If you have issues wewmg or accessmg this file contact us at NCJRS. -§oV.

z + T e o " Ti : :‘Q’ !
S : © oo . 5 ’ = i .
i < G © ) N § '/;‘/ -,1 v “
E:' D i <
T ) B 3
’ s v ° o
@ ® 4 g
o R r N o
- o S . N ‘ i;
Tl’liS microfiche was produced from documents received for ’ T ' NS ' . w 1
- .  inclusion in the NCJRS data base. Since NCJRS cannot exercise o~ LR TRAINING g’PROGRAM DE\/ELOPMENT FOR CRIMINAL ‘ JUSTICE AGENCIES. &
iy control over the physical condition of the documents submitted, ™~ . | [
b the individual frame quality will vary: The resolution chart ofr ya . : Sy
[ | this frame maybe used to evaluate the document quahty ‘ ‘ B
: } e ir-;‘_/;a_,-w, g e . . u»' P . N R i ) } ) - ’ - N Vi i >\7 :
9 ; 4 E“ . ' . o i . . ‘
{ o) 3 ) Ry . é @ . B ) 4
’ ' E ’t ; ’ a o &
1 L § B 28 25 S ’ o ; a
o ‘WMOE%L o LR R | "
=g - ,1 . -
\ = : o B ) b
R TR " e
. nm: ; ) “ ) - ] . ¢ o N ]
. == lm_|_8_ R L@ ‘ : ; )
=. 0 i . 8 e 9
| i s e SR ~ |
- 0 : £y . - 18
by o > . {
R MICROCOPY RESQLUTION TEST GHART ' .
: ie NATIONAL BUREAU OF STANDARDS-1963-A ® o
P 5 e NUNIEIEE B ' i IR :
‘z\\ - .m B . (J
. - Microfilming mprocedufes used to create this fiche comply with
g . the standards set forth in 41CFR 101-11.504. SCHOOL OF CRIMINAL JUSTICE"
, . ) L Q . i . ; ) 4 ‘ 5 . 7
bl T Points of view or opinioris stated in this document are . "'”W*‘”““‘?f : / MIcHIGAN StaTE UN IVERSITY =
. s - those of the author(s).and de not represent the official L 2 1 '
Cuo N ! - = °
? q ' posmon or pohc1¢4s qf th%g S “‘Depvaxr-vt"r;l"xe{lt of Jlfs?fe P DATE FILMED
‘ é S 5 : . ; b} K
| ? Natlonal Instltute of 'Justlce 4 b o f R et ‘—‘/078/!’1??' 9 %
b United States Department of Justlce LY R 13 R T
. Washmgton, D. C 20531 - = ot e )
S $ N & ] ’ ; e ) . ; o
R 4 o € » ' v
° 3 . &Q 4 o P ' o =, @ = .
g i ~. p— —— . . BT 7 i
. S & { ) B R ) , ) @



-

I

s

,
e

i s e kN £
il

N e,

" TRAINING PROGRAM

o

' THE TRAINING PROGRAM DEVELOPMENT MONOGRAPH IS SUPPORTED BY GRANT NUMBER

b

DEVELOPMENT FOR

written b§;

o

/4

Deborah Cheesebro’

Gilbert H. Sklnner
School of Criminal Justlce
Mlchlgan State University
538 Baker Hall

East Lansing; MI

)

- 79-DF-AX-0086 AWARBgP,BY THE LAW ENFORCEMENT ASSISTANCE. ADMINISTRATION,
U. S. DEPARTMENT OF JUSTICE, UNDER THE OMNTBUS CRIME CONTROL AND SAFE

POINTS OF VIEW OR OPINIONS STATED IN ‘THIS®

DOCUMENT ARE THOSE OF THE AUTHORS AND DO NOT NECESSARILY REPRESENT THE

. OFFICIAL POSITION OR POLICIES OF THE U.

+STREETS. ACT, AS AMENDED.

MSU is an Affirmative Action Equal Opportunity Institution

A
a . j
- (ﬁd : RSN ;’H

ODECEMBER,

48824

&

S0

S. DEPARTMENT OF JUSTICE.

]

i
//
& ¢

INTRODUCTION g e

The ttaining“function in driminal justice agenciesshould‘be established
" to meet legltimate tralnlng needs that contrlbute to the organlzatlon s over-
all goals and shonld be organlzed to execute the tra1n;ng process in the most
a
effective, cost-efficient manneg. Vg? o
Trgining requnsibillties include training needs assessment, program de-~
0 -

.velopment, and evaluation. This' Ruiejalet:es hph, funded by the Law mnlorcement A551s—
v . S

§3ﬂnceAdminﬂniatioh will discuss how-to develop a program once a needs assessment, |

4

}is"completed.“ It may be used alone, or as part of the training momograph series.

- . 3 k24 "
Contact LEAA for information on training needs assessment and program evaluation.
? ki N
The developmental process is important to ensure that pre-determined learning
needs are met. Although program development can be a very complex task, the

@

major steps are the same for all programs:
. - specify goals."

. Write objectives

. identify topic areas \ . - 5

. sequenceimaterial e P —

. select instructional techniques ' e T o
select training aids
. develop lesson plans ‘ R

. budget the program ©
The;egére five chapters in this monogrdph designed to.assist the“trainer

5 = O " N ]
in developing a program. ~The first chapter is a“dlsgpssion of various learning -
a
pr1nc1ples and -how they may help the ;trainer in selecting hls/her 1nstructlona1 >

o
izt

strategies later in thé process. Chapter Two starts the actualvdevelopmental

3

} i o > -
{v process with spec1fy1ng goals and writing obJectlves. Goals and obJectxves create

W4

I < e 4

(a framework for the trainer to de31gn and 1mplement a training program. - Chapter
n R . .

“;Three discusses the design stage of curriculum development.”’ Steps included in ¢

el S T . s s
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! this chapter are 1dent1fy1ng toplc areas, sequenc1ng mater%?] selecilng . Sy : ; i CHAPTER ONE

. a
a Lo W

instructional techniques, and sélecting mainingaids. Chapter Four deals {b ’ow . | ’ PRINGIPLES OF LEARNTHG . : o ) o

@

with how to write a lesson plan. Common components of a lesson plan are : 7 , -

. B 4

& C L .o . . ; ‘ S - ‘ ; o (
% described and a sample is provided. The last chapter, Budgetln%, glves a s The crifminal justice trainer does not have o be an eXpert in the psychology
‘{ N . . »‘S [ . : . ; . X
- . oo - . . . .':$ i ) - : . :
”% T step by step app;qgch‘for costing out a program. b of learning to be successful. In fact, the many learning theories that exist are
: ‘ i y v often, conflictifigy and it is difficult, if not impossible, to identify any one
o A oy : = © # v
o) o] iy . 8 =
R tee ’ . j theory that explains” how a Rartigular group of trainees will learn. Instead, the
i § % & ka
¢ @ . N & R , .
E ! e ) ’ trainer should focus on some general learning principles that have gained wide
= 0 . ° . 5 o
e ) ¢ > . ; acceptance by practitioners. If applied, these principles will assist the trainer
. o Y "
ﬁif%~ Q¥\\ } o ) \ ) in helping trainees learn through ap%iopriate pr&gram design and instructiord.
i F v N ’ ’ ‘; \J # N
: R . . . ‘ . - . . &
: N : " First however, it would be beneficial to the traiier to be able to identify
a!}; ZK & 8 e : . “ ’ -
% . the three types of learning that he/she requires of the trainees. This is because
gv ’ u o R R N o
R R ° different types of learning may require different training techniques. Although
{ PR N . " 3
! & ‘ . o s there are a variety of names for these learning types, most of the training that
° ! o EC takes place-in criminal justice will fall into one of the following: : E
/ o ’ a P h : . N :
, " ! ’ e ¢ Cognitive cor Knowledge Learning - This requires the trainee .
5 . . ) to know material and the level of learning is measured by how
i - the knowledge is applied. (Topics might be, "Laws of Arrest,"
i "Inmate Rights'or "Juvenile Code.')
4 o 8 o
i N B
’ 4 . ? . Psychomotor or Skill Learning — Refers to the stages of learning
V o ; a particular skill. Typical stages in the learning process in-
9 . : ’ clude a trainee imitating the skill, repeating the skill, practic~
s ‘ i : Coe ) ing the sklll and performing the skill out of habit. (Skill
: . : ‘ o ' , 4 areas mlght.be,,”Flrearms," "Drlvlng or "Defensive Tactics')
A . o : . N . [
I . e ’ . ‘ o . . B9
’ ‘ . ’ i ; : : : . Affective or Attitude Learnlng — Affegtive or att1gude learnlng
n o . . : ‘ is measured by the way it gets reflected in the trainee's be-
; ’ ‘ - , ; : v havior. In criminal justice, the trainer who is concerned
! “ . k K ° R , o ‘ about this type of learning is usually trylng to cause . a change’
= ; . , " _ = o im the trainee's behavior towards another group of peogle. 5
.. . ) ° In this case, the only method of evaluation is by assessing’
- ‘ . : = : T , + ~how the learning gets demonstrated in the trainee's behavior.
\ . - = : ' i* (One topic might be "Human Relations")
! o 3 - ’ Once/these learning types are understood ‘the trainer can use the
1 ° = / . o
p ’ o " »followiné major»priﬁciples of'ieé%ning as g%idelines'in developing curriculum
. o i N ; , : ’ ; v
e
i “
i @ ey : - o e A
: o : i ; AP { . ’ : s . ‘
; . ~ " J T
T ; : & & : e ' : .
: ) , o “ 1 R ‘ .
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mistakes. Otherwise, the trainee will pfectice a behavior which may be un-

< to be corrected immediately.ﬁAnothegﬂpgént to keep in mind is that if training
Frpiiey 4} . o

4= 0

8]
o

i l N o \1( . ¥ & /
for them.: Learfing principles fall into four major ‘areas: motivation; practice;
N o .

reinforcement; and learning transfer. ’ , .
) e

o

7 N

MOTIVATION
R . .

Any learning process is more difficult if the trairiee lacks the desirejto

This is‘espeeially true with the adult learner who usually must feel a

o @ o i

learn.
need to ;eern in order to sycceed in the training setting: Typical among these

needs  are:

)

fa) achievement or success; (b) anxiety or fear of ﬁeilure; (c) ap-
R 5

proval from others —- péer }eview; (d) the opportunity to erlore‘new ateas; and

(e) tangible rewards, such as money, promotion, or benefits.nﬁAnf oneﬁor a com-

bination of the above ‘can be used by the trainer to keep_the traiﬁee interested

in learning. For example, at the beginning of instruction, ‘the instructor can

discuss potential rewards for passing theé' course, i.e. cer

]

ficates, promotion

consideration, job re-assignment, etc. The/ instrucf

Ar can also relate hew the
. ’ ! E‘-,

ol

° Co el S il N =
learning has helped him/her or others on the;job by tising aatgal examples. Based

on the fact that a traineé will learn more éasily if motivated, the trainer
B ] o ‘ o

s

(-

should take every opportuhitymto maiﬁtain the trainee's WillingneSé'to learn.” .

PRACTICE

o @

emTreinees learn mere effectively if they are allowed to repeatedly per-

[ N . : o .
form or practice the .desired behavior. More simply stated, people learn best

by doing. In implementing the "ffincipie of Practice¥ the trainer should t%y
- » 7

i o e - ‘ ‘ - Y
to contvol the trainees first attempts to perform in order to correct any’

" .

desirable i.e. in firearms jerking versus squeezing the trigger is something

is_to take place over a period of time, it is best to distribute the practice
accérdingly. Spactd practice versus concentrated practice assists the trainee
in improving his/her performance.

34 -
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fer by designing the 'program appropriately.
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REINFORCEMENT . AR R .

More effective learning will take place if the trainee's correct responses
are immediately re;nforced through positive feedbackl_ It ie important for the
trainer to remember in designing instruction that a trainée will be more responsive

to the 1earni§g process if it results in a feeling of success or approval. If the-=

o ! i oy

) ",' ° . . . . 3
trainee fails to perform the required task correctly, the trainer's response should

be informative but not punishing. Improvements that result from punishment-are

usually temporary and may jeopardize the. trainee's readiness for future'learning,

Gené}eily, the response should always be acknowledged and a correct response should

i
o .

be reinforced througﬂgimmediatg and positive feedback.

LEARNING TRANSFER | N

A major issue in training is the transferability of classroom learning to the

Without this transfer, the training is a waste of resources for

o)
"

theﬁagency; It is the trainer®s job to maximize the probabilit§ of learning trans-~

work environment.

0

(S
To be successful, trainees must
@ 14

recognize that the training situation is applicable to the actual jog setting.

o

This can be achieved by making the trainingcconditiOns and requirements for satis-—

factory performance as similar to those on the job as possible, such as using

o
<

sections of the jail for teeehing,area and cell searches. Additiomally, practiced
behavior in a variety of situations will help the trainee transfer his/her learning

to the work situation. Particular emphasis should be on situations likely to re-

cocecur.

In summary, the”tra;ner can help the trainee learn tprouéh the uze of

variots learning princiﬁles”in the design and instruction of a program. These
. . # : ¢ ) o . B
principles are guidelines for the trainer in selecting and developing appropriate

N\
W,

techniques for meeting training objectives based 6n available resources.
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CHAPTER TWO

O

GOALS AND OBJECTIVES : ‘ o

o

In a companion monograph, determining training needs was discussed as the

foundation of any training program, and until a thorough needs analysis has
) i ;

been complé%ed, goals and objectives do not need to be stated. However, once

a clearly identifiable need has been identified, then it becomes incumbent upon
the trajner to define and state the general goals and objectives of any tréining
program. The trainer's ability to clearly specify these goals and .objectives

will affect decisions made by administrators, trainers, and trainees throughout
the training program. @
Goals and objectives provide the administrator with the

. 4
*q*ability to make decisions regarding the cost-benefit of the training program.

Administrators.

v } ? 5}
‘By looking at the information contained in the needs assessment and the goals

stated for the program deéign to meet these needs, thé administrator is able
~ to conduct a co;tjbeﬁefit<analysis for the agency. Additionally, by specifying
_goals and objechiﬁeé, there is more data for the administrator to use to support
the training program. Training programs done without an adequate statement of ’

goals.or objectives, many-t¥mes lose that aiﬁinistrative support that is so
o :
necessary. Apother.beﬁefit to the administgétor is that early communication

o~ CO Q LU

. " 2o, . A ) e . TR . . P
‘between management and trainer also provides the 'opportunity to review training
; ] a gy . i s 3 . E4 .
content and should ninimize any unmet expectations at the conclusion of the
! 5 I LN P = - N = v

I &3 3 @ " »

_ Otfaining. Goals andpobjegtives alsa pfévide for the estahlishment of account-
ability for the training process. Accbuﬁtabilityﬁis nece$sary if training is ¢

_ to be considered a legitimate on-going organizational function. ’ B
’ . " 0 e : : @

Trainers. Goals and objectives provide trainers with a method for soliciting

&

support aﬁd fgedback,ianduprbvide a techniéal frameworktfor the program development.

. "
o u

o

<>

@
@y,

e ®
.
9
.
ks
.

i )
,{) \l V2
)
They give tHe trainer direction in dgyeloping content, determining topic sequence,

4 .. - . . ? . (3 . . &
selecting instructional techniques,; and developing training aids. Performance.

objectives assist in avoiding over-lap of instruction, which often occurs when

o

the method of progfémgdevelopment is simply“listigg general topic ére%s. Finally,

objectivesccan provide a criteria for assessing trainee achievement and instruc-—

In this sense, they pfovide a built-in mechanism for

tional effectiveness.
o]
L.

developing evaluation measures.

Trainees. Objectives can play a major role in the trainee's apprdaéh to

)
=

training.
. g .
opportunity to prepare for training knowing what will be expected upon.completion.

When a trainee is given course goals and objectives, he/she has an

During the training, objectives contribute to the learning process by providing

direction for study and a means of self-evaluation.

w

Determining the goals and objectives of a training program beg{ﬁs with a

5
=

i

specification of the goals, and is completed with the‘writing’of performance
objectives. Each of these topics are discussed in the remainder of this chapter.
At the conclusion of this chapter, aﬁ% some goal and objective worksheets that

may be used in developing goals and objectives for a trainingjprogfém.

SPECIFYING GOALS

“ s o

Instructional goals or goal statements should:
. Be General In Nature r Instructional goals should be general
statements-from which /two or more speéific performance objec—
tives can be derived. | ‘
SR} !
Ty o @
|

y

Q

. This Not_ This

‘ .. Administer emergency first
s aid -

.. Apply a tourniquet

.. Handcuff a pris%per o

o

.. Use restr;inin 4devi es . »
& ¢ = .. State the -Department's

: «. Use force properly policy on deadly force .,

. Be Expressed As A Trainee Outcome = Goal statem&nts‘shou}d in-

. clude a-general competency or behavior the trainee will be able =
to perform upon completion of training. .
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;.
e st
.. Enforce Jall rules and regu—

lations
.« Prepare pre-sentence reports

‘ o o :
- Begin With A Present-Tense Verb
observation jand measurement.

4 iThis
.. Defend self against assaults

. L
.« Write incidént reports .

[+

-+ Not Include Any Conditions Or Standards- -

The verb should {end itself to .

Not Thiso *

S Understand jail rules and regu-
1at10ns

‘e Appreclate the need for pre-
. sentence reports y

o

Not This

.+ Understand the principles of
self defense,

.. Learn the parts of & report

behavior and should not refer to conditions
formed or criteria for successful completion.

r , ' This
.. Administer first aid

.. Use force properly

WRITING PERFORMANCE OBJECTIVES

Once the trainer has established instructional goals, he/she is r

develop more speclfic performance objectives.

specific behavior(s) expected of a learner after instruction.

objective consists of three component parts:

The behavior part of the ob3ect1ve states what the trainee will be able to

do at the'end of the training.

i
©

13 : =

BEHAVIOR(S)

Behavior(s) should begin with an action oriented verb that’is measureable/

observable. Examples:

- MWrite a pre-sentence report

&
+  Conduct a cell search

. Fingerprint a person

The goal should state only
under which it will be per-

- .. - Not This

.+ Administer emergency\first aid
according to the American Red
Cross F1rst Aid manual 1980

.. Use deadly force in accordance
with the Department's Policies
and Procedures

. ‘ i t 4 :
T . . ” g o
0 . -

eady to

Performance objectives are the

A performance

behavior, conditions, and standards.

£

el

. . R . vdj

n S

o]

QD

\ , ‘ . /\4\,
A\« o . . =} \
(A list-of ac@ion-orienged verbs are included at the end of tnis chapter.)»

. Q

L " CONDITION(S) . . “ = B
The condition part of the objective'i&entifies under what conditions the

trainee will ‘becrequired to perform the behavior. Congitioﬁs include: equipment,

supplies, references, time, setting, etc. Specific conditibns;should be selected :

Examples:

to simulate working condltlons as closely as possible. 8 o

2

2 . In a cell, with or without contraband s

Given a set of facts about é convicted person
6

+ Using the equipment provided

n N 2]
) . )
)

STANDARD (S)

The standards should state the requirements, for\successful complétion of the
o ’

These requirements can be stated in several terms such as speed

I

stated behavior.i

accuracy, percent correct, compliance with references, number of errors, etc.

As with conditlons, standards should be determined baseq on- the acceptable level

of performance on the job.

. Write a‘pre—sentence report according to the'criteria out~ V
lined it the 55th District Court Handout . X

. "Identify apy items considered contraband using cr1ter1a
provided in the Policy and Procedure Manual

Fingerprint a person and obtaln fingerprints which must be
classifiable by the Anywhere State Police Crime Laboratory.

e
e

Performance objectives can be written in any format but must conta;n all

three components. One type of format that is commonly ‘used is:

- . Given (condition) ' )
(performance)

(standard) ' ) .

. The trainee will

. Performance will be satisfactory if

;
4

Examples: - 4

Fd




N .
o
6 s 0 4 J .
. . Examples: o | o ' "
: R a e . . o - : . S
i
i . A . Given a set of facts about a corvicted person, write a pre-
) : sentence report according to the criteria outlined. 1n the
‘ o 55th Dlstrlct Court Handout. f
% . : % In a cell withsor without contraband oonducr a cell search i °
; : and identify any items considered contraband accordlna to the | .
8 8 Policy and Procedures Manual. 5 e b ) %3
'x’: i o i i {\L o
1 . Using the equipment provided, flngerprlnt a person, ‘and obtain A
] fingerprints which’ must be cla931f1able by the Anywhere State
] Police Cr1me Labordtory. .o
i - =& o . k ) .
] ;
| _ PLAN EVALUATION ..

. In Gmm&ry, the tralner can blueprlnt the train;ng program by flrst formu-
¢ i .

.\ P RECCI : ¢ ’
‘latlng goals and writing performance obJectlves for a112behav1ors the trainees

will be able LO perform at the completlon of tralnlng

5 ) o O e
o &

and ObJ&CthGS is- from the general to the SpElelC. Performance objectives must
& N

, CIE i . "
' . have thxee components. behaV1or, condltloné,nand standards,
v -

Relationship of the goals

T
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ACTION-ORIENTED VERBS
" ABBREVIATE DESIGNATE LABEL
ADD DETECT LEAD 4
ALTER DIAGRAM LIST I
ANALYZE DISCOVER LIFT 0
APPLY DISTINGUISH LIMIT
APPRAISE - DISTRIBUTE LOCATE
ARRANGE DIVIDE " LOOK
ASK DOCUMENT
ASSEMBLE DRAW s« MAKE
- . DUPLICATE ) MAP |
. BEGIN - MARK |
< . BEND .~ EDIT : . MATCH |
BRING " ESTIMATE : = MEASURE |
o BRUSH EVALUATE MIX |
. © BUILD EXPAND L,
: Lo EXPLAIN NAME
CALCULATE § ) NUMBER
GAEL+" FINISH . _
, CATEGORIZE  FIX OPERATE
# CHANGE ~ FOLLOW ORDER
CHART ' FORM ORGANIZE
CHECK FORMULATE OUTLINE
CHOOSE o
CITE GATHER PARAPHRASE
CLASSIFY GIVE PAT
COLLECT. GRAPH " PLACE
COMBINE GROUP PLAN
COMPLETE ) POINT
COMPUTE /. ‘HANDLE POSITION
‘CONDUCT HOLD ,’ ® PREDICT
CONNECT PREPARE
CONSIDER "IDENTIFY PRINT
CONVERT ILLUSTRATE ~ PROVIDE
CORRECT INCREASE PULL
s INDIGATE PUSH ‘.
. DECREASE INDUCE
 DEFEND =~~~ = INFORM QUESTION
. DEFINE “"INSERT
R DERIVE “INTEGRATE “  READ
., DESCRIBE ITEMIZE RECALL
DESIGN o "RECITE
L ;
o (C‘“., g il
N4
. J
g & 5 .,,,(“g o

>
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RECONSTRUCT
RECORD
REDUCE
REMOVE
REPLACE
REPORT
RETURN

SEARCH
SELECT
SEND
SERVE

SET

sIeN
SIMPLIFY
SKETCH;
SMOOTH

... SOLVE

SORT
SPEAK
SPECIFY
START
SUMMARIZE
SUPPORT
SWITCH

TABULATE
TIME
TOUCH «
TRACE
TRANSFER
TRIM

UNDERLINE
USE

VERIFY

WEIGH

. WRAP

WRITE
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After writing the goals and objectives, the trainer is ready to design the
LA > = : ‘&, . 2
overall training progtam.

fying topic areas, sequencing material,

[ T
selecting audio-visual aidesy

"

IPENTIFYING TOPIC AREAS

‘Course content is developed' by reviewing the performance objectives.

. ) - P = v i ; &
Objectives that relate to similar material are grouped together under. one topic

area.

trainer should assess the ‘proposed curriculum.

-

14—
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CHAPTER THREE

DESIGNING THE CURRICULUM

The next steps in the developmental process are identi—;

L

i

&

@

oA

‘o

n

Each topic shoulds

. Be significant to the success of:trﬁinees in performing

0.

Q

<

selecting instructional techniques, and

Once all objectives have been included under at least one -topic area, the

Q

o

- iastruction.

Y

be covered during instruction.

@&
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These outlines should include the important facts or points to B

cussed in Chapter Four -~ Lesson Plans.

w2

SEQUENCE MATERTAL

o

o

©

Subject matter outlines will be further dis-

Careful consideration should be given to the order in which topics are

Eresented.

Of .primary concern should be ways to help the trafhee learn.

justice training.

Maintain Interest -

e P

*

" Iden-—

,\' o B & 5‘ 0 i .
Place a topic¢ that is of high interest
to trainees at or near the beginning of instruction.

tify other high interest topics and place them strategically

throughout the program, i.e.

o

when teaching criminal investi-
gation, homicide investigation will attract immediate atten-
tion if offered in the beginning of the unit.

There

.are basic principles of adult learning that apply to sequencing in criminal

$

on the job and contributing to ‘the overall goals of the 3 ;(/> . General to Specific Content - Present the general. idea first
.agency. This significance should be ‘expressed in such B / and then proceed into the more Squfflc details, i.e.’ when
a way that the tralnees see it as relevant to them. , i teachiﬁg counsellng techniques, the principles of .a particu=-
j P T4 by lar method should be discussed before demonstrating specific
3 . Have a focus or continuity that helps the trainse pull a approaches to clients. . , , o ) J
i 3 - !
facts and ideas together. , . 5 ] . .
& . ' » : i Logical Progressions ° Some of the topics by their objec-
Be feasible and practical based on instructor's capabil- s = tives will dictate that one behavior must be learned before
ities, trainée background, and available resources. -another can be achieved. In these instances, topics should
o B N = ; Z be scheduled so that required or must-know competencies can
. Have specified objectives. The trainees should be re— be learned prior to attempting more difficult material, i.e.
° quired to demonstrate 2 behavior that they could not s a_trainee must 1earn*to roll the ink before he/she can finger-
previously perform, or perform effectively. Entry level oprlnt a person.
skills should be identified so that objectives being met @ . . :
prior 0 training can be eliminated. j 3 o %  Summary Practice - Towards the end of the program, the .
' ' A trainer should sequence some topics that allow the°trainee
‘ . , , .to practice a combination7of behaviors or competencies. "
The. topic areas ‘that meet these standards should be retained to form the X p Practicing a combination of learned behaviors will aide
. s w * : o | trainees in retention and transferability, i.e. emergency .
2 B ) ] o . " - ]
basis of the trainihg curriculum. Any topics that fail to meet these standards ~flrSt aid instruction may have an exercise of "mock' <in
i ] o ‘ . juries for trainees to practice initial patient surveys B
should be revised or discarded : and a variety of learned techniques. . 7 o
- : i - © 5 i
Topic areas that are lengthy or complex will need to be further divided prio
P 248 : gty P 0 tvided prior .. SELECTING INSTRUCTIONAL TECHNIQUES ,
N @ B o e‘:K
to writing lesson plans. For exa le the topic of searches for sorre t' 1 ' . - S 4 ' S o . «
o-w & P Tp-=€5 P ¢ correctlona A trainer should consider three different factors in selecting instructional
° - . : R A
offlcers may be broken 1nto the areas of bbdy'searches, cell searches, and -area ~ . L e .
DNy techniques for training topics: . o
searches. Thé trainer should develop subjeCt matter: outlines jfor each area of ° B ‘ : B
2] '“5 . 4 C 2 o
. N 1K 4 N . i © < Ty o
. L - ’ o , ;
e e ‘ . ‘ : o * 1 -
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. Types®of Learning Cognitive/knowledge, psychomotor/
skill, and affective/attitude. °

. ¢ Principles of'Learnlng - Motlvatlon, practice,

back, and transferablllty of learning

feed-

Constraints

Costs, available time, class size, and

i
1
i
i

0
>ab1e to supervise tfalnets aséthey practice. Demonstratlon

instructor capabilities.

Kl

wF

<=

The effect of each of the;above factors must be taken into consideration before

choosing any of the following instructional techniques.

LECTURE METHOD

The traditional 1ecture is an oral presentatlon without the lse of visual

aids or tralnee participation. A more common type of lecture is the illustrated

lecture utilizinghaudio—visual aids to reinforce important points throughoutythe

presentation.A In, elther of these forms, the lecture 1s most approprlate for”

providing knowledge learnlng, but it may also be useful in the affectlve/attltude
JJ “

}earnlng area. ‘It is espec1ally useful if the tralnees have no prlor knowledge -

‘1n the partlcular area. The lecture is hot effective in skill learnlng

- Crimina; Justice trainers use .the lectire format>f6r topics,‘such as History

‘and Ph%}dSophf of Law Enforcement, Fundamentals of Criminal Law, Psychology of

Abnormal Behav1or, and Legal nghts of Inmates. Most of the objectives in;these
o kE ’

o A Y
areas require knowledge learnlng

5
[
2

o ©

§ DEMONSTRATION METHOD

. & . ©

oz

The demonstratlon is used to show a partlcular sklll to the part1c1pants.

o

This technlque is generally used if trainees have not performed the sklll ‘before.

w,

To assure that the’ traitees will be able to perform this sklll on their own, they

should be allowed to prdctice the skill after observing the initial demonstration.

The demonstration” method nequlres a smal] class size as the 1nstxpétor must be

,—"'“
techniques are most

A . \I:i ) n 4 N
| - RN
. \
o 4

e

e

= effective for psychomotor or skill learning.

o

#

H
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.Examples in criminal justice in-
: B o

o

clude:  Defensive Tactics, Firearms, Fingerprinting, and Searches. .

A

DISCUSSION METHOD . .,

i

o

Discussions may take many formsvin’the training setting. The most common,

small group discussions, are designed to develep problem-solving and communica-

Small gtdup disgussidhs are éenefally.designed in two ways. . The

tionsﬂskills.

first, a directed group, is given an exercise that usually requires the group

[

to assess and solve a problem. The second, non-directed discussion, is designed

u

. . 0
in a more open fashion to promote the exchange of opinions and attitudes between

= o w

- trainees. !

The discussﬁén method must be carefully selected and planned so that the@

exercise results in;meaningful learning. One problem with groups is th ;’they_>

may be distracted@andﬁspendVt;me_discqssingmissues~that are“unrelate&‘te“thef””w
: tbpib”at”haﬁafm”Tﬂeﬁinstructor»can control the amount of unrelated discussion

o

to some degree by tareful selection of group members, limits on the number of

trainees per group, setting time limits, and requirements for a product at the

1

oy

end of the exercise period.

&

The discussi&n method works bestlfor knowledge and attitude learning. In

B

criminal justice, éroup discussion is often the,method selected for teaching

i‘ . ' e .
human relations and interpersonal communications.

i

assse)

ROLE PLAYING.

R =

Role playing?may be a struCtufed or a non—structpred~experienée. A struc-

_tured experience i% when the trainer develops particular roles and gives the

it

R

I
participants these roles to act out.

o t '
Unstructuredfrole“plays do not have. pre~determined roles or guidelines for -

G+

the trainees. The,trainer s job is to dlrect thls technique so that trainees act

or react ‘as they wculd if the situation were real. For‘lnstance,oin teaching the

o

L
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N . handling of domestic disputes, non~structured role playing may be used. SELECT TRAINING AIDS “ R ' E it
= o . . = W o N
£ . ) o 7 a >0 i g “ ) ) . oS B t
; o L. PR . . i . 47 s ) k4 . : ’ : o b S
L - Role playing is one of the primary instructional methods %?at provides _ After ®electing the instructional techniques to be used during training, L
IR . K Vo ) ¢ . S = ] N L T . B .
¢ o ;. P : 8 PR . e . . ) . W 0 e .
o QpPOéfgnltles for trainees to practice in.a °1mUIat?d wor% setting. For example, the trainer must decide what instructional aids will be included in the pre—
B L - - ; . i ‘ & . 5 - PR
=§‘ s a new pr9bat10n °f?i°¢r must learp to interview people to obtain information sentation. Commonly used aids are chalkboard, flipchart, overhead transparen-
- : . , . a ’ . , o o . X . . ) . B 2 ] 3 &
. % about a clgengmgylor to writing a pre-sentence repo@rtU Role playing allows the cies, films, slide/tapes, and tape recordings. N
} o B e a L . ‘ R . - B . o ' . ) w
L . P . s . . @ ‘ _ . .
f trainee probatiom officer to practice various approaches to asking questions [ Instructional aids should be selected based on their potential contribu-
? nf‘ « o 5 s . s S . » . . i - . S D
o ’w1thout the risks involved in "practice" interviewing in the field. Examples tion to the trainee's overall learning process. Aids are especially helpfulg//// ;
o . : 4 o :
of topics that utilize role playing techniques are: Crisis Intervention, Inter- in presenting material that is not thoroughly or accurately conveyed verbally
iﬁwlng’ and Counseling Techn{ques. A gamplegrole PlaX,lS included at:tbe end ° and in providing opportunities for appropriate trainee practice, feedback, and
5 C o : : - , / : | -
s of this chapter and is l£§ted as Attachment I, reinforcement.
Ik v . Training aids must bé relevant to the important points of the material. .
i q CASE_STUDY & o , : '
R - ST . v . . T . Otherwise, they are superfluous to instruction and may distract trainees from
The case study is a description 6f a situation or set of circumstances that ‘ o : ' o
AT o “ the desired learning. Fach aid has advantages and disadvantages as outlined
create a problem to be analyzed and solved by the trainees. Cases must appear I pr=—hiie . ' : '
_ ot e g g e R C = in the chart that follows.
e real to.the trainees in their respective -work environments. , p .
pm—m— ‘ ooy 3 - ’ - /f [A)
This methodology is generally used “tn, help the trainee learn good problem- .
. E . - ?:‘: E 0 o
% ? sblviné»and decision~making processes. To the extent that trainees react to a E
¢ given situation, it may also reflecf;their behavior based on individual values
; " and attitudes. A ‘ .
; o . : J v o ) - N -
* The application of case study methodology is often seen in criminal justice '
N o ‘ - ) i ®
“topics: Patrol Techhiques; Supervision of Inmates; Criminal Investigation; and '
» Working in Groups and Teams. A.sample role play is included at the end of this ‘
. g 4,!‘ < ° 1Y o £
chapter and is listed ag Attachment II. - - ’ .
7 : // . ‘ ) ° v,‘
? In conclusion, the.type of instructional methodology used is dependent on i g'
the factors of “learning typology," "principles of learning," and "econstraints," - ! ’
§ - ) :
such as "costs, available time, class ‘size, and instructor capabilities." The u ; i
LR method must f£it the subject matter to be learned. : ce o te ‘ ’
o “ : ‘ . i
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, v AUDIO-VISUAL AIDS K ) ADVANTAGES : ‘ DISADVANTAGES
i o . N P B : > = ,“ ) A
N . . v] & = i %’,‘
AUDIO-VISUAL AIDS e ADVANTAGES g D e ~ ; . -
SR ' ' ® . DISADVANTAGES Filmstrips ’ . are compact and easily. . are relatively difficult Gt
- ' — - . , s handled : . to prepare locally ~ s
thlkboarf v ) iﬁegpeﬁsiye, ' . difficult to prepare in - ) R . are gseful fqugroups or in- . require film-laboratory ’
: - , . X © =¥ dvance ) dividual study. Projec- . service to convert slides
T _ ‘ . does_ not require preparation . : ! ! : tion rate controlled by - - to filmstrip form
C i 1 ‘ ] . difficult t e g ¢ 3 7 g
. ea311y‘changed - P 0 sav N instructor or user . » . are in permanent sequence e
> SIS R o . .. are projected with_ 51mple A and cannot be rearranged g
e . ‘ a ' _ 1ightwe1ght equlpment T or revised .
Flip Chart (easel with . may be prepared in advance . paper size limited oo . " - ' : : . : SR
pad of paper) , or not ] . , A N . require a filmstrip projector .
. } w v , ' . can not be erased ) o= k % e = ) . - . < i o
i ' . pages easily saved i
. pages eas11y displayed else- = Recordings =« ‘ . easy to prepare with regular . may have a tendency for bf
where tape recorders over-use, as oral textbook o
4 o ‘ _ v . readin -
. easily moved for better 2 ! - has applications in most s ;
viewing P ¢ ! subject areas i
= ) 3 o i
- — > . equipment for use is easy to T
: S } , : "~ operate '
Handouts . may be prepared in advance . may dlstract attentlon from o o : 1 g
‘ . presenter . flexible and adaptable as - s
- provides materials for later o either individual elements
reference . of. instruction or in cor- - , |
. instructor does not need relation with programmed o /
L time to write out informa- 4 ‘ 2 : materials : ' ITW
it R ’ “tion R ) ‘ i . , ﬁ"
“ ) o ] i o o ] N ;i ‘
Video—Tépe . permits normally unavailable . equipment-is dlfflcult to b
Overhead Transparencies -« can be prepared by variety . require special equipment, resources to be presenfed get ﬁﬁ ¢ | e
‘ of simple, inexpensive : facilities and skills for ” . must fit technical require-
methods more’advanced preparation g C : ments of television
. ,particularly useful with methods :
large groups
) : " . projectors are easily ob- o
tained » 5 '
!
P § i < /’/””
Slides o . results injcolorful, realis- . require some skill in J e o R
; tic reproductions of ori- ) photography ~ ‘ W
. ginal subjects . : . °
: ; - ) . require special equipment - »
A . - any 35mm camera is useful e for close-up photography / ¢
. easily revised aqguup—dated and copying " f; i ¢
. ‘ — 4 7
. . easily handled, Stored, and - can get out of sequence and ’ . . : / .
° \ g re—arranged for vdrious ' ?e pr93ected incorrectly - , ) " ol q .
. uses | ‘ if slides are handled in- . i 7 . ’
8 dividuallye ‘ ' - ¢
.. can be comblned with taped . . lide ect ) R S . ’
. require a slide projector =~ - , . :
o R narration for greater ngt alwaysoeasi§y°gbtainab1e » Adapted from a model by Jerrold E. Kemp, Planning and Producing Audio-
. : EffECtlveness S ‘ : i : ‘ . Visual Materials (New York: Chandler Publishing Company, 1968) pp. 36 - o
.o : ’ . may be adapteduto group or 37. ' v e oy o
; : ind1v1dua1;use ¢ . : N .
) ‘; o ¥ =) ° =
) &
- _ B ',} u
[« . 5‘1 ’l"' ©
!: ’ : R
e | : Z e — ! : : ' ' ' : SRR
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ROLE PLAY i
® o LESSON—INTERVfEWING FOR PRE-SENTENCE REPORTS | -
o You Are Probation Officer Jones

o)

BACKGROUND

You are a juvenile probation officer in a small mid-west city. Your
“office is staffed with six probation officers and a chief probation
officer who assigns all pre-sentence investigations and caseloads to
the staff.

‘In the past, all pre-sentence investigations have been handled by two
probation officérs. The chief probation officer has decided to change
that policy and have each probation officer handle both pre-sentence
reports and supervision of a caseloadira

MEETING . ‘ (.
At 2: 00 you are called into the chief probation officer's office. He/she
assigns you a pre-sentence investigation to completer and expects the re-
port on hlsﬁder desk in seven days. :

He/she hands you“a file labeled "John Adamson" and a pre-sentence report
format. You indicate that you have never written a PSR before. The chief
probation officer tells you to interview the people necessary to obtain the
information required in the PSR format he gave you. The report must include
the information outlined and must contain a reasonable recommendation for
disposition. He/she adds that the judge does not like lengthy reports and
he/she wishes you good luck.

CLIENT INFORMATION IN FOLDER

Name - John Adamson
Age -~ 13 ‘
K Sex - Male : !

Court Appearance -
1

February 18, 1980 appeared before Judge Reed on a
i e petitiom filed by Mr. Adamson (father) stating that
I John was incorrigible.

John Adamson was adjudicated-and ordered held at the detention
facility for one week pending a disposition hearing.

Status. -

ASSIGNMENT I

You must réview the pr@—é
John Adamson, to obtain all the information you need from him. Since you only
- have one week, you will only get this one/opportunlty to talk to him prior to
making yotir recommendations.

NOTES s

.« You may use hotes.
.  You may not f{ise the printed handout.
. JYou do not know at this time whether John would be assigned to your
caseload if you recommend probation. : °

_ﬁtence report format provided and interview your client,

4

i

<
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Y9u Are John Adamson -~ The Client

oF =

BACKGROUND

(v ez

You are a 13 year old male who has been found incorrigible by the court.

The petition was brought by your adoptive father whom you have grown  to
resent,

You are basically a very friendly, intelligent boy who delights in putting’

adults "on the spot.'" It is not uncommon for you to take control of a

conversation with an adult by asklng questions that .are difficult for them

to answer, You quickly perceive 'if someone is threatened by you and con-

tinue to intjimidate them.i-However, if they do not act threatened or con-
me discussion, you want to be their friend. You are not

.% like a 13 year old boy. :

You are in rhe detention center where the judge sent you for one week.
When you reﬁurn to court, the judge will tell you what the cdourt will
"do to you] for being incorrigible.
: g
4

ASSIGNMENT -

You will be interviewed by a probation officer from the court. He/she will
ask you questions and then will recommend a disposition to the judge.

You will provide the information listed below only if asked for it. Do _
NOT volunteer information. P;ay the part as described in your background °
You are an intelligent, quesﬁioning boy who catches people off-guard.

[’

INFORMATION TO PROVIDE

0
a
i

_ Provide information if asked appropriate questions:

A. Father : 5 5 4

NS i
He doesn't like you. He likes your sister. He adopted ybou and now
he doesn't want you anymore. That's okay, because you don't want
to be there anymore either. ; oy
B. Mother : !

i
i

She cried when you left. You miss her a little. She's home with
your sister. o ‘ . |

i
I

o i @

C. Sister ' o
N L(‘
You miss her the most.
She never did anything wrong. !

She's

Yoi played a lot with your sister.
only 9 years old.

-

o

&

« ) . > v
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.

C 2 kg
”

@



o

)

e A MR

=24~

b
!
N

School Performance , .

B

You've been in a lot of schools. Teachers get
mad at you and yougﬁpn't know why. You try to learn and onc? you
tried to build a piane based on the principles of aero-dynamics,

You keep being moved from one school to another.
4, 4

You like school.

Problems At Home

o
"

You don't knowwwhy you have problems at home: You try to bhe good,
but you're always getting in trouble -- like w

en you took your
father's care engine apart and lost some of the pieces.

.

Disposition \ <

You don't want to go home. You'd rather stay in the deétention ?enter
with all these people. They don't want you at home and you don't
want to be there. . o

Church

You go to church every Sunday. You think you are a Protestant.

~Friends

You don't have many friends.
Jason, age 14, plays with you.

Only one other boy in thg block,

<)
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TASE STUDY
NJ

'LESSON - BARRICADED GUNMAN

The Barricadéd Gunman Incident

Py n o O] ] e
0 S 0. . o

You are a Sergéant for the Anywhére City Police Department.

shift supervisor on duty at 2:00 a.m. on & Friday night.

cars on the road with one man in each unit, ' o

@
| :

it

discrim;nately at passing traffic. Tuwo cars are sent to the scene,

A start to the scene youréelf. When you arrive at the scene, you find:

A. Both patrol cars parked in front of the house;

B." One officer behind his car in a squatting position
with weapon drawn; '

C. The other officer is pinned‘ﬁbwn on the front lawn
by shooting from an upstairs window; } :

D. The officer on the lawn appears to be shot twice —-
in the left shoulder and leg; a

o
4

E. Traffic is still passing on the street in front of

o o 5 the house;
Bl . o "
F. Two of your other four unfts are dispatched to a
; breaking and entering in progress and a personal
‘ ! 3 injury ‘accident. ’ i .
- ; @ ° o v & : ) o ? } S ,L/
o Your department does not have aﬁspecialateamefor situatjons Aiké this, It
o7 ‘ . ST o o
o is up to the shift supervisor to either handle the: call-or ask for’assispance:
’ from the State Police. Their team will taﬁé‘approkimately 45 minutes to arrive
3 ' L
S if requested. The only other source of manpower assistance is the Sheriff's -
oy o . . gt 4
‘ . Department. You know that tonight they have four ears out*patrollingAthe“County.
0 » - | i s \ :
o You must decide your plan of action and outlinecseqqgutially-allvthe steps
) A ' . = = .
o ° you would take to resolve the situation. ) s
0 @ -
1 b ’ © .

‘ o X e e E
: o o) . . "'-
% = N S ” o

e ° ’ L} “ @ . -
, . @ ‘ ° e ) ) - - e ’

]

You are the

You have six patrol

A call comes in that a man is barricaded in his house “firing a rifle in-

and you ‘ o e
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LI CHAPTER FOUR : l

: C LESSON PLANS DEVELOPMENT ¢~

R < ‘;»"
X f] ’{;_) ‘ o
P & s

At this point, the trainer has all gh;dnecessary materials to develop lesson

. 5 s g
S i = 41an g i ideline for the in-
plans for each presentation. The lesson/hlan‘is a written gui e

structor that tells him/her the“objectives to be achieved, the content to cover,

3

@

and methods %o use in teaching the. content. : B

a 8 @ ==
The trainer does not have to use any partlcular fofmat for lesson plans,

however,:. he/she should include all the 1nformat10n needed to teach a particular

N Q

lesson. Common components of a lesson pla@ are:
0 . v -
. Tltle ) ] o
+ Trainee Population o - o
. STime Allocatlon R '
. Performance Objectives N e
7 . Evaluation measures o
. Classroom Requirements ~
. Trainlng AldS =
. Wﬁquipment
", “%ubject.Matter Outline .
0 %
* o

. TITLE ] : ' . : -

a., I o

,lEaft>lesson should have a title which reflects the toplc(s) to be covered
8
~as specifically as possible, i.e.°Crisis I

Do

tervertion in Domestic Assaults not

T'L
A

@

Crisis Intervention. P

TRAINEE POPULATION ' }

=Q
The Job titles of trainees should be stated to help the instructor under-

stand the level "of the‘target Rppulatlon for each lesson, i.e. corrections.

} : P . , ) -
officer, detectives, probation officers. Othier pertinent background informar

=t

tion about trainees can also”be included. here. Ve

[ . @

o . o o
B H . '

o

A

R DN SR

& ¢

TIME ALLOCATION S . ’

o

The time listed should be the allocated time“for the 1nd1v1dua1 lesson.Q

o

Prlor to listing a time, each lesson should be "practlced" by the trainer

to determine the amount of time the lesson, as written, will take. If the
) 0
allocated time is “too short or too long, then the lesson plan should be re—“?

s

M

N written to achieve the necessary obJectives given the time constraints.

N
&

oy

PERFORMANCE OBJECTIVES ' - & “

CO o

The performance objectives, written earlier in the developmental process,

should be listed for the 1nstructor. He/she will be able to identify "must-

. know" 1nformation and prioritize material accordingly. co ;
° : ©
[

MEASUREMENT CRITERIA ‘ o

0

o,

4

The trainer should review the performance objectives to 1dent1fy appropriate”

ne

1
evaluation measures for, trainee performance. The trainer must dec1de Whether a

written or performance testcis most appropriafe for measuring the achievement of

® -the objectives. In~this section of the lesson’ plan, the trainer States the type
of measurement criteria that will be used at the completion of the lesson. He/
she does not write the test in the Llesson plan.
CLASSROOM REQUIREMENTS . " e LT
G*assroom‘requirements°should state the type and size of room that 1s
a . - o - <y

necessary for a 'particular lesson.

¥

It should also outline”any special requlre—

ments for tables, chairs, or other acoomodations necessary for unlque tynes of
training, i.e. one room w1th floor pads large enough to accomodate thirty

trainees, c . ’ - <

o [E

For information on evaluation méasures, see "Crlminal Justite Training

Assessment and Evaluation" monograph by APT Associates; 1521 New Hampshire Avenue,
NvAW., Washington, D. C.‘\, 20036, 1980 ' e ,
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TRAINING AIDS, EQUIPMENT .

% 23

o PN . . PR
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“The trainer should list the training aids, supplies, and equipment that will

The instructor shotld check for all items

Q

R
be necessary to conduct the lesson.
listed in this section prior to starting the presentation. This will avoid

interruptions during the presentation to look for needéd aids or equipment.

a

EXamples of aids or equipment are: flip ehartsg felt'tip markers, chalkboard, X ; 5

o overhead projectoi,utransparencies; titles of films, and titles of classroom N E
exercises. : ' TQ “? o "i'ao
IS b ) ® o - o . N
SUBJECT MATTER OUTLINE - ot - G
= c 2 o ’ N : N O"“, @ . 4 | T
¢ The subject matter, outline should consist of an introduction, an outline of

@ o
& I

subjec¢t matter content, and a summary. It shouldsbe doneuin an outline:format -

i ) LI
% %

W

=

listing only the major ideas or facts to be discussed. )
? . = il “ 70
< 335 »
, y=s ~The introductory section is the instructor'sofirst opportunity‘to work at -
5 o . s
preparing the trainees for a particular lesson.j The~instructor should attempt ‘
[ =

to capture the jinterest of the class in,his/her;initial'remarks by showing them

12

“the importance of"theﬁlessonu The trainer. should plan material to be used in

3 o » ? — : ‘L»! ‘ - ‘ . ¥
accomplishing‘this task and should write it into ,the introduction.
- S R "
D % 5
of a trainee being motlvated to learn was discussed earlier in the chapter on

« : ” @ ks - it

Principles of Learning The trainer can contribute to the trainees

e

The importance

= W

treadiness

o through an effectlve 1ntroductory>statement. After the instructor has establlshed\

;g . S«
the wvalue of the‘lesson, then the performance prectlgesCshould be reviewed. ~2

54
5 5 o = a
o 4

) ° . The next‘sections of the-subject matter outline should serve as the in-

- i
N 9 ° N a .

1

&

structcor's guide to presenting the topic“material.érA complete fesson plan

@

QA

— should:include?not only the outline of material, but questions the instructor

e o i O

w1ll,ask tlmes for using training aids, examples or stories to tell in relnforc—

W °.  dingra point,ﬁhnd notatipns of materials to be emphasiged: All these can be noted

o ’ . 5
(S 2

in, aﬁ’extra-Wide margin of the lesson plan,

[ -

w o L

8] %z @ ’ i3 =

¥

he lesson plan should include the major p01nts as discussed

~1ueﬁsﬁmma’37“

w
5 i

“in the material in the same order as presented initially.
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All lesson plans

b
G

. shouid 1nclude ‘a sufmary section as this is a crucial time to relnforce material

& >

P

< i -SRI

for tralnees and to respond to any final questlons or comments that may ‘be raised.

5
o

Lessqn*plans are developed to assist the instructor, and this format is not

2 ’ i o

inflexible to individual needs. ‘

£

These components represent a comprehensive method

. ) . © » N N B
for assuring that necessary materials are availablé prior to instruction and that

B
) B S

the lesson content is that which is desired by the training coordinator. By using
[ N
such a comprehensive format, the trainer can only further assure that his/her ef-

El

forts w1ll result in the’ de51red training contlent fortrhestraining audience.
%v . ‘ : .

sample of this format follows.
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) -30- ;ﬁ . ) i = ~31- ,
@ . e f 0 r ’N "
= : ; > i & al
e = g PRESENTATION OUTLINE @ . , F
TITLE:  Report Writing -‘§ ~ v * ‘
TRAINEE POPULATIGN: Correctional Officer b i ‘ E ‘ R
» : ; | , ‘ < T ‘ ’ ! o
TIME: TFour hours . A. Imgroduetion, .| - g ' 1 '
o . N " ¢ F B . K -
, ; “ 1. Establish i o 17 s
PERFORMANCE OBJECTIVES: | b m]‘mrtance of lesson :
' 1 . ]
7. 3 2. Read objective !
1. Given a set of facts, the tralnee will wrlte an incident® report. Perform- i ' J A{ s , 5 a7 } g :
ance will be satlsfactor if: . : . | L : : ‘
y . a. Given a set of facts, the trainee will write an incident
‘ ] v . j r .
“a.- the essential factual elements are included; » ' eport :
| | v o ; ﬁ? %.¢ Given a number of situations, the tralnee will identify

b. csentences are complete; , - ”# those situations where an, officer is required to write & S

; , : ‘? ‘ ‘ ° an 1nc1dent report, o <% :

c. it is in chronological order; * 7,

d. opinions are not projected. " - “ B. Definition of ﬁRedet" )

g y b 0'3':"
2. Given a numberTof situations, the trainee will identify those situations , 1. Oral or written account of something | Refer: to Policies
i ’

where anaofflcer is required to write an incident report. " Performance will - 1
be satisfactory if situations selected are those consistent with the

Department policies.and procedures.

o L oo i ) : and Procedureg
2, Seen, heardg‘Sald or done

3. Within the schpe of his/her duty

w[ »
 MEASUREMENT CRITERIA: . :
! ’ ‘ : - C. When to Write a Repbrt o o g
g Written test upon completion of unit. . o S e TR
% . R - ’ 1. Reason to believe a crime was committed .
‘ Part I - Given a set of five jail situations in wrltlng, identify the situations i ) ]
which require a report and explaln why ' . R 2. Crime committed in your presence
v e e . PN o - * ' ” “ 4
Part II -Given a 31tuat10n verbally or in writlng, which occurs within the I ’ 3. Rule Violatioh by an inmate - \ ; N
jail, write a report demonstrating the English concepts learned, sl éi ] - ‘l . b
including all the essential factual elements (6) as outlined. : | =g ! =
: o g i D.. Importance of a Good Report ‘ (R a
CLASSROOM REQUIREMENTS: ’ ; A i°“ - [ Eriminal prosgcutlon
One room with tables and chairs to accommodate trainees. i L) 2. Inmate.dlsc1pllne .
- TRAINING AIDS, SUPPLIES, EQUIPMENT . : : ‘ | 3. Admlnlstratlv‘ decisions ‘ o ;
» 1. Flip Chart ) ’ * 5. Transparency: 'Writing The In- ° . ; . . R
‘ ' , ‘cident Report" A . E.. Writing a Report | v ’ v ° , o ”
2. Felt tip markers ‘ . o) S S ’ " i ® # ey
- : Qc . 6. Handout: Sample Report . , 1. Principles of igood report writing Pe g : Transparency ) 1 .
3. Overhead projector : N : b~ ° _ i W ‘ ‘ - AR
' 7. In~Class Exercise: '"The Dining 3 o a. Accuracy | K . , B ‘ i -
4, icies P d : - ight" B o o . o ¢ o B
4 gﬂ%iiiiintnge ggz:"ures : Room“Flght | > . 1) fact vi. hearsay, opinions; conclusions o S S R
7 “ep ; ‘ i 4% _ : 2) correct word choice R " : T
‘i;l  , . , R | : b. Brevity ‘ ‘ o
o W : i o 1) selectlng relevant and pertinent 1nformdtlon u
. } 2) '"nice to know" information ‘ ’ s :
" ¢ & ¢ e C a . -
2 S : & ) ! O ’ P
) @ { d ’ ) -~ :
v ¢ :{3 == b l
- : ® £
¥oor e b - & ! N &7,
i : - ‘f' . 29 - o o £ iS4 5 = o s o 5
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(Continued)
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Completeness ¥ .

o “ 4
1) =all facts v. paytlal facts
2) if some information is missing 9
Fairness v ) S

1S3

1) report "other' ‘side information
2) avoid bias or prejudicial comments

o

English compositioh

as

3. Factual eléments to include in

a5
&y

S a.
b.
c.
d.
e.

£.

Bedy of the report — chronological construction

Complete sentences ‘ <
Composition of paragraphs 0

Narrative, third person

WhO ” o =

" What

Where
When
Why

How

o

N

F. TUse of Reports o : .

[ )

1. Procedure for. submitting

Use in hearing in trial proceedings N

3. Inmate/officer files

© G. Summary

5

o

ﬁefinitiqn

When to write o - . s

. o Y
Importance N

JWnit{hg the report

Use of reports g : R

& o

ke

w

Q

. Up to this point, we have discussed types of learning, and how learniﬁg P

can best be fac
trainer needs’to determine what the program, as planned, will cost and if.the

agency can afford.it. The first step'ih budgating: is to deﬁermine'qll quthe

v

a

incident reports

Handout sample re-

In thé following section, we will(:

e N . 7 . - £ N ) o
. The agency has staff costs each <time an employee is assigned to work on a
In-class exercise: . , : . g ] )
"The Diming Room

on the program.

wiipg buéget.
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CHAPTER FIVE ¢

BUDGETING
&

2
K S

ey

itated. .Now we are going to discuss the training budget. The
T o e i Q 2

» = i

0

program costs. . Common cost categories include: : o ¢ .ot o
° o
S (B ) . .
i . v @ o
Staff . .
@ t
3 O
Consultants . .
‘Participant Time . oL e
Materials o . . ﬁ . )
. 4udio—Visual'Aid§ oa A B
. Facility o T I, S 5
Travel A e G ) i
‘Subsistence . - R .
. Advertising = . : = = )

-

fescribe how to "cost out" each of the

f & ’ @ ’
~above categories and the chapter concludes with a complete budget worksheet.
» ) ‘a . /{;\ :5/; | . ‘:\23 c\‘ g L 5 . ’ .
£g\>\ . [aY
QTAFF COSTS Y o L

a

>

wa ,

training ﬁ}ogram. These costs are’f%gured°by deté}mining the employee's hourly

rate (salary plus fringes)“an&umultiplyig§ it by the'fbtal number of Hours spent

3

Failure to include-this cost results in uﬁderestiﬁﬁting the train-

o & .

: 2
. T £ s P
JFI:—’ o = el <
o s . o

) T _ ‘ . | ;" /

\i

Hourly Rate x # of Hours = Staff Costs
[ @, . !
x - :
X ’ o W == N ¥ ?
LI )
& o
X, = f ¢
S E .
“ 3 7'
e ' sub-total R
o = “
. . . ;
@




e - 2 ) = & ’ % ’
ﬂ . 1 o . . . v , & 7
’ - ‘\ "34- ' ) “ ° " : “5 N ) Das ® = ' J R o ;;
) 1 ® y Lo ‘ . . o .
! . . e . / . _MATERTALS COST o S, - : R
N : - ° ! ‘ ; = ° o Materials include ,all supplies ‘and” equipment that are purchased or rented for ST
CONSULTANTS =~ . * - SUPP P Pt or
i \\ ' . “ o Qo : (T ) | . -
: . i L ’ . i the program, for example, the rental of a movie projector could be listed in this v
: Consultants are cften used to téﬁch in training programs. They usually _'¥ O k : ‘
! , oy - . : b B section. Ser¥ices, such as copying charges, should also be listed. . .
< charge a standard rate per day which ﬂay or may not include expenses. If ex- \ 4 w - ‘
% B ' = \ o 5 s B | Rental Price Purchase Price d ) ) )
! ‘ i -ainer must consider travel and per diem costs 1 r N - . e
| penses are not included, the tra i -y P ﬁg Item . .- Per Unit or Per Unit x # of Items = Materials Cost
v s ‘ i . , ! < e % " ° ’
i when calculating the total cost of a comsultant. =’ . } ] \ or X o = .
E . or X - =
: Name’ Consultant Fee + Travel + Per Diem = €onsultant Costs L B . or X - = = i
. . + N + i v;,é ) 9 Ed . . ) ’ i ; P Sub"’total % . - N
i — - aoy R i - § ' :
- + + = i » ’ S ’
" + + ’ o ° B _ ) -
o = - - - v S . | In budgeting decisions ' regarding training equipment purchase or rental, the key
o : sub-total § ’ ; ) . . < . ' i
. : k! ? question is '"'use," but the criminal justice administrator should also be concerned
~ = - @ Y . ; . . o B ) o - '
: : i - with availability. s ) . B o
 PARTICIPANT TIME . ) - B ' .
»- i N . Q =
| : . \ ; . ) AUDIO-VISUAL AIDS , 9 .
: f Employees that are being paid while .attending a training program are a e o . ) o : o
o5 | ‘ o _ . a ! R Audic-visual aids will either be produced by the agency or acquired from another e
: y training cost to the “agency, Additionally, some criminal justice agencies are . o . o . - : p i
T R ’ ] . source. Production costs should be figured only for the product, as staff time is
forced to replace an employee attending training and must pay overtime to the . : ) . £ ‘
= = . < . T * figured under staff costs. - ’ o
I . replacement. o c » - : . ' :
: . . , ) Rental Price Purchase Price ) ’ b o : o s
2 Training costs in this category are based on the total salary cost.to the . : - . da o S . ]
, . R 8 80Ty © ‘ LI Aid Per Unit or Per Unit x # of Units = Audio-Visual Aid Cdst
o s 2 “ : s e o 6 , t
agency. ) T o i ‘or X - o=
e . ; . 3 Lt y or - X = . . :
# of Trainees x Hourly Cost x # of Hours © = Participant Time or : 4 X =
% % = ; ] ¢ o ¢ ¢ : ‘ sub:total $ s 0
' x Y X = . e . ] R ,
Y = " & - ': - " o N N
X X =z = - T I s . , * ' ‘
7 g FACILITY C T ,,
: ’ 4 SUb"tOtal $ . (ﬁ . P : d o ! . | eq : ” . ' . L ®
: " Agencies who do not have accéss to an in-house facility., or who are hosting . ' T
# of Replacement : o s ; o ‘ 2 ’ : = ® ‘
Staff x  Overtime Rate X # of Hours = " Overtime Costs . . . ) - N . g
. ) C s : . other agencies, may contract for a meeting room in another location. Charges in-
; ; &) ; ; 5 L p ) s : . :
J ‘ curred can ihclude meeting room rental; hospitality room rental, refreshments, tips, - ' k
= i C = o '
A . etc. e » -
’ o : ‘ S " . 4 -~ sub—total $ ) o ’
’ - : . = Y] 15 [ &
R . v : ? i ° ’ “
“ 4 e, o o P v
o R o . : - s ! " - 3 A SRR TR SN TS
5 \b N ey = IS E
- s . * o A . e - )
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B e SO Ot s ¥ T — = = sSod— .
. < -36— S T N 2 . ) B } ; ) ) ) , o -.3 7- )
< Q@ I " @ ¢ -0 ‘ ? - ) @ @ =
o = ° \\\7 o L . o = I3
- c N “‘ © \k
. ; P 5 L +~ o ADVERTISING .
Item # of Items x _Rate x # of Days = Facility Costs ) : S y - o
X o X = ° ¢ ' o P : ‘ .
N T < S e E . . Advertising coets will include néwspaper, radio, television, and any direct
. T ox X o = ‘ mail adﬁertisiﬁg such as brocﬂurgs, announcements and letters. Any,cost to pro-
- ’ ‘ sub—gota; - s ) " mote the program should be inEluded. S - - @ ? a
JRAVEL ° ’ > R - ' Item » Cost Per Item x # of Items = Advertising Costs ’
o . 5 » ERANN ! "
‘ v : D . ° g E S . . ‘ ) e
Costs should be estimated for staff and/or participant travel that will be . | . - _ ; . -0
@ B - g . D]
z,paid by the agency. - . N _ . i : : X =
o \ < : 2 ~ i ¢ ——————e
° < oo : = . - ) o : § o R o R N
- = DR i . ; : J 8| x o s - &
‘ Mode Ticket Cost ' or Rate x Distance = Travel Costs = } e _ . . A
o : A ’ ’ ] —; = £ : ’ k,@
or X = ? - © subztotal 8 . f— - /
¢ : 5 . ’ o : o
or X = b _ | : .
. T : ‘_ « s
) . © or , X o = oy “ | SRR
) ‘ sub-total $ - . - . These projected costs should be added for a total program cost. o ' L
@ . ’ , . N . i o The next stép is to determine the total amount of available funds for the yf
¢ SUBSISTENCE (FOOD AND LODGING COSTS) © IR ) N . = - “ A v ‘ i 3
- se T e e T e R § : program.' Sources of funds may include the agency budget, contributions or fees i o
Costs for meals and lodging can be figured based on separate room.and meal ‘ \ . | T . i
g ve o ’ . _ = ) w0 "from other agencies, grants, and -tuition fees from participants. v
costs or:on a per dlem rate. ™ Only those costs being paid by the agency should . , - . . “ )
iy . . ; 4 i The total cost of the program should be subtracted from the available ftinds.
. be listed in this category. « ) . ‘ . o - L : . L.
T ° . ‘ If the program costs exceed-the available funds, then the trainer must reassess
. D - b
Per Diem . all cost items. Less expensive alternatives in the various cost items should be
. &) ;
# of Persons x Rate x # of Days = Subsistence Costs : - . C O
N . ; considered. The trainer should make any changes that will minimize the cost and
. X x = Y ‘ ’ B B
x % - . still meet the training objectives. Y )
’ G .4 X = 4 % ) ° S ‘A =
s - 3 "i oS = - 3‘ [
) sub=total $ ' S Y
OR ; ) Lt '
\ ' . \ = o
; z . ) < = I @ S e o
! : Meals And “Lodging Separate = - Le |
Lodging;f+ Meals = Daily Cost “x #.of Days x # of Persons = S&bsist%gce .
i + L gm x bs = o o ) (
B -+ = ’ @ X ; X = - = ;
+ P=° X X \ = § N o 2 6
T - sub-total $ : } e
A R . ‘ o * ° : e, ’ o . " 5
gt EN - . . . - 250 ~
PR : \0 ) a ° " “ -
. B e a @ . i 4 . T
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; . L Y »
; PROGRAM BUDGET WORKSHEET
| TRATNING PROGRAM: . DATES : COSTS:  (Continued) -
ol - - - o v« Materials Rental "o Purchase . . .
3 . _ Price . Price ]
‘! FUNDS: o o . ) Item Per Unit or pgy Unit # of Units '=
! T . . ’ . ) or x =
i 'AVailable j“ . - o o ) b % s et s
: a & 7 &y . or =: $ c
1. From Training Agency 5 s e . $ L i ;;,‘;’-.M t . - N ; )
2. From Other Agencies s § de wo ‘ ., or .~ L X D = $ ° .
‘ . 3. TFrom Grants § el " ‘ V o . ° s .
: 4. From Tuition Fees $§ - s , ¢ Nt - ‘ - Sub-Total §
. . v [ ? : v
o - . " Mo
j - w0 e ® 2 fl‘t} . B
. t W . . "o : : Audio-Visual Aids
! ] . a3 X . g n/ o ’ , ‘Rental Price Purchase Price ' -, °
R N Total § _ : oAld  wPer Unit  OF  Per Unit . x # of Units = o
. = = o o 5 Or ’ x ’ = A$ \ D
, CoSTS: : ¥ e ) = or : ' x = $ )
Staff “ | i or Sox = $ .
\.\‘ 2 N Fo) s i o &7 ! ©
Name Hourly Rate x # of Hours = g s ] . - ~ Sub-Total § .
. o o e
LI Y ; v x £ ¢ = $ ™ o - . @ : w *
: T i § " ’ Facility ¥ . 0
\ e o= 8 ) . )
3 . : s : Item # of Itemss x Rate x # of Days = y o
; X = . . e B st
7 < T ' - < - - .
s “ Sub-Total $ % x - ° . e
E N 7 o ’ R s B et R :
o a ’ X X = ok
7 *  Consultants # ——— 3 R
= B i Copd N A
& Name Fee 4+ Travél + Per Diem = oy Sub-Total §
= H + . + - g N . ; — ) o
b ‘) | + s 0 ” fravel oo . W ks
| - o o . Mode Ticket Cost or -“Rate x Distance = ’
o + + ; = $ ° ° ' § ° K
- ¢ " ' N =z OF x = '
° # g Sub-~-Total § z ’ or X = $ ] =
- & . s @ -
. . ' or X . = $
Participant Time . ) s .
5 = ° Sub~Total .
# of Trainees x °Hourly Cost " x # of Hours = [ : ) s 3 ,
- . - X X N —_— Subsistence (Food and Lodging) < ’ (
. 8 4
| x X $ A 5 # of Persons ‘x Rate % # of Days =
:5 :X 7 X ‘= h h x 0 x ) = l’“
al ® : o, Sub-Total § X X = ®
Pe #of Staff, x Overtime Rate x # of Hours = « i “x % o= S
! X x - = ‘ $ __ e A i N oy
7 T : : OR
—tie X x = = | ° .
: . 6o P . Sub=Total §$ o
s y \\ . z n g o .
3 &) 5 N ° 9 o 5 o WF
e N X N ! s D o Y ¥ o \b @ @ o
S ° v, o = ' 4 .
i . - N
B ;. Q": < ° 7 ! - "l
i ¥ E — SR o = W\ . -, 4 ) - ° B g
- & /{7 : g " 0" S o o B X ! : e N . “ ,
“‘D < - g :{) ‘ . ¢ ¢ 0 3 e - o : ”f/ ) - E e '
o o0 m () [ Sl FEUIU PRSP s FURN - s e N
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i Q B - — ) - o ° ) o e
; 'pf:, & = - q ‘: ° 40 ? S o ° _41— ) “ %‘- z “ = o B
Gn} . . . 5 D;, . o s s , ”ocﬂ [ 5
I 2o o S\ < 2 o
| - 5 R - ¢
| COSTS: . (Continued) ; i N o S 2 3
vl a e B . i 0 . = o
o ‘l‘ o 5 i - > < ] et K o . 9
i, Subsistence (continued) o . o
o o P » N o S &
L ; <Lodging + Medls = Daily Cost x # of . , - Cae .
T " ; “BIBLIOGRAPHY | .
= ) b'd S0, .
o Uﬂ\\ ) W . - . = , [ 7} P
+ = X x : = % 4 ! — T L " ; ¢
v ' . __é" g Beach, Kenneth M., Jr., and Robert F. Mager, Developing Vocational
+ = : X : - Instruction, Lear Siegler, Ina./Fearon Publishers, Belmont, , e
¢ = 5 ; il ; Californiap 196 SN
. . b Sub-Total §$ £ 967. ) ool °oe 1 . )
- 'hld . ‘ ] o . o Cooper, §usanj and Cathy Heenan, -Preparing, Designing, and Leading
N vertising © Workshops, CBI Publlshlng Company, Ing., Boston, Massachusetts,
N Item Cost Per>Item x # of Items = ‘ 1980. . i P )
! x , = b - . Davis, Larry N., ‘Planning, Conducting and Evaluating Workshops,
a 8 Learning Concepts, Inc., Austln, Texas, -1974. )
- N X, = i o
© ¢ N o . ” i . u,‘ ) P ’ e o
= - : o - 12
o ‘ e o Sub gota% 3. .Glasser, Rollln 0., and. Calvin P. "Otto, The Management of Trainibg, * .
. L < ) - ‘ : ] Addlson—Wesley Publlshlng Company, Inc., Readlng, Massachusetts,
oy u Total $ ; N . : g 1970
f" - ’ 5T - - = ) i \ . . ) ) o ) 8 v. - . » < o = 3 N ] o
v TOTAL AVAILABLE FUNDS $ e : . o ’
) . : - “ ) R Heneman, Heﬁ%erg G., Jﬁ£i§nd Diif-zgger, (eds¥), Tralnlng and Develqp-s
; , ; o “ ‘ment, The Bureau of Nation airs, Inc.,- .
7 o TOTAL PROGRAM COSTS 8 : « a 1577’ € s C., WaShlngfon, D.C.,
. «2 BALANCE ’ N $. - - . et e e "
o y y . ‘ B . 9 s = 3
e R " : ‘ Compentengy Based Educatlon Inservice For Part Time Community Col-
S oY 2 ’ : - T lege Occupational Education Teachers, Module; #1, Rarde Ltd.,
) ot Research and Development in Educatlon/Washtenaw Community
) . ; Tl ) ' oo o «College, JAnn Arbor Michigan. °, . N b
= ) o & . %] Lo ) )
v " i ) Cotipentency Based Education Inservice For Part Time Community Col-
. PR P - . 7 > - .~ lege Occupational Education Teachers, Module #2, Rande" Ltd.,
i R & . . = . . ¢ Research 4nd Development in Educatlon/Washtenaw Communlty
N S o s =y ; = o College, Ann Arbor, Michigan. - ‘ _ ‘
e . R z g " # , . « -
E VA ¢ i ‘ ¢ ¢ : e o T
, : o o a 5 - . ; - }
s s ? ] § ? N
& N . & . o ‘.\ %
o ’ - :v(; E ° ? : ? ) 2]
< s & . .
. G ¥ e )
N : o K P , f:c \\QA,O
. jﬁo ] ° . i :
B %, = =000 @
o , P " = P N
i § e
N . B S Y - 2
9 \ o - A P
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