
" 

'. , 

.. 

----------------~~-

National Criminal Justice Reference Service 
--------------~~~--------------------------------------~----------: nCJrs 

I 
\ '/ 

I 
I 

.r 
I 

( 
·f 

This microfiche was produced from documents received for 
inclusion in the NCJRS data base. Since NCJRS cannot exercise 
control over the physical condition of the documents submitted, 
the individual frame quality will vary. The resolution chart on 
this frame may be used to evaluate the 'document quality. 

III 

1.0 

/d:b 
1111,1.25 1111,1.4 [1111 1.6 

MICROCOPY RESOLUTION TEST CHART 
NATIONAL BUREAU OF STANOAROS-1963-A 

Microfilming procedures used to create this fiche comply with 
the standards set forth in 41CFR 101-11.504. 

Points of view or opinions stated in this document are 
those of the author(s) and do not represent the official 
position or policies of the U. S. Department of Justice. 

"National Institute of Justice 
United States Department of JusticlB 
Washington, D. C. 20531 

I , 

!<O8/04/82! 
". ... -- . ...". ~..... . 

II 

1 
'I 
il 

./ 

If, 'k, ,~ 

£} Touche Fnss &Ca 

CITY OF ATLANTA 

BUREAU OF POLICE SERVICES 

MANAGEMENT DEVELOPMENT PROGRAM 

ADMINIc9TRATIVE GUIDELINES 

L EIIII 

U.S. Department of Justice 
National Institute of Justice 

This document ,ha~ bee~ reproduced exactly as received from the 
p"e~~?n or organization Originating it. Points of view or opinions stated 

s documen~ ~re tho.~e of the authors and do not necessarily 
;nt the offiCial posllion or pOliCies of the National Institute of 

~' , " \:~, :~ission to reproduce this oopyliglitsEi-Rlaterial has been " ~ \I lntedby Public Domain 

'." ,LE~/U .• ~. Dept. of Justice 
,he National Criminal Justice Reference Service (NCJRS). 

Sf) - DF - Ak'- 00,3, 7 

Prepared By: 

Touche Ross & Co. 

i 
I, 
I I 

I, 

, 

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



., .. 

f; 
If 

\1 

it 

I 
'I} 

,D I 

'I 
1 
I 

'6,;. 

t 

- -----~- ---~ ~-~ 

Touche Ross &Ca 
~~ 'to ."'7'":( 

~. \.1. ". ' 

PREFACE 

T~is document presents the City of Atlanta Bureau of Pq~~lq_e E?eF 
Vlces Management Development Program. The projeStCGbUdWe~lb~ll\~is 
pro~r~m was ,funded by the Federal Law Enforcement Assistance . 
Adml.nl.stratl.on to enable a model management assessment'-afiacfe'vel::'
opment program to be developed which could be transferred to other 
law enforcement agencies as well. 

~iming of the project was appropriate since the Bureau is advanc
lnq to~ard es~ablishing ~pecific objectives, developing and 
follow7nq actl.on strategl.es, budgetinq by program, decentralizing 
operatlons and computerizing data bases_and analytical processes 
Thes 7 advancements require objective assessment of management • 
reaulrements so that the Bureau's managerial human resources may 
be ~eveloped,as required to implement the overall plan to improve 
poll.ce practlces. " 

Therefore, the specific project objectives were: 

- To assess the human resource needs of the Bureau of Police 
Services at the management level 

- To produce a plan for the development of human resources at the 
management level 

- To develop a model process to accomplish this assessment and 
development which may be readily adapted by other police 
agencies. 

Ad~iti~nal objectiv7s,were established as the project proceeded 
whl~h lncluded provldlng an appropriate career "track" for each 
polIce mana~er, developing "performance contracts" between the 
B~r7a~ ~nd lts managers and to clarify and reinforce the respon
slbl.lltles of each management rank (Lieutenant Captain Major 
Deputy Chief and Chief). ", 

Approach 

A c~nsultinq organization, Touche Ross & Co., was selected to 
assIst the Bureau in 0eveloping the Management Development Program 
(MDP). The approach or work plan which other police organizations 
would also follow inclu0ed: 

- con~ucted,review sessions with Public Safety Commissioner and 
Poll.ce ChIef to understand Bureau's (S-year plan) objectives and 
management development philosophies 

- Reviewed current and future management resource needs with 
Deputy Chiefs 

- Outlined project approach 
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Rummarized findinqs and detailed project work tasks for review 
by Deputy Chiefs and Project Director 

Designed a job analysis approach which included indivi~ual ~ield 
interviews of incumbent managers and developed a questIonnaIre 
to challenge existing job descriptions 

_ Conducted multiple group interview meetings to rev~ew,t~e , 
results of the job analysis a~d to id7ntify and,prl.Orltlze Job 
tasks and determine relevant Job requl.rements, I.e., related 
knowledge, skills and abilities (KSAS) 

Summarized and analyzed group results 

Scheduled and conducted one-on-one field interviews to verify 
group meeting results 

Drafted job descriptions for Lieutenant, Captain and Major for 
review by Deputy Chie~s 

Interviewed Deputy Chiefs for their respective job tasks/respon
sibilities and requisite KSAs 

Refined job profiles as appropriate from incumbents' comments 

Developed a second set of job positions, based on future 
manaqerial reauirements ~eeded to implement the Bureau's 
five-year objectives 

Implemented a self-assessment questionn~ire by wh~ch the , 
incumbent managers identified elements In managerIal, t7c~nlcal 
and personal development areas in which they needed addltlonal 

training and experience 

_ Analyzed and summarized self-assessment results in addition to 
inventorying education, special training, past performance and 
management/total police tenures 

Documented overall MDP, including training requirements, job 
rotation, performance contracts and schedule to correct manage-
ment deficiencies 

Presented MDP documentation and job profiles to Public Safety 
Commissioner for review and comment. 

Results 

The results of this approach was an MDP which included: 

Mandatory traininq modules spanning a three-year period that was 
based on job requirements, current and future 

• Module I - basic managerial requisites 
Module II - rank role and responsibilities 
Module III - advanced Bureau management 
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- Rotation of assignments throughout the Bureau to increas~ a 
manaqer's understanding of total Bureau operations and ~ 

~7. 

departmental interdependence 

- Performance assessment through "Performance Contracts," includ
ing identifyinq specific job tasks, requirements, expected 
contributions and documenting actual versus planned performance 
with suggestions for improvement of each item assessed. Ele
ments identified for assessment include current job tasks/re
quirements and activities designed to contribute~toward the 
Bureau's achievement of its current and longe~:-f1ahge 
objectives. 

The overall program is believed to exhibit such characteristics as 
motivation through positive reinforcement, objective assessment of 
performance, relevance to each job, flexibility to meet current 
and future organizational demands, formal and experimental train
ing and expedites talent usage. The MDP also reinforces other 
personnel administrative components (i.e., selection, classifica
tion and compensation). Details on each component and MDP imple
mentation and maintenance activities are outlined in the Adminis
trative Guidelines. 

In summary, the foundation for this Hanagement Development Program 
has been the Bureau's Plan for Police Practices Advancement and 
the belief that management potential must be developed and 
reinforced systematically. 

Changing community trends in crime, cit~zen involvement, and 
general socioeconomic variables require that a police services 
organization have the management strength and skill to respond to 
these trends effectively and efficiently. This Management 
Development Program is designed to provide the Bureau of Police 
Services with those requirements. 
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I. OBJECTIVES AND FEATURES 

The program's objectives and features should be reviewed in order 
to provide a basis for understanding its specific components which 
are detailed in the following sections. 

Objectives 

The Management Development Program (MDP) must be designed to 
achieve specific objectives against which its effectiveness may be 
measured. These objectives are: 

- To provide the Bureau of Police Services (BPS) with managerial 
capabilities to lead the BPS through its Plan for Police 
Practices Advancement and to address the City of Atlanta's 
dynamic environment. 

- To identify and improve the requisite capabilities of management 
personnel to perform their respective responsibilities. 

- To assess the relative capabilities of BPS managers for human 
resource planning and management. 

- To clarify and reinforce responsibilities for each management 
rank within the BPS • 

q 

- To enable the development of performance contracts between the 
BPS and its managers. 

- To provide an appropriate career "track" for each manager 
relative to his capabilities. 

Atlanta's Program Features 

In addition to the ~receding objectives which the MDP is designed 
to achieve, the program must contain certain features in order to 
be administratively feasible. These features include: 

- positive Motivation 

Reinforcement of a manager's strengths and design and follow
through on a tailor-made course of action to improve appropriate 
areas without intimidation. 

- Performance Based 

Assessment of a manager's capability will be based upon his 
level of achievement relative to the other managers beginning at 
a common starting point in time and proceeding through a compre
hensive and standard training program and field experiences. 
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- Job Relevance 

position requisites and training curriculums are to be based on 
knowledges, skills and abilities (KSA's) determined applicable 
for specific responsibilities through job analysis - not based 
on generally perceived training and experience requirements. 

Timely 

Responsive to current and future organizational demands through 
flexibility in design. 

- Manadatory Comprehensive Training 

A Ustaij::'-step" approach to curriculum design for each managerial 
rank in which emphasis shifts from component to component 
depending upon rank, but always includes refreshers on the 
basics. Components are: 

Basic police management 
Rank roles and responsibilities 

• Advanced bureau management 

- Formal and Experiential Training 

Formal educational training of a "classroom" type should be 
complemented by varied field experiences provided through 
rotation of assignments. 

- Proper Resource Mix 

Internal staff, local education institutions, other law 
enforcement agencies and specialized schools should all be 
utilized as appropriate to facilitate infusion of fresh ideas 
and alternative view points. 

- Total System Interface 

Management development is not a stand alone process, but linked 
ir}extr icably wi th personnel selection, performance eval uation, 
job analysis and promotional/examination processes. This 
interface should build upon the data developed from each system 
and reinforce their mutual objectives. 

- Expedite Talent Usage 

Processes should be present td enable candidates to progress 
thrdugh the program as sobn as requisites are demonstrated. 
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Features of Development Pro<Jrams in "Well Managed" 
Organizatl.ons 

Atlanta's MDP features are consistent with those 
top executives in the nation's leading companies 
organizations state are essential for a positive 
management system. 

These attributes include: 

attributes which 
and public 
human resource 

- A management philosophy that development occurs on the job 
assisted by coaching, job rotation and formal training 

Development begins with manager's first position and follows a 
planned progression 

- Coaching and career planning are important to-all manager~ and 
is part of every performance evaluation . 

Management development training includes analytical and 
functional training 

- Self development activitifr~ are viewed as an individual's 
commitment and is supported by top management 

Internal training resources are used with significant balancing 
by outside "guest" presentors 

- Training should be creative and flexible is scheduling and con
ducted at locations which minimize extensive job interruption 

An overview of the program which incorporates these features is 
summarized in the next section. 
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II. PROGRAM OVERVIEW 

An overview of the entire MDP provides a perspective which will 
facilitate understanding of each component to be detailed in 
the following sections. 

Content 

All ABPS managers including Lieutentant to Chief of Police are 
required to participate. The Management Development Program' (MDP) 
consists of three components: 

- Training modules in basic knowledges, skills and abilities 
(requisites), duties by rank and advanced bureau management 

- Assignment Rotation 

Performance Contracts 

Training 

Training consist of three modules: I -Managerial, II - Rank Role 
and Responsibilities, and III - Bureau Management. 

- Modules I and II are required training for all ranks • 

- All "managers" must satisfactorily complete Module I -
Managerial Training, initial core curriculum and subsequent 
annual refreshers. 

Module I core curriculum will be conducte~ annually for 
promotees into the rank of Lieutenant. 

- All managers must satisfactorily complete Module II (Rank Role 
and Responsibility Training) initial core curriculum and subse
quent annual refreshers designed for their respective ranks. 

Module II core curriculum will be presented annually for 
promotees into ranks of Lieutenant, Captain and Major. 

Managers achieveing'performance in the top one-third (1/3) qf 
their respective rank for Modules I and II will be selected for 
Module III (Bureau Management). 

- Managers achieving performance in the bottom 1/3 of their 
respective rank for Modules I and II will be provided with 
special opportunities to improve their position through repeti
tive training or be subject to other administrative action. 
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Assignment Rotatiqn 

- Lieutenants, for example, must satisfactorily complete a minimum 
of three months service in at least one unit in each of the 
Bureau's four divisions before being considered for the rank of 
Captain. 

Majors and Captains must satisfactorily complete a minimum of 
three months of service in at least one additional unit (other 
than in which served as a Lieutenant) in each of the Bureau's 
four divisions before being considered for the rank of Deputy 
Chief. 

- Deputy Chiefs should be required to head each of the Bureau's 
four Divisions for a period of 18 months each before being 
qualified for consideration as Chief of Police. 

- Assessment of rotation performance shall be made by MDP admini
strator and field supervisor during rotation period using the 
manager Performance Contract instrument. 

Performance Contracts 

Actual on-the-job field performance will be assessed through the 
Manager Performance Contracts instrument designed for the MDP. 

"Performance Contracts" will be develi;"-p,y~;~> between the individual 
manager and Bureau command based upon -tJ\f' assessment of each 
manager's performance in all components 'of the MDP. Contract 
provisions will indicate expectancies or standards based on rank 
norms, improvement plan and results to be realized. 

Detail descriptions of such components follows. 
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III. COMPONENTS 

The program's components consist of modular training, assignment 
rotation and performance contracts. Each component is reviewed 
below. 

Modular Training 

The first of three MDP components is Formal Training which consist 
of three modules including: 

- Module I: Managerial 

- Module II: Rank Roles and Responsibilities 

- Module III: Bureau Management 

This training approach was determined to be appropriate after 
extensive research and interviewing of bureau managers. The three 
modules are phased in order to build and reinforce as the parti
cipant progresses through the curriculum. An assessment will be 
made by the MDP administrator of the relative performance of all 
ABPS managers at completion of both Modules I and II. Assessment 
results may be summarized as follows: 

- The top 1/3 performers, by combined I & II, results are selected 
for "Module III: Bureau Management" and the Assignment Rotation 
component. 

- The second 1/3 in performance will continue to attend Modules I 
and II annual refresher training and will rec~ive second 
priority scheduling into the Assignment Rotation component. 

- The first 1/3 performers will receive training tutorial assis
tance, career counselling and be given a specified time period 
in which to achieve the rank's performance norm for Modules I 
and II or reclassification to a non-management rank would be 
initiated. 

Module I: Managerial Sequences 

It was determined that all manager ranks have a common basic set 
of "managerial requisites" or set of knowledge, skills and abili
ties required to perform their respective responsibilities. A 
sequence, therefore, of basic managerial requisites was designed 
into three sequences of five to seven subject areas each and 
lasting approximately three months per sequence. 
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These managerial sequences are shown in Exhibit I~ Also illus
trated in Exhibits II, III and IV are suggested weekly class 
schedules for each sequence. These schedules were designed to 
allow each manager to select one of three sessions held for each 
subject which is appropriate for his work schedule and learning 
pace. This six-hour-per-week approach is preferred to one 6-8 
hour block in which 5 to 7 subject matters are reviewed consecu-
tively d~e to diff~r~nces in individual learning curves and physi
cal stamlna. Speclflc course contents for each subject are 
outlined in Exhibit v. 

Module II: Rank Roles and Responsibilities 

The Rank Roles and Responsibility training is the second of three 
modules. Module I - Managerial training reviewed the basic know
~e~ge and ability requisites relevant to all specific responsibil
ltles of each rank. Module II will next addresss specific roles 
and responsibilitie~ for each management rank. 

Responsibilities, as presented in the Position Profile for each 
rank, provide a basis for the curriculum. Secondl¥, relevant 
standard operating procedures (SOP's) associated wlth those 
responsibilities are also to be reviewed. An overview of the key 
requisit~s addre~s~d in the first year's Module I will be pre
sented wlth speclflc reference to each rank's responsibilities and 
respective SOP's. The inter-relationships of each rank, fourthly 
is addressed from a "next up and next down" perspective as to ' 
where responsibility for selected SOP's starts and ends with each 
rank~ .A~d lastly, Bureau organization is analyzed with emphasis 
by D1V1Slon o~ cu~rent structure, unique requirements, immediate 
and longer Ob]ectlves, and inter-relationship with the other 
Divisions. 

Time requirements may vary for each subject area from 2 to 5 hours 
and in total may span 6 to 9 months depending on final scheduling 
and other factors. Subject areas are outlined in Exhibit VI. 

Module III: Bureau Management 

The third training module on Bureau Management is designed for the 
top performers in the first two training modules. Its content is 
based on: a) extension of basic management functions and skills 
and b) the Bureau's current Plan for Police Practices Advanceme~t. 
An outline of topical areas are presented in Exhibit VII as cate
gorized into the following areas: 

Community Relations 

- Field Operations 

- Investigative Function 
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Overall Management 

• Technical 
• Non-technical 

- Individual 

A description of the Assignment Rotation component follows. 

Assignment Rotation 

Manager assignment rotation is the second MDP component. 
purpose, process and results is presented below. 

Purpo$e 

Its 

To prepare the Bureau's management,res~urces with,the knowledge 
and experience in all of its organlzatlonal functlons to 
strengthen current inter-relationships and prepare for future 
manager reallocations. 

Process 

Qualified managers will be assigned as is practical,to temporary 
"tours" of duty in different Divisional uni~s to galn kn9~I~dge 
and experience throughout the Bureau accOrdlng to prescrl e 
requirements by rank such as: 

Current Rank Period Assignment Future Rank 

Lieutenant 3 mos. each 1 unit in each Captain 
of 4 Divisions 

Captain 3 mos. each 1 unit of re- Major 
maining Division 

Major 3 mos. each 1 additional unit Deputy Chief 
in each Division 

Deputy Chief 18 mos. each Commanding all Chief 
Divisions 

The MDP administrator and immediate supervisor to whom the manager 
is temporarily assigned, and the ma~a~er will .~omplete parts,I ~~d 
II of the Performance Contract (E~hlblt VIII~ lnstrument as lndl 
cated at the beginning of the asslgnment perlo~. Part IV,- Self 
Review will be completed at the end of the aSslgnm~nt perl~d by 
the manager before his scheduled period ending reVlew seSSlon. The 
supervisor will maintain records on the manager's,pe~form~nce, 
during the period and complete Parts I and II as lndlcate prlor 
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to the review session with the manager. The supervisor should 
also discuss his assessment with the next highest ranking officer 
in the Division. The supervisor should then review his ;notations 
on actual performance and recommended improvements with the mana
ger and compare it with the manager's self review. The supervisor 
should then discuss and file the Assessment with the MDP admini
strator. 

Results 

Assuming satisfactory performance was noted, the manager will be 
scheduled for a different rotation assignment or for reassignment 
into the same unit until an acceptable rating is obtained. In 
either case, the MDP staff will calculate the relative performance 
of managers in each rank for inclusion in their respective 
Performance Contracts for advancement considerations. 

Field Performance Contracts 

Field performance is the third component in the MDP. Its features 
include: 

Purpos.e 

This component in essence is the assessment of a manager's day-to
day performance of his primary responsibilities and demonstration 
of key requisites identified on his rank's position profile. 

Process 

Semi-annual reviews will be conducted and documented using Per
formance Contract forms shown as Exhibit VIII. First, initial 
discussions will take place between each manager and his/her res
pective supervisor at which specific responsibilities, key requi
sites, bureau objectives and personal objectives are identified at 
the beginning of the review period. Also, expectations (or stan
dards) for each of these areas are to be set. Second, the super
visor and manager schedule a review session and a "self review" is 
conducted by the manager in the interim. Actual perfo~mance 
observations, thirdly, are noted and suggestions for improvement 
are recorded at the ending of the period. The Career Development 
Division MDP staff will monitor the assessments for uniform 
administration throughout the Bureau. 

Assessment will be performed according to regular Bureau SOP for 
performance evaluation using the forms prescribed. The relative 
position of each manager for each rank will be calculated and the 
rank norm determined. 

Results and Features 

Each manager's Performance Contract will be prepared based upon 
his/her career objectives, past performance and Bureau needs. 
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Actual field performance, as assessed, will be compared to Con
tract expectations and the prescribed personnel actions initiated 
such as promotions and compensation changes. 

This Ucontract" approach to performance assessment is appropriate 
due to its features which include: 

Based on content-oriented job analysis 

- Supporting data documented frequently and continuously 

- Multiple facets of job are considered 

- Decisions double-checked via converging information lines (rater 
and rater's supervisor in addition to training scores and 
multiple supervisor's assessments during Assignment Rotation) 

-- Responsibilities and expectations are communicated before an 
assessment, not after the fact 

- An "integrated appraisal" approach has content-oriented validity 
(specific job relatedness) versus criterion-oriented validity 
(generic or broad criteria) 

Offers positive feedback and reinforcement 

- Allows all managers to begin on an equal basis irrespective of 
alleged prior inequities regarding training and experience 
opportunities 

Determination of an individual's capability relative to a 
position's key requisites based on: 

Field observation of performance 

Measurement of knowledge 

Appraisal of potential to 

adjust to change 
apply conceptual principles 
lead group efforts 

Does not make assessments against generic indices (e.g., years 
of education and years of experiences) 

The administrative process for coordinating these components is 
outlined in the next section following Exhibits I through VIII. 
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EXHIBIT I 

MODULE I: MANAGERIAL TRAINING SEQUENCE OUTLINES , 

The.f~llo~ing.curriculum outline is recommended for the Managerial 
Tralnl~g currIculum for the Atlanta Bureau of Police Services with 
approxImate hour requirements for each. 

SEQUENCE "A" 

Subject Instruction Time 

Laws (local, state & federal) 1 class hour per week for 12 
consecutive weeks 

Basic Budgetary Knowledge 

Case Preparation 

Knowledge of Cultural, 
Racial and Economic 
Differences in Atlanta 

Skills in Oral and 
Written Communication 

Bas'li;~ Managerial Skills 

Basic Mathematical Skills 

Ability to Handle Stress 

Assume Responsibility and 
Motivate Staff and Give 
Effective Orders 

Decision-Making 

Effective Use of Human and 
Capital Resources 

I' J 

SEQUENCE 

14 

1 class hour per week for 12 
consecutive weeks " 

1 class hour per week for 4 
consecutive weeks 

1 class hour per week for 12 
consecutive weeks 

2 class hours per week for 12 
consecutive weeks 

"B" 

2 class hours per week for 12 
consecutive weeks 

1 class hour per week for 12 
consecutive weeks 

1 class hour per week for 12 
consecutive weeks 

2 class hours per week for 12 
consecutive weeks 

1 class hour per week for 12 
consecutive weeks 

1 class hour per week 12 
consecutive weeks 
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SEQUENCE "c" 

Evaluation of Staff 

Ability to Adjust To Various 
Types of Changes Wi thin the\ 
BPS and Gener.al Community , 

Understanding the Managers' 
Own Limitations 

Develop Leadership Potential 
In Self and Staff 

Understanding the Use of . 
Various Types of Specialized 
Functions Within the BPS 

Understanding the Use(s) of 
the Computer and Other Techni
cal/Mechanical Equipment 

1 class hour per week for 12 
consecutive weeks 

1 class hour per week for 12 
consecutive weeks 

1 class hour per week for 12 
consecutive weeks 

1 class hour per week for 12 
consecutive weeks 

1 three-hour Seminar 3 

2 three-hour Seminars 6 

Maximum Total Hours 217 
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Time Mon~ 

9:00 Laws 

10:00 

11 : 00 Laws 

12:00 Skills 
in Writing 

1:00 Skills 
in Writing 

2:00 

3:00 Laws 

4:00 

5:00 

~.. 4 • A 

EXHIBIT II 

MANAGERIAL SEQUENCE "A" 

PROPOSED WEEKLY CLASS SCHEDULE 

~day 

Basic Budgets 

Basic Budgets 

Basic Budgets 

Wednesdax 

Skills in 
Writing 

Skills in 
Writing 

Skills in 
Writing 

Skills in 
Writing 
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Thursda:l 

Case 
Preparation 

Case 
Preparation 

Case 
preparatiQI;l 

Fridax: 

Cultural 

Cultural 

Cultural 

Cultural 
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Time 

9:00 

10:00 

11: 00 

12:00 

1:00 

2:00 

3:00 

4:00 

5:00 

[0 

'C"-"-"---''1--r--:« ,::..-

~ i/' 

Monday 

Managerial 
Skills 

" 

Use of Re
sources 

Motivation 
of Staff 

f < 

" 

Managerial 
Skills 

" 

~--, ---
-~-----------,--- ------ -

,; 

EXHIBIT III 

MANAGERIAL SEQUENCE "B" . 

PROPOSED WEEKLY CLASS SCHEDULE 

Tuesday 

Mathematical 
Skills 

Mathematical 
Skills 

Use of Re
sources 

Mathematical 
Skills 

Use of Re
sources 

Wednesday 

Handling 
Stress 

Decision 
Making 

Decision 
Making 

Handling 
Stress 

Handling 
Stress 

17 

Thursday 

Motivation 
of Staff 

" 

Decision 
Making 

Motivation of 
Staff 

Managerial 
Skills 

Friday 

Time 
f.1anagertten t 

Time 
Management, 

Time 
Management 

'~ 
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Time Mond,~ 

9:00 Evaluation 
of Staff 

EXHIBIT,IV 

MANAGERIAL SEQUENCE "c" 

PROPOSED WEEKLY CLASS SCHEDULE 

Tuesday wednesday 

Adjusting to Understanding 
Comm. Changes Managers' Own 

Limitations 

Thursday 

Developing 
Leadership 
Potential in 
Self & Staff 

10:00 Adjusting to 
Community 
Changes 

Developing 
Leadership 
Potential in 
Self & Staff 

11:00 Evaluation 
of Staff 

12:00 

1 : 00 

2:00 Evaluation 
of Staff 

Adjusting 
to Community 
Changes 

Understanding 
Managers' Own 
Limitations 

Developing 
Leadership 
Potential in 
'Self & Staff 

3: 00 understanding 

4:00 

5:00 

Managers' Own 
Limitations 
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Friday 

Specialized 
Functions of the 
BPS 

Understanding the 
Use of Computer 
and Other Tech
nical Equipment 
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EXHIBIT V 

MODULE I: MANAGERIAL TRAINING 

< General Course Descriptions for First Sequence 

Title: Laws (local, state ~nd federal) 

, ()I Objective: This course ~ill cover all aspects of recent court 
decisions at the ~ocal, state and federal levels and 
the impact of those decisions on public safety work. 

I 

,i 
1 Elements: Interpretation of recent court decision 

_ Analysis of the impact which such decision will have 
on various aspects of public safety work 

Instruction in findfng case law and writing summaries 
of the law 

c\ - Analysis of trends in court decisions regarding 
significant criminal cases. 

I:) 

Title: Basic Budgetary Skills 

Objective: 

Elements: 

This course will ~xamine the entire budgetary process 
of Atlanta City Government, the Bureau of Public 
Safety and police Services, in p~rticular. 

Analysis of the budget cycle' 
_ Compilation of data used in "building" the budget 

The politics of the budgetary process 
Design of model budgets 

_ Presentation of model budgoets before a panel. 

Title: Case Preparation 

.objective: 

ElE7ments: 

"~, 

o 

Development of skills for preparing documents which 
will be used in criminal cases. 

Developing criteria to determine what evidence'should 
be included in' the presehtation 

_ writing and documentation of the case 
'.' 

uhderstanding the role of al~ barticipants in 
case 

Pl:'eparation of model cases 

the 

_ Video-taped sessions wher~ cases are p~esented for 
" rev iew and commentu by I?eet's and others 1\ 

. "\. 

_ Analysis of cases from other jurisdictions. 
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Title: Knowledge of Cultural, Racial and Economic Differences in 
nlanta ' 

Objective: Participants will examine cultural, racial and 
econ~mic differe~ces in Atlanta from the perspective 
of h~story, ph¥s~cal design, recent court decisions, 
and the econom~c structure of the region. 

Elements: - Assessment of the attitudes which participants hold 
toward persons who are culturally different and who 
OCCt,lpy ,8 different position in the economic structure 
than the position held by the participant ' 

- Discussion of role reversal techniques which will 
provide an opportunity for participants to "exchange" 
roles with others in the community 

- Develop plans which will use the cultural diversity of 
Atlanta as a positive force in public safety work. 

Title: Skills in written and Oral Communication 

Objective: Develop and refine the written and oral skills of 
participants. 

Elements: - Instruction in sentence structure and basic grammar 

- Report writing techniques 

- Writing speeches for presentation 

- Use of model cases and other assignments for practice 

- Video-taped sessions will be used as part of the 
training format 

- Practice in writing letters and departmental 
communications. 

20 
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MODULE I: MANAGERIAL TRAINING 

General Course Description for Second Seguence 

, Manageri.al Skills Title: ~P~r~l~m~a~r~y~~~~_~~~~~~ __ 

, rovide managers of the Objective: This course is deS1g~~d t~e~vices with skills in 
Atlant.a Burea~ ?f' Po t 7ce 

management techniques, and 
~~~:~~~~~g a~~~~~~i~: ~~~~gement styles. 

administration and evaluation Elements: - Personnel 

Planning for human resource needs 

intra- and inter-departmental Skills in coordinating 
activities 

Research skills 

l'n long-range planning - Techniques 

Developing positive managerial styles 

, ter-personal communic~tion Development of good 1n and superior off1cers. skills with other managers 

Title: primary Mathematical Skills 

, , to assist managers of At~anta Objective: This course 1S des1gn7d '. the use of mathemat1cs as 
Bureau of P9Ii~e,~eyr:!~:~e~~nt activities~ pai:'!: of the1r a1 

,;, , I skills, i. e. , / t of primary mathemat1ca t Developmen " 
Elemen s: - basic relevant stat1st1cs 

I be used in mathematical Collection of data which wil 
analysis 

Report writing using mathematical data 

Designing and reading graphs 

Use of statistical analys1s , for future planning. 

Handl ing Stress Effectively Title: 

Atlanta Bureau of Police ObJ'ective: Assist managers of the use techniques of stress 
Services to develo~ and 
control and reduct1on. 

21 
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Elements: - Identify the early warning signs of stress 

- Reducing stress in the manager and his/her staff 

- Developing a managerial style which includes tolerance 
of a certain level of stress 

- Skills which will help managers to "manage stressful situations at work." 

Title: ~anagerial Leadership 

Objective: Develop a framework for managers of the Atlanta Bureau 
of Police Services to use as a basis to provide pre
dictable and dependable managerial leadership. 

Elements: - Develop techniques for increasing the productivity of staff 

- Giving effective orders 

Understanding staff behavior as it relates to acceptance of responsibility 

- USing the staff meeting as a forum to plan changes 
which will have an impact on the particular unit 

Title: !!me Management 

Objective: Develop skills in time management which will include 
daily, weekly and quarterly time scheduling. 

Elements: - Develo~ time schedules on a daily, weekly and quarterly bas1S 

.. Planning time schedules wh ich take into account emer
gency situations that disrupt the normal scheduling 

- Understanding and using time schedules 

- Initiating activities in given time sequences 

- Techniques to use in making up for "lost" time. 
Title: Decision-Making 

Objective: Provide a framework in which managers of the Atlanta 
Bureau of Police Services will develop skills in decision-making. 

Elements: - Use of gaming techniques for making decision 

- Techniques for anticipating reactions to the managers' decisions 
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_ Use of case studies to examine various types of 
decisions 

Correcting a "wrong" decision 

_ Accepting; the responsibility of an incorrect decision 

_ Evaluating the importance of reaching a decision. 

Title: Effective Use of Human and capital Resources 

Objective: Assist managers of the Atlanta Bureau of police 
Services to develop skills in resource management 
allocation. 

and 

Elements: - Determining the most eff.ective use o~ hu~an and 
capital resources to reach stated Ob]ectlves of the 

Atlanta Bureau of police Services 

Substitution of one resource for another 

- Measuring cost-effectiveness 

Resource development strategies. 

23 
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MODULE I: MANAGERIAL TRAINING 

General Course Descriptions for Third Sequrnce .. 

Title: Staff Evaluation 

Objective: This class is designed to provide managers of the 
Atlanta Bureau of Police Services with a working know
ledge in the use of various instruments and techniques 
commonly used in staff evaluations. 

Elements: - Use of tests to determine staff assignment to 
positions 

- Using instruments to determine levels of staff 
productivity 

- Counselling staff who have problems related to their 
level job performance 

- Developing criteria to decide when staff should be 
transferred or terminated. 

Title: Management of "Change" 

Elements: - Understanding the reasons for changes within the BPS 

Understanding dynamic changes which occur in the 
general community and how such changes may affect the 
overall operations of the Atlanta Bureau of Police 
Services 

- Regular participation with leaders from various 
communities to discuss detailed aspects of community 
changes and how these leaders could work with the 
Atlanta BPS to enhance the effectiveness of public 
safety work 

- Develop several organizational models which relate to 
the changes within the Atlanta BPS 
Develop a working model for increased community 
participation with the Atlanta Bureau of Police 
Services 

Review the techniques used by other public safety 
departments to handle organizational and community 
changes. 

Title: Understanding the Managers' Own Limitations 

Objective: Provide criteria which will enable each manager of the 
Atlanta Bureau of Police Services to accept, in a 
positive way, their own limitations. 
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Elements: - Techniques of self-evaluation and assessment 

- Strategies for correcting "deficiencies" 

- Acceptance of constructive criticism 

- Acceptance of the possibility of reassignment which 
would make better use of the manager's skills 

- Establishing good and effective levels of 
communication. 

Title: Bureau Specialization 

Objective: This seminar is designed to introduce all managers to 
the specialized functions of the BPS and how such 
specialized functions can be of use to managers in 
their respective units. 

Elements: - Explanation of how each specialized function is 
related to the overall design of the BPS 

Explanation of how each specialized function is 
designed to operate independently of other functions 

- Presentation and explanation of the staffing pattern 
used in the specialized function. 

Title: Understanding the Uses of the Computer and Other 
Technical/Mechanical Equipment 

Objective: Provide each manager of the Atlanta Bureau of Police 
Services with a working knowledge of the computer 
system and other mechnical equipment and how each of 
these systems are related to public safety work. 

Elements: - Instruction in the uses and limitations of the 
computer 

- Basic programming techniques 

- Operation of the computer system and how the same 
systems of other jurisdictions complement the system 
used by the BPS 

Various uses of mechanical equipment of the BPS 

- Criteria for selecting staff to operate such equipment 

- The effective use of such equipment as part of the 
overall management process. 

\; 
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EXHIBIT VI 

MODULE II: RANK ROLES AND RESPONSIBILITIES 

Training Outline 
+ 

The following curricul tl' , 
Rank Role and Responsi~TI~~y ~ne,~~ recommmended for Module II: 
De,velopment Program. ra~n~ng for the Management 
clted: Suggested course-hour requirements are 

Subject 

Primary Responsibilities 
Specific duties 

• Related SOP I s 
• R.elevant requis i tes 

O..;'ganizational Role 
• Inter~rela~ionship with peers 
Relat~onsh~p with subordinates 

• Interface with supervisors 

Bureau Organization by Division 
• Current structure/requirements 

Short/long-range objectives 
• Inter-divisional relationships 

26 
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EXHIBIT VII 

TRAINING MODULE III: BUREAU MANAGEMENT 

The following curriculum outline is recommended for Module III: 
Bureau Management training for the ABPS Management Development 
Program. Is is based primarily on two principles; first _ Plan 
for Police Practices Advancement and second - Advanced Management 
extension of Module I. Specific Course details and instructional 
time requirements should be developed by the MDP administrator 
with staff input, consideration of Module I and II experience, and 
current Bureau planning objectives. Topics are categorized into five areas including: 

Community R~lations 

- Socioeconomic trends 

- Neighborhood evaluation and organization 

- Inter-relationship between traditional police practices and 
community crime prevention 

Improving police response to community crime detection and 
apprehension activities 

- Increasing community input into overall police operations 

- Public relations ~:inciples and Bureau procedures. 

Field Operations 

- Patrol beat design 

- Automated staff scheduling 

- Directed patrol management. 

Investigative Function 

- Case screening 

- Investigative strategies 

- Organization and resource. 

Overall Management 

- Technical 

• Crisis and contingency management 

• Work engineering (simplification/standards) 

27 
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• Relevant automated technology (MIS, data analysis resource deployment) 

• Budgeting systems 

• Performance Planning/monitoring processes 

• Problem solving analytical techniques. 

- Non-Technical 

• Staff development 

• Organization design 

• Improving interjurisdictional relationsips 

• "Organization Development" techniques 

• Management of Bureau's communications and documentation. 
Individual 

- Stress and support systems 

- Financial management 

- Time management 

- Interpersonal communication skills 

- Physical fitness for executives 

- Career counselling. 
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Name: 

Rank: 

Exhibit VIII-A 

ATLANTA BUREAU OF POLICE SERVICES 
MANAGEMENT DEVELOPMENT PROGRAM 

P£RFORMANCE CONTRACT 
Field X 
Rota t· ... l-o..;;n:.---

John Smith Period From Jan. 1 /To Oct. 1.1981 

Lieutenant Immediate Supervisor: Cpt. Jones 

Di v/Uni t t ~C.~'D~IJ)I~P,~e:£l':g:sonne~~Z _____ _ Secondary Supervisor: Dep Chief Bin 

LEVEL FIVE 

LEVEL FOUR 

PERFORMANCE LEVEL CRITERIA 

- Performance which is always and considerably above 
the other incumbents in the position to which the 
employee is assigned: 'work is characterized by 

/","ontinuous unusual accomplishments. 
II 

- Performance above the requirements of the position 
to which assigned: work constantly exceeds normal 
job requirements. 

LEVEL THREE - Work fully meets the requirements assigned to the 
positionj may occasionally exceed normal job 
requirements. 

LEVEL TWO 

LEVEL ONE 

- Performance that fails to meet the requirements of 
the position to which an employee is assigned. 
Immediate improvement anticipated. 

Substandard work performance below job requirements 
for which imporvement is not anticipated. 

PART I: PRIMARY RESPONSIBILITIES 

Beginning Ending 

1) Item: Maintains aaCUl'ate l'ecol'ds Actual: BackZog vaned fl'om 0 to 10 days lJ'ith 
and pel'sonneZ l'epol'ts a 4 day avepage. AaCUl'acy audits 

. . aiJel'aged apPl'o::::. 9~%. • 
Expectancy (31 Reaord !1-Z1-ng shou41ecommendation: Orient Div1-s1-on personneZ 
not e::::ceed a 2 day baakZog and to form requirements and appZy wol'k 
quarterZy random audits shouZd resuZt s~Zi~aation ana!vsis to proaedures 

~)-f!~Mt-1:z0'0ura~- - - - - - - -Actual':'Aii "quarter'Z"ypresentat'rona maae lJ'ith 
Ass1-st lJ'ith tl'aining programs very good response (i.e •• test saores 4 

and verbaZ feedbaak) 
Expectancy (3) Pazoticipate in Recommendation: Prepazoe hc;ndou~s ~f .materiaZ 
quartel'Zy l'ecruit orientation seminaPs outHnes and SW7r71a1'1.ze s1-gmf1-aant 
l'e: procedures with positive feedbaak points in a Q-A format broahure 

- - ~ ~~~~rg - - - - - - - - - - - - - - - - - - - - - - -
3) It.em:1-Reads c and tl'ansmits intra- Actual: Group meetings were heZd to casuany 

bureau cOllfllUniaations review SOP's; but no fO now-up was 2 
evidenced 

Expectancy J 3) CDD personneZ 
shouZd be~outineZy briefed on new 
SOP's and but.letins lJ'ith foZZow-up 

Recommendation: Set agenda to first quiz 
staff on Zast SOP's/bunetins reviewed 

- d'ts~i~n - - - - - - - - - - - - - - - - -: - - -: - - "'. - - -
4) Item: Enforae depal'tmentaZ poUciesActual: No 1-nfr'aations were noted 

and proeedures 

Expectancy (3) 
shouZd be noted 

No infractions Recommendation: Review reZevant P&P fol' 
oppol'tunities to cut l'ed tape and 
propose ehanges to Deputy Chief 

Actual: 

Recommendation: 

(Add Pages as Necessary) Actual Maximum SubTotal 
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Beginning 

MANAGERIAL 

PERFORMANCE CONTRACT 
( continued) 

PART II: KEY ~~QUISITES 

Ending 

1) Item; Knowledge of Zabol' Actual AZZ inquireis l'e: 'Labot issues and FOP 3 
organisations and l'eZevant management technicaZities were answel'ed accurateZy 
pl"incip'Uis and Pl'omptty. 

Expectilncy Be famiZiazo rdth Recommendation- Note points in poUcy which 
City codes re'tative to organised may be potentiaZ tl'oubZe spots based on 
Zabol' and FOP praetices other munieipaZ ezpel"iences 

- 1)- Item-: 1{;joiJZiage orappropnau -A-C l' - - - - - - - - - - - - - - 4 
Zaw - c ua : ~tel'Zy l'epol'ts were eomprehensive 

s and cited potentiaZ pl'obZems fl'om 
Expectancy To provide quartel'ZYRecommelJ~t1~?naZ c~urt Zi~igation . 

reports re/ compZiance with new and . Rev1-ew ~Cl1'1:0U8 ZegaZ pubZ1--
e:cisti~ EEOC/court ruZing cat1-ons for subscnpt1-on 

- '!)- Item: 7JnaeF8£anai.ng vai>ioU's- -Actual': [i~ zrz.7:"l7fl!en.1flislU~rremuinasdj yet, 3 
types of speeiaZized functions in he began conducting anaZysis which wiZZ 
BPS be heZpfuZ in addressing moraZe issues 

Expectancy ScheduZe to meet Recommendation: CompZete departmentaZ meetings 
with each unit managel' ovep ne~t· and finaZize anaZysis 
yeal' to understand job diffel'ences 

TECHNICAL 
4 

1) Item: Understands l'eZevant 
computel' ppoeesses 

Actual- An functions being pel'formed aeCUl'ateZy 
- and ideas for new programs designed 

Expectancy Pepform an SOl't 
and l'etrievaZ funations on CRT 

Re commend a t ion' Review pl'ogl'ams used by othel' 
agenc1-ea (e.g., EEOC repol'ting) 

- !)- 'Item: AbiZity to~piy ~Z-;;v~;Actual':- - - - - - - .,. - - - - - -
mathematicaZ skiZZs 2 

Expectancy Demonstl'ate basie Re~ommen~ation' DoubZe eheck math and scheduZe 
l'atio. pereentage, trend anaZysis and 1-ndepenaent reviews 
aCCUl'aty 

- 3)- "itenf: Ab-:rZ:r-tlTtO prepal'e - - -Actua!: -An "'e~2"ts-(I'ZZ"c-i~Cndi'ng-da:tzr anaZysis) 
effeatwe peports were e::::ceptionaZ. Best we have 5 

Ex,Pechncy Brief. cZeal' and 
lJ'ith1-n stan~'dized formats 

generated in uears 

Recommendation: Discuss possibZe improvements 
with supervisop mOl'e jrequentZy ---------. _________________________ ....;'., 

" INDIVIDUAL 

1) Item: Effective oraZ 
cOllfllUnieations 

;:) 

Actual: We often cite Smith as an e::::ampZe to 
othep CDD staff 

Recommend.A.t1on' Prepo/e a mini eourse fol' 
CDD sta!f on t1-PS 

Ex~ctancy To ppesent 
matenaZ in a eoncise and 
ZogieaZ manner 

- -21 -r'teiii:- A-;s~~ ;e~,~7bii.ity -Acutal':-stiii requestseco;u{optntons on eVen 
fol' making decisions routine matters 

Expectancy To not l'equest Recommendation: Meet with CDD supervisol'S 
that supervisol' make decisions when to l'eview why he requests heZp and 

4 

2 

- -31~~e.a. Q'e...pI:£8IVIi;, - - - - - - - r _clPdfJJ. 1:PTJit§.. Qf EJ-ltho.J:iEi __ 
tem: Manage time by priority Actua : DeadZines met lJ'ithin Zimits buy high 

and effort l'equiped priority item.3 eften supel'eeded by less 3 
1:mP.Ol'tant ·,,:8S Expectancy Deadlines met 

90~ Recommendation: Re-evaZuate priority eriteria 
lJ'ith Deputy Chief and l'eview lJ'ith CZel'ks 

Subtotal 

B 
Actual 

~ 
Maximum 

B 
30 
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PERFORMANCE CONTRACT 
(continued j 

PART III: BUREAU OBJECTIVES 
(Relative to Five-Year Plan) 

Results 

- Community Relations 

To better. unck:t'stand CDD total, 
operation and BPS public relations 
policies so public inqui:t'ies may be 
mo:t'e app:t'op:t'iately managed 

Review policies with P.R. 
offices and conduct wo:t'k 
sessions with internal 
staff 

d 

Plan followed with 
ckc:t'eased complaint 
from inqui:t'ies 

-= Bureau-Management - - - - - - - - - - -:- - - - - - - - - - - - - -
To apply wo:t'k simplification Attend wo:t'~,simplification 6-month timetabl! 
techniques to the pe:t'sonnel wo:t'kshops and outline met. l2-month 
section analytical method by schedule behind -

~ months and implement but with just-
~n l2 months ification 

-= Functiona17TecnnTcal- - - - - - - - --=- .:. - - - - - - - - - - - -
To review alZ forms and :t'eco:t'ding Establish a checklist in Checklist and d 
p:t'~ces~es fo:t' co~liance with EEOC conducting semi-annual :t'eview complet~ 
gu~del~nes :t'eviews and have reviewed by 1/2 of all 

To imp:t'ove interpe:t'sonal 
communication skiZls 

EEOC :t'ep:t'esentatives applicable 
p:t'ocesses ~heckeq. 

-~--------------- d 

Attend seminar at Ga. Seminar not attend-
State University on ed, but outside. 
Communications and set monthly :t'eadings we:t'e 
:t'eviews of supe:t'viso:t' to substituted. 
:t'etJiew imp:t'ovement and Pe:t'formance con-. 
sUQQestions side:t'ably app:t'oved. 

PART IV: FORMAL TRAINING 

I. 

Module: Core/Refresher 

Managerial (Ca:roej 
Attend ?5~ of all classes as 

• requi:roed 
Perform within top 2/3 

Enroll in classes 
as cZose to shift 
charge as possible 
Review cU:t':t'iculum 

3 
Results 

Plan fo ZZawed _ 
Result{1d in 
2 t:t'iad 

and begin outside :t'eading 
_ _ _ _ _ _ _ _ _ _ - Form study g:rooups 
II. Rank,-Role '& - - - - - - - - - - - - - - - - - - - - -

Responsibil i ty 

III.-Bureau ManagemenC - - - - - - - - - - - - - - - - - - - - - -

Actual 

D 
.Maximum o Subtotal o 
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PERFORMANCE DOCUMENT 
( continued) 

PART V: SUMMARY 

Overall Assessment 

Parts: I~%, II~%, III __ % (If Applicable) = AVR60.8% 

Opportunities:OVeraZZ pe:t'formance has eonsistently demonstr!!1ied (Jl'eat effo:t't. 
However, more aetual imp:t'Ovement could be realized by budgeting time and involve 
staff more in the agendas 

Strengths: 
- Dedication to law enfo:t'cement 
_ Desi:t'e to p:rooduce quality and quantity 

WiZZingness to identify and seek help on weak areas 
- Knowledge of job teehnicalities 

Results (x) and Rema~ 

X Rank Status, ~ Remuneration, ___ Education, ___ Other 

_ Acco:t'ding to Bureau poZirYY, this appraisal indieates that Smith is pe:t'forming 
within the second t:t'iad of his peel'S and. therefore, requi:roes improved performanee 
!J1ithin the top 1/3 fo:t' promotion. 

_ Compensation unde:t' me:t'it poZiaies quaZifies fo:t' saZary market adjustment, but 
no bonus until 2 of 3 MDP components rank in top 1/3 of peel's • 

Acknowledgement & Comments 

Bureau Management 
We (Jl'eatZy encourage the continued effo:t'ts of Lt. smith 
He 2'eceived the review well and offe:t'ed good ideas fo:t' improving hie position 
He also outlined suggestions for what hie supervisors could do to assist him 
which we:t'e reasonabZe. We wiZl make every effort to compZy and pe:t'iodieaZZy 
:t'eview. 

PlmaryuperVlsor ate 

secondaySupervlsor bate 

----------------. 
- Police Manager: 

• This :t'eview was mo:t'e job relevant and eomp:roehel18ive than p:t'evioue ones 
The standaI'ds/erpeetaneies are harck:t' than t.lB had, but are at Zeast 
documented befo:t'e the year begins 

.TO~ Sma'tb 
sIgna ure 
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Touche Foss &Ca ATLANTA BUREAU OF POLICE SERVICES 
foIANAGEMENT DEVELOPME1~T PhOGRAM -_. 

Name: 

RMJc: 

, 
• 

John Smith 

Lieutenant 

Di v/Uni't: CDDIPerosonneZ 

PERFORMANCE CONTRACT 

PART VI: 
Field X 

~ELF REVIEW Rotation ______ > 

Period From Jan.l ITo Dot. 1, 1981 

Immediate Supervisor: cpt. Jones 

Secondary Supervisor: Dpt. Chief i!iZZ 

-=============================== 
COl'lPONENTS 

Strengths 

" 

Primary Responsibilities: 
• Assistance with training 

proograms is mH strongest " 

Follow through'·on aZZ suggestions 
SoheduZe demands more accurately 

KnuwZedge of ~s and tecnnicaZ 
(legal) al'eaB are best Mathematio skilZs and decision 

making appear to be "'b' most 
needed improvement areas 

-= -Bureau c:5bjectTves: - - - - - - - - - - - - - - - - - - - ___ _ 

Most objectives proceeding weZl. 
z., don 't feel restricted to 1lIethods 
disoussed, but wiZl e:r:periment. 

Work si~Zificationlor engineering 
is diffiuult. Need to do more . 
roeading on techniques and obtain 
idedU from staff -= -FormaT Traiiiing- - - - - - .,.. - - - - - - - - - - - - - ___ . 

• 

Attendance at classes and completion of 
homework. Tehcnioal areas are good 

, 
IMPROVEMENT PLAN 

Ta deveZop study guides and in
cpease ho~s of independent 
study. "Sr:lfter" management 
skilZs need work 

What are your immediate and long-term career objectives? 
• Irrunediate = Do a good job in Personnel section and become familal';, with oMleX' 

CDD operations , 

- Wl1at
Lo

ggotTcf btr8~g~ioB/~cf8P~~icr the Bureau to help meet those . 
objectives? I will more conscientiousZy folZow the pZans and recol7UTlendat1.ons 

in the contract. I would like to "audit ll more advanced cZasses, and wouZd use 
additional reading materials 

How can the Bureau assist you in improving your performance? 
I would Zike more frequent reviews by my supervisors. 

What will you do to improve your perfo!"mance? In addit~on to foZlowir:tJ 
more aloseZyi:he plans in this .cc;mt1'act, I wilZ ask for more guidanc~/suggast1.ons 
fromothe'l' CDD staff and will aorrmunicai:e more with my ooul1i;erparts 1-n other 
agencies 

= 
Other Commehts; None 

Signa ture: John Srrrith Date:Septemue1' 10,1981 
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Name: 

Rank: 

Exhibit VIII-B 

ATLANTA BUREAU OF POLICE SERVICES 
MANAGEMENT DEVELOPMENT PROGRAM 

PERFORMANCE CONTRACT Field 
Rota t· ... l-o-n---

Period From _____ ~/To ____ __ 

Immediate Supervisor: 
Div/Unit: ________________ ___ 

Secondary Supervisor: 

PERFORMANCE LEVEL CRITERIA 

LEVEL FIVE - Performance which is always and considerably above 
the other incumbents in the position to which the 
employee is aSSigned; work is characterized by 
continuous unusual accomplishments. 

LEVEL FOUR - Performance above the requirements of the position 
to which assigned; work constantly exceeds normal 
job requirements. 

LEVEL THREE - Work fully meets the requirements assigned to the 
POSition: may occasionally exceed normal job 
requirements. 

LEVEL TWO 
Performance that fails to meet the requirements of 
the position to which an employee is assigned. 
Immediate improvement anticipated. 

LEVEL ONE 
- Substandard work performance below job requirements 

for which imporvement is not anticipated. 

= 
PART I: PRIMARY RESPONSIBILITIES 

Beginning Ending 

1) Item: Actual: 

Expectancy (3) 
Recommendation: 

"%)-tfem;- - - - - - - - - - - - -ActuaT:- - - - _________ _ 

Expectancy (3) 
Recommendation: 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -3) Item: 
Actual: 

Expectancy (3) 
Recommendation; 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -4) Item: 
Actual: 

Expectancy (3) 
Recommendation: 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -5) Item; 
Actual: 

Expectancy (3) 
Recommendation: 

(Add Pages as Necessary) 

Actual 

o Maximum o Subtotal o 
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Beginn!!l2, 

MANAGERIAL 

1) IteM: 

Expectancy 

PERFORMANCE CONTRACT 
(contlnuedj 

PART II: KEY P3QUISITES 

Ending 

Actual 

Recommendation: 

Level -

- 2)- Item: ... - - - - - - - - - -ActuaT:- - - - - - - ______ _ 

Expectancy Recommendation: 

- 1")- Item: - - - .... - - - - - - -ActuaT:- - - - - - _______ _ 

Expectancy 

TECHNICAL 

1) Item: 

Expectancy 

Recommendation: 

Actual: 

Recommendation: 

- !)- Iterr: - - - - ~.- - - - - -ActuaT:- - - - - - - - - ____ _ 

Expectancy Recommendation: 

- 3)- Item: - - - - - - - - - - -"ActuaT:- - - - - - - ______ _ 

Expectancy 

INDIVIDUAL 

1) Item: 

Expectancy 

Recommendation: 

Actual: 

Recommendation: 

- -2T -Xtem:- - - - - - - - - - -AcutaT:- - - - - - - ______ _ 

Expectancy Recommendation: 

- -3T -item:- - - - - - - - -. - -ActuaT:- - - - - - _______ _ 

Expectancy Recommendation: 

Actual o Subtotal o 
35 
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PERFORMANCE CONTRACT 
( continued) 

PART III: BUREAU OBJECTIVES 
(Relative to Five-Year Plan) 

- Community Relations 
Results 

-= BUreau-Management - - - - - - - - - - - - - - - - - - - - - - - -

:; Functional7Tec'hnTcaC - - - - - - - - - - - - - - - - - - - - - -

-= 'YnaiV'iaual- - - - - - - - - - - - - - - - - - - - - - - ____ _ 

= 

PART IV: FORMAL TRAINING 

Module: Core/Refresher 

1. Managerial 
Results 

II7 -Rank,-Rol; '& - - - - - - - - - - - - - - - - - - - - - - - - -
Responsibil i ty 

III. -Bureau ManageiiienC - - - - - - - - - - - - - - - - - - - - - -

Actual 

D 
Maximum o Subtotal 

D 
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Overall Assessment 

PERFORMANCE DOCUMENT 
( continued) 

PART V: SUMMARY 

Parts: I __ ', II_' "I'II __ % (If Applicable) ... AVR __ ' 

Opport uni ties: 

Strengths: 

Results (x) and Remarks 

Rank Status, ___ Remuneration, ___ Education, Other 

Acknowledgement & Comments 

Bureau Management 

Prlmary Supervlsor/Date 

Seconday Supervlsor/Date 

- Police Manager: 

Slgnature /Date 
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ATLANTA BUREAU OF POLICE SERVICES 
MANAGEMENT DEVELOPMENT PROGRAM 

PERFORMANCE CONTRACT 

PART VI: SELF REVIEW 
Field 
Rotat"'i-o-n---

Period From ITo ____ _ 

Rank: Immediate Supervisor: 

Div/Unit: ____________________ _ Secondary Supervisor: 

COMPONENTS 

Strengths Opportunities 

Primary Responsibilities: 

-= -Key-Reqiiisices:- - - - - - - - - - - - - - - - - - - - - - - - -

-= -Bureau ~bJectTves: - - - - - - - - - - - - - - - - - - - - - - -

-= -Forma! Trai"ning- - - - - - - - - - :- - - - - - - - - - - - - - -

I~~ROVEMENT PLAN 

What are your immediate and long-term career objectives? 

- What should be done by you and the Bureau to help meet those 
objectives? 

- Bow can the Bureau assist you in improving your performance? 

- What will you do to improve your performance? 

Other Comments: 

Signature: _____ , ______________________ ___ Date: ___ _ 
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IV. 
PROGRAM ADMINISTRATION 

. rJ 
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IV. PROGRAM ADMINISTRATION 

Administration of the MDP is significant in order for the train
ing, assignment rotation, and performance contracts to produce 
management talent within the Bureau. This talent is required to 
achieve the "Plan for Police Practices Advancement." It consist of 
implementation, maintenance and quality control, promotion and 
compensation, and other general considerations. A review of these 
separate issues follow. 

Implementation 

Where should the HDP be assigned organizationally? How should the 
MDP be staffed? What are timing and budget considerations? These 
questions are key to successful implementation. 

Organizational Placement: 

The Management Development Program should be administered by a 
separate unit within the Career DevelopmenL Division. It should 
not be relegated as a subfunction to an existing unit such as 
training or administration. The MDP is a broad program which 
encompasses and must interface with all personnel activities and 
the Bureau's budgeting and operating functions. Some of the 
functions which must be coordinated with MDP include: 

• Classification 

Compensation 

• Selection validation 

• Performance appraisal 

Resource allocation through staff rotation 

Coordinating internal and externa~ training resources 

Assuring that individual objectives are consistent with the 
five-year plan 

Career counsellin~.and out placement • 

- Program Staffing: 

The MDP should be directed by a high ranking manager such as a 
Major who is knowledgeable of all Bureau functions and who is 
recognized as one who will "make things happen." Some of the 
activities he will perform include: 

Counsel and train other police managers including the highest 
levels in proper career coaching tech~iques 
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• Work with Divisional command to take corrective action on 
managers who are not adequately conforming with the MDP 

Select, coordinate and monitor internal and external training 
resources 

• Outline and monitor an MDP "track" for each manager including 
schedules and needs for rotation, field evaluations and 
training through all three modules 

• Coordinate field rotation assignments with Divisional 
commanders in a manner that will satisfy individual 
performance needs and Division manpower requirements 

• Provide a direct liaison function with the Chief of Police and 
Public Safety Commissioner to continuously report on overall 
MDP status, personnel exceptions, conformity with the 
five-year plan and program needs. 

These administrative activities will require one full-time 
clerical person to assist the MDP administrator and occasional 
assistance of an additional manager such as a Lieutenant. This 
occasional support is especially important during the first six 
months of implementation. 

Timing and Budget 

Timing sequence for full implementation spans three years as seen 
in Exhibit A. Training Module I - Managerial, begins in 1982 
including its three sequences of courses of three months per 
sequence and one-month breaks between each sequence. Training 
Module II - Rank Role/Responsibility, begins in 1983 with a 
nine-month curriculum. Training Module III - Bureau Management, 
may commence in the last quarter of 1983 or begin in 1984 as shown 
in the exhibit. Annual refresher courses twice a year at 40 hours 
each (one each during first and third quarters) follow thereafter 
for each module. These "refreshers!! are for education of new 
promotees into a given rank and for incumbents. 

Training cost as illustrated in Exhibit B for the curriculums 
outlined are based on $70.00 per instructor hour and reproduction 
of materials at $5.00 per manager. These instructional costs are 
for external instructors providing one-half the hourly training 
input and internal instructors providing the balance. Caution 
should be noted if all internal resources are considered since 
"fresh" input is necesary. 

Assignment rotation does not have direct cost. Implementation 
should start immediately after Module I - Managerial training has 
been completed. This one-year delay will allow for staffing 
levels to be replenished and management talent to be improved by 
the training, thereby enabling rotation more readily. Performance 
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EXHIBIT A 

A TLANTA BUREAU OF POLICE SERVrCES 
MANAGEMENT DEVELOPMENT PROGRAM 

IMPLEMENTATION SCHEDULE 

COMPONENT 

FORMAL TRAINING 

Managerial ~ 
Rank, Role & Responsi- ~ 
bil i ty 

Bureau Management 

ASSIGNMENT ROTATION 

PERFORMANCE CONTRACTS 

~: Annual Refreshers and Basics for New Manager- Promotees 

, ' 

/ ' 
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EXHIBIT B 

MANAGEMENT DEVELOP PROGRAM 

Budget and Timing 

Calendar 

Component 1982 1~83 

Trainin~ 

Instruction $18,000(1) $ 5,600(2) 
- Module I: 

1,500 150 Material 

Instruction 12,600 
- Module II: 1,500 Material 

-Module III: Instruction 
Material ~.::::. 

19,850 19,500 

Notes: 

_ Total cost at $70/hr. instruction fees 

2 _ Annual refre;hers for incumbents and new promotees 

3 Materials estimated 

Assignment Rotation 

Performance Contract 

8 hrs/yr. training 
(4 classes of 25 men each) 
in contract mechanic~ an~ 
interpersonal communlcatlon 
skills 

Program staff 

MDP Administrator 

One-half time manager 

Clerical support 

Office Supplies 

- Technical Assistant 

. Annual Totals 

t I 

Inactive Active 

3,000 1,000(2) 

30,000 30,000 

12,000 12,000 

9,000 9,000 

1,000 1,000 

8,000 
E5o,OOO 52,000 

$82,500 $72,850 
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Years 
1984 1985+ 

5,600(2) 5,600(2) $ 
150 150 

3,000(2) 3,000(2) 
150 150 

8,400 2,800(2) 
1,000 400 

18,300 12, 100 

Active Active 

1,000(2) 1,000(2) 

30,000 30,000 

12,000 12,000 

9,000 9,000 

1,000 1, 000 

,.:. 52,000 52,000 
$65,100 $71,300 
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contract implementation is perhaps the most important component, 
but the least expensive. Its implementation should start as soon 
as practical after training (4 classes at a minimum of 8 hours 
each of 25 managers per class) has been completed. This training 
must include the actual mechanics of how and when to complete the 
Performance Contract document, but also interpersonal communica
tion skills. 

Program staffing cost is constant at approximately $52,000 except 
for an additional $8,000-$10,000 the first year for possible 
external technical assistance in initiating the overall implemen
tation. 

Quality Control 

Maintenance or "quality control" of the MOP is critical. Several 
check points should be monitored by the MOP staff. Specific 
procedures should be developed for checking these points on an 
on-going basis since adjustments will have to be made annually to 
be consistent and supportive with changing Bureau objectives and 
strategies. These check points include: 

- Relevance of training curriculums to five-year plan and 
day-to-day needs 

Effectiveness of instructors 

- Assignment rotation planning and COmPliance 

- Perform?nce Contraqt compliance and counselling quality 

- Perception of the managers and their participation 

Questionnaires, interviews, statistical score analysis and other 
procedures are applicable to monitoring these check points. 

Promotion and Compensation 

Successful completion of each of the MOP components should be 
rewarded by promotion and/or compensation considerations. 
Basically, advancement through the training modules may be as 
follows: 

Bottom triad (or lowest 1/3( performers based on instructors' 
grades should be required to repeat the instruction one more 
time and achieve grades equal to those in the top 2/3 or be 
subject to administrative action. 
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Second triad (or middle third) in performance in Modules I and 
II will be required to take annual refresher only, but may not 
advance to Bureau Management training - Module III or be 
promoted 

Top triad may advance through Module III - Bureau Management. 

Overall promotion is based on exam scores, training levels, 
Performance contract results and assignment rotation performance • 
These variables are outlined in Exhibit C. 

Compensation packages should also be considered on a competitive 
basis in either one-time cash awards (which are an advantage to 
the City in that base compensation is not perpetually increased 
and provides incentive for continued high performance) or step 
increases within pay of grades. An example of this latter option 
is that no one is allowed to enter the top quartile of a pay grade 
without performing within the top triad of his rank; and, advance
ment into the third quartile of the pay range only for the second 
triad performers. First triad performers do not exceed the mid
point of the pay grade. 

Promotion and compensation should be based on competitive perform
ance which is difficult to administer unless guided by a multi
dimensional (training, field performance and job related) measure
ment system such as the MDP. 

Overall Considerations 

Several overall considerations should be highlighted and periodi
cally reviewed to keep the MDP "on track". A look at historical 
events which developed the need for the program, continuously 
changing future variables (which will require program flexibility) 
and keys to successful initial implementation will provide a 
foundation for administering the MDP. They are outlined as 
follows: 

Historical Perspective 

Historical factors contributed to the need for the Management 
Development Program. Some of these factors are: 

- Insufficient manpower diluted managment ranks and subsequently 
obscured responsibilities, tasks and authority 

Inconsistent interpretation of standard operating procedures 

No mandatory training requirements for advancement 

- No required internal training programs for management ranks 

Selection of management personnel for even limited external 
training was not based on established criteria or organiza
tional/programmatic plans 
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Position Exam 

From Lieutenant TBD 
to Captain 

From Captain 
to Major TBD 

From Major 
to Deputy Chief TBD 

From Deputy Chief 
to Chief of Police TBD 

TBD = To be determined 

'"",' 

, 

, 

EXHIBIT C 

POSITION PROMOTION REQUIREMENTS 

Training 
I Ir III Performance Assignment Managerial Rank R&R Bureau Mgt. Contracts Rotation Overall - , 

(Including Satisfying All Refreshers) Top 2/3 or Level 3 
Top 1/3 Top 1/3 Level 3 Rating 2nd 1/3 

Top 1/3 or Level 4 Top 1/3 Top 1/3 Top 2/3 Level 4 Rating Top 1/3 

Top 1/3 or Level 4 
Top 1/3 Top 1/3 Top 1/3 Level 4 Rating Top 1/3 

Level 4, 
Top Top Top Top Rating Top 
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No promotions since 1976 fostered lack of motivation 

- Managers allowe~ to pass decision-making upward 

- Hesitancy to move out inadequate performers 

- Staffing assignments made without formal training/preparation 

- "Managers" generally "street" oriented (basic administrative 
skills often lacking). 

Future Implications 

Various future internal and external changes will be occurring 
(planned or evolved) which also demonstrate the need for the 
Bureau to increase its managerial effectiveness. These factors 
include: 

- New methods 

Management of patrol operations 
Management of criminal investigations 

• Call screening 
• "Mini-chief" concept 

Productivity measures 
• Decentralized support functions 

Personnel systems 

Promotional exams 
Mandatory training requisites 
Complex legal requirements 

- Externalities 

Increased citizen involvement 
• Fiscal constraints 

Criminal sophistication 
• Elections/political shifts 

Keys t9 Success 

Success depends not only on the design of the MDP, but on other 
key factors as well including: 

Management positions must be filled to allocation 

- Promotions must occur on a timely basis 

- Training must not be theoretical, but relevant to each position, 
Bureau strategy and City of Atlanta objectives 
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- Program must have top management commitment to: 

• Monitor each manager's progress through the three components 

• Manage training session (scheduling, trainer selection, course 
revisions) 

Monitor changes in position roles, responsibilities, 
requisites and future requirements 

• Coordinate with the Training Academy to assure that 
non-manager instruction (e.g., for sergeants) is consistent 
with the MDP 

- Maximize,use of external training resources to introduce new 
perspectIves 

Consider periodic external reviews for quality control audits 
and programmatic technical assistance for the first full cycle 
(3 years) of implementing all components 

- Management must provide enough resources to communicate the MDP 
to all managers, non-managers and significant others outside the 
Bureau. 

In summation, the MDP is a significant management tool with which 
t~ develop the human re~ources necessary to meet the Bureau's 
fIve-year plan and prOVIde the necessary level of service for the 
City of Atlanta. The program's administration should have the 
highest level of support especially in the initial years for all 
aspects of the MDP to be implemented as designed and to be 
recognized from within and outside of the Bureau as a viable 
effective and professional approach to maximizing the potential of 
the Bureau's human resources. 
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CITY OF ATLANTA 

BUREAU OF POLICE 8ERVICF,S 

CUrrent and Future Position Descriptions for the 
Management Development Program 

Two sets of position descriptions were developed for incorporation 
into police manager's performance contracts with the Bureau of 
Police Services. Information follows regarding the manner in 
which each set was developed, how the content is arranged, and the 
method of interfacing the descriptions with the performance 
contracts which is part of the overall Management Development 
Program (MDP). The positions 0.escribed in these documents are 
identified as "managers" including Lieutenant, Captain, Major, 
Deputy Police Chief and Police Chief. 

Current "Position Profiles" 

- Parameters: 

Generic descriptions ~er.e to be developed by manager rank with 
no differentiation, for example, between a Lieutenant or Major 
in field operations versus career cevelopment to allow for 
Bureau Staff assignment flexibility. 

Contents based on current duties performed even thouqh man
power reductions and lack of promotions for vears have 
"melted" many manaqement responsibilities across all ranks. 

Approach: 

Group interviews were conducted for each manager rank to 
identify and prioritize tasks performed and their requisite 
knowledge, skills and abilities. 

• DE7scriptions were drafted based on data developed bv 9rouP 
consensus. 

Individual interviews were conducted to review the draft 
description and verify their contents. 

- Contents: 

The contents of these descriptions are formatted as follows: 

Title 

Primary responsibilities 

Key requisites: 

manaqerial 
technical 
individual 
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- Performance Contract: 

The performance Contract as' presented in the MDP is designed to 
interface with these position profiles as follows: 

• Contract - Part I would include all or part of the Primary 
Responsibilities listed on the Position Profile as identified 
by the incumbent and his manager. Performance "expectancies" 
or standards for each would be developed at the beginning of 
the ratinq period. Actual performance would be described, 
recommendations for improvement outlined, and one of five 
possible ratings assigned at the end of the rating period. 

Contract - Part II would include thosE~ Key Reguis i tes selected 
bv the incumbent and his manager which are also listed on the 
Position Profile. The same period beginnign and ending 
activities as for Part I would also be performed in Part II. 

Contract - Part III Objectives, Part IV Formal Training are 
not linked directly with the position Profile, but have input 
sources from the "five-year plan" and the MDP training modules 
respectively. 

- Comment: 

Several significant points should beflnoted about the profiles. 
For example, the primary responsibilities vary by rank. Key 
requisites for Chief and Deputy Chief are identical as are 
reouisites between Major, Captain and Lieutenant. Differen
tiating degrees of requisites by rank may be identified in the 
Performance Contract based on functional assignments within the 
Bureau. 

Future "Manage~ Profiles" 

- Parameters: 

• Include the Bureau's Plan for Police Practices Advancement 
(five-year plan) as a primary basis. 

Assume adequate promotions have taken place and staffing 
levels are filled and adequate. 

• Generic descriptions by rank - no discrimination between 
functional assignments. 

Identify manaqement objectives, functions and skills - not 
specific tasks. 

Forecast how the position should perform in the future when 
the orqanizational structure, objectives and procedures have 
been ciarified. 
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- Approach: 

• Role assignments were clarified such as which position would 
be Zone Commander, Assistant Zone Commander and Watch 
Commander. 

General manaqement functions were identified and emphasis for 
each determined by manager rank • 

• Five-year plan components outlined. 

Skills .necessary to perform functions and accomplish five-year 
plan elements were listed and defined. 

• Description developed. 

- Contents: 

The contents of the Manager Profiles are formatted as follows: 

Title 

• Role: 

overall responsibility 
reporting relationships 

• Management functions (area of emphasis by rank): 

planning 
organizing 
controlling 
motivating 
developinq 

Expected Contributions to Bureau Objectives (based on 
five-year plan): 

community relations 
field operations 
investigation 
overall management 
individual 

Key Requisites 

Performance Contract: 

The Performance Contract presented in the, MDP is designed to use 
the Manager Profiles as an input source as follows: 

Contract Part 

I Primary Resposibilities 

II Key Requisites 

5~ 

Profile Input Source 

Management Functions 
<'::.''0::':;/ 

Management Skills 
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• Contract Part 

III - Objectives 

IV Formal Training 

- Comment 

Profile Input Source 

Expected Contributions 

MDP Modules by Rank 

The distinguishing characteristics between the management 
profiles by rank are in the role definitions and functional area 
of emphasis. ~eneral manaqement functions, skills and expected 
contributions are identical between ranks. Degrees by rank 
between these latter three areas ar~ to he identified in the 
Performance Contracts hased on fUnctional assignment (administr
ation, investiqation, career develop~ent or field operations) 
and annual work plans linked to the five-year progra~. 
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CURRENT POSITION PROFILE 
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l. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 
9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

17. 

CITY OF ATLANTA 
BUREAU OF POLICE SERVICES 

Position Profile: Chief of Police 

Primary Responsibilities 

Responsible for overall management and operation of the 
Atlanta Bureau of Police Services. 

Participate with the Public Safety Commissioner in the 
development of Bureau policies and procedures. 

Insure consistency between Bureau operations and procedures 
and policies set forth by Public Safety Commissioner. 

Assist Public Safety Commissioner in formulation and 
delivery of public responses to issues and problems 
affecting public safety within the city. 

Monitor daily management and operations of the Bureau of 
Police Services and initiate corrective action as 
appropriate . 

Insure effective integration of community needs and 
priorities with the delivery of police services through
out the city. 

Insure that Bureau personnel are held accountable for the 
performance of their duties and responsibilities. 

Discipline Bureau personnel within Departmental guidelines. 
Direct and monitor the assignment and utilization of Bureau 

resources. 
Coordinate on-going planning activities relating to future 

Bureau operation. 
Coordinate and monitor the recruitment, selection and on

going development/promotional activities throughout the 
Bureau. ~ 

Insure effective coordination between operations of all 
divisions with the Bureau of Police Services. 

Insure the preparation and timely submission of all appro'
priate management reports to the Public Safety Commissioner. 

Participate with other Bureau Chiefs/Directors in the dis
cussion, formulation and implementation of issues affecting 
the Department of Public Safety. 

Participate as the primary spokesman in a variety of dis-· 
cussions and presentations with the community and business 
organizations/individuals related to public safety and 
delivery of specific police services. 

Insure the efficient preparation and administration of the 
Bureau of Police Services' budget. 

Maintain effective relationship with other local, state, 
, , ,I 

and federal law enforcement agencies and organ1zat10ns. 
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Key Requisites 

Managerial 

Significant understanding of the formal and informal policies 
and procedures of the other Bureau Diyisions. 

- Familiar with relevant local, state and federal laws and 
guidelines. 

- Knowledge of fiscal budgeting and monitoring techniques. 
- Ability to attain maximum level of services within allocated 

resources. 
- Knowledge of city government operations and legislative 

processes. 

Technical 

- Comprehensive knowleqge of advanced police practices and 
procedures. 

- Understanding of general automated computer capabilities 
and their specific application to gene.t'al management 
and law enforcement activities. 

- Abili ~y . t? pe:riorm approp~:iate research and analytical 
act1v1t1es relevant to both general administrative 
issues and specific divisional responsibilities. 

- Ability to apply sociological and psychological principles 
to individual and group applications. 

Individual 

- Formal education at the Bachelor of Arts level with emphasis 
in criminal justice/law enforcement (or equivalent) and 
certification from the follow,ing: SPI, FBI and technical 
seminars. 

- Knowledge of sociological and psychological principles. 
Develops staff effectively. 

- Ability to plan, organize and budget personal time and 
production efficiently. 

- Advanced oral and written communication skills. 
- Preparation ,and delivery of public-community relation 

activities and materials. 

June, 1981 
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l. 

2. 
3. 

4. 

5. 
6. 

7. 
8. 

9. 
10. 

ll. 
12. 

13. 

14. 

15. 

CITY OF ATLANTA 
BUREAU OF POLICE SERVICES 

Position Profile: Deputy Police Chief 

Primary Responsibilities 

Administers a division within the Bureau of Police Services 
and performs specific related tasks peculiar to that 
respective division. 

Provides input into the development of Bureau policies. 
Interprets and disseminates Bureau policies and procedures 

to Division personnel. 
Assists Public Safety Commissioner and Police Chief in formu

lating public responses as approprtate. 
Monitors day-to-day Division operations. 
Assures that the Division has an efficient process for the 

assignment of responsibilities and specific tasks to appro
priate personnel and subsequently for managing their 
accountabiJ.i ty. 

Disciplines Division personnel within approved guidelines. 
Deploys allocated material and human resources within the 

Division. 
Accounts for assigned property and personnel time utilization. 
Provides input into the fiscal and criminal strategic plan

ning processes. 
Performs ~rogrammatic planning for each respective Division. 
Performs staff recruitment, selection and development 

activities as appropriate. 
Coordinates with the activities and requirements of other 

Bureau Divisions. 
Reports status of divisional activities to senior command 

personnel. 
Maintains effective relationships with other law enforcement 

agencies, civic and business representatives. 

Key Requisites 

Managerial 

- Significant understanding of the formal and informal policies 
,and procedures of the other Bureau Divisions. 

Familiar with relevant local, state and federal laws and 
guidelines. 

- Knowledge of fiscal budgeting and monitoring techniques. 
- Ability to attain maximum level of services within allocated 

resources. 
- Knoliiledge of city government operations and legislative 

processes. 
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Key Requisites (continued) 

~rechnical 

Comprehensive knowledge of advanced police practices and 
procedures. 

Understanding of general automated computer capabilities 
and their specific application to general management 
and law enforcement activities. 

- Ability to perform appropriate research a~d.analy~ical 
activities relevant to both general adm~n~strat~ve 
issues and specific divisional responsibi~ities •.. 

_ Ability to apply sociological and psycholog~cal pr~nc~ples 
to individual and group applications. 

Individual 

_ Formal education at the Bachelor of Arts level with emphasis 
in criminal justice/law enfor7ement (or equivalent) ~nd 
certification from the follow~ng: SPI, FBI and techn~cal 
seminars. 

Knowledge of sociologic~l and psychological principles. 
- Develops staff effectively. 

Ability to plan, organize and budget personal time and 
production efficiently. 

- Advanced oral and written communication skills. 
_ Preparation and delivery of public-community relation 

activities and materials. 

June, 1981 

ii 
t 

58 'I 

\' 
it 

i' 
! 



;r'i) 
. \ '\..:1 

Touche Ross &Cb 

CITY Op.' ATLANTA 
BUREAU OF POLICE SERVICES 

Job Profile: Majors 

Primary Responsibilities 

Overall responsibility is that of a Zone Commander or equivalE\nt. 
Specific responsibilities include: 

1. Assign personnel and logistical support according to 
crime patterns and other factors. 

2. Reviews work assignment of assigned personnel. 
3. Disseminates interdepartmental communications. 
4. Participates in budget process. 
5. Evaluates staff which includes disciplinary action when 

needed and developmental counseling. 
6. Monitors staff preparation of major court cases. 
7. Plans and/or participates in Police Academy training program. 
8. Provides summaries and interpretations of court decisions. 
9. Participates in community organization meet~ngs~ 

10. Seeks management innovations for local appl~cat~on. 
11. Assures that primary responsibilities of subordinate 

posi tion are being performed. .. 
12. Other tasks as may be assigned by superior ·officers. 

Key Requisites 

Managerial 

Knowledge of appropriate laws (loc~l, state, and ~e~e:al). 
Understanding the limits of author~ty and respons~b~l~ty. 
Understanding the various types of specialized functions of 

the Bureau of Police Services. 
Knowledge of cultural, racial and economic differences 

of Atlanta. 
Knowledge of basic budgetary procedures. 
Knowledge of current department r).lles, procedures and 

general orders. . 
Basic managerial skills for allocat~ng resource~ eff7ct~vely. 
Knowledge of city government operat~ons and .. leg~slat~ve 

processes. 
Delegates authority and responsibility. 
Knowledge of criminal justice system processes. 
Knowledge of labor organizations and relevant management 

principles. 
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Key Requisites (continued) 

Technical 

Understanding the use(s) of t~e computer and other 
technical/mechanical equipment. 

Ability to prepare cases adequately. 
Relevant mathematical skills. 
Interprets results from programmed computer analysis and 

develops actions for improving operations. 
Ability to manage basic research projects. 
Ability to prepare effective reports and proposals. 

Individual 

Experience in and damonstrated knowledge of various units 
within the Bureau of Police Services. 

Effective oral communication including public speaking. 
Sufficient writing skills for reports, memos, etc. 
Motivates officers and other staff. 
Ability to provide a perspective to officers as to ,.,hy 

an order/directive is given and the importance for 
them to carry out the order/directive. 

Ability to develop potential in staff. 
Handles stress from changes in Bureau, community, and 

pe~rsonal life. 
Gives effective orders and other assignments. 
Assumes responsibility for making reasonable decisions. 
Develops two-way communications for constructive comments. 
Delegates .uthority and responsibility. 
Evaluates ~kills and abilities of assigned staff and 

counsel 'accordingly. 
Manages personal time by prioriti?s, and allocation by 

required effort. 
Administe:rs fair discipline. 
Determines one's own strengths and takes po.si ti ve action 

to enhance opportunities to improve. 

Note: The responsibilities and relevant key requisites were 
identified and priorit~zed in group meetings of incumbents 
by rank and verified in individual interviews. 

June, 1981 
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CITY OF ATLANTA 
BUREAU OF POLICE SERVICES 

Job Profile: Captains 

Primary Responsibilities 

Overall responsibility is that of Assistant 
Specific responsibilities include: 

Zone Commander. 

L 
2. 

3. 
4. 

Undertakes activity to improve Police Services. 
Assigns sworn and non-sworn personnel and equipment based 

on conditions and needs. 
Reviews and writes reports related to processing informers. 
Reco~ends approp~i~te preventive counsel and disciplinary 

ac ... ~ons. and adml.n~sters such actions as appropriate. 
5. 
6. 
7. 
8. 
9. 

Supervises work at major disorder and/or events. 
Supervises and/or coordinates activities at major crime scene. 
Participates in budget process. 
Monitors preparation of court cases 

10. 
Participates in community organiza'l:.ion meetings. 
Assures that primary responsibilities of subordinates 

are performed. 
11. Other tasks as may be assigned by superior office~s. 

Key Requisites 

Managerial 

Knowledge of appropriate laws 1local~ state, and federal). 
Understanding the limits of authority and responsibility. 
Understanding the various types of specialized functions of 

the Bureau of Police Services. 
~nowledge of ~ultural, racial and economic di~ferences 

of Atlanta. - -
Knowledge of basic budgetary procedures. 
Knowledge of current department rules, procedures and 

general orders. 
Basic managerial skills for allocatirtg resources ~~fectively. 
Knowledge of city government operations and legislative 

processes. r 

Delegates authority and responsibility. 
Knowledge of criminal ju,stice system processes. 
Knml1ledge of labor organizations and relevant management 

principles. 
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Key Requisites (continued) 

Technical 

Understanding the use(s) of the computer and other 
technical/mechanical equipment. 

Ability to prepare cases adequately. 
Relevant mathematical skills. 
Interprets results from programmed computer analysis 

develops actions for improving operations. 
Ability to manage basic research projects. 
Ability to prepare effective reports. and proposals. 

Individual 

and 

Experience i~ and demonstrated knowledge of various units 
within the Bureau of Police Services. 

'I 

Effective oral communication including public speaking. 
Sufficient writing skills for reports, memos, etc. 
Motivates officers and other staff • 
Ability to provide a perspective to officers as to why 

an order/direc'tive is given and the importance for 
them to carry out the order/directive. 

Ability to develop potential in staff. 
Handles stress from changes in Bureau, community, and 

personal life. 
Gives effective orders and other assignments. 
Assumes responsibility for making reasonable dE!cisions. 
Develops two-way communications for constructive comments. 
Delegates authority and responsibility. 
Evaluates skills and abilities of assigned s~aff and 

counsel accordingly. 
Manages personal time by priorities, and allocation by 

required effort. 
Administers fair discipline. 
Determines one's own strengths and takes positive action 

to enhance opportuni ~,ies to improve. 

Note: - The responsibilities and relevant key requisites were 
identified and prioritized in group meetings of incumbents 
by rank and verified in individual interviews. 

June, 1981 
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CITY OF ATLANTA 
BUREAU OF POLICE SERVICES 

Job Profile: Lieutenants 

Primary Responsibilities 

Overall responsibility is that of a Watch Commander or equivalent. 
Spefific responsibilities include: 

1. plans and directs staff assignments efficiently and 
effectively. 

2. Maintains accurate records and personnel reports. 
3. Supervises officers in emergencies and other extra-

ordinary situations. 
4. Assists in carrying out various types of training programs. 
5. Investigates internal problems and public service complaints. 
6. Reads and transmits intra-bureau communications. 
7. Participates in criminal investigations as appropriate. 
8. Enforces departmental policies and procedures. 
9. Prepares court cases. 

10. Performs other tasks aSamay be assigned by superior officers. 

Key Requisites 

Managerial 

Knowledge of appropriat~ laws (local, state, and £ederal) . 
Understanding the limits of authority and responsibility. 
Understanding the various types of specialized f~nctions of 

the Bureau of Police Services. 
Knowledge of cultural, racial and economic differences 

of Atlanta. 
Knowledge of "basic budgetary procedures. 
Knowledge of current department rules, procedures and 

general orders. 
Basic managerial skills for allocating resources effectively. 
Knowledge of city government operations and legislative 

processes. 
Delegates authority and responsibility. 
Knowledge of criminal justice system processes. 
Knowledge of labor organizations and relevant management 

principles. 
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Key Requisites (continued) 

Technical 

Understanding the use(s) of the computer and other 
technical/mechanical equipment. 

Ability to prepare cases adequately. 
Relevant mathematical skills. 
Interprets results from programmed computer analysis and 

develops actions for improvrlng operations. 
Ability to manage basic research projects. 
Ability to prepare effective reports and proposals. 

Individual 

Experience in and demonstrated knowledge of various units 
within the Bureau of Police Services. 

Effective oral communication including public speaking. 
Sufficient writing skills for reports, memos, etc. 
Motivates officers and other staff. 
Ability to provide a perspective to officers as to why 

an order/directive is given and the importance for 
them to carry out the order/directive. 

Ability to develop potential in staff. 
Handles stress from changes in Bureau, community, and 

personal life. 
Gives effective orders and other assignments. 
Assumes responsibility for making reasonable decisions. 
Develops two-way communications for constructive comments. 
Delegates authority and responsibility. 
Evaluates skills and abilities of assigned staff and 

counsel accordingly. 
Manages personal time by priorities, and allocation by 

required effort. 
Administers fair discipline. 
Determines one's own strengths and takes positive action 

to enhance opportunities to improve. 

Note: The responsibilities and relevant key requisites were 
identified and prioritized in group meetings of incumbents 
by rank and verified in individual interviews. 

June, 1981 
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CITY OF ATLANTA 

BUREAU OF POLICE SERVICES 

Manager Profile: Police Chief 

Role 

The overall role of the Police Chief within the Bureau of Police 
Services is as follows: 

- Manages the activities and resources of the Bureau of Police 
Services in a responsible, ethical, efficient and effective 
manner." 

- Reports generally to Commissioner of Public Safety unless 
otherwise assigned and is responsible for all subordinate 
personnel assigned to the Bureau. 

Management Functions 

The position of Police Chief as with other police ~anagement 
positions performs five primary functions - planning, organizing, 
controllinq, motivatinq and developinq. The distinguishing 
characteristic between the management positions is the weighting 
or emphasis on one function, but not totally excludinq the others. 
Therefore, the area of emphasis for the Police Chief is in 
establishing overall, lona-ranae bureau objectives, policies, 
philosophy, structure ann standards of. oerformance. ~his 
management function proviaes the parameters within which the 
Deputy Police Chiefs plan their Divisional activities and 
resources. 

The other primary manaaement functions perfor~ed by the Police 
Chief are summarized as follows: 

- Planninq - The process of makinq assumptions about the future 
andqatherinq facts ano opinions to v{sualize and achieve tbe 
prop~sed activities. It involves: establishina objectives, 
communicating the objectives, surveyina resources, establishinq 
policies, choosing alternatives and taking action, creatinq 
procedures and rules, establishinq hu~aets, establishina 
timetables, and deciding on standards . 

. , 
Or9anizinq - This refers to the process of arranqina people, 
tasks and resources in the most orderly and efficient way. 
Organizing involves: structuring or groupinq employees and 
their activities, assianing specific work to specific qroups or 
individuals, deciding on the chain of com~and, span of control 
and delegation of authority and allocatinq equipment and other 
materials. 

- Controllinq- This essent_ially involves monitorinq the imple
mentation of aqreec'l organization plans. C:ontrollina involves: 
establishinq standar~s consistent with overall ~ureal1 standarns 
established hv the Chief. of Police. 
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- Motivating - A manager motivates by creating an organizational 
environment or climate in which employees can perform to the 
best of their ability. Employee motivation is affected by: the 
work itself, a sense of achievement received from performing the 
work, recognition received for work performed, the possibility 
of advancement and growth, and a sense of trust and 
responsibility. 

Developing - This refers to on-going learning and growth both 
for the manager and the employees. Developing involves: con
tinuing education and training to stay abreast of the current 
state of the art in one's field, making projections based on 
current trends, determining learning and training needs, select
ing appropriate learning activities and assuring that personnel 
are following their respective tracks in the Management Develop
ment Program. 

~xpected Contributions to Bureau Objectives 

The performance of the management functions outlined above, 
especially establishing objectives, policies, procedures and 
standards, should be based upon the Bureau's Plan for Police 
Practices Advancement. This five-year oriented program addresses 
objectives and strategies in the areas of community relations, 
field operations, investigation, personnel development and overall 
management processes. These elements as outlined below will be 
incorporated into the Police Chief's Performance Contract with 
the Commissioner of Public safety which will include expected 
contributions/objectives established for each area. These areas 
are: 

- Community Relations - Understands community socio-economic 
trends, evaluates neighborhood needs and organization, facili
tates transfer between traditional police practices and com
munity crime prevention, improves police response to community 
crime detection and apprehension activities, increases community 
input into overall police operations, employs public relations 
principles and Bureau procedures. 

- Field Operations - Reviews patrol beat design, utilizes 
automated staff scheduling, ensures directed patrol management. 

Investiqative Function - Administers case screening, initiates 
investigative strategies, an'~l¥:~es organization and resources. 

- Overall Management (Technical) - Develops contingency management 
plans/procedures for crisis, conducts work engineering (simpli-
'cication/standards), understands and uses relevant automated 
technology (e.g., MIS, data analysis and resource deployment), 
reviews and follows budgetinq systems, develops and monitors 
performance planning/monitoring processes, initiates problem 
solving analytical techniques. 

- Overall Management (Non-Technical) - Follows staff development 
plans and systems, analyzes organization design, improves 
interjurisdictional relationships, employs organization . 
development techniques, refines Bureau's communications and 
documentation. 
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Individual - Analyzes stress and develops support systems, plans 
for personal financial management, improves time management, 
trains for improving interpersonal communication skills, follows 
physical fitness development schedules, provides and receives 
career counselling. 

Key Requisites 

Ability to accomplish the expected contributions outlines above 
requires performing management functions and skills. Skills are 
both technical and managerial in nature. Technical skills and 
knowledge are developed through experience and training in 
specialized areas relevant to field operations, administration 
and investigation. The key requisites which follow are applicable 
in all Bureau functiDnal areas and at all Bureau management 
levels. 

Managerial 

Continuing sensitivity - Sensitive to events and can tune into 
what is going on around them. Perceptive and open to informa
tion - "hard" information, such as figures and facts and 
"soft" information, such as the feelings 6'f other people. 

• Analytical, problem-solving and decision/judgment-making 
skill~- Including the ability to cope with ambiguity and 
unce~i~inty, striking a balance between the necessity at times 
to be guided by sUbjective feelings without ignoring objective 
log i,c. 

• proa~\I\;Jvit;y - Achieve rather than merely responding to demand.' 
Incl ude'k:"such qual it ies as seeing a job through, being 
dedicated and committed, having a sense of mission, and taking 
responsibility for things that happen rather than passing the 
buck to someone else. 

- Technical 

Relevant professional knowledge - Includes technical knowledge 
(patrol beat design, community needs analyses, resource 
allocation) relevant to results required, knowledge of basic 
management principles and theories such as planning, 
organizing and controlling. 

Creativity - Ability to come up with unique new responses to 
situations, and to have the breadth of insight to recognize 
and take up useful new approaches but also having the ability 
to recognize a good idea when it comes from someone else. 

- Individual 

Social skills and abilities - Interpersonal skills that are 
essential in such activities as communicating, delegating, 
negotiation, resolving conflict, persuasion selling, using and 
responding to authority and power. 
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• Emotional resilience - Resilient means that they feel the 
stress (they do not become thick-skinned and insensitive) but 
are able to cope with it by maintaining self-control and by 
givin9 to some extent. 

• Self-knowledge - Ability to retain a relatively high degree of 
self-control over their actions, they must be aware of 
self-attributes, own view of their job and their role, by 
their goals, values, feelings, strengths and weaknesses, and 
of the part they are playing in determining behavior. 
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CITY OF ATLANTA 

BUREAU OF POLICE SERVICES 

Manager Profile: Deputy Police Chief 

Role 

The overall role of the Deputy Police Chief within the Bureau of 
Police Services is as follows: 

- Administers a Division within the Bureau and performs specific 
related task peculiar to that Division • 

- Reports genel~ally to Chief of Police unless otherwise assigned 
and is responsible for all subordinate personnel assigned to 
that Division. 

Management Functions 

The position of Deputy Police Chief as with other police 
management positions perfor.ms five primary functions - planning, 
organizing, controllin9, motivating and developin9. The 
distinguishing characteristic between the management positions is 
the weighting or emphasis on one function, but nqt totally 
excluding the others. Therefore, the area of emphasis for the 
Deputy Police Chief is in performing the planning function which 
provides input for the Chief of Police to establish overall, 
long-range bureau objectives, po~icies, philosophy, structure and 
standards of performance. 'Ihe results of this planning function 
provides the basis for the ~ext management level to perform their 
functional emphasis of organizing their resources to implement 
these plans in the most efficient and effective manner. 

These primary management functions are summarized as follows: 

Planning - The process of making assumptions about the future 
and 9athering facts and opinions to visualize and achieve the 
proposed activities. It involves: establishing objectives, 
communicating the objectives, surveying resources, establishing 
policies, choosing alternatives and taking action, creatina 
procedures and rules, estahlishing budqets, establishing 
timetables, and deciding on standards. 

Organizing - This refers to the process of arranging people, 
task~ and resources in the most orderly and ~fficient way. 
Or9anizing involves: structuring or qroupin9 employees and 
their activities, assigning specific work to specific groups or 
individuals, decidinq on the chain of command, span of control 
and delegation of authority and allocatina:eauipment and other 
materials. 

- Controlling - This essentially involves monitoring the imple
mentation of agreed or9anizat~on plans. Controlling involves: 
establishing standards consistent with overall Bureau standards 
established-by the Chief of Police. 
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- Motivating - A manager motivates by creating an organizational 
environment or climate in which employees can perform to the 
best of their ability. Employee motivation is affected by: the 
work itself, a sense of achievement received from performing the 
work, recognition received for work performed, the possibility 
of advancement and growth, and a sense of trust and 
responsibility. 

Developing - This refers to on-going learning and growth both 
for the manager and the employees. Developing involves: con
tinuing education and training to stay abreast of the current 
state of the art in one's field, making projections based on 
current trends, determining learning and training needs, select
ing appropriate learning activities and assuring that personnel 
are following their respective tracks in the Management Develop
ment Program. 

Expected Contributions to Bureau Objectives 

The performance of the management functions outlined above, 
especially the planning function for the Deputy Police Chief, 
should be based upon the Bureau's Plan for Police Practices 
Advancement. This five-year oriented program addresses objectives 
and strategies in the areas of community relations, field 
operations, investigation, personnel development and overall 
management processes. These elements as outlined below will be 
incorporated into the Deputy Chief's Performance Contract with 
the Police Chief which will include expected contributions/objec
tives established for each area. These areas are: 

- Community Relations - Understands community socio-economic 
trends, evaluates neighborhood needs and organization, facili
tates transfer between traditional police practices and com
munity crime prevention, improves police response to ~ommunity 
crime detection and apprehension activities, increases community 
input into overall police operations, employs public relations 
principles and Bureau procedures. 

Field Operations - Reviews patrol beat design, utilizes 
automated staff scheduling, ensures directed patrol management. 

Investigative Function - Administers case screening, initiates 
investigative strategies, analyzes organization and resources. 

Overall Management (Technical) - Develops contingency management 
plans/procedures for crisis, conducts work engineering (simpli
cication/standards), understands and uses relevant automated 
technology (e.g., MIS, data analysis and resource deployment), 
reviews and follows budgeting systems, develops and monitors 
performance planning/monitoring processes, initiates problem 
solving analytical techniques. 

- Overall Management (Non-Technical) - Follows staff development 
plans and systems, analyzes organization design, imprOves 
interjurisdictional relationships, employs organization 
development techniques, refines Bureau's communications and 
documentation. 
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- Individual - A~alyz7s stress and develops support systems, plans 
for,persona~ f~na~c~a~ management, improves time management, 
tra~~s for,~mprov~ng ~nterpersonal communication skills, follows 
phys~cal f~tnes~ development schedules, provides and receives 
career counsell~ng. 

!<ey Requis~tes 

Abil~ty to accom~lish the expected contributibns outlines above 
requIres P7rformlng manage~ent functions and skills. Skills are 
both techn~cal and managerlal in nature. Technical skills and 
know~ed~e are developed through experience and training in 
spec7allze~ ar7as relevant to field operations, administration 
~nd Investlgatlon. ,The key requisites which follow are applicable 
In all Bureau functIonal areas and at all Bureau management 
levels. 

- Managerial 

• Conti~uing,sensitivity - Sensitive to events and can tune into 
w~at ~s"goln~ ~n aroun~ them. Perceptive and open to informa
~IO~ ; ,hard l~formatlon, such as figures and facts and 
soft InformatIon, such as the feelings of other people. 

• An~lytical, pro~lem-solvi~g.and decision/judgment-making 
SkIlls ~ Includl~q,the abIlIty to cope with ambiguity and 
uncertal~ty, strIkl~g a,balance,between the necessity at times 
to ~e gUIded by subJectIve feellngs without ignoring objective 
10glC. 

Proactivity - Achieve rather than merely responding to demand. 
Inc~u~es such qual~ties as s7eing a job through, being 
dedlcdt~d,a~d commltt~d, havIng a sense of mission, and taking 
responslblllty for th~ngs that happen rather than passing the 
buck to someone else. 

- Technical 

Relevant professional knowledge - Includes technical knowledge 
(patrol,beat design, community needs analyses, resource 
allocatIon) r7le~ant to results required, knowledge of basic 
manag~m~nt prlnclples and theories such as planni~g, 
organlzlng and controlling. 

. C~eati~ity - Ability to come up with unique new responses to 
sltuat~ons, and to have the breadth of insight to recognize 
and take ~p useful n7w approac~es but also having the ability 
to reCOqnlZe a good Idea when It comes from someone else. 

Individual 

Social,ski~ls and abilities - Interpersonal skills that are 
essen~la~ In such a~tivities as communicating, delegating, 
neqotla~lon, resolvl~g conflict, persuasion selling, using and 
respondIng to authorlty and power. 
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• Emotional resilience - Resilient means that they'feel the 

stress (they do not become thick-skinned and insensitive) but 
are able to cope with it by maintaining self-control and by 
giving to some extent. . 

Self-knowledge - Ability to retain a relatively high degree of 
self-control over their actions, they must be aware of 
self-attributes, own view of their job and their role, by 
their goals, values, feelings" strengths and weaknesses, and 
of the part they are playing in determining behavior. 
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Role 

CITY OF ATLANTA 

BUREAU OF POLICE SERVICES -, o 

Manager Profile: 0 Major 

The overall role of the Major within the Bureau of Police Services 
is as follows: 

- Commander of a zone or equivalent within the Bureau and performs 
specific related tasks peculiar to t.hat zone. 

- Reports qenerally to the f)<:"Pl1ty Police Chief unless otherwise 
assigned and is responsible for all subordinate personnel 
assigned to this resp~ctive span of control. 

Management Functions 

The position of Police Major as with other police management 
positions performs five primary functions - planninq, organizing, 
controlling, motivatinq and developing. The distinguishing 
characteristic between the management positions is the weighting 
or emphasis on one function, but not totally excludinq the others. 
Therefore, the area of emphasis for the Police ~ajor is in 
performing the orqanizing function which provides input for the 
Deputy Police Chief in performinq the planninq function. 
.Organizing by the Major also provides the hasis for the next 
management level or Captain to perform their functional emphasis 
of controllinq their resources to implement these plans. h1 the 
most ~fficient~ ann effectiv<:" manner. ". 

These primary manaqement functions for the MRjor with emnhasis on 
organizing are summarized as follows: 

Planninq - The process of makinq assumptions ahout the future 
andqatherinci facts ano opinions to visualize and achieve the 
~roposed activities. It involves: establishing obiectives, 
communicatinq the 0b~ectives, Aurveyina resQurces, establishinq 
poli,cies, ch00s?,nq alternatives anfl taking action, creating 
procedures and tules, establishina hudqets, establishinq 
timetables, and decidina on standards. 

- Organizinq - This refers to the process of arranging people, 
~~ tasks and resources in the most or~e~ly an~ efficient way. 

• Organizinq involves: structuring or grouping e~~loyees and 
their activities, assigninq specific work to specific aroups or . 
individuals, decidinq on the chain of command, span of control 
and deleaation of authority and allocating equipment and other 
materials. 0 

- Controlling - This essentially involves monitoring the imple
mentation of agreed orqanization plans. Controllinq involves: 
establishinq standards consistent with overall Bureau standards 
established by the Chief of Police. 
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Motivating - A manager motivates by creating an organizational 
environment or climate in which employees can perform to the 
best of their ability. Employee motivation is affected by: the 
work itself, a sense of achievement received from performing the 
work, recognition received for work performed, the possibility 
of advancement and growth, and a sense of trust and 
responsibility. 

Developing - This refers to on-going learning and growth both 
for the manager and the employees. Developing involves: con
tinuing education and training to stay abreast of the current 
state of the art in one's field, making projections based on 
current trends, determining learning and training needs, select
ing appropriate learning activities and assuring that personnel 
are following their respective tracks in the Management Develop
ment Program. 

Expected Contributions to Bureau Objectives 

The performance of the management functions outiined above, 
especially the organizing function by the Major, should be based 
upon the Bureau's Plan for Police Practices Advancement. This 
five-year oriented program addresses objectives and strategies in 
the areas of community relations, field op~~ations, investigation, 
personnel development and overall managemen£ processes. These 
elements as outlined below will be incorporated into the Major's 
Performance Contract with the Deputy Police Chief and will include 
expected contributions/objectives established for each area. 
These areas are :" 

- Community Relations - Understands community socio-economic 
trends, evaluates neighborhood needs and organization, facili
tates transfer bAtween traditional police practices and com
munity crime prevention, improves police response to community 
crime detection ,~nd apprehension activities, increases community 
input into overall police operations, employs public relations 
principles and Bureau procedures. 

- Field Operations - Reviews patrol beat design, utilizes 
automated staff scheduling, ensures directed patrol management. 

Investigative Function - Administers case screening, initiates 
investigative strategies, analyzes organization and resources. 

Overall Management (Techqical) - Develops contingency management 
plans/procedures for crisis, conducts work engineering (simpli
cie«tion/standards), understan~~ and uses relevant automated 
technology (e.g., MIS, data analysis and resource deployment), 
reviews and follows budgeting systems, develops and monitors 
performance planning/monitoring processes, initiates problem 
solving analytical techniques. 

- Overall Management (Non-Technical) - Follow.!:; staff development 
plans and systems, analyzes organization design, improves 
interjur1sdictional relationships, employs organization 
development techniques, refines Bureau's communications and 
documentation. 
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- Individual - Analyzes stress and develops support systems, plans 
for personal financial management, improves time management, 
trains for improving interpersonal communication skills, follows 
physical fitness development schedules, provides and receives 
career counsellinq. 

Key Requisj.tes 

Ability to accomplish the expected contributions outlines above 
requires performinq management functions and skills. Skills are 
both technical and managerial in nature. Technical skills and 
knowledge are developed through experience and training in 
specialized areas relevant to field operations, administration 
and investigation. The key requisites which follow are applicable 
in all Bureau functional areas and at all Bureau management 
levels. 

- Managerial 

• Continuing sensitivity - Sensitive to events and can tune into 
what is going on around them. Perceptive and open to informa
tion - "hard" information, such as figures and facts and 
"soft" information, such as the feelings of other people. 

• Analytical, problem-solving and decision/judgment-making 
'skills - Including the ability to cope with ambiguity and 
uncertainty, striking a balance between the necessity at times 
to be guided by SUbjective feelings without ignoring objective 
logic • 

• Proactivity- Achieve rather than mere~i responding to demand. 
Includes such aualities as seeing a job through, being 
dedicated and committed, ~aving a sense of mission, and taking 
responsibility for things that happen rather than passing the 
buck to someone else. 

~ Technical 

Relevant professional knowledge - Includes technical knowledge 
(patrol beat design, community needs analyses, resource 
allocation) relevant to results required, knowledge of basic 
management principles and theories such as planning, 
orqanizing and controlling. 

Creativity - Ability to come up with unique new responses to 
situations, and to have the breadth of insight to recognize 
and take up useful new approaches but also having the ability 
to recognize a good idea when it comes from someone else. 

- Individual 

• Social skills and abilities - Interpersonal skills that are 
essential in such activities as communicating, delegating, 
negotiation, resolving conflict, persuasion selling, using and 
responding to authority and power. 
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() • Emotional resilience - Resilient means that they feel the 
stress (they do not become thick-skinned and insensitive) but 
are able to cope with it by maintaining self-control and by 
giving to so~e extent. 

Self-knowledge - Ability to retain a relatively high degree of 
self-control over their actions, they must be aware of 
self-attributes, own view of their job and their role, by 
their goals, values, feelings, strengths1and weaknesses, and 
of the part they are playing in determiHlhg behavior. 

77 

1,1 0 
I 
'\ 

\i 
I 
j 

\8 
II 
1 

!® 
] 

J 

Touche Ross &Ca 

CITY OF ATLANTA 

BUREAU OF POLICE SERVICES 

Manager Profile: Captain 

Role 

The overall role of the Captain within the Bureau of Police Ser
vices is as follows: 

- Assistant Zone Commander or equivalent withJn the Bureau and 
performs specific related tasks peculiar to that zone. 

Reports generally to the Major unless otherwise assigned and is 
responsible for all subordinate personnel assigned to his 
respective span of control. 

Management Functions 

The position of Police Captain as with other police management 
positions performs five primary functions - planning, organizing, 
controlling, motivating and developing. The distinguishing 
characteristic between the management positions is the weighting 
or emphasis on one function, but not totally excluding the others. 
Therefore, the area of emphasis for the Police Captain is in 

,performing the controlling function which~~p~,ovides input for the 
)~Major (Zone Commander) in performing the orga-'Qizing, function. 
Controlling by the Captain also provides the ba\~~ for the next 
management level or Lieutenant to perform their funFtional empha
sis of motivating and developing their resources tti implement the 
Bureau's plans in the most efficient a~d effective manner. 

Thes~ primary management functions for the Captain with emphasis 
on controlling are summarized as follows: 

- Planning - Th~ process of making assumptions about the future 
and gathering facts and opinions to visualize and achieve the 
proposed activities. It involves: establishing objectives, 
commqnicating the objectives, surveying resources, establishing 
policies, choosing alternatives and taking action, creating 
procedures and rules, establishing budgets, establishing 
timetables, and deciding on standards. 

Organizing - This refers to the process of arranging people, 
tasks and resources in the most orderly and efficient way. 
Organizing involves: structuring or grouping employees and 
their activities, assigning specific work to specific groups or 
individuals, deciding on the chain of ~ommand, span of control 
and delegation of authority and allocating equipment and other 
materials. 

- Controlling - This essentially involves monitoring the imple
mentation of agreed organization plans. Controlling involves: 
establishing standards consistent with overall Bureau standards 
established by the Chief of Police. 
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- Motivating - A manager motivates by creating an organizational 
environment or climate in which employees can perform to the 
best of their ability. Employee motivation is affected by: the 
work itself, a sense of achievement received from performing the 
work, recognition received for work performed, the possibility 
of advancement and growth, and a sense of trust and 
responsibility. 

- Developing - This refers to on-going learning and growth both 
for the manaqer and the employees. Developing involves: con
tinuing education and training to stay abreast of the current 
state of the art in one's field, making projections based on 
current trends, determining learning and training needs, select
ing appropriate learning activities and assuring that personnel 
are following their respective tracks in the Management Develop
ment Program. 

Expected Contributions to Bureau Objectives 

The performance of the management functioni'qutlined above, 
especially the controlling function by the faptain, should be 
based upon the Bureau's Plan for Police Practices Advancement. 
This five-year oriented program addresses objectives and 
strategies in the areas of community relations, field operations, 
investigation, personnel development and overall management 
processes. These elements as outlined below will be incorporated 
into the Captain's Performance Contract with the Major (Zone 
Commander) and will include expected contributions/objectives 
establ ished for each area. The\\se areas are: 

Community Relations - Understari~s community socio-economic 
trends. evaluates neighborhood needs and organization, facili
tates transfer between traditional police practices and com
munity crime prevention, improves police response to community 
cri<)ne detection and apprehension activities, incre~sesi com~unity 
inp'ut into overall pol ice operations, employs publlC r:elat lons 
principles and Bureau procedures. 

Field Operations - Reviews patrol beat design, utilizes 
automated staff scheduling, ensures directed patrol management. 

Investigative Function - Administers case screening, initiates 
investigative strategies, analyzes organization and resources. 

- Overall Management (Technical) - Develops contingency management 
plans/procedures for crisis, conducts work engineering (simpli
cication/standards), understands and uses relevant automated c 

technology (e.g., MIS, data analysis and resource deployment), 
reviews and follows budgeting systems, develops and monitors 
performance planning/monitoring processes, initiates problem 
solving analytical techniques. 

Overall Management (Non-Technical) - Follows staff development 
plans and systems, analyzes organization desi?tn, improves 
interjurisdictional relationships, employs organization 
development techniques, refines Bureau'~ communications and 
documentation. 
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- Individual - Analyzes stress and develops support systems, plans 
for personal financial management, improves time management, 
trains for improving interpersonal communication skills, follows 
physical fitness development schedules, provides and receives 
career counselling. 

,Key Requisites 

Ability to accomplish the expected contributions outlines above 
requires performing management functions and skills. Skills are 
both technical and managerial in nature. Technical skills and 
know~ed~e are developed through experience and training in 
speclallzed areas relevant to field operations, administration 
and investigation. The key requisites which follow are applicable 
in all Bureau functional areas and at all Bureau management 
levels. 

Managerial 

• Continuing sensitivity - Sensitive to events and can tune into 
what is going on around them. Perceptive and open to informa
tion - "bard" information, such as figures and facts and 
"soft" information, such as the feelings of other people: 

Analytical, problem-solving and decision/judgment-making 
skills - Including the ability to cope with ambiguity and 
uncertainty, striking a balance between the necessity at times 
to be guided by subjective feelings without ignoring objective 
logic. 

• Proactivity - Achieve rather than merely responding to demand. 
Includes such qualities as seeing a job through, being 
dedicated and committed, having a sense of mission, and taking 
responsibility for things that happen rather than passing the 
buck to someone else. 

- Technical 

Relevant professional knowledge - Includes technical knowledge 
(patrol beat design, community needs analyses, resource 
allocation) relevant to results required, knowledge of basic 
management principles and theories such as planning, 
orqanizing and contrOlling. 

C~eati~ity - Ability to come up with unique new responses to 
sltuatlons, and to have the breadth of insight to recognize 
andc take up useful new approaches but also having the ability 
to recognize a good idea when it comes from someone else. 

Individual 

• Social skills and abilities - Interpersonal skills that are 
essential in such activities as communicating, delegating, 
negotiation, resolving conflict, persuasion selling, using and 
responding to authority and power. 
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• Emotional resilience - Resilient means that they feel the 
stress (they do not become thick-skinned and insensitive) but 
are able to cope with it by maintaining self-control and by 
givin9 to some extent. 

Self-knowledge - Ability to retain a relatively high degree of 
self-control over their actions, they must be aware of 
self-attributes, own view of their job and their role, by 
their goals, values, feelings, strengths and weaknesses, and 
of the part they are playing in determining behavior. 
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CITY OF ATLANTA 

BUREAU OF POLICE SERVICES 

Manager Profile: Lieutenant 

Role 

The overall role of the Lieutenant within the Bureau of Police 
Services is as follows: 

- Watch Commander of a zone or equivalent within the Bureau and 
performs specific related tasks peculiar to that watch. 

- Reports generally to the Police Captain unless otherwise 
~ssigned and is responsible for all subordinate personnel 
assigned to his respective span of control. 

Management Functions 
~.,...'. 

The position of Police Lieutenant as with other police management 
positions performs five primary functions - planning, organizing, 
controlling, motivating and developing. The distinguishing 
characteristic between the management positions is the weighting 
or emphasis on one function, but not totally excluding the others. 
Therefore, the area of emphasis for the Police Lieutenant is in 
performing the motivating and developing function which provides 
input for the Captain in performing the controlling function. 
Motivating and developing by the Lieutenant also provides the 
basis for the next level or Sergeant to perform their responsi
bilities. 

These primary management functions for the Lieutenant with em
phasis on motivating and developing are summarized as follows: 

- Planning - The process of making assumptions about the future 
and gathering facts and opinions to visualize and achieve the 
proposed activities. It involves: establishing objectives, 
communicating the objectives, surveying resources, establishing 
po~icies, choosing alternatives and taking action, creating 
procedures and rules, establishing budgets, establishing 
timetables, and deciding on standards. 

Organizing - This refers to the process of arranging people, 
tasks and resources in the most orderly and efficient way. 
Organizing involves: structuring or grouping employees and 
their activities, assigning specific work to specific groups or 
individuals, decid ing on the chain of command, span of control 
and delegation of autJ'lOrity aI)d allocating equipment and other 
materials. 

- Controlling - This essentially involves monitoring the imple
~entation of agreed organization plans. Controlling involves: 
establishing standards consistent with overall Bureau standards 
established by the Chief of Police. 
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- Motivating - A manager motivates by creating an organizational 
environment or climate in which employees can perform to the 
best of their ability. Employee motivation is affected by: the 
work itself, a sense of achievement received from performing the 
work, recognition received for work performed, the possibility 
of advancement and growth, and a sense of trust and 
responsibility. 

Developing - This refers to on-going learning and growth both 
for the manager and the employees. Developing involves: con
tinuing education and training to stay abreast of the current 
state of the art in one's field, making projections based on 
current trends, deter.mining learning and training needs, select
inq appropriate learning activities and assuring that personnel 
are following their respective tracks in the Management Develop
ment Proqram. 

Expected Contributions to Bureau Objectives 

The performance of the management functions outlined above, 
especially the motivating and developing functions by the Lieu
tenant, should be based upon the Bureau's Plan for Police Prac
tices Advancement. This five-year oriented program addresses 
objectives and strategies in the areas of community relations, 
field operations, investigation, personnel development and overall 
management processes. These elements as outlined below will be 
incorporated into the Lieutenant's Performance Contract with the 
Captain and will include expected contributions/objectives estab
lishea for each area. These areas are: 

Community Relations - Understands community socio-economic 
trends, evaluates neighborhood needs and organization, facili
tates transfer between traditional police practices and com
munity crime prevention, improves police response to community 
crime detection and apprehension activities, increases community 
input into overall police operations, employs public relations 
principles and Bureau procedures. 

Field Operations - Reviews patrol beat design, utilizes 
automated staff scheduling, ensures directed patrol management. 

Investigative Function - Administers case screening, initiates 
investigative strategies, analyzes organization and resources. 

Overall Management (Technical) - Develops contingency management 
plans/procedures for crisis, conducts work engineering (simpli
cication/standards), understands and uses relevant automated 
technology (e.g., MIS, data analysis and resource deployment), 
reviews and follows budgeting systems, develops and monitor,s 
performance planning/monitoring processes, initiates problem 
solving analytical techniques. 

Overall Management (Non-Technical) - Follows staff development 
plans and systems, analyzes organization design, improves 
interjurisdictional relationships, employs organization 
development techniques, refines Bureau's :,communications and 
documentation. 
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- Individual - Analyzes stress and d 
for,personal financial management e~elops Sup~ort systems, plans 
tralns for impro" , lmproves tlme management, 
physical fitnessv~ng ~nterpersonal communication skills, follows 
career counselling~ve opment schedules, provides and receives 

Key Requisites 

Ability to accomplish the ex t d " 
requires performing manageme;~Cf~n ~?ntrlbutlon~ outlines above 
both technical and managerial i c

t 
lons and sk~lls. ~kills a~e 

knowledge are developed-throUgh n na u:e. Technlcal Skllls and 
specialized areas relevant to' f,e~~erlence,and training in 
and investigation The k . 1:, operatlons, administration 
in all Bureau fun~tional :~e~~q~~~ lt~S IWlhich fOllow are appl icable 
levels. a a Bureau management 

Managerial 

• Continuing sensitivity - ~ensiti 
w~at is going on around th ve to ~vents and can tune into 
tlon - "hard" information em. hPerceptlve and open to informa
"soft" information, such ~s s~he as figures and facts and 

feelings of other people. 

An~lytical, problem-solving and decision/' , 
Skllls - Including the ability ,Judgme~t-~aklng 
uncertainty strikin b . to COPQ WIth amblgulty and 
to ~e guided by SUbj~c~iv:I~~~~i~ge~we~nththte ~eces~ity a~ times 
loqlC. Wl ou 19norlng obJective 

Proactivity - Achieve th h 
Includes such qUalitie~aase~e t,an me:ely responding to demand. 
dedicated and committed h ,elng a Job through, being 
res 'b '1' . ,avlng a sense of missio d ' ponsl 1 lty for things that ha en n, an taklng 
buck to someone else. pp rather than passing the 

- Technical 

Relevant professional knowled 
(patrol beat desiqn, communit~e - ~ncludes technical knowledge 
allocation) relevant to nee s analyses, resource 
management principles an~e~~lts,required, knowledge of basic 
organizinq and controlling. eorles such as planning, 

C7eativity - Ability to corne u' , 
sltuations, and to have the br~a~~~h un~qu~ new responses to 
and take up useful ne of lnslght to recognize 
to recoqnize a good i~e:P~~~~c~~s but also having the ability 

. 1 comes from someone else. 
- Individual 

Social skills and abilities 
essential in stich activities- Interper~ona~ skills that are 
negotiation, resolving confli~~ communlc~tlng, d~legating, 
respondinq to authorl't- J'd ,persuaslon selllng::-.-~using and - y an power. ~v 
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Emotional resilience _. Resilient means that t~ey fe~l. the b t 

stress (they do not become thick-skinned and lnsensltlve) u 
. t .. self-control and by 

1 . 

I 

are able to cope with it by maln alnlng 
giving to some extent. 

Self-knowledge - Ability to retain a relatively high degree 
self-control over their actions, they must be ~ware of 
self-attributes, own view of their job and thelr role, bY

and 1 feelings strengths and weaknesses, 
their goals, va ues, plaYl'ng- in determining behavior.. 
of the part they are 
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ToucheRoss&~ CITY OF ATLANTA 
dUREAU OF POLICE SERVICES 

DEPUTY CHIEF 
Name 1' ______________________________________ __ 

Date: 

Rank: Division/Unit: 

···.'1 

Instructions: 
Please circle one of the five performance levels beside each knowledge, skill and ability (KSA) identified 
below. The KSA's are divided into managerial, technical and individual categories. 

This self assessment of your KSA levels will provide the basic data on which the Bureau will determine wha~ 
training opportunities should be provided. 

The.levols are defined as follows: 

Level Fivel 

Level Four.: 

Hore than adequate to continually exceed requirements assigned to the position. 

Adequate to fully meet and sometimes exceed requirements assigned to the position. 

Level Three: Adequate to meet all requirements assigned to thi'poaition. 

Level Two: Arlquate to meet most but not all requirements assigned to the position. 

Level One: Inadequate to meet routine requirements assigned to the position. 

Itey Requisites 

Managerial 

_ Knowledge of appr1ppriate laws (local, state and federal) •••••••••••••••••••••••••••••••••• 

- Understands the limits of authority and responsibility .................................... . 

_ Understands the v'arious types of specialized functions of the Bureau of Police Services ••• 

_ Knowledge of cul!;ural~ racial and economic differences of Atlanta .......... - ............. . 

- Knowledge of basLc budgetary procedures ••••••••••••••••••••• r. ••••••••••••••••••••••••••••• 

_ ~nowledge of current department rules, procedures and general orders •••••••••••••••••••••• 

_ Basic managerial skills for allocating resources effectively ••••••••.•••••••••••••••••••••• 

_ ~nowledge of cj,ty government operations and legislative processes ••••••••••••••••••••••••• 

Technical 

_ Understands the use(s) of the ccmputer and other technical/mechanical equipment .......... . 

- Ability to prepare cases adequately ••••••••••••••••••••••• ••••••••••••••••••••• ••••••••••• 

_ Interprets results from programmed computer analysis and develops actions for improving 
ope rations ................................................................................ . 

- Ability to manage basic research projects ••••••••••••••••••••••••••••••••••••• ••••••••• ••• 

_ Ability to prepare effective reports and proposals ••••••••••••••••••••••••••••••••• • •••• •• 

Indivicual 

_ Experience in and demonstrated knowledge of various units within the Bureau of 
Police services j.t •.................................................... " •••••••••••••••••••• 

_ Effective oral ~lmmunication including public speaking •••••••••••••••••••••••••••••••• •••• 

_ Sufficient writing skills for reports, memos, etc •••••••••••••••••••••••• • •••• •••••••••••• 

Motivates officers and other staff ••••••••••••••••••••••• • •••• ••••••••••••••••••••• ••••••• 

Ability to provide a perspective to officers as to why an order/directive is 
given ~nd then to carry out the order/directive ••••••••••••••••••••••••••••••••••••• •• •••• 

- Ability to develop potential in staff ••••••••••••••••••••••••• •••••••••••••••••••••••• ••••••• 

_ BandIes stress from changes in Eureau, community and personal life ••••••••••••••••••••••• 

- Gives effective orders and other assignments .......................... •••••••• .......... . 

_ Assumes responsibility for making reasonable decisions •••••••••••••••••••••••••••••••••• • 

_ Develops two-way communications between peers and ~ith subordinates •••••••••••••••••••••• 

- Delegates ~uthority an~ responsibility ••••••••••••••••••••••••••••••• ••••••••• ••••••••••• 

_ Evaluates skills and abilities of assigned staff ~nd counsels aec9.rdingly •••••••••••••••• 

- Manages personal time by priorities •••••••••••••••••••••••••••••••••••••••• •••• •••••••••• 

- Administers fair 
. 

discipline •••••••••••••••••••••••••••••••• • •• • •• •••••• •••••••••••••••••• 

_ Determines one's own strengths and takes positive action to enhance opportunities 

~ 

234 5 

to improve .............................. (;.4>, .......................................... " ••••••••• "t---' __ '--..&.. ...... -.I 

.~""""==- ~ ~. __ ,.="'" "' __ .• ,_»_w -----h"lr-'\ ---
• 1\1 

S~gned: 
~H~a~n~ag~e~r~/r.D~a~t~e--------

Supervlsor/oate 
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CITY OF ATLANTA 
BUREAU-OF POLICE SERVICES 

LIEUTENA~T, CAPTAIN, MAJOR 
Name: ____________________________________________ __ 

Date: 

Ran~: 

Instructions: 

Please circl~ one of the five performance levels besid~ each knowledge, skill and ability (KSA) identified 
below. The KSA's are divided into managerial, technical and individual categories. 

This self assessment of yaur KSA levels will provide the basic data on which the Bureau will determine what 
tnining opportunitI/es should be provided. 

The levels are defined as follows: 

Level Five; 

Level Four: 

Level Three: 

Level Two: 

Level One: 

Managerial 

MOre than adequate to ££ptinually exceed requirements assigned to the position. 

Adequate to fully meet and sometimes exceed requirements assigned to the position. 

Adequate to meet all requirements assigned to the position. 

Adquate to meet most but not all requirements assigned to the position. 

Inadequate to meet routine requirements assigned to the position. 

Key ReqUisites 

Significant understanding of the formal and informal policies and procedures of the other 
Bureau Div!sions •••••• ~ ••••••••••• o •••••••••••••••••••••••••• •••••••••••••••••••••••••••••••• 

Familiar with relevant local, state and federal laws and guidelines ••••••••••••••••••••••••• 

Knowledge of fiscal budgeting and monitoring techniques ..................................... . 

Ability to attain maximum level of services within allocated resources •••••••••••••••••••••• 

Knowledge of city government operations and legislative process~s ••••••••••••••••••••••••••• 

Technical 

Levels 

2 3 4 5 

Comprehensive knowledge of advanced police practices and procedures •••••••••••••••••••••••••••• ~ ••••••• 

Understanding of general automated computer capabilities and their specific application 
to general management and law enforcement activities ••.•.••.••••••.••••..•• 11 .: ••••••••••••••• 

Ability to perform appropriate research and analytical activities relevant to both . 
general administrative issues and specific divisional responsibilities •••••••••••••••••••••• ; ••••••• 

Ability to apply sopciological and psychological principles to individual and (\ 
group applications ......•..•.•...•............•.......... IlI, • •••••••• ~ ••••••••••••••••••••••• ; •••••••• 

Individual 

Formal education at the Bachelor of Arts level (or equivalent) with emphasis 
in criminal justice/law enforcement and certification from the following: SPI, FBI and 
technical seminars •••••••••• ~ •.•••.•••.••••.•.•.••••••.•••••.•••...••.••••••..•..••••••.••.• . ..... . 
Knowledge of sociological and psychological principles •••••••••••••••••••••••••••••••••••••• 

Deve~ops staff effectively ••••••••• ~ ••••••••••••••••••••••••••••••••• ••••••••••••••••••••••• 

AIHlity to plan, organize and budget personal time and production efficiently ••••••••••••••• ~ •• 

Advance1, oral and written communication skills ......................... 0 ......................... " 

Prepsration and delivery of public-community relation activities and materials ••••••••••••• 
\ 

Signed: 
Manager/Date l\~ 
super~~:'l!'/Date ••.• 
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EDUCA'l'IONAL/TRAINING PROFILE 

-Q> 

NAME: RANK: RACE: FORMAL POLICE-RELATED 
EDUCATION TRAINING, SEMINARS, ETC. 

. 
[>S#: DATE HIRED: 

TOTAL POLICE EXPERIENCE: (Years, ... ..~ 
Months): 

MANAGER EXPERIENCE: l. 

2. 

3. 

<1. 

5. '----

ASS IGNMENTS; l. 

2. 

3. .. -
4. 

5. 

6. 

7. 

8. \ 

9. 
10. 

EVALUA'l'IONS: 1976-1981 

1976: 1977: 1978: 1979: 1980; 19S1: 
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RANK ASSES8:~ 

NAME 

p= ·)ERS'lr::).!.. 
<:=':I'nl~~" T <:("11'1 

1 _____ . ____ _ 

. . , 

KEY REQl'ISI'l'ES 

CITY OF ATLANTA BUREAU OF POLlCE SERVICES 

MANAGER ASSESS~1ErH SUr·1MARY 

~ ~ 

" 

r 
r ,----~--..-----.,_----------.. --.---.... ------!Pi 

PERF01'iMA~rc: ~!t.~lf.(JF.Jl LAX, I:DI:CATIO~ 
I?YA,LU,A'nON EXPFFIEXCr. 

2 Highly 
Satisfactory 

COM~IENTS 

118 total M. T. I • 

MAX = 140 

111 total M. T. I. 

MAX = 140 

71 total M. T. 1. 

MAX = 140 

120 total M. T. 1. 

MAX = 140 

({> 
IXDIVIDUALQ 

.!~~:y 

REQt'I~IT:CS 
AVERAGES 

84.3% 

79.3% 

50.7% 

85.7% 

.------~~--------,-----;------------
113 total M. T. I. 80.7% 

MAX :; 140 

X/A = Xonc ~vui]nh10 ~I )laJlagl'r F = FOl'rna 1 
TP = Toral PoliCe:> ST = Spf'cial Training and Attl'lIc1"t\ 

() 

,R , . 
. . 

.' 
" 

, 
t) 
t }-
Ii . ( 

Ii 
,[ 

, ! 

l{ 
It 
L 
'/ 'a 

II "'lIlt 

II 
ft 
\1 

!! 
~. 

" 

; 

, 

t 

., 



·t • 

C 
! 

I 
1 I 
'f'<" II 

!./ "': 

'C , , , 
I 

I 

RANK ASSESSMENT ANALYSIS 

Captain 

Overall Results 

Ke~ 

- Number of managers: 
- Total results: Low 
- Distribu1cion: 

10 
~9% Average 68.5% 

--.i - Average +..!. 
High 84.3% 

Comment: The Captain self-assessments were consistent 
with the four management ranks. 

Re9uisite~ , Low Avr. High Distribution 
- Managerial ~ 40% 70% 90% 3-A+7 /" 

Technical 1/ 
24% 56% 76% 3 7 -

- Individual 60% 79% 93% 5 5 
Comments: The perceived level of proficiency was the lowest 

in the technical area which is consistent with the 
four ranks surveyed. Managerial proficiency was 
second with individual knowledge, skills and 
abilities rated at the highest confident level. 

Performance Evaluations 
Low 

Number in 5 yrs. 1 
Avr. 
2.7 

High 

5 
Distribution 
5-A+5 

Ratings: Unable to provide trend analysis since at least 
these different forms and processes were employed 
during the rating sample period. 

Comment·s: See Deputy Chief I s Comments. 

Years Experience 
Low 

- Management 7 

14 

Avr. 
11.4 

23.4 

High 

18 
27 

Distribution 
5-A+5 

- Total Police 
5 5 

Conunent: 

Education 

- Formal 

- Special 

Comment: 

Approximately 49% of the total police average 
experience of 23.4 years has been in management. 
In fact, ~otal police experience exceeds the 
average for all management ranks. 

" Low Avr. High Distribution 
10 13 14 5-A+4 

Training 2 9.8 15 4 6 

Special training opportunities for Captains were 
'only exceeded by th~ Majors. Formal eClucation 
approximates the same number of years as Lieutenant 
but is less than Major and Deputy Chief by one 
and two years respectively. 

DOJ-1982-03 
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