors). 
Search property of deceased for personal papers or valuables. 
Make preliminary identification of deceased persons. 
Search accident or crime scenes for physical evidence. 
Collect and examine 'evidence and personal property from crime or 

accident scenes. 
Conduct periodic searches of prisoners /inmates and their quarters. 
Serve or assist in serving search warrants. 

Securing and Protecting Property 

Protect accident or crime scene. 
Preserve evidence and personal property. 
Secure vehicles by removing keys, locking doors, etc. 
Secure house or property. 

Surveillance 

Operate assigned observation post to apprehend criminal suspect (e. g., 
stakeout). 

Follow suspicious vehicles (e. g., suspect, suspicious person, operator 
under the influence). 

Patrol locations on beat which are potentially physically ha~ardous to 
citizens (e. g., construction site, attractive nuisance). 

Monitor driver observance of traffic control devices from stationary position. 
Monitor pedestrian observance of traffic control devices from stationary 

position. 
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(A) PATROL AND INVESTIGATION TASKS (Cont'd) 

Surveillance (Cont'd) 

Clock speed of vehicles using speedometer. 
Visually estimate speed of vehicles. 
Estimate driver's capability to operate vehicle due to old age, emotional 

state, physical stature, handicap or substance abuse (preparatory to 
chemical or roadside sobriety test). 

Or ganize or participate in formal or informal surveillance of individuals 
or locations. 

Serve as bodyguard to threatened persons (e. g., material witnesses). 
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(B) 'TRAFFIC TASKS 

Traffic Control 

Direct traffic using hand or flashlight signals or illum.inated baton. 
Direct traffic using flare or traffic cone patterns. 
Direct traffic using barriers (including positioning of patrol cars). 
Control traffic signals manually. 

(C) MOTOR VEHICLE TASKS 

Emergency Driving 

Deliver emergency supplies and equipment. 
Engage in high speed pursuit driving on open road. 
Engage in high speed response to call on open road. 
Engag~ in high speed response to call in congested area. 
Respond as back-up unit on crimes in progress (either own or other 

department). 
Transport injured persons. 
Provide emer gency as sistance to the public by driving per sons from 

one location to another. 
Escort emergency vehicles, 

Transporting People, Objects 

Transport prisoners/inmates. 
Transport persons taken into custody to afford an opportunity to post 

bond in lieu of incarceration. 
Deliver agency and inter-agency papers. 
Transport property and/or evidence. 
Pick up children to place in custody (with or without court order). 
Escort money.or valuables. 
Transport mental patients. 

Vehicle Stops 

Respond as back- up on traffic stops (either own or other department). 

• 

• 

• 

• 

• 

• 

• 

• 

Make vehicle stops to effect felony arrests. • 
Effect suspected or suspicious person vehicle stops. 
Make traffic stops for vehicle code violations. 

• 
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(D) ORAL COMMUNICATION TASKS 

Conferring 

Attend in- service and outside conferences and seminar s. 
Request investigative assistance (e. g., detectives, crime lab, 

other officers, tracking dogs, scuba divers, etc.). 
Present suspects to victims or witnesses for purposes of identification. 
Personally present facts of cases to juvenile probation o££ic~rs. 
Talk to other officers, supervisors, prosecutors, judges, witnesses 

or victi.tns to review facts of cases to insure proper pre-trial 
preparation. 

Discuss cases with prosecutors following legal proceedings. 
Participate in meetings with other officers (e. g., briefings, departmental 

staff meetings. ). 
COIDl."micate with supervisor(s) during shift (e. g., to receive direction, 

seek advice, etc.). 
Communicate information on an infor:rnal basis to other law enforcement 

officials. 
• Confer with physicians regarding medical condition of prisoners/inmates. 

.' 
• 

• 

• 

• 

• 

Iteview accidents with accident investigators. 

Explaining / Advis ing 

Counsel juveniles and children both formally and informally. 
Conduct parent- juvenile conferences. 
Advise persons of rights (per Miranda or 13353 CVC). 
Explain to onlookers the reason for taking arrest action. 
Reprimand offenders in lieu of arrest or citation. 
Explain alternative courses of action to suspects, complainants, 

victims, etc. 
Explain nature of complaints to offenders. 
Advise victiIns of the criminal process. 
Advise appropriate agency of traffic engineering needs. 
Explain state vehicle laws and procedures to citizens. 
Explain legal obligations to operators stopped for traffic law violations. 
Ad'vise persons involved in an accident of information to get from one 

another. 
Talk with families of juvenile suspects or defendants (advise, inform, 

notify, counsel). 

Talk with famiiies of adult suspects or defendants (advise, inform, 
notify, counsel). 

Brief prisoners /inmates as to detention facility rules of conduct. 
Disd.pline prisoners /inmates. 
Explain recruitlnent policies to interested individuals and co:rn:rnunity 

groups. 

375 



(D) ORAL cOMMurqlcATION TASKS (Cont'd) 

Giving Directions 

Give directions to assisting of£icer(s) (e. g., at crirn.e or accident 
scene or during parade). 

Give directions to other public service personnel (e. g., at crirn.e or 
c.ccident scene or during parade). 

Coordinate tactical operation (e. g., set up. a perirn.eter, set up a 
corn.rn.and post, develop a search plan). 

Participate in pre-planned raids. 
Call on bystander s to as sist in apprehension. 
Direct citiz.ens to assist in traffic control in an emergency. 
Coordinate activities at scenes of accident investigations. 
Coordinate investigations with other law enforcern.ent agencies. 
Evacuate buildings and/or areas to remove persons frorn. dange·r. 

Interviewing 

• 

• 

• 

• 

Approach and interview pedestrians. • 
Interview sus picious per sons. 
Interview tow truck operator s, rn.echanics, etc., to obtain specific 

information concerning vehicle darn.ages. 
Interview complainants, witne sse s, etc. 
Request witnesses to submit written statern.ents. • 
Interrogate suspects. 
Talk to inforrn.ants to obtain inforrn.ation. 
Interview doctors, arn.bulance personnel,. etc., to obtain specific 

inforrn.ation concerning injuries and iUnes sese 
Interview prisoners/inrn.ates'to.ciJtain personal inforrn.ation for booking • 

purposes. 
Question and exarn.ine prisoners/inmates concerning injuries. 
Take citizens' .forrn.al corn.plaints against officers and/or departrn.ent 

(either in person or by telephone). 

Mediating 

Talk with leader s of dern.onstrations. 
Confront hostile groups (e. g., dern.onstrators, rioters, or bar patrons). 
Mediate iarn.ily disputes. 
Mediate civil disputes. 
Keep peace in organized labor disputes. 
Control non-violent crowds, groups of spectators, etc. 

376 

• 

• 

• 

• 



• (D) ORAL COMMUNICATION TASKS (Cont'd) 

• 

• 

• 

•• 

• 

Public Relations 

Initiate contact with appropriate public agencies (e. g., telephone 
company, etc.) to report damage to equipment. 

Notify private citizens of damage to their property as a result of 
accident, natural disaster, etc. 

Personally deliver death messages. 
Personally deliver miscellaneous emergency messages to citizens. 
Refer persons to other service agencies. 
Provide street directions. 
Advise property owners or agents of potentially hazardous conditions 

(e. g., damaged fences, broken water pipes). 
Notify owners of towed vehicles of location and procedure to follow 

to reclaim vehicles. 
Inform vehicle owners of legal obligations regarding removal of 

abandoned vehicles (within specific period of time). 
Inform motorists of procedures for reporting accident to proper 

authorities • 
Talk with people on the beat to obtain general information. 
Talk with people on the beat to establish rapport. 
Talk with people on the beat to provide information about the law 

enforcement agency. 
Meet with and make presentations to community groups. 
Provide information to news media for dissemination. 
Request help from news media in crime prevention or solving. 
Help citizens form neighborhood watch groups. 
Arrange for professional assistance for offenders not in custody 

regarding personal problems. 
Instruct members of the community on self-defense. 
Instruct persons of proper methods to eliminate fire hazards or ex!?losives. 
Instruct mem.bers of the community on crime prevention. 

Using Radio/Telephone 

Transmit messages over police radio (e. g •• patrol car radio, hand pack, 
or base station radio). 

Arrange for removal of abandoned, disabled, or impounded vehicles. 
Request verification of out-of-county and out-of- state warrants before 

service. 
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(D) ORAL COMMUNICATION TASKS (Cont'd) 

U sing Radio/Telephone (Cont'd) 

Request back-up assistance in potentially hazardous or emergency 
situations. 

Request records checks. 
Contact various sources (e. g., employers, utility companies, schools) 

over the telephone or by mail, to locate .persons. 
Receive in- coming calls from the public •. 
Dispatch officers to calls. 
Operate telephone console or switchboard. 
Dictate in- depth narrative reports containing complete sentences 

and paragraphs (e. g., investigative reports, supplemental/follow-up 
reports). 

Testifying 

Appear to testify in legal proceedings. 
Testify in legal proceedings. 

Training 

Provide on-the-job training to other officers. 
Provide on-the-job training to recruits or reserves. 
Provide on-the-job training to cadets and/or civilians. 
Provide classroom instruction to other officers, recruits, reserves, 

cadets and/or civilians. 
Evaluate other officers (e. g., probationary officers, trainees or 

new officer s). 
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(E) WRITTEN COMMUNICATION 'TASKS 

Custody Paperwork 

Collect and inventory prisoners' /inmates' personal property. 
Log prisoners' /inmates"phone calls on formal custody log. 
Log prisoners' /inmates' injuries on formal custody log. 
Prepare or obtain meals for prisoners /inrriates. 
Distribute cleaning implements and personal hygiene supplies to 

prisoners/inmates. 
Proces s prisoner s /inmates for releas e from custody. 
Maintain roster of current prisoners/inmates. 
Coordinate prisoners' /inmates' contact with legal couns el, bondsmen 

and other visitors. 
Distribute prescribed medication to prisoners/inmates. 
Review documents of arrest before accepting subjects into detention center. 

General Paperwork 

Book evidenc~ and personal property. 
Prepal-e information for federal, state, and local law enforcement 

officials and agencies. 
Develop work schedules for other officers (including special assignments). 
Issue equipment. 
Control access to accident or other records. 
Order supplies and equipment. 
Personally file documents in records systems (e. g., fingerprint cards, 

correspondence, criminal reports, vehicle reports). 
Personally retrieve documents from records systems. 
Prepare documents for filing (i. e., label, alphabetize, place in 

chronological order, .etc. ). 
Maintain inventory-lists (e. g., departmental equipment and property). 
Maintain inventory logs (e. g., evidence, recovered property). 
Purge reports from records systems. 
Maintain department records of warrants served. 
Prepare accident statistical data for DMV, CHP, internal records. 
Prepare list of known criminals and/or wanted persons for own or 

dep3.rtmental use. 
Restock emergency supplies in patrol vehicle (e. g., flares, first aid 

supplies, etc.). 
Review writs and bail bonds. 
Review warrants for completeness and accuracy. 
Review return of civil process papers for completeness. 
Review extensive lists (e. g., to locate names, serial numbers, phone numbers). 
Arrange for appearance of witnesses (excluding subpoena service). 
Accept warrant bail on the street. 
Collect fines. 
Collect bail. 
Serve subpoenas. 379 



(E) WRITTEN COMMUNICATION TASKS (Gont'd) 

Reading 

Review crime lab reports. 
Read in-depth narrative reports containing complete sentences and 

paragraphs (e. g., investigative reports, supplemental/follow-up reports. 
Read reports consisting of several short descriptive phrases, sentence 

fragments, or very short sentences (e. g •. , incident reports). 
Read reports consisting primarily of check-off boxes or fill-in blanks 

(e. g. ,vehicle irrlpound reports). 
Read street maps. 
Read incoming correspondence. 
Read interoffice memos. 
Read departmental manuals. 
Read weather forecasts and bulletins. 
Read case law. 
Read legal interpretations (e. g., California Attorney General's opinions, 

city attorney opinions). 
Read legal transcripts. 

• 

• 

• 

• 

Read teletype messages. • 
Read training bulletins. 
Read and interpret coded material (e. g., NCIC printout, DMV drivers' 

records). 
Read state, federal and local statutes. 
Read Alcoholic Beverage Control Act. 
Read profes sional law enforcement pUblications (e. g., Police Chief, 

FBI Law Enforcement Bulletin). 
Read Business and Professions Code, Administrative Code, Evidence 

Code, Vehicle Code, Civil Code, Government Code. Health and Safety 
Code, Penal Code. U. S. Code (e. g., regarding illegal aliens). U. S. 
Constitution, Welfare and Institutions Code. Municipal Code, County 
Ordinances, and Fish and Game Code. 

Diagraming /Sketching 

Sketch accident scenes. 
Diagram accident scenes to scale. 
Sketch crime scenes. 

• 

• 

Diagram layouts of interior designs of buildings. 
Take coordinate measurements of accident scenes. • 
Estimate vehicle speed using physical evidence and mathematical formulas 

or graphs. 
Perform simple mathematical calculations (add, subtract, multiply, 
. divide). 
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• (E) VIRITTEN COLYiMUNICATION TASKS (Cont'd) 

• 

• 

• 

• 

• 

• 

• 

Writing 

Issue citations for non-traffic offenses. 
Request that DMV re-administer driver's test to persons currently licensed. 
Is sue vehicle code citations. 
Is sue warning tickets (for equipment, moving, or parking violations). 
Is sue parking citations. 
Sumrnarize in writing statements of witnes ses" complainants" etc. 
Record formal confes sions in writing. 
Fill out surveys. 
Write evaluations of training received. 
Prepare lesson plans. ~ 
Write in-depth narrative reports containing complete sentences and 

paragraphs (e. g., investigative reports, supplemental/follow-up reports). 
Write reports consisting of several short descriptive phrases, sentence 

fragments or very short sentences (e. g., incident reports). 
Complete reports consisting primarily of check-off boxes or fill-in 

blanks (e. g., vehicle impound reports). 
Take :q.otes. 
Write news releases. 
Write interoffice memos. 
Write letters or other correspondence as part of the job. 
Prepare misdemeanor court complaint forms. 
Prepare felony court complaint forms. 
Prepare paperwork for process service. 
Make entries in activity log, patrol log, daily report or departmental records. 
Record and communicate descriptions of persons (e. g., suspects, missing 

persons ). 
Obtain search warrants. 

(F) PHYSICAL PERFORMANCE TA,SKS 

Restraining/Subduing 

Handcuff suspects or prisoners. 
Use restraining devices other than handcuffs (e. g., leg irons, straps). 
Using baton, subdue resisting persons. 
Using baton, subdue attacking persons. 

• Subdue resisting persons using locks, grips, or holds (do not include 
mechanical devices). 

• 

• 

Subdue attacking persons using locks, grips, or holds (do not include 
mecha,.nical devices). 

Resort to use of hands or feet in self-defense. 
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(F) PHYSICAL PERFORMANCE TASKS (Contld) 

Physical Performance 

Pursue on foot fleeing suspects. 
Lift heavy objects (e. g., disabled person or equipment). 
Carry heavy objects (e. g., disabled person or equipment). 
Drag heavy objects (e. g., disabled person or equipment). 
Push hard-to-move objects by hand (e. g., disabled or abandoned vehicle), 
Swim or t.read water to retrieve bodies, evidence, save one l s life, etc. 
Climb through openings (e. g., windows). 
Climb over obstacles (e. g., walls). 
Jump over obstacles. 
Crawl in confined areas (e. g., attics). 
Balance oneself on uneven or narrow surfaces. 
Jump down from elevated surfaces. 
Pull oneself up over obstacles. 
Use body force to gain entrance through barriers (e. g., locked doors). 
Jump across ditches, streams, etc. 
Climb up to elevated surfaces (e. g., roof). 

Weapons Handling 

Draw firearm. 
Fire warning shots with handgun or rifle. 
Fire handgun at person. 
Fire rifle at person. 
Fire shotgun at person. 
Discharge firearm at badly injured, dangerous or rabid animals. 
Qualify and/or engage in required practice of operation of firearms and 

other weapons. 
Clean and service weapons. 
Fire automatic weapon such as machine gun or machine pistol (excluding 

training). 
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SURVEY OF BEHAVIORAL 
REQUIREMENTS FOR 

SUCCESSFUL JOB PERFORMANCE 
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L.\lT.8 ODU eTlaN 

Some time ago the California Commission on Peace Officer Standards 
and Training authorized a research study to analyze the entry-level 
patrol officer /deputy job. The purpose of this research was twofold: 
(1) To provide POST with the kind of job information needed to fulfill 
its legislatively mandated responsibilities for estahl ishing minimum 
statewide selection and training standards, Cl:nd (2) To provide partici
pating departments with agency specific jO? analytic information that 
they can use to establish job-related selection and training standards 
at the local level. 

The first phase of the study consisted in major part of the collection of 
frequency and importance ratings for over 500 patrol officer /deputy tasks 
from officers and supervisory/command level personnel representing 
222 departments. This information has been analyzed by POST staff to 
pinpoint those important job tasks that are performed by patrol officers/ 
deputies in the State. 

Phase II consisted of organizing the identified tasks into groups of tasks 
which require similar behavior (e. g., tasks involving physical exertion). 
This phase was accomplished with a combination of. statistical and rational 
techniques. 

The third and final phase of the study is designed to provide additional 
·information about these task groupings. This information is needed to 
-establish the final basis for developing job-related selection and training 
standards. The purpose of this survey is .to complete Phase Ill. Specifically, 
respondents to the survey are asked to provide information concerning the 
behaviors required of patrol officers/deputies in order to satisfactorily 
perform the tasks wi~hin each task category. 

The survey is divided into three sections. In Section I, you are asked to 
provide certain background data. In Sections II and ill, you are asked to 
rate the behavioral requirements for successful performance as a patrol 
officer /deputy. Separate instructions appear at the beginning of these 
sections. Please complete the sections in chronological order. If you 
have any questiolls about any of the sections, 'raise your hand and the 
POST representative will assist you. 

The survey is not an exam or any type of position evaluation instrument. 
The information you provide will be combined with the information provided 
by other supervisory/command level personnel, and will be used for 
research purposes only. Your name is requested to make it possible to 
contact you in the unlikely event that an unfores een data proces sing 
problem occurs. 
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• When you have completed the survey, please return it to the POST 
representative. If you are unable to finish the survey in the time 
allotted, please complete the survey and return it in the self-addressed 
envelope that will be provided you. The deadline for receiving completed 

• surveys is Friday, November 10, 1978. 

Thank you for your cooperation. 

• 

• 

• 

• 

• 

• 

• 
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SE C T 10:;\1 1 

BACKGROUND INFORMATION 

PLEASE PRINT 

1. Date 

2. Nam.e of Agency 

3. County in which Agency is located 

4. Your Name 

5. Your Current Assignment 

6. Office Telephone Number 

Please respond to the following questions by indicating your answers 
the boxes to the right.; 

7. Age: 

8. Sex: Male = 1 Female = 2 

9. Ethni city: 

American Indian':' = 1 
Black = 2 
Caucasian (white) = '3 

Oriental/ Asian = 4 
Spanish Surname = 5 
Filipino = 6 
Other = 7 

10. Education (indicate highest ~evel com.pleted): 

High School or G. E. D. = 1 
College Freshman = 2 
College Sophomore = 3 
College Junior = 4 
College Senior = 5 

11. Present Rank: 

Sergeant = 1 
Lieutenant ~ 2 
Captain = 3 
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Bachelor's Degree = 6 
Master's Degree = 7 
Doctorate Degree = 8 

Chief /Sheriff = 4 
Other ='5 
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12. How long have you been at your present rank with your present I ~ --L_"---.J 

agency? (Pleas e indicate months) 

13. Present shift: 

Day = 1 
Evening (swing) = 2 

Night (graveyard) = 3 
Relief = 4 

D 



SECTION II 

INSTRUCTIONS 

The purpose of this Section of the survey is to obtain ratings of the 
extent to which specific behaviors are required for successful performance 
of specific patrol officer /deputy tasks. To achieve this purpose, this 
se~tion of the survey is divided into two separate series of pages. 

The bott~m. se'ries of pages contain listings of patrol officer /deputy tasks 
which have been organized into 33 task gro,upings that require similar 
actions on the part of the officer/deputy. Please review the bottom. series 
of pages at this tim.e. Ii you have any questions about the task groupings, 
seek the assistance of the POST representative before continuing. 

Each page in the upper series of pages contains the description of a 
different worker behavior. Please review the upper series of pages at 
this tim.e. There are 29 such pages, beginnipg with the page which 
contains the description of the worker behavior "Recall", and ending 

• 

• 

• 

• 

with the page which contains the description of the worker behavior • 
"Strength". Directly underneath each description is a 6-point rating 
scale which is to be used to describe the extent to which the behavior is 
required for success,ful tas~ performance. 1 Underneath each rating scale 
is a series of boxes labeled IIA" through'.'G '. l.r.~, These labels refer to the 

, I·' . 

·task groupings on the bottom. series of pages. Ii you have: any questions • 
concerning the behavior descriptions o'!: the rating scale, please seek the 
assistance of the POST 'representative before proceeding. 

After you have completed your review of the two serie's of pages, return 
both series of pages to Page "1". Carefully reread the definition of • 
IIRecall" that appears on Page "1" of the top series. Keeping this definition 
in mi:J:ld, read the tasks in the first task grouping (Task Group A). Using 
the 6-point rating scale which a'ppears below the behavior definition, rate 
the extent to which "R ecall" is required for successful performance of 
the tasks in this grouping. Place your rating in the box labeled "A" below 
the rating scale. Next, read'the tasks in the second task grouping (Task 
GrQup B). Then rate the degree to which IIRecall" is required for success
ful performance of these tasks in the box labeled "B" below the rating 
scale. Continue in this manner until you have rated the extent to which 
"Recall" is required for successful performance of each of th~ 33 task 
groupings in the bottom series of pages. 

When you are finished, return the bottom series of pages to Page Ill" and 
turn to Page "211 of the top series of ,pages. Following the same procedure 
as for "B eca~lll, rate the extent to which IIHandwi'j.ting ll is required for 

successful performan.ce of each of the 33 task groupings. Indicate your 
ratings in the boxes la'h.eled "All thru "Gl " below the rating scale for 
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"Handwritingll
• Continue this process until you have rated the extent to 

which each of the 29 behaviors is required for successful performance 
of each of the 33 task groupings. ' 

NOTE: When this Survey of Behavioral Requirements was, 
administered, all 29 behaviors (see Append~x E) 
were included as were all 33 task groups (see 
Appendix'I). The behavior ,"Recall" and the 
Task Group A '(General Paperwork) are included 
for illustrative purposes. ' 
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RECALL: Remember various types of information. such as factual 
information (laws, written or oral instruc'tions or descriptions, 
etc.). visual inforrnation (photographs, physical charact~ristics 
of a, patrol area. etc.). and specific details of past events (arrests, 
investigations, etc.); recall information pertinent to ,onets duties 
and responsibilities~ 

I 
Q 

I 

To what extent is "Recall" • 
recJ.uired for successful performance of the tasks below? 

A B 

I I 
R S 

I I 

o Not Required 
'I Seldom Required 
2 Occasionally Required 

':3 Often Required 
4 Usually Required 
5 Always Required 

C D E F G H 

I I t ,I 
T U VWX 

I I I 'I 

I I 
Y Z 

I 

J K L M N 

I I I 
AI 81 C' 01 

I I I 

TASK GROUP A 

0 p 

I 
(;1 F' 

I I 

] 
G' 

J 

-Book evidence and personal property. 
-Prepare information for federal, state, and local law enforcement officials and agencies. 
-Develop work schedules for other officers (including special assignments). 

, -Issue equipment. 
-Control a,ccess to accident or other records.' 
-Order supplies and equipment. 
-Personally file documents in records systems (e. g., fingerprint cards, corres-

pondence, criminal reports, vehicle reports). 
-Personally retrieve documents from records systems. 
-Prepare documents ,fC;;r filing (i. e., label, alphabetize, place in chrDI;101ogical 

order, etc.). , 
-Maintain inventory lists (e. g., departmental equipment and property). 
-Maintain inventory logs (e. g., evidence, recovered property). ' 
-Purge reports from records systems. 
-Maintain department records of warrants served. 
-Prepare accident statistical data for DMV, CHP, h~ternal records. , 
-Prepare list of known criminals and/or wanted persons for own or departmental use~ 
-'Restock emergency supplies in patrol vehicle (e. g .• flares, first aid supplies, etc. ). 
-Review writs and bail bonds. 
-Review warrants for completeness and accuracy. 
-Review return of civil process papers for completeness. 
-Review extensive lists (e. g .• to locate'names, serial numbers. phone numbers)., 
","Arrange for appearance of witnesses (excluding subpoena service). 
-Accept warrant bail on the street., 
- Colled fines. 
- Collect bail. 
-Serve subpoenas. 
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SECTION III 

INSTRUCTIONS 

In this Section of the survey you are asked to provide two additional pieces 
of information about each of the personal behaviors that appeared in the 
previous section'of the survey. 

Necessity at Entry 

On pages 1 - 4 you are asked to indicate the extent to which it is necessary 
that a prospective patrol officer /deputy be capable of performing each 
behavior prior to acaderny training and/or job assignment (as opposed to 
acquiring the capaqility in training and/or on the job). The rating scale 
to be used for this purpose appears below. Please review the scale 
carefully. H you have any questions concerning the scale. seek the 
assistance of the POST representative before proceeding. When you are 
satisfied that you understand the scale fullYI rate each of the personal 
behaviors on ,pages 1. - 4. . Place your rattngs in the boxes to the right 
of the beha.;v,lor descriptions. Note that the rating scale appears at the 
top of each page. 

Necessity at Entry: To what extent is it necessary that 
a patrol officer/deputy be able to exhibit this behavior prior 
to academy training and/or job assignment? 

1. Not necessary - capability to perform this behavior 
can be easily acquired through training and/or on 
the job experience with a minimum of risk to the 
public. 

2. Necessary - not possible to acquire the' capability 
to perform this behavior satisfactorily through 
training and/or on the job experience. 

R elation To SUEerior Job Performance 

On pages 5 - 8 you are asked to indicate to what extent a patrol 
officerrs/deputyfs general job performance improves as the officer/ 
deputy improves his/her performance of a given behavior. The 
rating scale to be used for this purpose appears below. Please review 
this scale carefully and inform the POST representative of any questions 
you have cqncerning the scale. Then use the scale to rate each of the 
personal behaviors on pages 5 - 8 • Indicate yo~r ratings in the boxes 
to the right of the behavior definitions. As before, the rating scale 
appears at the top of each page. 
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NOTE: 

Rel;J.tion to Superior Job Performance: To "'ihat extent 
does improvement in the performance of this behavior r~sult 
in improved overall patrol officer / deputy job performance? 

1. Not at all - no improvement in overall job performance 
results from improved performance of this behavior 
above a minimally acceptable level. 

'Z. AU other things being equall improvement in the 
performance of this behavior above a minimally'" 
acceptable level generally results in .some improve ... 
ment in overall job performance. 

3. All other things being equall improvement in the 
performance of this behavior above a minimally 
acceptable level almost always results in significant 
improvements in overall job performance. 

When this Survey of Behavioral Requirements was 
a~ministered, .all 29 behaviors (s,ee Appendix E) 
were rated as to: (1) necessity at entry, and 
(2) relation to superior job r?er formance. The 
following pages are included for illustrative 
purpos·es. 
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NECESSITY AT ENTRY 

Necessity at Entry: To what extent is it necessary that a patrol officer/ 
deputy be able to exhibit this behavior prior to academy training and/or 
job assignment? 

1. Not necessary - capability to perform. this behavior 
can be easily acquired throu!;:h training and/or on the 
job experience with a minimum of risk to the public. 

Z. ·Necessary· - not possible to acquire the capability 
to perform this behavior satisfactorily through ' 
training and/or on the job experience. 

RECALL: Remember various types of information, such as factual 
information (laws, written or oral instructions or descriptions, etc.)~ 
visual information (photographs s physical characteristics of 'a patrol 
area. etc.), and specific details of past events (arrests, investigations. 
etc.); recall information pertinent to one's duties and responsibilities. 

HANDWRITING: Have legible handwriting. 

INITJ:ATIVE: Proceed on assignm.ents without waiting to be told what to do: 
improve one's skills and keep informed of new developments in the field; 
work diligently and exert the extra f".f":I1-t needed to.~ake sure the job 
is done correctly, rather than merely IIputting in time". 

COORDINATION:, Integrate the actions of one's arms and legs to produce 
coordinated moyemel1t (such as i~ running, jumping. etc.). 

INTEGRITY: Be honest and impartial; refrain from accepting bribes or 
"favors" or using one's position for personal gain. 

o 

o 
o 

o 
,0 

AGILITY: Perform. physical actions or movements quickly and nimbly. D 

ARITHMETIC COMPUTATION: Add. subtract, multiply, and divide numbers. 0 

INFORMATION PROCESSING: Identify the similarities and/or 
differences in information gather.ed from different sources (e. g., in
consistenc"ies in witnesses' statements); identify s.ignificant details 
Crom a body of information (i. e •• distinguish significant from in-

. significant information); recognize conditions or circumstances that 
indicate something might be wrong, or at least out of the ordinary. 

BALANCE:. Maintain one's balance in unusual contexts (such as when 
climbing. crawling, crossing narrow ledges, etc.). 
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RELATION TO SUPERIOR JOB PERFORMANCE 

Relation to Superior Job Performance: To what extent does improvement 
in the performance of this behavior result in improved overall. patrol 
officer /deputy job performance? 

1. Not at all - no improvement in overall job performance 
results from improved performance of this behavior 
above a minimally acceptable level. 

Z. All other things being equal, improvement in the 
performance of this behavior above a minimally 
acceptable level generally results in some im.prove
ment in overall job performance. 

3. All other things being equal, improvement in the 
performance of this behavior above a mjnjmaUy 

acceptabie level almost always results in 
significant improvements in' overall job performance. 

RECALL: Rc,membcl' v<lrious types or inIormati.on, such as factual 
inCormaf,i'on {laws, written ~l" oral instrl1~tiolls or descriptions, etc.}, 
visual information (photograph!;, physic::ll Ch<ll:acteristics of a patrol 
area, etc.), and specific uetails of P::l.sf. even(;s (arrests, investigations, 
etc.); l"ccall in[ol'mal:ion pertinent: to one's duties and responsibilities. 

HANDWRITING': Have legible hanc!writing. 

INITIATIVE: Proceed on assignments without waiting to be told what to do; 
improve one's skills and keep informed of ncw developments in the field; 
work diligently and exert the extra effot't needed to make sure the job 
is done correctly, rather than m.erely IIputting in time". 

COORDINATION: Intcgrate the actions of one's arms and legs to produce 
coordinated movement (such as in running, jwnping, etc.). 

INTEGRlTY: Be honest and in"lpartial; refrain from accepting bribes or 
"Ia\'Ors" or using one's posit:ion for personal gain. 

o 

D 

o 

D 

o 
AGILITY: ,PerIorm physical actions or movelnents quickly and nimbly. D 

ARITHMETIC COMPUTAT'(ON: Add, ;;ubtract, multiply, and divide numbers. D 

INFORMATION PROCESSING: Identify the similarities and/or 
differences in inforn"lation gather~d from different sources (e. g., in
consistencies in witnesses' statements); identify significant details 
{rom a bouy of information (i. e., distinguish significant from. in
significant inforl"l1atiori); recognize conditions or circumstances that 
indicate something n'light be wrong, or at least out of the ordinary. 

»ALANCE: Maintain one's balance in unusual contexts (such as when 
c1iJnbing, cr<l.wling, crossing n~rrow l~dges, etc.). 

394 

o 

D 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



• 

• 

• 

INCIDENT GROUPINGS 

Bicycle theft. 
Burglary. 
Grand theft (excluding auto). 
Motor vehicle theft. 
Petty theft. 
Receiving stolen property. 
Joy riding. 

Bad check. 
Conspiracy. 
Credit card theft or misuse. 
Defrauding an innkeeper. 
Embezzlement. 
Extortion. 
Forgery. 

Theft/Burglary 

Fraud 

Impersonating an officer or other official. 
Pass or attempt to pass counterfeit money. 

As sault/Armed Robbery/Homicide 

Assault. 
Assault and battery. 
Assault with intent to commit rape or other felony. 
Attempted murder. 

'I'-' Homicide.· 
Rape. 
Sex crime (other than rape, prostitution, or indecent exposure). 
Neglected or abused children. 
Robbery armed •. 
Robbery - strong arm. 

Child stealing. 
Kidnapping. 
Lost child. 
Missing person. 

Kidnapped/Missing Person 
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INCIDENT GROUPINGS (Cont'd) 

Hit and run. 
Reckless driving. 
Traffic accident. 

R eckles s /Drunk Drivin~ 

Racing / speeding motor vehicle. 
Drunk driver. 

Liquor /Drug Violations 

Liquor law violations (ABC violations). 
Narcotic or drug offense. 

Suspicious Objects / Abandoned Property 

Abandoned vehicle. 
Abandoned house or building. 
Suspicious person/vehicle. 
Suspicious object. 
Dead body (exc luding homicide). 

Persons Wanted·for Military Desertion, Parole 
Violation, Illegal Residence Status 

Desertion or AWOL from military. 
illegal alien. 
Parole or probation violation. 

Hazards Requiring Emer gency Action 

Dangerous animal. 
Downed wires. 
Ruptured water or gas line. 
Traffic hazard. 
Malfunctioning traffic control device. 
Other public safety and/or health hazard. 
Situation requiring traffic control. 
Fire. 
Capture dangerous /injured animals. 
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INCIDENT GROUPINGS (Cont'd) 

Use or Pos·session of Illegal Weapons 

Brandishing weapon. 
Concealed or loaded weapon. 
Discharge of a firearm. 
Illegal weapons (e. g., brass knuckles, switchblade knives). 

Situations Requiring Einer gency Action 

Bomb threat. 
Fugitive reported to be at a location. 
Jail/prison break. 
Riot. 
Unlawful possession or use of explosives. 
Officer request for as sistance. 
Activated alarm. 

Nuisances /Obscene Conduct 

Begging. 
• Contributing to delinquency of a minor. 

Cruelty to animals. 
Indecent exposure. 
Littering. 
Loitering. 

• Malicious mischief. 

• 

Obscene or threatening phone calls. 
Public nuisance. 
Throwing or launching objects at moving vehicles. 
Trespas sing. 
Prostitution. 
Prowling. 

Disturbances of the Peace 

• Disturbing the peace - customer. 
Disturbing the peace - family. 
Disturbing the peace - fight. 
Disturbing the peace - juveniles. 
Disturbing the peace - landlord/tenant. 

• Disturbing the peace - neighbor. 
Disturbing the peace - noise (e. g., music# barking dog). 
Disturbing the peace - party. 
Disturbing the peace - other (e. g., harassment, challenging to fight). 
Repossession dispute. 
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INCIDENT GR OUPiNGS (Cont'd) 

Disturbances of the Peace (Cont'd) 

Labor /Management dispute. 
Keep the peace. 
Drunk in public. 
Incorrigible juvenile. 
Mental illne s s . 

Medical Emergencies 

Attempted suicide. 
Drug overdose. 
Other medical emer gencie s. 

Assistance to the Public 

Citizen locked out of building or vehicle. 
Complaint regarding city or county service. 
Concerned party request for check on welfare of citizen. 
Invalid or elderly person needing assistance. 
Other public agencies needing as sistance (e. g., health department, 

probation department). 
Stranded motorist (start stalled vehicles, change ~ires, obtain gasoline, 

gain entrar .. ce to locked vehicles, etc.). 
Found property. 

Licensing/Ordinance Violations 

Animal control violation. 
Business or peddler license violation. 
False fir~ alarm. 
Fireworks vioJ.ation. 
Pa l' !d.ng violaf:ion. 
Postal law vi ')lation. 
Gambling. 
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Information Processin? ~ 4.4 4.2 3,1'-4.5 3.6 3.5 ~ 
Situational Reasoning ~ 3.5 3.5 ~.6 3.6 3.5 3.5 ~ 3,6 

Learning §§ 3.6 3,6 3.7 3.5 4.0 3.8 3.3 ~ 

• Recall ~ 3.8 3.4 4.0 3.8 ~.5 3,6 3.5 3.7 3.8 ~ 
COMMUNICATION SKILL ~ ~ ~ ~ ';::-::: t~ ~ §§ ~ ~ ~ ~ [§§ ~ ~ 

-Reading ~ 3.3 4.7 3.7 ~ 
W~iting ~ 4.5 ~ 
Oral Expression ~ 3.7 3.9 4.0 3.3 . ~ 
Oral Comprehension ~ 3.2 3 •. 7 3.3 .' ~ • 

SPECIAL SKILLS ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 
Handwriting' ~ 4.0 ~ 
Arithmetic ~omputation ~ ~ 
Understanding Illustrated ~ 3.1 ~ Matedal 
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Sketching /Diag raming ~ ~ 

INTERPERSONAL RELATIONS ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 
'Interpersonal Skill ~ 3.9 3.5 14. 0 3.4 ~ 
Teamwork ~ 3.9 3.3 4. Z 3.4 ~ 3.2 

Interest in People ~ 4.5 3.5 3.7 §§ • 
PERSONALITY ~ ~ t:::3: ~ ~ B§ ~ ~ ~ ~ ~ ~ ~ ~ ~ CHARACTERISTICS 
~ 

Assertiveness §§ 4.3 3.4 : ~ 3.5 

Emotional Self-Control §§ 3.8 3.9 ~ 3.4 

Flexibility / Adaptability ~ 3.6 3.4 3~ 6 3.3 ~ 
Confront Hazards ~ 3.7 ~ 
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WORKER CHARACTERISTICS ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 

Initiative ~ 3.9 3.6 ' 3.8 ~.4 4.1 4.2 3:3 4.1 3.3 4. Z ~ 
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Appearance ~ 3.5 3.9 ~ 3.4 

Integl'ity ~ 3.6 3.7 . 3. '7 4.3 4.0 ~.l 3.4 §;§ 
PHYSICAL CHARACTERISTICS ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 

Coordination ~ -i. 4 3.4 4. ~ 3.4 ~.l ~ 4.2 

Agility ~ 3.5 4. 1 3.7 ~ 3.8 
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Endurance ~ 3.6 J.2 

~. Strength ~ 3.3 3( 9 
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~ ~ ~ ~ ~ §S ~ ~ ~ ~ ~ ~ ~ ~ COGN!TIVE ABILITY ~ ~~ ~ 

Information Processing r;~ ~ 4.0 3.5 4.4 3,8 3.5 3.3 4.0 3.8 

• 
Situational Reasoning ~ ~...:: 4.6 3.9 ~ 3.9 3.3 4.4 3.2 3.6 3.1 

Learning ~~ .... 3.5 3.3 ~ 3.9 3.4 3.8 3.6 3.6 3.6 3.4 14.3 

Recall ~ 3.9 I§§ 4.0 3.6 3.7 4.0 3,4 3.6 4. i 4.8 4.1 • 
COMlvlUNICATION'SKILL ~~ ~ ~ ~ ~ §§ ~ ~ r--.; ~ ~ ~ ~ ~ 2§ ~ ~ 

:Reading ~ ~ 3.9 .. 3.5 !t-.5 
Writing ~ ~ 3.3 ~.O 
Oral. Expre,s sion. ~ ~ 4.5 4.9 4.5 4.8 4.8 4.,8 4.8 4.9 14.8 

Oral Comprehension ~ 3.3 3.4 ~ 4. I 4. I 3.7 4.4 4.5 3.9 4.3 4.7 14.3 -
~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ SPECIAL SKILLS 

• 
Handwriting' ~ ~ 3.2 ~_7 
Arithmetic ~ompuiation ~ ~ 

. Understanding Illustrated ~ ~ 3.4 ~.5 Material 
Accuracy with Names· and ~ §§ 3.3 4.0 ~. 0 ~_7 Numbers • 
Sketching/Diagraming ~ ~ 2.9 ~.2 

INTERPERSONAL RELATIONS ~ ~ I§§ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 
:Interper sonal Skill ~ 3.5 ~ 3,5 4.6 3.7 4.5 ~.7 4.6 3.7 11-.5 

Teamwork ~ 3.5 3.9 ~ 4.0 4.1 3.4 3.2 11.4 • 
Interest in People ~ ~ 3.7 4;6 3.3 4.0 l!.6 14. 5 ~.5 

PERSONALI1~Y ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ f§§ ~ ~ ~ ~ CHARACTERISTICS 

Assertiveness ~ 3.7 ~ 3.5 3.5 3.8 4.4 , 3.6 

Emotional Self-Control ~ 4.3 3.9 ~ 3.5 3.7 4.8 3.8 

Flexibility / Adaptability ~ 3.8 8S: 3.3 3.3 3.6 3.8 3.4 3.5 3.3 3.5 • 
Confront Hazards ~ 4.4 3.8 ~ 3.7 

WORKER CHARACTERISTICS ~ ~ ~ ~ ~ ~ ~ ~ ~ §§ ~ §; ~ ~ ~ 
'lnitiati ve ~ 3.4 4.2 ~ 3.9 3.6 3.8 1.2 3,8 4. I 3.2 ~. 2 

Dependability ~ 4.0 3.7 4.4 ~ 3.6 4.0 3.9 ~. 1 4.2 4.0 4.2 4.7 4.4 

Appearance ~ ~ 14. 1 4.5 ~.5 4.3 4.5 4.9 ~. 3 

Integrity ~ 3.8 ~ 3.4 3.7 13.9 3.5 3.5 14·7 ~. 9 

PHYSICAL CHARACTERISTICS ~ ~ ~ ~ '-~ ~ ~ ~ ~ ~ §§ [§2 ~ ~ ~ 
Coordination ~ 4.4 3.6 ~ 
Agility ~ 4.3 3.9 ~ I Balance ~ ~ 
Endurance ~ ~ 4PO I Strenl!th .,~ ~ . -~-- "" ~- ' .. 
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COGNITIVE ABILITY §§ ~ §§ ~ ~ ~ ~ ~ ~ ~ 
Information Processing ~ 3.5 4.2 4.1 ~ 
Situational Reasoning, ~ 3.3 ~ 4.3 4.1 4.8 

Learning ~ :).3 3.8 3:8 ~ 
Recall ~ 3.5 4:1 ~ 3.4 3.9 

COMMUNICA TION SKILL ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 
R~ading 
./ ~ 3.4 4.3 5. a J. a ~ 
Writing ~ 4.1 ~.8 ~ 
Or'al Expr'ession ~ ~ 
Oral Comprehension ~ 3.2 ~ 

SPECIAL SKILLS ~ ~ ~ ~ ~ ~ 8S ~ ~ ~ ; 

Handwriting' ~ 3.8 4.3 4.4 5.0 t:§ 
~. 

Arithmetic ~omputation ~ 3,5 3.9 4.4 ~ 
, Understanding Illustrated 

Material ' ~ 3.6 4.3 ~ 
Accuracy with Names'and 

Numbers ~ 3.7 4.6 4.3 8§ .. 
3.8 

Sketching/Diagraming ~ 4.8 ~ 
INTERPERSONAL RELATIONS ~ ~ ~ ~ ~ ~ 28 ~ ~ ~ 

:Interpersonal Skill ~ 3.9 ~ 
Teamwork ~ 3. 1 ~ 
Interest in People ~ 3.3 ~ 3.6 

PERSONALITY ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ CHARACTERISTICS -
Assertiveness ~ 3.3 ~ 4.6 4.5 

'Emotional Sel£- Control .~ ~ 4.7 3.8 4.8 

Flexibility / Adaptability ~ 3.3 fS3 3.5 ' 3.6 

Confront Hazards ~ ~ 4.6 4.2 4.7 

WORKER CHARACTERISTICS. ~ ~ ~ ~ ~ ~ bS ~ ~ ~ 
InHiative ~ ~' '. 

3.5 4.1 3. 1 4'.3 3.5 

Dependability ~ '1.0 4.2 4.0 4;'2 ~ 4. a 14.0 

Appearance ~ 3.4 ~ 
Integrity ~ 4.2 4.6 4.5 ~ 

PHYSICAL CHARACTERISTICS ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 
Coordina.tion ~ ~ 4.8 5. a 4.5 

Agility ~ ~ 4.8 4. <) 4.6 . 
~ ~ Balance 4.1 4.7 4.0 

Endurance ~ ~ 4.2 14. 4 

Strength ~ 401 ~ 4.4 4.7 



STA TEWIDE WEIGHTS FOR BEHAVIORS 

Cognitive Ability 

Information Processing 
Situational Reasoning 
Learning 
Recall 

Communication Skill 

Reading 
Writing 
Oral Expression 
Oral Comprehension 

Special Skills 

Handwriting 
Arithmetic Computation 
Understanding Illustrated Material 
Accuracy with Names and Numbers 
Sketching/Diagraming 

Interpersonal Relations 

Interpersonal Skill 
Teamwork 
Interest in People 

Personality Characteristics 

Assertiveness 
Emotional Self-Control 
Flexibility / Adaptability 
Confronts Hazards 

Worker Characteristics 

.:;":.- Initiative 
Dependability 
Appearance 
Integrity 

Physical Characteristics 

21.70/0* 

4.8 
5.2 
5.3 
6.4 

12.8% 

2.9 
1.5 
4.2 
4.2 

8.2% 

2.1 
.9 

1.3 
3.1 

• 8 

11.1% 

4.1 
3.5 
3.5 

13.1% 

3.4 
3.5 
4.1 
2. 1 

?4.3% 

7.0 
8.8 
3.3 
5.2 

8.8% 

3.2 
2.7 

• 9 
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. Coordination 
Agility 

Balance 
Endurance 
Strength 

*These behavioral weights do not 
402 .9 of the task groups 

take into accoun.t O~Bo/'relati ve impprtaRc~ 
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HISTORICAL BACKGROUND OF TRAINING IN NEW YORK STATE 

by 

WILLIAM G. McMAHON* 

POLICE TRAINING IN NEW YORK STATE 

On January I, 1945, under· the sponsorship of the 
New York State Sheriffs' Association and the New York 
State Association of Chiefs of Pol ice, and with the 
coop'eration of the Federal Bureau of Investigation, the 
New York State Long Range Pol ice Training Program became 
operational. 

The strength of the program emanated from the wide 
support it acquired in law enforcement circles through
out the state. A joint training committee was established 
and met regularly during the 14 years from 1945 to 1959. 

George Lankes, whose doctoral dissentation covers 
the Long Range Police Training Program extensively, stated 
the following: 

The impaet whieh the Long Range Poliee Tnaining 
Pnognam would have upon the mandated pnognam 
nefileeted in the Govennon'~ nefienenee to the 
latten being 'built ~olidly on the noundation~ 
on mutual eoopenation and ~uppont 06 ageneie~. ' 
Repont~ pnepaned by the Munieipal Poliee Tnaining 
Couneil give neeognition again and again to the 
Long Range Tnaining Pnognam. In it~ veny nin~t 
pnogne~~ nepont, the MTIC deelaned that the 
~tate on New Yank thnough the Long Range Poliee 
Tnaining pnognam duning the peniod ~inee 
Januany 1, 1945, ha~ been tnemendou~.1 

During the period of Implementation of the Long Range 
Training Prog·ram, two distinct phases of development 
em erg e d . The firs t per i 0 d, fro m I 9 45 to I 95 0, i s 
distinguished by uniform curriculum for appl ication through
out the State. Both departmental and regional training 
sessions were held, making the programs available to all 
participating agencies. The regional sessions were profit
able in that a sense of cooperation and understanding was 
considered to have been establ ished between many of the 
departments in their respective regions. 

*Deputy Commissioner: State of New York, Division of Criminal Justice 
Services, Bureau for Municipal Pol ice, Albany, New York. 

1George Lankes. An Analy~~ on Innluene~ Pnomoting the Vevelopment on 
Pollee Educ.ation in Up~tate New Yank nnom 1945 tMough 7970. 
Doctoral dissertation; p. 93. 
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The Joint Training Committee subsequently began to 
encourage local agencies to sponsor sessions which would 
meet their individual needs. This pattern, which began 
in 1951, typifies the second phase of the Long Range 
Training Program. Special ized training courses, developed 
to meet the needs of particular local agencies, were 
established on a regional basis. Courses noted as being 
especially popular were those in photography, firearms, 
defensive tactics and fingerpring identification. 

The program's pioneering work became the foundation 
upon which the work of the New Municipal Police Training 
Council, instituted in 1959, would be built. 

fhe Long Range Program was a success for many reasons. 
Its basic objectives were directed toward clearly defined 
goals. It was a self-initiated program, and the substance 
of its courses was essentially job oriented. For the 
first time, an attemp't had been made to standardize police 
training throughout the state. Though the need for such 
training was long recognized, it was hoped that soon 
ensuing legislation would bring about the long awaited 
mandated program for police training, which would be 
appl icable to officers in every law enforcement agency 
in the State. Of the many accompl ishments of the long 
range program, Lankes stated: A p~ofi~~~~onal att~tud~ 
towa~d law ~nfio~e~m~nt wo~~ on th~ pa~t 06 th~ 066~e~~~ 
b~gan to d~v~lop ~n N~w Yo~~ Stat~. A whol~~om~ ~~~p~et 
6 o~ th~ valCL~ a 6 ,t~a.inbtg .~in rol-Le~ wo~k- b~eam~qu.~t~ 
~v~d~nt . . . .pot.,[e~, <t~a.~Mng -l.n N~w YoJr.~ '3:tat{Z.~~·aeh~d a 2 
l~v~l 06 matu.~~ty und~~ th~ Long Rang~ T~a~n~ng P~og~am. 

STATE LEGISLATION FOR POLICE TRAINING 

Although the first attempt to legislate mandated 
pol ice training in New York State was made in 1957, the 
bi II introduced for this purpose was held up in the 
legislative committee and eventually died there. This 
bi 1.1, drafted by representatives of the New York State 
Chiefs of Pol ice and Sheriffs' Association, provided for 
the establishment of a Municipal Police Training Division 
within the New York State Education Department. It 
generated substantial interest within the academic 
community, and requests for representation on the Advisory 
Committee which drafted the bi II were considerable. The 

2 I bid. p. 403 
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original nine member Advisory COinmittee was expanded 
to 15, and law enforcement professionals quickly realized 
that they might ultimately lose control of the direction 
of police training in the State. As a result, law enforce-

• ment interests withdrew their support. 

• 

• 

• 

• 

• 

• 

• 

OnMarch 12,1959, Governor Nelson Rockefeller 
presented a six-point law enforcement program to the 
State legislature entitled a Me~~age ConQe~n~ng the 
P~oblem On C~~me. Included in the program was a section 
wh i ch add ressed the need for strengthen i ng I oca I po lice t/ 
forces by mandating minimum training standards. 
Governor Rockefeller stated that: 

In the state of New York there are some 20,000 local police 
outside of New York City and some 23,000 in New York City. 
It is upon these men that we rely basically for the pro-
tecion of lives and property within the State. There are 
presently many good police training programs in operation, 
both for new recruits and for more experienced members of 
pol ice forces. A pol ice academy has been conducted for 
many years in the city of New York. Other schools are 
operating in a number of counties and cities. In addition, 
many sheriffs and chiefs of police have been working tirelessly 
for years to improv3 standards of police training and for that 
purpose they have establ ished and conducted almost 1,500 
courses in the last ten years, at almost no expense to the local 
local communities. The Federal Bureau of Investigation has 
furnished the services of its agents as instructors, and 
state agencies have participated in a simi lar manner. The 
State Pol ice have operated a training program in Troy. While 
many police officers have benefited from these various train
ing programs, others have received I ittle or no formal training. 
For this reason, the sheriffs and chiefs of pol ice of our State 
have, in the past, urged that the State assume responsibi lity 
for fixing minimum standards of training for al I local police. 
This same conclusion was reached by the New York Stat9 Crime 
Commission (The Proskauer Commission) in 1953. 

The State should be more actively concerned with the problem of 
local police training, and I commend the sheriffs and chiefs 
of police for taking the initiative in urging state action to 
establ ish minimum standards. Accordingly, I recommend favor
able consideration of legislation which would, in essence: 

(a) Create a Municipal Police Training Counci I, the 
members of which would be appointed by the Governor 
and at least half of whom would be incumbent law 
enforcement officials; 
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(b) Authorize the Governor to promulgate the 
recommendations of this counci I as minimum 
standards for pol ice training; and, 

(c) Require basic pol ice training as a condition to 
permanent appointment to a local pol ice force. 

The requirement of basic training would apply only to future 
appointments and would not affect any police officers who have 
been permanently appointed before July I, 1960. There would 
be no authorization for state funds for training purposes under 
the bi" I propose. Rei iance would be placed on the present 
structure of pol ice training, which is being gradually expanded 
and imporved by local initiative in cooperation with the Federal 
Bureau of Investigation, the State Pol ice and other groups. 
A major benefit flowing from such legislation would be the 
assurance that no community in the state fal Is behind certain 
basic standards in its police training. 

Our mandate was signed into law on Apri I 15, 1959, 
and became effective on July I, 19S9. (The California 
POST was signed into law on July II, 1959, and became 
effective September 18, 1959). It creEted the New York 
State Municipal Police Training Council (MPTC), which was 
to consist of eight members and an executive director to 
establish basic training requirements for local police and 
to encourage advanced in-service training programs for law 
enforcement personnel. (Article 19F Section 483 Executive 
Law). 

Its membership, as specified by the enabling 
legislation, was as follows: 

(a) Two incumbent chiefs of pollee .. 

(b) Two incumbent sheriffs (who are recommended to the Governor 
by theIr respective associations, as beiRg ~ua~ ffled"by 
e~perlence and background in law enforcement 
tra i n I ng). 

(c) Pol ice Commissioner of New York City, who may designate 
a representative, 

(d) The remaining three positions are at the discretion of 
the Governor (Historically, these appointees have been 
Superintendent of State Pol ice, Special Agent-In-Charge, 
F.B. I., N.Y.C., and an incumbent City Mayor). 
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During its first year, the Counci I was engaged in 
frequent meetings to formulate the content of the minimum 
basic course for pol ice officers and to design the state
wide administrative structure which would faci I itate the 
start of mandated training on July I, 1960. 

Administratively, the State was divided into 13 
training zones with the size of each zone determined by 
the police population in each county and by the bouncary 
I ines of each of the three F.B. I. field offices in the 
State. In each zone, a chief of pol ice and a sheriff 
were designated as training coordinators. These were 
volunteer, unsalaried positions, whose responsibi I ity was 
to monitor training needs within a zone and to arrange 
with the Counci I for the conduct of needed training. 

The first mandated basic course was set at a minimum 
of 80 classroom hours, a compromise figure arrived at 
between the law enforcement community in New York State 
and the Municipal Police Training Council. Content of the 
course was determined by discussion by Counci I members and 
from input from the field. 

The first increase in minimum hours, to 120, came on 
July L 1963. On January I, 1967, the program was doubled 
to 240 hours, which included a mandated 40 hours of 
supervised field training conducted by the trainee's agency 
supervisors. The third increase in hours on July I, 1971, 
raised the basic course to its present level of 285 hours. 

Although the Counci I has never set an ultimate goal 
in hours of tra i n i ng, it has increased the I ength of the 
course periodically, when it was deemed appropriate. 
Several methods of obtaining input on the program have been 
used. In the late 1960's, a Sta'ff Training Advisory 
Committee was formed from local pol ice training personnel. 
Meeting periodically, this 12 member committee gave Counci I 
staff advice and recommendations concerning the relevance 
of subject matter, time a Ilocations, new subject areas, 
etc. In early 1970, a survey questionnaire was mailed to 
the heads of po lice agenc i es and a cross-sect i on of bas i c 
course graduates, sol iciting comments and recommendations 
on course content. From the results of this questionnaire, 
plus input from the Training Advisory Committee, our own 
staff, and Counci I members, the present 285-hour course was 
developed. 

Although there has been no mandated increase in the 
number of training hours since 1971, the basic schools 
being conducted on an average far exceed the minimum mandate. 
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In 1978, of the 30 full-time basic schools conducted, 
there was an average of 421.4 hours and 343 hours of 
training for the 9 part-time schools. The fluctuation 
in the level of training received, ranging from the 
285 hours mandated to 840 hours have spurred New York 
States' efforts to improve the amount and qual ity of 
mandated training. 

The National Advisory Commission on Criminal Justice 
Standards and Goals stated in 1973 that: Every state 
should require that every sworn pol ice employee satls
factorl Iy complete a minimum of 400 hours of basic pol ice 
t r a I n I n g . I n add I t Ion to t r a d i t ion a I bas i cpo I ice sub j e c t s , 
this training should include: 

Ca) Instruction In law, psychology, and sociology, 
specificially related to interpersonal communi
cation, the pol ice role, and the community the 
pol ice employee wi I I serve; 

Cb) Assigned activities away from the training 
academy to enable the employee to gain specific 
Insight in the comm~nity, criminal justice system, 
and local governments; 

Cc) Remedial training for individuals who aro deficient 
in their training performance but who, in the oplr.lun 
of the training staff and employing agency,.demon
strate potential for satisfactory performance; and, 

Cd) Additional training by employing agency in its 
pol icies and procedures, if basic police training 
is not administered by that agency. 

In 1972, the Training Aids Committee became inactive 
and was eventually discontinued. Except for administrative 
matters, the MPTC and BMP devoted their attention to 
activities other than th~ basic mandated course from 1971 
unt i I 1975. There was a change in I eadersh i pin August 
1975. With the change in leadership, there was a change 
in phi losophy. The development of the basic course was 
based on the perceptions of a I imlted number of profession
als. Originally, they felt that such courses as murder, 
kidnapping, and arson, i.e., had to be a part of the 
mandate. The fact that a new pol ice officer would 
probably not become involved In these types of investiga
tions in his/her first five years as a policeman, if at 

4Nationa1. AdvMolLY COmmM.6-<-on on C.IT...im.£n.a1. Juo:Uc.e. StandaILd6 and Goa1..6. 
POLICE, 1973, p. 392. 
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all, had nothing to do with the decision to mandate 
these courses. 

We were looking for a disinterested third party to 
come in and give us an objective evaluation of where 
pol ice training in New York State was and where it should 
be going in the future. We wanted to look at what it 
was that all pol ice officers a.c.tua.lly do on their jobs as: 

I. The pol ice officer perceives it. 

2. The police administrator perceives it. 

3. The publ ic perceives it. 

Based upon this research, we wanted a model curr.i.cu/'um. 

There was a I imited amount of funds and time. We 
contacted John Jay and discussed our proposal with them. 
They fe I t that they cou I d meet a I I of the obj ect i ves 
that we had set out. 
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NEW YORK STATE JOB-TASK ANALYSIS PROJECT 

by 

JOSEPH "A. McGRAW 

The master plan for law enforcement training in 
New York state, which has just been described for you 
by Wi I fiam G. McMahon, who was the moving force in 
initiating this training evaluation study, placed 
cons i derab Ie re Ii ance upon a po lice Job-Task Ana I ys is 
Project conducted by the New York State Department of 
Civi I Service. It is the substance of that project 
which consititues the underpinning and curriculum 
predicate of the John Jay Study (the master plan for 
law enforcement training in New York State) to which 
we now address ourselves. 

The Department of Civi I Service in the State of 
New York provides examinations for use for appointment 
in pol ice departments ranging in size from one full
time pol ice officer to over 3,700 officers. The total 
police officer population in the state approximates 
25,000. This figure does not include 27,000 sworn 
officers in New York City or some 3,000 state pol ice 
officers. As with other states across the nation, 
I itigation has been heavy in New York in recent years 
whet~e i n cha I I enge after cha I I enge has been brought to 
judicial attention before both State and Federal 
tribunnals, alleging unlawful discrimination and 
striking at the validity of police standards and 
examinations. The I itigation continues today. 

The job relatedness of the pol ice examinations 
has been the major bone of contention, i.e., that there 
exists an insufficient relationship between the examina
tion afforded and the qual ities that make up the job 
sought. In sustaining a number of the objections, the 
courts have held that in the absence of a timely job 
a n a I y sis 0 r val ida t ion s ," u d y, the e x ami nat ion s can not 
be deemed job-related and valid. 

So it was that the Department of Civi I Service in 
New York State embarked upon a job analysis project, 
hiring private contractors, Deborah Friedman, principal 
consultant, et. al., with the blessing, as well as the 
fiscal support, of L.E.A.A. 

The grant app I ication descri bed the primary objec
tive of the projects as the performance of job analysis 
for the ranks of o~ficer, sergeant, I ieutenant, and 
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• captain, which would accurately describe the major duties 
and responsibi I ities of the positions at the various 
levels, theIr relative frequency, and their importance. 
FurTher, it was indicated in the grant proposal that be
yond the job analyses themselves, the uti I ity of the 

• project wi II be best demonstrated by the abil ity to 

• 

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

Work began in November, 1975. The project staff 
included persons with backgrounds in testing, classification 
and local government. No staff members possessed any law 
enforcement experience. Pre] imlnary project planning 
included an extensive review of pol ice I iterature and 

• I itigation, as wei I as background research concerning the 
Municipal Pol ice Training Counci I basic mandated course 
curriculum and orientation visits to several police 
classrooms. 

The other area of early background research, that 
• occupied considerable staff time, was development of a 

staffing questionnaire and analysis of the results. 
This step was necessary to obtain comprehensive and 
current data on manpower levels and staffing patterns 
in the pol ice departments throughout the state as wei I 
as to identify full-time departments. 

• 

• 

• 

• 

• 

• 

The mandatory Municipal Pol ice Training Counci I 
Pol ice Supervisory Course was simi larly reviewed during 
the planning phase. (A copy of New York State General 
Municipal Law Section 2090, which descrtbes necessary 
training programs for permanent appointment of pol ice 
officers, is contained in Appendix A). 

STAFFING INFORMATION QU~STIONNAIRE 

The staffing information questionnaire was required 
in order to find the answer to the exact number of 
people actually employed in each of the four ranks under 
study (officer, sergeant, I ieutenant, and captain) by 
department, as wei I as the distribution of minorities 
and females. Only departments with full-time personnel 
were included in the study. Part time municipal pOlice 
in New York State, though sworn officers with full pol ice 
powers, are not hired from Civi I Service I ists. This 
questionnaire was sent to all pol ice departments wit.h 
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responses received from 363 pol ice departments with one 
or more full-time officers. 

In oar review today, primary attention is being 
directed toward the analysis of the police dfficer job 

• 

rather than the other three ranks surveyed, since it • 
is the basic training for the recruit in New York state 
that is the primary focus of the John Jay Study. The 
time constraint bars consideration of the total job 
analysis review dbout which we now speak. 

The ethnic and sex data, as wei I as the total • 
number of staff at each rank, is shown in Appendix B. 
It should be noted. that there are 17,260 sworn personnel 
in the ranks of officer, sergeant, I ieutenant, and 
captain in the 363 departments that responded. This 
count excludes Sheriff's Departments, the New York City 
Pol ice and the New York State Pol ice. • 

The manpower distirbution, as obtained from question
naire responses, was broken down by department size. 
These results are found in Appendix C. These size break
downs constitute one of the variables that was considered 
during the study. The size groups used were (a) 1-19 • 
( s i z e I); (b) 20 - 59 (? i z e 2); ( c) 60- I 49 (s i z e 3); and 
(d) 150 or more (size 4). The data show that 64% of the 
pol ice departments have between one and 19 personnel in 
the ranks studied. Only 3.6% of the departments ha~e 
150 or more sworn personnel; however, those 13 depart-
ments have 59.9% of the personnel. • 

The staffing patterns that emerged from the question
naire were: Officer, Sergeant, Lieutenant, Captain (S.P. I); 
Officer, Sergeant, Lieutenant (S.P. 2); Officer, Sergeant, 
Captain (S.P. 3); Officer, Lieutenant, Captain (S.P. 4); 
Officer, one supervisory rank (S .. P. 5); and Officer, no • 
supervisory ranks (S.P. 6). 

The distribution of manpower by staffing patterns 
is shown in Appendix D. The staffing patterns on this 
table correspond to those explained previously. One of 
the more interesting facts shown is that 29% of the depart- • 
ments have only the pol ice officer rank full-time, whi Ie 
these departments include only 2.6% of the personnel at 
that rank. 

POLICE ADVISORY COMMITTEE • 

Of key importance in the development of the New York 
Job Analysis Project was the function of the Police 
Advisory Committee. Made up of representatives of the New 
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York state Assoc i at i on of Ch i efs of Po lice and the Po lice 
Conference of New York, the Committee met formally five 
times during the course of the Project and was consulted 
informally on numerous occasions. 

In the dissemination of questionnaires to police 
departments throughout the state, special assistance was 
supp I ied by the Advisory Committee. As many of us know, 
law enforcement agencies are in receipt of countless 
questionnaires each year from government inquirers, 
sociologists, merchants, etc. 

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

When the Task Checkl ist Questionnaire was sent out 
at a later date for each of the four ranks under study, 
the Committee once again was of great help. A cover 
letter for each chief asking cooperation in completing the 
questionnaire was arranged for by the Chiefs Association. 
In addition, the Pol ice Conference, a patrolman!s associa
tion, wrote a cover letter for the Pol ice Officer Task 
Checkl ist, urging cooperation of the officers in responding 
to the questionnaire and reassuring them as to the purpose 
of the study. Final return rate of over 50% on the task 
checkl ists was considered excellent and reflected the high 
degree of cooperation t~e Advisory Committee secured from 
the pol ice population. 

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

TASK INFORMATION DEVELOPMENT 

To develop task information and project data, an 
interview plan was designed to enable the analyst to 
pick up in-depth detai I in respect to the pol ice job. 
The long range plan was that the information gathered 
from a I imited number of interviews would be used as the 
basis for a questionnaire, soliciting opinions concerning 
job tasks from a much larger sample of incumbents. 
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The interview plan began with a determination con
cerning identity of departments to be visited. Four size 
groupings were made for departments to be visited with 
the fol lowing constraints: 

I. At least three departments from each size category. 

2. Some departments from each major region of the State. 

3. Inclusion of departments with pending lawsuits on 
pol ice exams. 

Thereafter, a letter was sent to the chief of the 
departments selected, and a tentative interview schedule 
was arranged. Next, the chief was &sked to designate 
interviewees with interviews, concentrating on those whose 
work involved the genera! patrol function. Interviews 
were scheduled as not to disrupt efficient functioning with
in the department. It was also agreed that when an analyst 
was riding in a patrol care, the officer would decide if 
the ana I yst shou I d stay in ·the ca r or accompany him to 
observe case handl ing at close range. 

There were three kinds of interviews: 

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

2. Long ~crm interviews (in one case one analyst 
was WiTh the same pol ice officer for one week). 

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

An interview guide was developed to standardize the 
interviews, and the order of interviewing questions was 
determined by the course of the work of the pol ice officer. 
Biographical data was gathered on each interviewee. Modu~ 
ope~and~ of the analyst was to (a) ask open ended questions; 
(b) ask followup questions, if there was a misunderstanding; 
and (c) try to keep the interview from wandering by questions 
concerning specific parts of the job. Group interviews 
were viewed as a supplement to individual interviews. A 
total of 79 interviews were conducted. Some 54 of these 
were done by staff personnel and 25 by assigned pol ice 
officers. Information obtained from interview summaries 
was rewrItten into task statements and later refined by the 
Advisory Committee. 
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With the completion of consol idated job descriptions 
for each of the ranks being reviewed, there had now been 
obtained four job descriptions based upon detai I received 
from a relatively smal I number of people. In order to 
confirm this job information with statewide applications, 

• it Was necessary to get opinions on these job descriptions 
from a very large number of incumbents. This was done by 
a Task Checkl ist Questionnaire. 

POLICE OFFICER JOB TASK CHECKLIST QUESTIONNAIRE (see 
• Appendix El 

• 

• 

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

I. Does the incumbent do the task? 

2. How often? 

3. How much time does it take? and, 

4. Is the task critical. 

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

• meant by these concepts. 

Another question addressed was how questions could 
be asked so as to be scoreable by computer. A system for 
identifying questionnaire respondents was devised with nine 
digit numbers 'being used; the first three identifying the 

• agency; the next two digits, the job level; and the last 
four digits, the individual in the department. 

A stratified random sample was designed to be used 
to select persons to receive the questionnaires. Two 
variables, department size and staffing pattern, were 

• thought to be related to the duties of job and were used to 
stratify the population. The total sample size of the 
police officer same was 25 percent. The sample was drawn 
with a table of random numbers to select departments, unti I 
the des ired samp Ie size was reached. After samp I es, were 
selected, a study was done to insure that minorities and 

• w 0 men we rei nc Iud e d . Some 3, 6 0 0 Po I ice Of f ice r Job T ask 
Checkl ist Questionnaires were sent out. 

• 
415 
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QUESTIONNAIRE ADMINISTRATION 

Packets were sent to each department that was a part 
of the sample. There was a letter included to the chief of 
the agency, asking his help and suggesting how the question
naires might be distributed. The President of the New York 
State Association of Chiefs of Pol ice, (an Advisory Committee 
member) enclosed a letter urging cooperation. Postpaid 
envelopes were included. A followup letter was also sent 
to a number of respondents several weeks after the original 
distribution. The return rate on qUestionnaires was in 
excess of 50%, which was regarded as favorable. 

KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS 

This study, I ike other job analysis study reports, 
used know I edges, ski I Is, ab iii ties, and persona I cha racter
istics (KSAP's) as the qualitie.; :'eeded by an individual to 
perform tasks of a given job. These qual ities are defined 
as follows: 

Know ledges 

Ski lis 

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

- Capacity to use knowledge to perform 
task competently i.e., shoot gun, drive 
car. 

Abilities Power to perform a function i.e., read 
and understand a statute. 

Personal Characteristics - A specific personal ity 
trait, physical or mental, needed to 
perform a task i.e., wil I ingness to 
work overtime. 

It was decided to use task checkl ist questionnai res 
as the basis for developing KSAP's for the four job levels 
being studied. 

Staff held many group meetings over a 2 week period 
to generate KSAP's. Tasks on the checkl ist were considered 
one by one, and al I KSAP's needed to perform each task 
were I isted. Each was discussed, as needed, to ensure most 
appropriate wording and to arrive at a common understanding 
of meaning. 

A pol ice officer met with staff to go over all KSAP's 
for the pol ice officer job. KSAP's were I isted by activity
rather than by task, because such a I ist would be cumber
some. 
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• KSAP RATING METHOD 

It was decided pol ice personnel would be asked to rate 
the extent to which barely acceptable workers possess each 
trait. Also, to what extent the trait contributes to making 

• a worker outstanding (adopted directly from Primoff). 

It was thought necessary, also, to learn from incumbents 
when they were first exposed to each trait and for knowledges, 
the level of knowledge necessary to do a good job. (These 
two factors were adapted from Cal ifornia State Personnel 

• Board Analysis, 1974.) 

There were six pol ice officers from Albany area depart
ments invited to tryout the KSAP plan at the pol ice officer 
level and each one was asked to complete a task checkl ist 
before the KSAP meeting. At the meeting, pol ice officers 

• reviewed tasks in an activity, and then KSAP's for that 
activity, to see if they seemed to match. Participants 
were then given general instructions for KSAP ratings 
(see Appendix F). 

• 
/ 

• 

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

After a I I KSAP meet i ngs, rat i ngs for each rank were 
consol idated (see Appendix G). KSAP statements are pre
sented in the summary under subheadings such as "Terminology 
and Jargon" or "Oral Communication" etc. These subheadings 
are categories sel~cted in an attempt to group KSAP's 

• according to subject matter. Groupings were approved by the 
Pol ice Advisory Committee~ 

• 
CONCLUSION 

The Johy Jay Report consu Itants, in the course of 
their evaluation study, have closely scrutinized the results 
of the Municipal Police Job Analysis Project, and it is 
expected wi II draw heavi Iy upon job task data highl ighted 
in the project survey. Project questionnaires, as wei I as 

• John Jay questionnaires and responses, are being carefully 
correlated so that a proper foundation for a basic pol·ice 
train'ing curriculum is established. 

• 
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It is the opinion of the New York state Bureau for 
Municipal Pol ice that the Job Analysis Project has been 
based on sound research and that the task force involved 
sincerely tried to do a thorough job on their assignment. 

Today's summary is exactly that; a summary of a two 
volume report of si2able dimension. Much of the data there
in is raw data, and considerable analysis remains to be done. 

Project findings that are relevant to pol ice training 
programs are illustrated by the following: "The questionnaire 
responses, statewide, show that 14 tasks are done by 90% 
or more of the officers and 83 tasks by 70% or more. There 
are only 20 tasks which fewer than 60% of the respondents 
perform." 

The figures strongly indicate that the pattern of 
ski I I san dab iii tie s r eq u ire d 0 f the pat r 0 I 0 f f ice r i s 
fairly uniform around the State. The finding suggests 
that a discrete body of knowledge, essential to the competence 
of the officer, can be identified, and the data generaged 
as to the nature and types of the officer's common tasks 
can be used as a sound and sol id basis for curriculum develop
ment. 

We feel that the contribution to municipal pol ice 
training in New York State, made by the Job Analysis Project, 
wi I I prove to be a significant one. 
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. APPENDIX A 

---,. .. ~------------------------------.-------------..... ,-_.,"' '1 

.' 209-q 
, 209-q. 

GENERAL MUNICIPAL LAW Art. 10 

Permanent appointment of police officel'll; eo .. 
pletlon 01 training program 

1. Notwithstanding the provisions of any general, special or 
JocaI Jawor charter to the contrary, no person shall, after July 
lint, nineteen hundred sixty, receive an original appointment on 
a permanent basis as a police officer of any county, city, town. 

eftlJaae or police district unless such person has previously been 
awarded a certificate by the executive director of the municipal 
police training council created under article nineteen-f of the elt
ecutive Jaw, 1 attesting to his satisfactory completion of an ap.
proved municipal police bllSic training program; and every per-
800 who is appointed on a tE'mporary basis or for a probationary 
te..-::n c:o on other than a permanent basis as a police officer of e aD7 county, city, town. village or police district shall fOrfeit his 

· poaition as 'such unless he previously has satisfactorily complet
ed, or within the time prescribed by regulations promulgated by 

. thelOvemor pursuant to section four hundred eighty-four of the 
uecutive law, satisfactorily completes. a municipal police basic 
training prof,';;"am for temporary or probationary police officers 
aDd is awarded a certificate by such director attesting iliereto. 

:." 1.... Notwithstanding the provisions of any general, special e .. local Jawor charter, the promotion of any police officer to a 
.first-line supervisory position on or after July first, nineteen 
hundred sixty-seven, shaH not become permanent unless such po
Ice officer has previously been awarded a certificate by the ex

. ec:utive director of the municipal police training council' created. 
Iirlder article nineteen-f of the executive law. attesting to his sat

··lIfaetory completion of an approved course in police supervision .as prescribed by the municipal police training counciL Any p0-

lice officer who is promoted on any basis to a first-line supervi
IOr1' position on or after July first. nineteen hundred sixty-seven 
ahall forfeit such promotion unless he previollSly has satisfactori" 
.,. completed. or within ilie time prescribed by regulatiollS pro
J:luJ~ted by the governor pursuant to section four hundred 
...r.htY-four of the executive law satisfactorily completes, the 
prescribe;l course in police supervision and is awarded a certifi-

eat-. by lIuch director attesting thereto. 

• 

• 

:i. L The term "police officer", as used in iliis section, shall 
J!'lPl'':'. a me~ber of a police force or other organization of a mu
alciplllity who is responsible fl)r the preventiilD or detection of 
crim~ and the enforcement of the general criminal laws of the 
mtt .. but shall not include any person serving lIS such !lotely by 
.tiI't':<I of his occupying any other office or positiOD,DOr Ihall 
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Art. 10 FIREMEN AND POLICEMEN § 209 - q 

h term include a sheriff, under-she'iff, commis~ioner of ~ 

I :,~~ deputy or assistant commissioner vf police, chief of, pohce, 
~ep~ty or assistant chief of police or nny person havmg. an 

. uivalent title who is appointed or employed by a county, ,City, 
: ~dwn, village or police district to exercise equivalent supervisory 

authority. , ' 
b. The term "first-line supervisory position",.as use~ In thIS 

section, shall mean the position or rank of a police of~lcer next 
above the beginning rank of patrolman or the rank :qU1valen~ to 
patrolman, which requires performance of supervisory ~utJes. 

3. The provisions of subdivisions one and ?ne-a. of thiS. s~
tion 'shall not apply to a city having a population 01 .one million 
or more to the extent that such City has. by regulatIon p~mul
gated by the governor pu:-z:.l:!.nt to se<:tion four hundre~ ~Ighty
four of ilie executive law, been exemptedirom ilie proVISIons of 
article nineteen-f of the exefutive law. 

4. Nothing in this section shall be construed to excep~ ~y 
'police offi.!er, or other officer or employee from the proVISIOns 
of the civil service law. 
Added L.1959, c. 446. § 3: amended L.1967, c. 671, II 1. 2-

1 Bepnled. See Esec:uth'e Law I 83:1 et IIeq. 
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Table 1 : Staffing Information Questionnaire Data* 

POLICE OFFICER POLICE SERGEANT 
MALE FEMA:LE TOTAL MALE FEMALE 

White 13,745 99 13,853 White 1,774 7 

Black 282 10 '292 Black 21 1 

HispC!.nic 77 1 '7'8 . Hispan'ic 6 0 

Asian 2 0 '0 , :Asian 1 0 

American 4 O. 4 Indian 
American 0 0 Indian 

Other 3 0 3. , ( Ot:he:r: 0 0 

TOTAL 1lL1?') 11(\ 1 4 ?~? 'TOTAL ] .802 8 

POLICE LIEPTENANT POLICE CAPTAIN 

MALE E'EMALE ,TOTAL MA,LE FEMALE 

White' 895 2 897 White 304 0 
-

Black 8 2 10 Black 6 0 

Hispan'ic' 0 0 0 His'p'anic 1 0 -
Asian 0 0 0 . Asian 0 0 

. American 
Indian 0 0 0 

American 
'Indian 0 0 

Other 0 0 0 Other 0 0 

TOTAL 903 4 907 TOTAL 311 0 
~ 

*Total number of departments responded ;:::: 363 
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Dept. 
Size 

1 

2 

3 

4 

TOTALS 

Dept. 
Size 

1 

2 

3 

4 

TOTALS 

• 

Table 2 Distribution of Manpower by Department Size 

OFFICER SERGEANT 

# of 
i of 

Statewl..de 
# of Dents Personnel Personne1-

232 1,345 9.5 

I Dept # of 
1 Size #of Dents Personnel 
, 1 122 227 
I 

92 2,411 16.9 I 2 83 431 

24 1,711 12.0. 3 21 223 

13 8,755 61.5 4 10. 926 

361 14,232 
I I 

TOTALS 236 1,810. 

LIEUTENANT CAPTAIN 

% of 
# of Statewide Dept. # of 

# of Depts Personnel Personnel Size # of Depts Personnel 

33 48 5.3 1 6 6 

79- 216 23.8 2 35 67 

22 144 15.9 3 17 71 

,];3 49_9 - 55:0. 4 13 167 

14.7 9,0.7 
-------.---------~ 

~~TALS I .7,1. 311 
-~--

-. • • • • e, • 

%ofo
d Statewl.. e 

Personnel 
12.5 

23.8 

12.3 

51.2 

N 
'<t 

% of 
Statewide 
Personnel 

1.9 
21,5 

22,8 

53.7 
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Staffing 
Patter>n 

1 

2 

3 

4 

5 

6 

~OTALS 

Staffing 
Patter>n 

1 

2 

3 

4 

5 

6 

TOTALS 

•• • 
OFFICER 

# of 
# of Depts Per>sonnel 

48 9,250 

78 1,790 

9 253 

13 1,629 

108 930 

105 37(l 

361 14,232 

L:EEU[,ENANT 

# of 
# of Depts Personnel 

48 494 

78 172 

X X 

13 223 

8 18 

X X 

l47 907 

• • 

1% of 
Statewide 
Per>sonnel 

65.0 

12.6 i 

1,8 

11.4 

6.5 

2.6 

1% of 
Statewide 
Pel'sonnel 

54.5 

19.0 

X 

24.6 

2,0 

X 

.- • • • 
SERGEANT 

1% of 
Staffing # of Statewide 
Patter>n # of Depts Per>sonnel Per>sonnel 

1 48 1,202 66.4 

2 78 364 20.1 

3 9 54 3.0 

4 X X X 

5 101 187 10.3 

6 X X X 

TUTALS 236 1,810 
'-------- - - ---

CAPTAIN 

Staffing # of 
Pattern # of Depts Per>sonnel 

1 48 183 

2 X X 

3 9 25 

4 13 102 

5 1 1 

6 X X 

~OTALS 71 311 
~--- ---

1% of 
Statewide 
Personnel 

58.8 

X 

8.0 

32.8 

.3 

X 

N 
N 
<:t 

! 
i 
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APPENDIX E 

New York State Department of Civil Service 
THE STATE OFFICE BUILDING CAMPUS. ALBANY, NEW YORK 12239 

I.D. Number ----------------

muCE CfflCER JOB TASK CHECKLIST 
Don't worry - this looks like a lot of paper, but should only 

take you about 45 minutes to complete 

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

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

- PLEASE HELP BY FILLING OUT THIS QUESTIONNAIRE -

THIS IS NOT A TEST OR PERFORMANCE EVALUATION 

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

C(JrjpLEfE[) OUESTIQ~NAIRES HIll 1)[ SHIT Bf\CK TO nit i'JEH YDRK STATE 
lJEPARllvE~rr (f CIVIL SERVICE AND HIll i~OT BE USED 

BY YOUR DEPARllEH 

- TURN TO THE NEXT PAGE FOR INSTRUCTIONS -
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INSTRUCTIONS FOR FILLING IN THE ANSWER SHEETS 

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

• 

FILL in the information requested on the blue bio-data questionnaire. We .. 
are asking for this information so that we can get an idea of the 
characteristics of the people who fl11 out the questionnaire. This 
information will never be connected with you personally. 

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

WRITE in the information requested in the box at the upper right corner of 
the pink answer sheet. 

COpy the agency identification number from the blue sheet into the. space 
provided on the headsheet of this booklet. 

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

For each task, we need to know: 

Do YOU perform the task in the job you currently hold? 

If YOU personally do perform the task ~n your job, then we need to know: 

Is the task critical or not critical? 

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

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

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

And finally, we need to know: 

Do YOU spend much time or not much time performing the task? 

When deciding how much time you spend doing a task, tak~ into consideration how often you 
do it and how long it takes you to do it. We are interested in the amount of time you 
actually spend doing each task, not in the ideal amount of time you might like to spend. 

Use the following guidelines: 

• 

• 

• 

• 

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

Not Much Time - means you do it quite of ten 'but it takes hardly any time to do it 
OR you seldom do it at all 
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1 = critical and much time spent 
2 = critical and not much time spent 
3 ::I not critical and much time spent 
4 = not critical and not much time spent 
5 = do not do 

REMEMBER - Answer according to what YOU do in your job and not what others 
in your Department might be assigned to do. 

PJLICE (ffICER TASKS 
Preparing for Work 

1. Dress neatly and in proper uniform 

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

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

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

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

6. Gather together necessary equipment such as'shotgun, flashlight, and 
papers such as warr£nts and report blanks 

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

Patrol 

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

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

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

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

12. Develop and maintain relationships with area residents by occasionally 
talking briefly with the people and/or'helping them with their problems 

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

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

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

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

The answer sheet has five spaces (numbered 1, 2, 3, 4, and 5) provided 
for each numbered task. 

Read each task. 

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

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

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

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

Fill in space 5 if you do not do it 

* * * * * 
At the top of each page, the directions for making 
your choices are summarized to help you keep them 

clearly in mind. 

Use only a No. 2 pencil. Never use ink. Be sure 
each mark completely fills the space. Erase completely 
any mark you wish to change and re-enter the correct 

information 

If you perform other tasks. which are not listed here, 
please describe them on the page foll,owing the task 
list. Also, indicate criticalness and time spent 

on these tasks. 
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• 
~intaining Traffic Safety 

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

54. Direct traffic 

., 55. Write tickets on illegally parked cars 

56. Call for tow truck to tow away illegally parked cars 

57. When you observe moving violation, stop the vehicle 

.. 58. Using radar apparatus, detect speeders and stop them 

59. Write traffic summons for moving violations 

60. Warn people against repeating violations 

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

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

~ 63. Stop persons suspected of DWI 

•• 

• 

64. Look for signs of intoxication in order to determine whether there is 
reasonable cause to believe that person is intoxicated 

65. If there is reasonable cause, arrest person for DWI 

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

67. Transport person to location where test will be administered and turn 
person over to appropriate personnel for testing 

68. Administer breathalyzer test 

69. Witne~s breathalyzer test 

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

70. Ask p~rson to explain the p~oblem and listen to person's explanation 

71. Evaluate problem and suggest how best 'to solve the problem I. 427 



1 = critical and much time spent 
2 = critical and not much time spent 
3 = not critical and much time spent 
4 = not critical and not much time spent 
5 = do not do 

72. Perform service requested 

73. Explain where person can get needed service 

Making Arrests 

74. Tell person he/she is under arrest 

75. Frisk for weapons 

76. Handcuff person, if necessary 

77. Transport to detention facility or headquarters for booking 

78. If person is to be questioned, read Miranda Rights and ask person if 
he/she understands them 

79. Fill in arrest information forms 

80. Search person thoroughly for possible weapons, identification, etc. 

Preparing for and Testifying in Court 

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

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

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

Preparing Written Reports 

84. Write notes on information gathered during questioning of witnesses 

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

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

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

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

89. Prepare informations by writing or typing on appropriate form the statement 
given by the accusing person 
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1 = critical and much time spent 
2 = critical and not much time spent 
3 ~ not critical and much time spent 
4 = not critical and not much time spent 
5 = do not do 

Responding to the scene of crimes or possible crimes when discovered in progress 
during patrol or when dispatched to the scene 

.. 16. If anyone is injured, radio for emergency help 

17. Give first aid, if necessary 

18. Transport injured to hospital in patrol car, if necessary 

tt 19. Chase suspects in car and/or on foot 

• 

• 

• 

• 

• 

20. Secure scene by closing off the area and standing guard 

21. Ask available witnesses to identify themselves (ask names~ addresses 
and phone numbers) and to explain what happened and what they s~w 

22. Look thoroughly around scene for details such as method of entry or 
extent of damage 

23. Rndio to request vehicle check on suspect vehicles 

24. Try to find possible additional witnesses by asking people in nearby 
area if they saw or heard anything unusual around the time the ~ncident 
probably occurred 

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

26. Stay on scene to do as investigators ask, such as help look for more 
evidence or maintain guard over evidence 

27. Help investigating officers p.erform lawful searches 

28. Explain to victim what steps to take if he/she learns anything else 
about the incident 

Responding to scene of natural and man-made emergencies and unusual occurrences 

29. Look over scene to quickly evaluate what help is needed 

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

31. Keep scene clear for emergency and rescu~ equipment by directing or 
re-routing traffic around immediate area and/or by telling onlookers 
to keep away 

32. Help trapped people to get out of danger by physically guiding them out 
and/or by shouting directions 

33. Ask witnesses and those involved for their names, addresses, phone numbp.rs; 
ask them to explain what they saw or did 
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1 = critical and much time spent 
2 = critical and not much time spent 
3 = not critical and much time spent 
4 = not critical and not much time spent 
5 = do not do 

34. Go to hospital to question injured persons about what happened 

35. At traffic accidents, collect physical evidence by measuring tire tracks 
and skid marks, collecting broken glass, taking photographs, etc. 

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

37. Check participants' licenses, registrations and insurance cards 

38. At traffic accidents, arrange for clearing of scene by calling for tow 
trucks 

39. In cases of bomb scares or ttsuspicious packages", search or help search 
for bomb by accompanying a person who knows the buildings in a systematic 
search looking for anything which may be a bomb 

40. In cases of potential suicides, try to calm person and change his mind 

41. In cases where a person is publicly intoxicated, arrange for person to 
get home (if he has one) by calling friends or relatives 

• 

• 

• 

• 

42. Transport publicly intoxicated person to a detoxification center or to hospital 

Intervening in Fights and Family Disputes 

43. Separate fighters 

44. Try to calm fighters by talking quietly about what is bothering them 

45. Try to find cause of fight by asking the people to explain how the 
dispute started 

46. Discuss possible solutions to problem(s) causing the dispute 

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

48. Arrest fighters who have seriously assaulted others in your presence 

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

50. In cases of family disputes, suggest that the people follow up later by 
going to family court and/or an appropriate service agency to get more 
permanent solution to their problems 

51. Contact child protective service if child abuse is suspected 

52. In cases of family disputes, enforces orders of protection 
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1 - critical and ,much time spent 
2 = critical and not much time spent 
3 - not critical and much time spent 
4 - not critical and not much time spent 
5 = do not do 

Training New Officers 

90. Explain how to do the various job tasks 

91. Demonstrate the various job tasks 

92. Observe recruit doing the tasks 

93. Correct recruit while he/she is in the proce~s of doing a job task, if 
he/she is making a serious error 

94. Critique recruit's performance by praising correct actions or by explaining 
how a situation might have been better handled 

95. Tell supervising officer how recruit is doing 

Dispatching 

96. When someone phones or walks in with a complaint, ask person to state 
own name, address, phone number and natu're and location of problem 

97. Decide what action to take--either to dispatch 
or refer caller to another agency for help 

car(s) to investigate 

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

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

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

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

Operating Tele-type ~mchine 

• 102. When police personnel request information, type in information requests 

103. When answers come back, read information out to person who requested it 

• 

104. Type new information, such as a car just reported stolen, into tele-type 
computer 

Booking and Checking on Prisoners 

105. Fingerprint person 

431 
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1 E critical and much time spent 
2 - critical and. not much time spent 
3 = not critica1.and much time spent 
4 ~ not critical and not much time spent 
5 = do not do 

107. Ask person information on booking form and record this information by 
filling in proper spaces on the form 

108. Accept bail-money and write receipt for it 

109. When someone is to be detained in the lock-up, write down description of 
person's personal effects and store the items 

• 

• 

• 

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

'condition on check sheet 

Giving Information to News Media 

111. An8we~ phone and walk-in requests from newspeop1e for information about .. 
recen~ incidents 

Helping Other Police Agencies 

112. Cooperate with personnel from other police agencies by doing certain tasks 
requeRted by that ag~ncy to help on cases of mutual concern • 

113. Discuss problems of mutual concern with personnel from other police agencies 

Community Relations 

114. Talk to organized groups of people (PTA's etc.) about specific '~reas of • 
police work as requested by the group 

Haintaining Order in the Court Room 

115. Serve as court officer by standing in court room to ensure there are no 
disturbances and by escorting persons to and from court room .. ' 

Did this task list adequately describe your job? (yes or no) ________________ __ 

Wnich one of the following types of assignments best describes your main work? 

//1. Patrol 

/ / 2. Dispatching 

r / 3. Desk 

/- I 4. Detective 

Please check one box 

/ / 5. Juvenile/Youth Aide 

/ / 6. Records 

/ / 7. Adminis tration 

// 8. Other (please specif.y) 

- P LEA SET URN TON E X TI P AGE -
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• You have just gone through the list of job tasks. Notice that the job tasks were 
grouped together into various activities. For each of the activities which are 
listed below, we need to know: 

How often have YOU performed the activity during the last year? 

Answer on the pink computer answer sheet beginning with No. 116. Use these choices 
to answer how ofte~ YOU do each activity: 

Fill in lif do the • sEace you activity at least once a tour of dut~ 
Fill in sEace 2if you do the activity at least once a week 

• 

• 

• 

• 

116. 
117. 
118. 

119. 

120. 
121. 
122. 

123. 
124. 
125. 
126. 
127. 
128. 
129. 
130. 
131. 
132. 
133. 

Fill in £'.Eace 3if 
Fill in sEace 4if 
Fill in space 5if 

Preparing for work 
Patrol 

you do the activity at least once a month 
you do the activity at least four or five times a ~ear 
you do the activity rarely. if ever 

LIST OF ACTIVITIES 

Responding to the scene of crimes or possible crimes when discovered in 
progress during patrol or when dispatched to the scene 

Responding to scene of natural and man-made emergencies and unusual 
occurrences 

Intervening in fights and family disputes 
Maintaining traffic safety 
Responding to requests for various kinds of service. This may include 

such things as handling noise complaints, escorts, giving directions, etc. 
Haking arrests 
Preparing for and testifying in court 
Preparing written reports 
Training new officers 
Dispatching 
Operating tele-type machine 
Booking and checking on prisoners 
Giving information to news media 
Helping other police agencies 
Community relations 
Maintaining order in the court room 

* * * * * 

YOU ARE NOW FINISHED WITH THIS QUESTIONNAIRE 

PIJf THE pn'~1< AND BLUE SHEETS INSIDE THE IIDlill JlND HA~\ID IT TO THE PERSO'~ \,11-10 
IS COU£CTIilG THE COf'lPLETEJJ QUESTIO:JNAlRE. 

* THANK YOU VERY MUCH FOR YOUR HELP * 
433 



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

L---I ---__ J. 

E 
NOW we would like you to answer a few questions about HOW OFTEN you do the 

various parts of your job. 

- P LEA SET URN TON EXT P AGE -
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• i~ew York State Department of Civil Service 

LEAA Police Project 

Bio-Data Questionnaire* 

!t order to properly analyze the information supplied by you and others about Police 
Officer positions, it is essential that we learn something of the background of those 
included in the study and who have filled out these questionnaires. This information 
will be held confidential and will never be connected with you personally as your name 
or other identification is not required . .. 
Office Use Only 

Staffing 
E'attern 

.. 

Size 

Agency Information 

Agency Identification No. 

'lease check (~) the appropriate boxes or fill in the correct number 

Sex 

Female Hhite Black 

Total Years of Police Service 

Ethnic Origin 
American 

Hispanic Asian Indian 

Years in Present Rank 

Other 
(please specify) 

other 

296 of the Executive Law provides that it is not an unlawful discriminatory practice 
or the Department of Civil Service to solicit information concerning age, race, 
reed, color, national origin, sex, disability or marital status for the purpose of 
onducting studies in connection with the recruitment and testing of applicants for 
ositions with the State or its political subdivisions. 
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APPENDIX F 

KEY TO READING KSAP StlMMARY'CH'ARTS 
<; ( t", ~ ( 

The KSAP Rating Summartes foy each rank are gIven on 

the following charts. A discussion of the meaning of the 

summaries Is given In the narrative of thIs Report In Yolumn I, 

Chapter 6. The data In this volume wi I I be useful to staff 

that wi I I make decisIons as to the form and content of 

selection plans for Police Officer 1 Sergeant, Lieutenant 

and Captain. In addition, this data has applicatIon for 

Training Officers who are developing curr[culm for recruit 

training and In~service training. The data represented here 

are not interpreted In this report. Conclusions are for the 

users of these job analyses to make. 

To faci Iitate reading these charts, a brief summary of 

the he a din 9 , etc. fo I I ow s : 

Under the Heading, "KSAP STATEMENTSII, the subheadings 

s u c has If TERM.I NO LOG Y AND JAR G 0 N II and II 0 R A L C 0 m~ tJ N I CA T ION It 

refer to the categories selected by the Project staff to 

help the user group the KSAP's by subject matter. 1I(2nd)1I 

or "(3rd)', etc. after the statement refer to the meeting 

at which the particular KSAP was added to the list. 

The "ACTIVITIES" refer to the activities on the task 

checklists which were used for grouping tasks. 

Under "TOTAL RATINGSII, NR refers to No Response. This 

number incluqe? only people who had an vpportunity to' rate the 

KSAP but did not-~either because the KSAP did not apply to 

their own Jobs or because it was accidentally omitted. It 
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• does not include participants who did not have an opportunity 

to rate a KSAP because the KSAP was added at a later meeting. 

lIBA!! is "Barely Acceptable Worker who have the trait!!, 

__ N is the number of raters and X i sthe average rating. The 

• 

" 
choices Were: 

2 - A I I 
I - Some 
o - Almost None 

"DIFF" is !lTo Differentia.te Outstanding V"orkers from 

Just Average", Again, N is the number of raters and X is the 

• average rating. The choices were: 

• 

2 - Very Inportant 
I - Useful 
o - Does Not Differentiate 

!!WHEN FIRST EXPOSED" refers to when the worker is first 

exposed to the trait at the rank being rated, The number in 

each column is the. total number of raters who indicated that 

• choice. The choices were: 

• 

• 

• 

• 

4 - Have it when hired 
3 - Orientation after being hired 
2 - Formal classroom training 
I - On-the-job-training 

:l1<NOW" is Knowledge required to do a good job l1 , Again, 

N is the number of raters and Xis the average rat I ng. The 

choices were: 

4 - Extensive Knowledge--Immediate recal I 
3 - Working Knowledge--may check some detal Is 
2 - Knowledge of Exlstence--may have to look up 
I - No Knowledge Required 
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APPENDIX G 

J- - ~ ~ 

i(SAP STATEMENTS ~ 13 ffi C!I ~ C!I ~ ~ :l! ~ TOTAL RAT I NGS 
a. - (I) z -z Zo>-

• 

W <> _ C!I X - - ~ zJ-------,,---------,r---------or--------~----------_,----
If ~ ~ ~ ~ ~ g ~ ~ ~ i ~ ~ ~ ~ ~ ~ ~ WHEN J---
~ := ~ l!i ~ !;l: ir ~ l;; ~ ::;: ~ ~ ~ ~ ~ f ~ SA DIFF FIRST E POSED KNOW 
o < a:: ffi - a:: -< 0:: 1.JJ W a: - W 0 Zo 0 a:: 

TERMI NOLOGY AND JARGON 3: Q. <> lL. ~ > < I- 0:: ~ 0 !- en - <> <> 0 fiR N X N X If 3 2 ,. N X 

If. K. OF POLICE TERMINOLOGY AND 

JARGON X X X X X X X ~ X 1 71f 1.29 71f 1.15 22 12 1f1 75 2.96 

5. K. OF DEPARTMENT TERMINOLOGY AND 

JARGON X X X X 1 71f 1.51 71f 1.lf2 28 12 35 75 2.88 

9. K. OF TELETYPE TERM I NOLOGY AND 

qODES X X q6 59 .51f· 59 1.10 9 19 31 5.. 2.85 

5... K. OF STREET LANGUAGE X X X 1 7.. 1.2" 7.. 1.08 9 5 2 58 72' 3.0" 

203. K. OF LEGAL TERM I NOLOGY X X X 7 68 .83 68 1."3 2 6 .. 9 11 65 2.86 

co 
ORAL COM'llNICATION ~ 

3. A. TO LISTEN AND COMPREHEND X X X X X X X X 0 75 .97 75 1.93 60 " 5 6 

10. A. TO COMMUNICATE ORALLY ON AN X X X X X 0 75 1 08 75 1.60 "2 5 8 20 
INFORMAL BASIS IN A ONE-TO-ONE OR • 
SMALL GROUP SETTING 

11. A. TO ASK QUESTIONS IN SUCH A WAY AS 

TO ENCOURAGE COMPLETE ANSWERS X X X ~ X X X X X X 0 75' .8" 75 1.60 17 11 15 32 

55. A. T,O ADAPT WAY OF CO~UNI CATI NG 

WITH PEOPLE TO THE PARTICULAR PEOPLE X X X X X 1 7" .8" 7" 1.65 20 " 6 "" 
YOU ARE DEALING WITH 

, 
I , 
, I I 

~ I! 

• 



• 

KSAP STATEMENTS 

ORAL COr«JNICATlON--coNT'P. 

60. WILLINGNESS TO INITIATE 
COr.VERSATloN 

61. A. TO COMMUNICATE ORALLY ON A FORMAL 
~~¥ffNAN A ONE-TO-ONE OR SMALL GROUP 

77. A. TO SPEAK CLEARLY 

112. A. TO SUMMARIZE INFORMATION 
ORALLY 

12~. A. TO SHOUT 

1~~. A. TO ADAPT YOUR APPROACH TO PEOPLE 
ACOORDING TO CHANGING CIRCUMSTANCES 
AND/OR THE PERSON'S MOOD SWINGS 

163. A. TO TRANSLATE COMPLICATED 
LEGAL TERMINOLOGY INTO LAYMAN'S 
TERMS 

1~. A. TO EXPLAIN THINGS CLEARLY AND 
T9 MAKE SURE THEY'RE UNDERSTOOD 

205. A. TO ANSWER QUESTIONS DIRECTLY 
AND CONCjSELY 

222. A. TO COMMUNICATE OVER THE 
TELEPHONE 

• >{,.;' • 
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KSAP STATEMENTS 

MEMORY--CO~JTr D. 

1t8. A. TO REMEMBER THINGS SAID OR READ 
PREVIOUSLY 

225. A. TO REMEMBER WHAT YOU HAVE 
HEARD 

MENTAL AND EMOTIONAL CHARACTERISTICS 
AND ATTITUDES 

29. A. TO REMAIN.ALERT 

32. CURIOSITY 

51 •. A. TO STAY CALM UNDER PRESSURE 

5~. A. TO EXERCISE CAUTION 

82. A. TO REMA If~ CALM AT THE SIGHT OF 
BLOOD AND SEVERE PHYSICAL INJURY 

91. A. TO MAKE ·DECISIONS QUICKLY 

102. A. TO PERFORM DUTIES WHILE UNDER 
VERBAL ABUSE 

• • • • ~ • • 
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THE COLLECTION~ ANALYSIS~ AND USE OF INFORMATION 
ABOUT JOBS IN THE CRIMINAL JUSTICE SYSTEM: 

ESSENTIAL ELEMENTS IN A COMPREHENSIVE 
HUMAN RESOURCES PROGRAM 

by 

RONALD A. ASH* 
EDWARD L. LEVINE* 
FRANK SISTRUNK* 
PHILIP L. SMITH* 

,tThese remarks were del ivered in two parts. Edward L. Levine 
presented Part I and Ronald A. Ash Part 2, on behalf of al I named 
authors. ) 

PART 1 

Perhaps these brief remarks may be best introduced 
by relating an old Wi I I Rogers story. During World 
War I, Wi I I Rogers had a suggestion for getting rid of 
the German submarine menance: All we have to do i~ to 
heat the Atlantie up to 212 0 Fa~enheit. Then the ~ub~ 
will have to ~u~£aee, and we ean p,tc."k them 06£ one by 
one. Now ~omebody'~ going to want ~o know how to wa~m 
up that oeean. Well, said Rogers, I am not going to 
wo~~y about that. It i~ a matte~ 06 detail, and I am a 
poliey make~. 

At the University of South Florida, we are currently 
engaged in an Law Enforcement Assistance Administration 
(LEAA) funded grant project that deals with the kind of 
detai Is and techniques necessary to make pol icy become 
real ity. Our research is centered around techniques 
for the collection, analysis, and use of information 
about jobs in the Criminal Justice System. We are 
concerned with a variety of job analysis techniques and 
a number of procedures by which job information may be 
put to work within individual agencies and organizations 
of the Criminal Justice System. 

The University of South Florida's presentatton here 
today is offered in two parts. First, I, on behalf Gf 
the USF project management staff, wi I I provide informa
tion on the background of our research and how we 

*Un i vers'i ty of South F I or ida. 
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arrived at our central focus. Then, in Part 2, Ron Ash 
wi II cover a number of substantive issues and prel iminary 

,findings that have arisen in the course of our re~earch to 
date. 

With tnis audience it need not be stated that the 
effectiveness of the Criminal Justice System, or for that 
matter any organizational entity, depends on the effective
ness of the people In the system. Planning, development, 
and uti I Izatlon strategies designed for the system's 
people, of course, assume a key role In the enhancement of 
organizational and system effectiveness. 

Our project identified the need to pinpoint human 
resources planning, development, uti I Izatlon techniques, 
and procedures that could be adapted to the special 
needs of the Criminal Justice System. Or, If such 
techniques were found to be unavai lable, there was the 
need to deve I op new techn I ques to f I I I any gaps that 
might exist. 

It was recognized that a number of projects already 
had been conducted, such as the STAR Project and the 
National Manpower Survey, that had contributed a great 
deal to our knowledge and understanding of human re
source processes. It was felt that we could build on 
this foundation, especially in deal ing with human 
resource planning, development, an2 uti I ization techniques 
at the I eve I 0 f the i n d i v i d u a lor g ani z a t i on, a sop pose d 
to the level of the Criminal Justice System in zozo. 

At this point, it would appear that the University of 
South Florida's efforts should be focused on human re
source planning, development, and uti I izetion techniques. 
How, then, did we move from that set of Issues to our 
current concern, namely the collection, analysis, and 
use of Information about jobs? This came about through 
a lengthy consideration of the various functions Involved 
in human resource planning, development, and uti I ization. 
It became clear to us that the human resource function 
in an organization can only be accompl ished effectively 
when techniques are operational for gathering, analy~Jng, 
and using Information about four separate areas, each of 
critical importance. These are the people in an organi
zation, the jobs being carried out within an organization, 
the organizational context itself. and the general 
environment within which the organization finds itself. 
Functions and their a~sociated techniques were elucidated 
for each of these four areas through the development of 
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a prel iminary taxonomy, whit:h we have called a taxonomy 
of functional processes in human resources planning, 
development, and uti I ization. It was our considered 
decision to focus our research on job centered functions 
and their associated techniques. 

The area of jobs was chosen after close consultation 
with the Office of Criminal Justice Education and Tralnp 
I n g, be c au s e job des c rip t i on and a n a-I y sis i s g e n era I I Y 
viewed as a prerequls,te for virtually every type of 
human resources program an organization might adopt. 
To cite one Important illustration of this point, the 
Uniform Guidel ines on Employee Selection Procedure, 
recently adopted by the Department of Justice and other 
Federal EEO Enforcement Agencies, mandate job analysis 
for practically all personnel selection programs. 

To be even more specific, we wi II be concentrating 
our research on techniques for accompl ishing the 
functions I isted in Exhibit I. 

Exhibit I 

Five Job-Centered Functional Techniques 

I. Role/task definition 

2. Job design/construction/alteration 

3. Job/role/task description 

4. Job classification/sequencing 

5. Job evaluation 

Role and task definition refers to those activities 
in which roles and tasks are identified for jobs not yet 
in existence as plans unfold to operational ize an 
organization's objectives and missions. 

Job design, construction, and alteration covers 
activities associated with the division of labor. As 
such, It involves the study of job dimensions, job 
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boundaries and job composition, as weI I as those data 
which suggest means for paQRaging activities into 
optimum modules of work. 

Job, role, and task description refers to activities 
associated with the collection of information about 
existing work activities being performed within the system. 

Job classification and sequencing involves activities 
by which job characteristics are cast into standard 
language and then clustered into job fami I ies, job ladders, 
and job lattices <vertical and horizontal job sequences). 

Job evaluation Jncludes activities by which jobs are 
assessed for contribution and worth to the organization 
In order to develop adequate and equitable compensation 
rates for jobs. 

We intend to thoroughly study techniques and pro
cedures in each of the job-centered areas selected, and 
at the end of this first phase of our project to make 
suitable plans for the field testing of those techniques 
and procedures which are seen as most feasible, important, 
and practical for use by agencies and organizations within 
the Criminal Justice System. This, of course, assumes 
that we wi I I deem it feasible and meaningful to conduct 
followup work. 

At this point, .I wi II yei Id the podium to Ron Ash 
who will present additional information flowing from the 
University of South Florida's grant project. ~owever, 
before Ron starts, I would I ike to introduce the principal 
investigators of this project, who were responsible for 
the development of the grant proposal, and who currently 
direct the grant's efforts. They are Frank Sistrunk and 
Phi I Smith. Also involved in the initial design and the 
current research effort is Bob Yeare of the University of 
Alabama. Bob, of course, is your discussant for this 
conference. I would also like to recognize Dr. John Hudzik 
of Michigan State University and Dr. Vic Strecher of Sam 
Houston State University and their staffs who are currently 
engaged in related research efforts in the critical area 
of human resources. Now Ron Ash, Research Associate on 
the University of South Florida grant, wi I I speak. 
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PART 2 

In focusing on some prel iminary findings relating to 
the job analysis aspect of the USF project, I would I ike 
to be~in by quoting a statement about job analysis made 
by Kershner in 1955: A~ i~ pa~en~iy eviden~, job anaiy~i~ 
ha~ been a ~OlL~ On handmaiden ~elLving in valLiou~ way~ a 
valLie~y On need~ and aii ~he whiie 6ioundelLing in a mOlLa~~ 
06 ~eman~ie eon6u~lon. Today I hope to acquaint you, 
albeit briefly, with the various ways and the variety of 
needs. But first, permit me to point out a few examples 
of the semantic confusion. 

Marsh, in 1964, reviewed the job analysis literature 
and presented brief descriptions of some majolL job anaiy~i~ 
m e~ h a d~ • The s e inc Iud e d : que s t Ion n Cl Ire, c he c k lis t , 
individual interview, observation interview, group inter
view, technical conference, daily diary, work participation, 
etc. In 1977, Levine, Bennett, and Ash reported the results 
of an exploratory study of nOUlL job anaiy~i~ me~hod~. These 
included: The Critial Incidents Method, the Job Elements 
Method, the Position Analysis Questionnaire (PAQ), and Task 
Analysis. 

I submit that there is. difference in meaning in the 
phrase ,job analysis method as appl led to these two sets 
of met hod s . The rei sad e fin i tel a c k 0 f P ar a I I eli sm. 
The latter set reflects major differences in the ~ and 
analysis of job-related information collected. For example, 
the Position Anaiysis Questionnaire (PAQ) methodology and 
the Critical Incidents Method yield distinctly different 
types of job-related information, but both the interview 
method and the questionnaire method, as wei I as the combi
nation of interview and questionnaire methods, can be 
u sed to co I I e c t bot;') P A Q and C r i tic a I Inc i dent d a -r a . 

I nor de r tom i n i m i z e s e man tic con f u s ion, I "j_ h ink i t 
is appropriate to refer to reflections of differences in 
type of i n for mat IG. n as ,job ana I y sis methods or ,job. 
analysis methodologies. Differences in the manner in 
which Job-related information is collected might well be 
referred to as ,job analysis data collectiol} methods, or 
simply data collection methods. However it's made, there 
is a conceptual need for some such distinction. 

Now let's consider the title of this symposium, Job
Ta~k Anaiy~i~. The term ,job ana I ys i sis not synonymous 
with the term task analysis. The former is considerably 
broader then the latter. Consider two of the many 
definitions of ,job analysis. 

448 

• 

-'-' 

• 

• 

• 

• 

• 

~' 

• 

• 

• 



I. Christal (1974) defines job analysis as the 
collection, analyses, and reporting of 
information defining work performed by 
personne I. 

2. Tiffin and McCormick (1965) define job 
analysis as' the collection and analysis of 
any typ~ of job-related information, by any 
method tor any purpose. 

Task Analysis can be considered a generic term 
denoting a subset of job analysis methods based on task 
information. Consider the following definitions of the 
term task: 

f. Fine and Wiley (1971) define task as an action or 
~ctions sequence grouped through time designed to 
contribute a specified end result to accomplishment 
of an objective and for which functional levels of 
orientation can be reliably assigned. 

2. Lev i ne et a I. (1977) def i ne task as any group of 
actions or processes used by a worker to produce an 
identificable output. 

3. According to the U.S. Department of Labor (1972), a 
task is one or more elements and is one of the distinct 
activities that constitute locigal and. necessary steps 
in the performance of work by the worker. 

These differences may be subtle, but they reflect 
differences in task analysis methodologies or adaptations 
thereof. 

c. 
Note the use of term element in this last definition. 

This term ~as been assigned several quite divergent 
definitions: 

I. As defined by the Department of Labor (1972), an 
element is the sma I lest step into which it is 
practicable to subdivide any work activity without 
analysing separate motions, movements, and mental 
processes involved. 

2. In the Position analysis Questionnaire (PAQ) method
ology, McCormick et. al. (1972) define job element as 
a general ized class of behavior related job activities 
including the behavioral adjustment required to features 
of the work context. In this schema, the job element 
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might be considered paral lei to a task but 
relates to general ized human behavior involved 
in work rather than characterizing specific 
technologically related work activities. 

3. Primoff (1975), in his Job Element methodology, 
defines job elements as al I worker characteristics 
in the domain of the characteristics of superior 
workers. A job element may be a knowledge, skil I, 
abi lity, wi Ilingness, interest, or personal 
characteri sti c. 

These divergent definitions of the same term reflect 
differences in the focus of information to be collected. 

These examples of semantic confusion merely represent 
the proverblal tip of the iceberg and have been promul
gated by experts who publish in this field. Imagine the 
confusion of managers or pol icy-makers when they consider 
the desirabi I ity of job analysis in general, o"r when they 
try to choose a job analysis method for use in an organi
zation. Unfortunately, the current state of the art in 
the area of job analysis offers no resolution to this 
semantic di lemma. 'Let's move on, now, to the issue of 
various methods of job analysis that an investigator 
might use. 

In the contemporary context, the vahiou~ way~ 
referred to by Kershner can be thought of as the 
different j·ob analysis methodologies. Let's consider 
several listed in Exhibit 2. 

Exhibit 2 

Major Methods of Job Analysis 

Task anc!lIysis 

Job inventory 

Position AnalysIs Questionnaire (PAQ) 

job elements method 

critical incidents method 
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A number of adaptations of Task Analysis have been 
presented at this symposium and there are many more. 
Depending on the adaptation, Task Analysis can be a 
worker-oriented and/or job-oriented (task-oriented) job 
analysis method which first breaks down jobs or positions 
into individual tasks. These are analyzed and assigned 
ratings on a number of scales which reflect the reaition
ship of the worker to the task. The number and type of 
scales vary from adaptation to adaptation and may include 
difficulty, importance, consequence of error, frequency, 
time spent, general educational development, specific 
vocational preparatio~, prescription and discretion, etc. 
Tasks may be grouped into simi lar functions and composite 
ratings drawn from individual tasks to provide overal I 
estimates of worker. requirements for general functions or 
for the job as a whole. Task information may be used to 
compi Ie job descriptions or duty statements and for a 
variety of other purposes as wei I. , 

The Task Inventory can be viewed as an adaptation of 
Task Analysis. It i ists al I significant tasks performed 
by workers in a given bccupational area by means of 
parsimonious and carefully worded task statements, thus 
permitting economic, standardized, self-reporting by 
direct survey of all, or a large sample of, workers. 
The surveys normally include measures of relative time 
spent, frequency, or importance. Task inventory-based 
data systems are readi Iy adaptable to electronic data 
processing technology through software packages such. as 
CODAl:; (Comprehensive Qccupational Qata ~nalysis Erogram), 
(Moore, 1976). 

The Position Analysis Questionnaire (PAQ) (McCormick, 
Jeanneret, & Mecham, 1972) is a structured job analysis 
instrument consisting of 187 elements of items which 
provide for the description of any job in terms of the 
importance of these elements to that job. The job elements 
are phrased in terms of basic human behaviors such as 
~eading vi~ual di~play~, e~~ima~ing ~peed 06 maving objeQ~~, 
ope~a~ing k.ey-boa~d deviQe~ etc. This allows for both 
measurement and comparison across jobs of various techno
logical natures. In analyzing a job with the PAQ, usually 
a job analyst interviews an experienced job incumbent 
sequentially asking about each of the job elements and 
rating the job on each element, using an appropriate 
rating scale. The job element ratings are computer-scored 
and used to derive .standarized job dimension scores ·for 
positions or jobs undergoing analysis. The dimension 
scores can be used for the ~rediction of aptitude require
ments for job, job evaluation and setting compensation 
rates, job classification, and job grouping (McCormick, 
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Mecham & Jeanneret, 1977). 

There are also many adaptations or variations of 
Primoff's U975) Job Elements method. This method is 
based on quantifying the opinions of raters who, through 
supervision or through experience as experts workers, 
know the requirements of a Job. The primary focus of 
the method is on the development of selection procedures. 

Recall Primoff's definition of job elements--all 
worker characteristics in the domain of characteristics 
of superior workers-- and that a job element may be a 
knowledge, ski II, abi I ity, wi II ingness, interest, or 
personal characteristic. In general, then, the Job 
Elements methc\! i nvo I ves the fo I low i ng: 

I. A group of job knowledge experts generated a hopefully 
exhaustive list of job elements required to perform 
the job under analysis. 

2. Then,the job knowledge experts independently assign 
ratings to each element to reflect whether or not 
it can be expected to (a) distinguish the barely 
acceptable worker, (b) distinguish the superior 
worker, (c) cause trouble if not considered in 
recruiting, and (d) be practical to demand in 
recruiting applicants and fi I I ing jobs. 

3. The ratings are then scored and calculations are 
made to produce several values which indicate Ca) 
whether an item is a subelement, (b) the importance 
of an element, and (e) whether an element or subele
ment might be a valuable subject for an on-the-job 
training program. 

4. Job knowledge experts are then asked to group sub
elements under the appropriate elements. 

This essentially completes the brief description of 
the strictly job analysis portion of the Job E!ements 
method, as additional steps specify procedures for 
developing components of examination plans. 

As with the other methods, there are many varia-
tions of the Critical Incidents method of job analysis. 
Originally, the critical Incident technique was considered 
a very flexible outl ine of procedures for collecting direct 
or recal led observations of human behavior in such a way 
as to faci I itate their potential usefulness in solving 
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• practical problems and developing broad psychological 
principles (Flanagan, 1954). An incident was defined 
as any observable human activity that Is sufficiently 
complete in itself to permit infe~ences and predictions 
to be made about the person performing the act. To be a 
critical incident, the incident must occur in a situation 
where the purpose, or intent of the act, seems fairly 
clear to the observer and where its consequences are 
sufficiently definite to leave I ittle doubt concerning 
its effects. Incidents were collected by means of in
dividual interviews, group interviews, questionnaires, 
and record forms or diaries, and obtained from supervisors, 
incumbents, job analysts, or others having opportunities 
to observe work performance. 

More recently, the critical incident technique has 
been used in the development of job performance criterion 
measures in the form of behaviorally anchored rating 
s c a I e s (S mit h & Ken d a I I, I 9 6 3 ) . I n g e n era I, job k n 0 w- -
ledge experts distinguish important worker-related 
dimensions of the job. For each dimension, the experts 
describe incidents of job behavior that are i Ilustra-
tive of poor, average, and exceptional performance on that 
dimension. 

There are a number of other techniques which may 
represent attempts to combine the various approaches I 
have described, or which attempt to decrease the gap 
,between job or task and worker attributes. An example 
of this is Fleishman's (1972) taxonomy of human abi I ities. 

In terms of va~lou~ need~ of job analysis, the 
I iterature contains numerous and varied I ists of uses of 
proposed uses for job analysis information. We have 
considered these I ists and tempered them with a measure 
of practical experience. The resultant I ist of possible 
uses of job analysis information, we feel, is comprehensive; 
but these various uses were not intended to be mutually 
exclusive or independent of each other by any means. The 
list includes the following: 

I. Job Description: A complete job description should 
contain job identification information, a job summary, 
the job duties, accountabi rities, and job specifications 
or employment stan~ards information (Henderson, 1975). 

2. Job'Classification: Job classification is the arrange
ment of jobs into classes or groups according to some 
systematic division. 
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an organization ensures that it has the right number 
and kinds of people at the right places, at the right 
time, doing things which maximize both the service 
objectives or profit of the organization and the self
actualization and growth needs of its people (cf. Patten, 
1,971 h 

I I. Legal/Quasi-Legal Requirements: Legal and quasi-legal 
requirements refer to oblIgations and regulations imposed 
by legislative bodies, courts, and government agencies 
(EEOC, OFCC, OSHA, etc.), as wei I as contractual agree
ments: l.l'k~ un i on contracts. 

The fact that there are various methods of job analysis, 
various adaptations of the various methods, and various pur
poses of job analysis is not an accident. Wi Ison (1974) 
states that the purposes for which a job analysis is con~ 
ducted largely determine the types of information gathered 
and the arrangement of that information. Prien and Ronan 
(1971) point out that the degrae of specificity of the 
-analysis depends to a degree on the purpose of the analysis. 
This suggests some sort of systematic I ink between methods 
or their adaptations and purposes of job analysis. 

However, in their extensive literature review of the 
job analysis area published in 1971, Prien and Ronan 
conclude that the objectives of the vast amount of job 
analysis research have been narrowly purposeful in nature 
and have provided I ittle insight regarding basic questions 
about work and jobs. More specific to my point, there has 
been very I ittle research comparing the uti I ity of different 
job analysis methods for various purposes. Hopefully, the 
USF project wi II help to fi II this gap in our knowledge. 
A few investigators have already--or should I say at long 
last--begun to make progress along these lines. 

Lewin ([976) recommends that job analysis systems for 
test planning pay attention to both the knowledges, ski lis, 
abi I ities, (KSA's) and tasks present in jobs, not attempt
ing to emphasize one-at the expense of the other. He 
reasons that the meaning of KSA is greatly enhanced if it 
is referenced to tasks or duties to which it is related. 
A KSA might be important in the performance of several 
major tasks, but wnimportant for testing purposes if a 
hlgh percentage of the appl icant populati9n possesses a 
sufficient amount of it. On the other hand, several 
tasks which fal I short of being considered major may require 
the same KSA, making it important to the total job. Or a 
KSA might not be important at the entry~level job, but 
critical at the next level job. 
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3. Job Evaluation: The basic objective of job evaluation 
is the C.OMe.ct slotting of jobs in the relative worth 
hierarchy, both within an organization and within the 
relative labor market. 

4. Job Design and Restructuring: Job design and restructuring 
deals with the al location ana arrangement or review and 
re~al location of organizational work activities and tasks 
into sets. A singular set constitutes a job and is per
formed by the job incumbent. 

5. Personnel Requirements and Specifications (for acquisition 
and deployment, including recruitment, selection, and 
placement): Personnel requirements and specifications for 
a particular job should set forth the personal knowledges, 
ski I Is, aptitudes, attributes, traits, etc. that are re
lated to successful performance of that job . 

6. Performance Appraisal: Performance appraisal is (or should 
be) a systematic evaluation of personnel by their super
visors or others who are fami I iar with their performance. 
Its principal purpose is describing performance strengths 
and weaknesses within and between workers, and it should 
provide the individual worker with knowledge about his/ 
her job related strengths and weaknesses. 

7. Worker Training: Training is a systematic intentional 
process of influencing, in a more or less permanent 
manner, the behavior of organizational members such that 
their resultant behavior contributes to organizational 
effectiveness. Training involves learning, which may 
be defined as a process by which an individual's pattern 
of behavior, cognition, or feel ing is changed by the 
catalytic experience of exposure to the training 
activity . 

8. Worker Mobil i ty (career deve I opment, career I att ices) : 
Worker mobil ity is the movement of individuals into and 
out of positions, jobs, and occupations. 

9. Efficiency and Safety: Effecting efficiency and safety 
in jobs involves the development of work processes with 
particular reference to the work activities of people, 
including work procedures, work layout, and work 
standards. 

10. Manpower and Workforce Planning (projection, ski! Isbanking, 
and worker profi les by job/task): Manpower/workforce plan
ning includes anticipatory and reactive activities by which 
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Prien (1977) stated that ~he developmenz 06 'eonzenz 
valid' ~elee~ion ze~z~ eneompa~~ing ~he 6ull ~ange 06 job
~peei6ie knowLedge~ and zhei~ unde~lying apzizude~ and/o~ 
abilizie~ will ~equi~e zhe u~e 06 za~k-o~ienzed job 
analy~i~ and ~ome 60~m 06 wo~ke~-o~ien~ed analy~i~. 
Worker-oriented data contains .items without parallel in 
the task-oriented data and vice versa. 

Brumback's (1976) experience-based assessment agrees 
with those of Lewin and Prien--one method of job analysis 
is not enough. His prescription, at the moment, for a 
minimally comprehensive selection oriented job analysis 
methodology included: a ~a~k eheekli~~ zo idenzi6y 
impo~zan;t za~k~; zhe C~i~ieal Ineident Teehnique (analy~i~) 
~o gene~a~e e~i~ieal behavio~~ ju~~ nO~ zhe impo~zanz ;ta~k~ 
and to in6 e~ knowledg e~, ~ kill~, abili~ie~, and o;the~ pe~
~onal eha~aeze~i~~ie~ (KSAO'~) and ~hei~ level~; ... and 
a eheekli~z 06 ~he~e KSAO'~ ~o u~e wi~h a panel 06 ~ubjeez 
ma~~e~ expe~z~ nollowing a modi6ied Job Elemenz Mezhod 
p~oeedu~e. 

Earlier, I mentioned an exploratory comparative study 
of four job analysis methods by Levine, Bennett, and Ash 
(1977). The methods--DOL's Task Analysis, Primoff's Job 
Elements Method, Flannagan's Critical Incident Method, 
and McCormick's PAQ--were empirically compared to determine 
which had the greatest uti I ity for personnel selection. 

Given the fact that the job analysis methods used 
are quite different in procedure and orIentation, the 
results were somewhat startl ing. No substantial effects 
were observed on exam plan contents, exam plah qual ity 
ratings, or costs encountered in developing exam plans 
from completed job analysis reports. Th~ PAQ method was 
cheapest to use in the job analysis phase, but perhaps 
should only be used without modification for jobs where 
the incumbents have sUbstantial verbal faci I ity. The 
few differences that occurred on exam plan qual ity ratings 
appeared to give an advartage, but a tentative advantage 
at best, to the Critical Incidents Methods. 

The study findings do suggest that prior fami larity 
with, and preferences for, methods on the part of exam 
plan developers have a potent effect on the respective 
uti I ities of the methods. Beyond 'uti I ity for personnel 
selection, the PAQ was assessed as being most versati Ie 
since it was rated somewhat higher than the others for 
the most purposes. However, none of the methods emerged 
as a clear favorite for the several purposes which a job 
analysis method might serve. 
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At this stage of our grant research, the state of 
the art of job anslysis suggests the need for sUbstantial 
progress on many fronts. Whenever possible, current 
thinking suggests that more than one job analysis method 
should be used because each method appears to offer 
certain non-over-Iapping advantages and disadvantages. 
In selecting a method, or combination of methods, for 
installation as a job analysis system, organizations 
should consider the variety of purposes for which job 
analysis information is potentially useful, rather than 
focusing solely on the crisis of the moment. More 
empirical research is needed to determine the uti I ity of 
different job analysis methods for various purposes. 
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FINAL REPORT 
OCJET JOB/TASK ANALYSIS SYMPOSIUM 

by 

ROBERT J. TEP ... RE * 

As the attached Agen~a indicates, the bulk of the 
two days was taken up with presentations made by 
individual states. Each state described work (completed 
or in progress) which related to the application of job 
or task analysis methods to one or more aspects of 
personnel administration. Exceptions to this pattern 
were the presentations of Project STAR and the National 
Manpower Stu,dy on Monday (11/13) morn I ng and of the 
University of South Florida Project on Tuesday (11/14) 
afternoon. These three projects had a broader scope 
in terms of geography and technological focus. 

Perhaps the best way to ~eal with such a diverse 
array of presentations Is to summarize them in terms 
of their simi larlties and differences. First, a look 
at the simi laritie5. In making these summary state
ments, it should be said that they wi I I be true of 
most, if not al,l, of the projects that were presented. 
The projects were similar In that they typically: 

I. Focused on the peace officer (i.e., police officer, 
patrolman) and included few tasks gathered from 
other law enforcement personnel; 

2. Concentrated on the entry process or movement 
I nto the system (as contrasted to mobill ty 
or movement through the system); 

3. Concentrated on collecting information in the 
form of tasks; 

4. Made use of agency personnel (or people internal 
to the organization) as sources of data and as 
judges for task attributes; 

5. Emphasized job description (as contrasted to 
job and performance evaluation); 

*Professor and Director of Research: The University of Alabama, 
University, Alabama. 
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6. Reflected existing activities as currently "packaged" 
(as contrasted to examining both job purposes and 
job boundaries with possible reformulations in mind); 

7. Concentrated on state-level data and issues (with 
the exception of STAR, NMS, and the USF Project); 

S. Utilized EDP capabi Ilties for storing and analyzing 
data; 

9. Collected task data from scratch as if I ittl~ or no 
work had been done elsewhere. 

With regard to differences, the projects: 

I. Varied greatly in the methods and data collection 
techniques which were used {e.g., the Critical in
cident Techniques, Functional Job Analysis, various 
types of task analyses, logs, diaries, field 
observations, participant observations, interviews 
(structured and unstructured), time sampl ing, and, 
Job Elements); 

2. Displayed a wide range of sophistication in terms of 
concepualization and in sampling, data acquisition, 
and data analysis techniques; 

3. Placed different emphases on the use of outside con
sultants or exp~, especially when competitive 
bidding was involved: 

4. Varied widely in terms of the appliations to which the 
data would be put (e.g., selection, on-the-job training, 
academy curriculum development, court challenges); 

5. Were quite diverse, despite their common focus on tasks, in 
the precision with which the task statements were defined 
and wr itten (e. g., content, length, comp I exity); 

6. Different greatly in the amount of data collected in 
addition to the task information (e.g., frequency, 
duration, time spent, difficulty, hazard potential, per
formance standard(s), etc.). 

I am immensely impressed by the effort and imagination 
that obviously went into many of the state projects. 
Having carried out a good number of soft-money, pol icy
oriented projects, I can appreciate the constraints and 
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pitfalls inherent in such efforts. Many of the criticisms 
imp lied by my previous comments are due, I am sure, to 
constraints and proscriptions of funding as well as to 
political pressures and legal imperatives within the states. 
Some characteristics, however, seem to be a reflection of 
implicit assumptions inherent In both job analysis (as a 
technology) and 'law enforcement (as an industry). I would 
like to dwe I I a bit on the imp I i cat ions of these unspoken 
assumptions. 

Fi rst of a II, I sense a note of concern and urgency 
running through the proceedings of the two days. Much 
of this seems to relate to a bel ief in the increased I ike-
I ihood of ending up in court deal ing with law suits related 
to personnel actions. This concern is realistic, to be 
sure, but be careful of overreactions which can result 
in the creation of a ~e~ge mental~ty. This can permeate 
an industry and make it distrustful of out~~den~ and 
frightened of change. The result is an environment in 
which information exchange and technical assistance (state
to-state or Federal-to-state) becomes ,more difficult. 
The Inefficiencies and duplication which inevitably follow 
are extremely wasteful of both time and money. 

Next, I'd I ike to point out an inherent limitation to 
job analysis methods and procedures. Job dnalysis is I ike 
a camera in that it takes a p~c.tane. of a job. The detai Is 
visible in the picture may vary depending on the method 
used, but these are simply technical differenc~s. As with 
cameras, some methods are better than others. Funda-
men t a I I y, howe v e r, a I I Job a n a I y sis t e c h n i que s are I i'm i ted 
to depicting jobs ~ they~. They cannot describe jobs 
~ ~ ought to ~ or jobs that do not presently exist. 
As a tool" therefore, job analysis takes as a given that 
the activities contained in the jobs under study reflect 
the mission of an agency and that the mission of that 
agency is relevant to the needs of the group(s) it serves. 
If there is a change in needs or a shift in priorities, job 
analysis techniques wi I I not be of much help in identify
ing .!l§Ui jobs and tasks. Furthermore, if jobs need to be 
restructured (e.g., to open up opportunities for hitherto 
excluded applicants) traditional job analysis will be of 
I ittle value. the data 'presented over the two days suggest 
that some alteration in the traditional image of the peace 
officer may wei I be in order. The high-speed chase, the 
use of weapons in shoot-outs, and hand-to-hand combat 
seem to be statistical rarities. The impl ications of these 
data for mission analysis, for job redefinition, and for 
selection and training, are, in my opinion, of enormous 
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import and constitute one of the major findings of the 
symposium. 

F ina I I y, do not sense the presence of any overa I I 
manpower pol icy for the criminal justice system at the 
nat I ona I I eve I. Each state seems to be pretty much on its 
own, with respect to methods and policies, in dealing with 
issues and problems in the manpower area. For a labor
intensive industry, such a pol icy void can be disastrous. 

With these general observations as context, I would 
I ike to make a series of recommendations. It goes without 
saying that some of these wi II be easier to imp lement than 
others. Pol itical, economic, and legislative constraints 
wi II be a factor in all of them. The common thread in 
these recommendat ions, however, is a be lief in the need for 
a rational approach to the use of people throughout the 
criminal justice system across the country. 

SPECIFIC RECOMMENDATIONS 

I. A pol icy formulation task, force should be 
'< assembled to develop the broad outlines 

for the criminal justice system. This pol icy 
should cover as many aspects of manpower (e.g., 
planni,ng, uti I ization, career mobil ity, per
formance appraisal) as possible. Initial 
pol icy statements can be developed, on an 
ad-hoc basis, from an analysis of the court 
decisions, executive orders', Federal law, 
and state statutes to which the various 
sectors of the criminal justice system are 
already subject. The planning process, how
ever, should move far beyond this ad-hoc 
committee. 

2. The states should be encouraged, through the use 
of various financial incentives and sanctions, 
to develop manpower plans for state criminal 
justice agencies. All relevant groups, including 
the general public, should have an opportunity 
to contribute to the process. The activity 
could be coordinated by appropriate state planning 
bodies. Such plans might be developed on an 
annual basis with mi lestone achievements 
established at periodic intervals. Such a 
mechanism could not be implemented, however, under 
the traditional pattern of disjointed and 
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unpredictable Federal spending. The various 
offices of LEAA would have to get thei~ aet 
togethe~ and come to terms with priorities and 
objectives if they expect the states to do the 
same. 

For the moment, priority should be given to 
those efforts which are exploring the feasi-
bi I ity of technology transer in the manpower 
field. Let me inject a note of caution at this 
point. Unless equal priority is given to policy 
development, feasibi Ilty studies of technology 
application will continue to take place in a 
pol icy vacumn. Without guidel ines, there is a 
tendency to fol Ipw the path of least resistence 
and apply what we know how to do. In technology, 
this results in the imperative of the ean do in
stead of the ~hould do. 

Careful study and synthesis should be made of the 
data already collected by the states in the job 
analysis area. Such efforts should include data 
from both STAR and the National Manpower Study. 
(It would seem that the Pol ice Foundation project, 
funded by NILE, is a step in this direction.) In 
the future, no state should be starting de novo 
The existing data can and should be used as a 
base from which expansions and situational detail-
ing can be done. . 

States should be encouraged, at the same time 
they are developirg manpower plans, to expand 
job analysis efforts beyond the entry-level 
positions (e:g., to include supervisory and manage
ment positions.) Efforts should also be expanded 
to other criminal justice sectors, such as 
corrections and courts. This increased data base 
would faci Iitate planning for career mobility 
both within and between various elements in the 
system. 

A clearInghouse should be set up withtn an approp-· 
riate office of LEAA in order to identify 
resources which can provide technical assistance 
to the states. These resources would be reputable 
individuals, firms, or university centers with 
manpower experience in the criminal justice field. 
Their areas of expertise would be clearly set 
forth. 
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7. The states should be encouraged to continue to 
do research on the techniques they have developed 
thus far. This would include such things as 
carrying out: 

(a) Test-retest reliability checks on task 
information especially those identified 
as in freq uent but c.f1.itic.ai. 

(b) concurrent validation studies of any 
selection devices or training assessments. 

(c) evaluation of inter-judge agreement 
(rei iabi lity) of al I subjective scales 
derived from the task data. 

8. LEAA should convene a group of experts on EEOC 
and OFCC guidelines, procedures, and case law. 
If feasible, the group should contain persons 
fami I iar with various modei state civi I rights 
statutes. As quickly as possible, a set of guide
I ines for compl iance should be developed and sent 
to the states. These guidel ines, written for 
non-lawyers, could aid states in further technical 
efforts in job analysis, performance appraisal, 
and in the development of selection and promotion 
criteria. As I read the mood of the group during 
the symposium,- such str~cturet would be warmly 
welcomed. 

9. Some concensus should be reached in terms of what 
is meant by a c.f1.itic.ai task. When this label is 
attached to a task, the worker attributes inferred 
from that task invariably becomes selection require
ments. Thus, it is basically ~ assertion of 
val i d i t Y . Un fort una tel y, d a tap res en ted d uri n g the 
symposium indicate that the states have varied 
greatly in the way(s) in which they've used the 
term. Cf1.itic.aiity has been variously defined in 
terms of 6f1.equenc.y, dUf1.ation, c.on~equenc.e~ i6 done 
inc.of1.f1.ec.tiy, genef1.aiity, e~~entiai to high minimum 
ac.c.eptabie pef1.6of1.manc.e. AI I of these ~an't be 
acceptable to the courts. Clear definitions need 
to be generated and their acceptabi I ity under 
current case law needs to be checked out. 
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• 
10. Clear standards for task content and length 

need to be spe I I ed out. Severa I resea rchers 
during the two days underscored the importance 
of proper training for writing task state
ments. If one is going to make inferences 
(e.g., worker attributes, performance stan
dards) from task statements, the statements 
need to be precise, detai led, and unambiguous. 
The poorer the qual ity of the task, the more 
questionable the inference(s) drawn from it. 

CONCLUSION 

The observations and recommendations presented above 
.. have covered a wide range of issues and activities. A number 

of them may seem ideal istic or even naive to some readers. 
They are ideal istic only in the sense that to implement them 
wi II require some ingredients which have all too often 

• 

• 

been missing from the Federal-state relationship: 

(a) Coherent planning by both parties; 

(b~ Reasonable amounts of mutual trust with regard to 
competence and intentions; 

(c) Some assurance of long-term continuity to pol icy and 
financi.al support; 

(d) Faster mechanisms for communication, especially with 
technical and scientific information. 

In my judgment, this symposium has resulted in progress 
• in several of these areas. 

• 

Finally, the reader should not assume that I bel ieve 
the appl ication of manpower methods and techniques to 
the criminal justice field to be a Qu~e-all. i simply 
feel that, in this time of accountabi I ity and publ ic 
scrutiny, it is hard for an industry which rei ies so 
heavily on people to explain the absence of a clearly 
visible pol icy structure in the manpower area. 
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