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

T m—— — v S .
b oGS DIPRTMENT OF COMMERCE
Co , S 7 Mationsd Fecknical Informatiow Service ' 1

PBEO-135494

.
4
©f
-k
1
i
A
i
§
i
:
H
H
¥

; ‘ - ‘ & f . £, fen W Gy 4ot ’
T A Aj@ﬁ:? Anaiysis of the Entry-Level
Patrol Officer Job with the |

=N «

4:‘.‘“‘-”«:\&- , T ) £ "; ) 4
District of Columbia Police Jepariment

LA e e

L ket

- - . “ _ ) _ . B
(4i.5.) Office of Porsennel Mansgsment, Washington, BC

BRI B

Jul 79




~



U.S

Personnel Management
Stafting Services Group

K20 12 1082

ACQUISITIONS

A Job Analysis of the
Entry-Level Palrol Officer Job

- with the Disfrict of Columbia

Police Department

-

G

e

AR

W

1
T e PR e

S HICHAL TECHNICAL |
| | . INFORMATION SERVICE
oS DERAIELD, VA, Z2101 -

; !

ECRE IR EtS Y- I N NPUNPIAS T SR NGNS SUVPA P L et I wronl T e Atie T ssel s 0 e b



(@]



£3272 1ot

%‘rﬁgpoar NOCUISENTATION | 1. REPORT NO. TM-79-5 2. 3. Recipient's Accession No. '? é‘
B g 1-79- _ - . i :
Gl PAce - _ PR 80 135494,
§’§ 4. :r-ﬂe and Spbmle 5. Report Date 979 3.
&} . A Job Analysis of the Entry-level Patrol Officer Job With July 1 —

5 The District of Columbia Police Department & . .

= : ]

é%‘ 7. Author(s) . . . 8. Performing Organizat.on Rept. Na.

7] _Leon I. Wetrogan & Cynthia C. Diane o

gé 9. Performing Org'anizat-'on Name and Address ’ 10. Project/Task/Work Unit No. -

= -Office -of Persomnel Management . : .

5 Personnél Research and Development Center - ' i1, ContractiC) or Grant(G) No. 7 !
= 18060 F Street, N.W., ) e Co :

g )

.

atgd

' Washington, D.C. 20415

(G) . . *

12. Sponsoring Organization Name snd Address . . 13. Type of Report & Feriod Covered

Final

same aév#gw ' - IR ' 7Y

15. Suppiementary Notes

-§6. Abstrzct (Limit: 200 words) - M CoL .

! The present report describes a job analysis study conducted by the Office
of Perscnnel Management to help in the development of an entry-level exam-
ination for Washington D.C. police officers. The study-utilized a task
analysis agproach and a task-by-ability matching procedure to identify
the knowledyes, skills, abilities, and other characteristics (KSAO's)
necessary for successful performance of the patrol officer job. Three
hundred and fifty patrol officers responded to an inventory containing
317 task statements. Those tasks statements in the highest third on
rataed importance were linked to a set of KSAO's using a task-by~-ability
rating format. The results indicated that cognitive and social-personal
attributes were the most important for differentiating superior from
barely acceptable performance of the most important police officer tasks.
Physical and perceptual attributes tended to be rated as below average in
importance. A high level of agreement was obtained between men and women
and black and white patrol officers in terms of rated importance of the
KSAO's. The results of the job analysis served as the basis for the de-
velopment of an experimental written test.

17. Document Analysis 8. Descriptors
Personnel Testing
Job Analysis
Selection of D.C. Police Officers
Task Analysis

b. ldentifiers/Open-Ended Terms )

. COSATI Fietd/Group ;, . - |
18. Availability Statement = 1 19. Security Class (This Reoort) 21. No. of Pages ”
. , . /.
Unlimited - i ] 20. Security Ciass (This Page) 22, Frice
‘ g5 HD |
Z239.18) . Seo Instructions on Reverse OPTIONAL FORM 272 (4-77)
o~ B (Formerty NYIS--3%)

¥

. H

Degantraent of Camierse i
W

S’ S






T™~79-5

A JOB ANALYSIS OF THE ENTRY-LEVEL PATROL OFFICER JOB WITH

THE DISTRICT OF COLUMBIA POLXCE DEPARTMENT

Leon I. Wetrogan
and
‘Cynthia C. Diane

Of"ice of Personnel Management
Persornel Research and Development Center
Applied Psychology Section
Washington, D. C.

July 1979

e S A AR

it

s S

ol

¥
¥

(PN

P






)

PR

A JOB ANALYSIS OF THE ENTRY-~LEVEL PATROL OFFICER JOB WITH
THE DISTRICT OF COLUMBIA POLICE DEPARTMENT

ABSTRACT

The present report describes:.a job analysisustudy conducted by the Office
of Personnel Management to help in the development of an entry-level.exam-
ination for Washington D.C. police officersi :The study utilized a task
analysis approach and a task-by-ability matching procedure to identify

the knowledyes, skills, abilities, and other characteristics (KSn0's) .

_necessary for successful performance of the patrol officer- job. Three

hundred and fifty patrol officers responded to an inventory containing
317 task statements. Those tasks statements in the highest third on

rated importance were linked to a set of KSAO's using a task-by—-ability

rating format. The results indicated 'that cognitive and social-personal
attributes were the most important for differentiating superior from
barely acceptable performance of the most imgortant police officer .tasks.
Physical and perceptual attributes tended to be rated as below average in
importance. A high level -of-agreement was obtained between men and women
and black and white patrol officers in terms of rated importance of the
KSAO'S. - The results of the job analysis served as the basis for the de- _
velopment of an experimental written test. ’
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" a1 decades.

‘item verbal abilities

" A JOB ANALYSIS OF THE ENTRY-LEVEL FATROL OFFICER JOB WITH
THE DISTRICT OF COLUMBIA POLICE DEPARTMENT"

The Office of Personnel Manage=

ment, formerly the United States Civ-

il Service Commission, has had the
responsibility for the development’
of the written test for aelectlng

‘ent.ry-level District of Columb’a - -

pPolice Officers ovexr the past sever-—
. Since 1948 the written
cest used has been Test 21, an 80-
test.
the use of thls test ‘was challenged
in Washingyton v. Davis. Although the

_Supreme Ccurt ruled in‘favor'of the

District of Columbia and a reécent

_study showed Test 21 to be a valid

predictor of training success und
job success (Wetrogan & Cundiff,
1976}, the decision was mede to con-
duct an extensive job analysis and
if necessary develop a . new examina-
tion procedure. This decision was

‘based on a number of factors: {a) the

job may have changed since the origi-
nal research was conductéd some years

a30, (b) new methods and techniques

had been introduced. in job analysis
since the origyinal research, and (c)

' new advances in personnel assessment
techniques had been developed ‘which -
" might be employed to measure those

job related knowledges, skills, abi-

“lities and othér characteristics

(KSAO's) not included in the current
examination.

Many job analysis methodologies
are described in the research litera-
ture. Methods typically used include
direct observation, interviews of jcb
incumbents and superv1sors, partici-
pant loys, and questionnaires. All
the methods have the same goal: The
collection of an accurate descrip-
tion of what the job entails.

A number of factors were consid-
ered in the selection of & job analy-
sis methodology. Among these factors
were: (a) the technique would have
to allow for the collection of infor-
mation from a fa1Vly large represen-—
tative sample of subjects, (b) the
method of data collection would have

In 1976

" to have face valldlty in order to ob-

tain and maintain the cooperation of
part1c1pants, and (c) the method

"would have to“lead to the identifica-

tion of the impcrtant worker KSAO's
and lead to the documentation-of
their linkage to the important or
critical job tasks or behaviors.

"After a review of the job anal-
y51s literature, the decision was
made to ‘incorporate a. task analysis
procedure and a task-by- ability rat-
ing technlque to’ accompllah the JOb
analysis.

The job analysis phase’of the
project was carried out in four
stages.  Stage 1 involved the-identi-
fication of the tasks performed by
police officers ‘and the development~ -
of a task inventory. Stage II con-

isted of the administration of the
task inventory. Stage III involved
an analysis of task inventory data
and _the identification of the most
lmportant tasks. Stage IV included

-identifying the KSAO's necessary
for successful performance of the

important police tasks.

Stage I: Task Identification and
Inventory Development ’

In order to generate a compre-
hensive list of task-statements re-
lated to police work, three sources
of information were utilized. These
included: (a) a content analysis of
training and operatlonal manuals, (b)

brainstorming sessions with knowledge-

able police officers and (c) observa-
tions by the present investigators of
police officers at work.

Review of Manuals

A content analysis of the pollee
training .manuals and operational hand-
books and manuals was performed by the
present_ investigators.

-Any references
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to job behaviors or tasks werc ex-
tracted and written as task state--
ments.

Panel of Knowledgeable Officers

A panel of seven offlcers, one
from each of the seven D. C. Police

.districts, was convened in order td&

generate task statements related to -
the police officer job. The panel
included: cne white female, one black
female, two- white males, two black
males and one Spanish-surnamed. male.
All participants were entry-level of-
ficers who had ‘been nominated by :
their sergeant as being highly knowl-
edgeable about the patrol officer
Job. The-average age of officers
comprising the panel was 28.4 years;.
they had thirteen years of edacatlon,
that is one.year of college, -and had -
been on duty as patrol. officers for
an average of 5.8 years. )

The panel met for five consecu-

tive eight-hour days at the D. C. Po-.
lice Training Acadeny.

The sessions
were led by the present. 1nvestlga—
tors.

The panel was instructed to be-
gin by listing major work areas.
This preliminary breakdown of the job
included such things as patrolling,
investigating, enfdrcing laws, and
performing administcative functions..
After the major work areas had been
defined, the remainder of the time
was spent brainstorming to develop a
comprehensive list of task statements.
related to each of the work areas.
The brainstorming session led to the
identification of approximately four
hundred task statements. .

Ride—aiong Sessions

In order to obtain any addltlon—
al task statements and in order that
the researchers might obtain. first--
hand knowledge of police work, the
two researchers.went out with a cruis-
er to observe the actual work. Each
researcher rode along on three shifts.
Each ride-along was in a different
district and during a different shift,

"1l p.m. t¢ 7 a.m., 7 a.m. to 3 p.m.

and 3 p.ms to 11 p.m. Shifts and dis-
tricts were varied for each research-
er in order to yield a representative

officer.

“duties.

" sample of the total work performed.

During the ri:icv-along, . the research-
ers recordecd the tasks they observed
as well as anv tasks generated dur- !
ing their d‘s\u”"long with the offi-
cers. .

i

. v j

..Review of Task Statements - o
. 1

H

}

The task statements 1dent1f1ed

from the three sources werée each s

typed on a 3 x 5 index card.  Next,
a panel of four police pecrsonnel as--
signed to the training academy was
assembled. The panel included one ;
lieutenant, two sergeants, and one

Of these, three were males
and one was a female. . Three were. .
black and one was whxte‘~ This second
panel performed three functions.

'First, they reviewed ecach task sState-

ment for -accuracy and clarity of lan-
guage. Second, they eliminated task
statements that were duplications of
previously included statements but
were worded slightly dlfferently.»
Third, .they defined the m&jor duty

- areas represented in-the pool of task

statements and sorted ‘the- task state-
ments into these duty areas. The fi-
nal pool consisted of 317 task state-
ments grouped under fourteen major

Development of the Prelininary,Pat— -

. rolman Task Inventory and the
‘Pilot Testing

Appendix A presents a copy of
the Patrolman Task Inventory. The
inventory began with a cover let—.
ter describing the purpose of the
study as well as the purpose of. the
task inventory. Next,. there were
thirteen juestions related to demo-
graphic and background and experience
factors of each person who completed
the inventory. This information-was
collected for two major reasons.
First, the information was used to-
determine if the sample included in
the study was representative of the
entire D.C. police force. Second, the
data were used to determine if dif-

. ferences on certain demographic vari-

ables accounted for any differences
in the tasks performed. For example,
do temales perform different tasks
than ‘males cor do whites perform dif-
ferent tasks than blacks? Also, do

inSeadnd aa e Sty
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females® perceptions of the tasks. im-
portant for job success differ from

those of males, and do white offi-
cers perceive different tasks as be-
ing important for job _success than
do black officers? It was felt that
answers to questions such as these
might have 1mpllcat10na for the de- .
velopment of a new examination as

. well as for the development of new.

‘performance criteria.

The'remainder of the inventory
contained the instructions for com-
pleting the inventory and the task
statements. The instructions began by
asking each officer to read through
the task statements and check those
which they had personally performed
during the. past 12 months. One rea- .
son for including this step was to
minimize the amount of rating error
due to_a lack of firsthand familiar-
ity with the tasks. Theé next two .
sets of instructions, pages 5
through 8, instructed the officers on
how t¢ rate the task statements.
2, pages. 5 and--6, explained the rat-
inys on relative-time-spent. Offi-
cers were to rate each task statement
they checked off.as performing in ‘the
last 12 months in terms of the amount
of time they spent performing each
task relative to the other tasks they
'Ratings were on a seven-
_point Likert-type scale from 1, very-
much below averayge 'in terms of rela-
tive-time-spent, to 7,
average in terms of relative-time-
spent. ‘The instructions ‘on page 6

- asked each officer to review the list

of task statements and select one that
represented a scale value of 1 and a-
nother one that represented a scale
‘value of 7 on the relative-time-spent.
dimension. This was done in order to
aid the officers in anchoring- the
scale and to insure.a high level of
1ntrarater consxstency.

Step 3, pages 7 and 8, 1ncluded
instructions for the.rating of rela-
tive importance of the tasks. The
instructions were the same as those
for relative time spent, except that
in this case each officer was to in-
dicate the relative-importance of
each task. for differentiating superior
from barely acceptable officers. Ra-
tinys were obtained on a seven-point
Likert-type scale from 1, the task

Lt B sl Rt e Ran s e ¥

_tasks.

Step ..

.grouped into 14 .duty areas

very much above.

_was very much below average in impor-

tance relative to other tasks, to 7,
the task was very much above average
in importance relative to the other

In order to attempt to maxi=
mize the independence of the task
ratings on the two scales, time spent
and importance, each officer was asked

. to rate all tasks on-one dimension be-~
. fore rating the tasks on the other
‘dimension. .

In order- to investigate and mini-

mize any order effects, two forms of
the task inventory were developed.
On one form, the relative-time-spent
scale was rated before the relative—:
importance scale. ©On the other form,
the relative—importance scale was

.rated before the relative-time-spent

scale. Half the ocfficers.responded
to the inventory with importance
first; the other ‘half responded to
the inventory with relatlve -time-
spent first. -

Pages 9 through 37 contafned—thehw—

list of the task statements grouped
into major duty -areas. The ihventory .
consisted of 317 task statements

The duty
areas were:

Duty Aj Preparlnc For Tour cf Duty
puty B) Patrolling to Determine
~Violations
Duty C) Patrolling
Duty D) Patrolling
Relations
Duty E) Patrolling
. Prevéntion
Duty F) Controlling Traffic and
Enforcing Laws
‘Duty G) Caring for the Sick or
Injured
puty 4} Conducting Pr°11m1nary
lnvestigations
Puty. I) Handling Property B
_Duty J) Conducting Follow—Up
Investigations
puty K)-Patrolling to Apprehend -
Cifenders
Duty L) Conducting An Arrest
Duty M) Preparing Cases for
" Court and Testifying
Duty N) Administrative Activi-
ties (Supportive) .

for Incidentals
For Community

For Crime

The three columns to the right
of the task statements were used by
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‘scales.

the officers for recording their
responses. :

Page 38, entitled "Additional
Task Statements®, was included so
that officers could add tasks not
found in the inventory and rate them
along the importance and time~-spent
On page 39, officers were .
requested to indicate the percent-
age of their total work time spent
performing each duty. This infor-
mation was collected for two rea-
sons: (a) to determine the rank

- order of duties 'in terms of total

time-spent and (b) to ccmpare the
relative-time-spent on tasks with-

in each duty to the overall rating

of time-spent on each duty. The - _
gueéstions on page 40 allowed the of-
ficers the opportunity to provide the

‘researchers with comments and sugges-

tions concerning the format of the

" . task inventory.

Onc= the patrolman task inven-
tory had been developed, it was sent
out for review and comment toc offi-
cials of the traiaing academy as well

-as to top level Police Department ad-

ministrators. Also, members of the
D. C. Police Personnel Department
ccntacted union officials to inform
them of the purpose of the research
and to solicit their cooperation.

Feedback from these soudrces indicated

that the task inventory was. comprehen-
sive and accurately described the job
of a patrol officer.

Following the review, the patrol-
man task inventory was administered in
a pilot study. The sample consisted
of 14 officers, two from each of the
seven districts. As well as represen-
ting -each of the seven districts, the
sample was representative in terms of
sex and race. Information collected
during the pilot study suggested that
the instructions in the inventcry were
clearly understood by the officers and

_that the task statements presented a
comprehensive breakdown of the patrol

officer job. However, the study indi-
cated a need to modify and expand the
oral. presentation related to the pur-
pose of the research and the oral in-
structions for completing the inven-

tory. This included presenting more

examples ‘to help define the relative-

"for ten days..

time-spent and relative-importance
scales. .

Stage II: Administration of the
Task Inventory

Operational Administration of
Patrolman Task Inventory

The »atrclman task inventory was
administered to a sample of 350 pa-
trol officers, fifty from each of the
seven districts, during April, 1976,
at the D. C. Police Training Academy.
In order to. acquire the necessary
sample size and at the same time

_cause minimal disruption to normal

police activities, five patrol offi-
cers from each of the seven OlSLrlCtS
were included in the sample per day
Two administrations of
the inventory were conducted each day,

one in the morning and one in the af-

ternoon, -.so that no more than three
patrol officers from each district
were takén off the streets at any one
time. Officers were selected.from
each district by the sergeants on
duty at that time. The only restric-

-tions placed on the selecting ser-

geants were:

1. the officers had to be in a
) patrcl positicn rather than
a detective or some other
special assignment. .

2. the officers had to have a
minimum of one year patrol
experience.

3. the proportion of males,

females, blacks and whites.

had to be representative of
the D. C. Police patrol offi-
cer population. ’

The sessions were conducted by
the present researchers. The re-
searchers began by giving a standard-
ized introduction to the background -
and purpose of the research. Follow-
ing the introduction, the researchers
read aloud the introductory letter as
well as the instructions for complet-
ing "the inventory. Instructions for
each section of the inventory were
read only after all officers had com-
pleted the previocus section. The
researchers were on hand during-each
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session in order. to answer questions

or clarify instructions. On the av-
erage, it took officers approximately
two and one half hours to complete
the inventory.

There was an interest in collect-
ing racial data for determining the
representativeness of the sample as
well as studying any racial differ-
ences on the task inventory ‘responses.
Consequently, racial information was
obtained by observation when. the com-
pleted task inventories were turned
into the researchers.

Stage III: Analysis of Task Inven-
tory data and Identification.of.
the Most Important Tasks.

.0f the 350 officers completing
the inventory, data on fifteen were
eliminated from the analysis. -This
yielded a- final sample of 335 patrol.
officers. Data were €liminated
where: : '

1. officers were felt to have
indiscriminately rated the
task statements hecause

-.all or most of -the tasks
had the same numerical
rating, :

2. officers had failed to
rate more- than 10 percent
of the task statements
.which they had checked as

_having performed in the
last twelva months, or

3. officers had been per-
forming in a gosition
other than patrcl offi-
cer for 25% or more of
the previous twelve
months.

-Analysis of Demographic Data

The final sample consisted of
300 males and 31 females. Four of-
ficers did not indicate their sex.
Oof these 167 were black and 162 were
white. Racial data were not obtain-
ed on six officers. Table 1 presents
the means and standard deviations on
selected background information vari-
ables. o

The officérs had spent an average

been with the Police Department for
an average of 64.4 months. .This
difference of niné months partly re-
flects training time with the Police
Department. In the sample. the of-"
ficers had spent an average of 87:5%
of the previous twelve months working
in their present assignment. Since

" sergeants were asked to select for
- the sample only officers in a patrol:

capacity, the data would suggest
that the sampling on this variable
was highly accurate. Secondly, the
data would indicate that officers in
the sample were quite familiar with
the patrol officer job since they.

_ had spent most of their time func-

tioning in-that capacity. The data
also indicate that the average -
height for officers in the sample was
70.5 inches and the average weight
was 178.6 pounds. The mean age of
officers in the sample was 27.8 -
years. ' I -

Table 2 presents ‘a’frequency
‘distribution of. the number of offi-
cers in the sample by district.
data -indicate that two districts,
Districts 4 and 7, had the smallest
samples, with 46 officers each.

Ouly onec district, District &, had
the proposed size, with 50 officers.
The difference in sample size be*ween
that district ceatributing the larg-
est sample and those contributing the
smallest representad 1.2 percent.
This difference was considered small '
enough to ccnclude that each district
‘was sufficiently represéented.

The data on previous law enforce-
ment experience indicate that only
67, or 20% of the officers in the
sample had had any law enforcement
experience before entering the MPDC.

Alsc, 114, or 34% ot the officers in ’

the sample had had courses in law
enforcement before entering the MPDC.

This difference may suggest that:rscnz

_of the officers who had college-

training had taken courses in crimis-.

nology or law enforcement prior %o

coming to work for the Police Départ—l

ment.

Analysis for Order Effects

Rfior to analyzing the task in-
ventoury ratings, it was necessary to

of 55 months as patrol officers and had determine if the data on the two
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forms of the inventory could be com-

bined. -The two forms of the inven- -

- tory were identical except that on

one the frequency scale was com-
pleted before the importance scale,
while -on the other form the order

was reversed. In order to determine
if an order effect existed, a series
of one-way analyses of variance was
performed where the independent vari-
able was ' the scale order and the de-
‘pendent variables were the frequency
and importance duty means. A duty
mean was compu:ied for each officer

on each of the duties for the fre~
guency and importance scales. A

duty mean represented the arithmetic
mean of the meean.ratings for the- task-
statements defining each duty area.’

. Table 3 presents the results -of the. -

analyses. of .variance for the effect
of scale.order on each of the fre-
guency duty means. - The table shows
the mean for the two orders of pre-
sentation; .degrees of freedom, F ra-
tios, and .the probability Of each

“nmean difference occuring by chance.

The cata irdicate that there were
significant differences (p<.05) in
the frequency means on two duties.
The first significant F occurred for
the frequency duty means on the duty
labeled -Patrolling for Incidentals.

& significantly higher frequency mean
was  obtaii;ed whan the frequency scale
was presented second. The second.
significant F occurred for the fre-
quency means on tiie Administrative
Activirties duty. Inspection of the
means- indicate that a significantly
higher mean was obtained when the

~frequency scale was evaluated second.

“in 1mportahye wera:s

- tl.e correlation between the

Table 4 shows the analyses of
variance results where scale order
was the independent variable and
-th2 duty importance mean was the de-
pendent variable. The results indi--
cate that three of the fourteen mean
differences were significant at the
.05 level or below. The duties which
showed significant mean differences
Conducting an
Arrest, Preparing Cases for Court
and Testifying and Administrative
Activities. In all three cases, the
mean importance rating was higher

"‘when the importance scale was rated
" secound. : .

Slnce the primary purpose of -
the task inventory was to rank order
the tasks. and-duties in terms of mean
ratings on frequency and importance
rather than in terms of the absoclute
value of the means, it was felt that
"mean duty
ratings for:frequency and importance
for each-scale order-would give ad-
ditional evidence of any order ef-
fects. A Pearson product-moment
correlation was computed between the

- two scale -orders for the fregquency

duty means and for the importance
duty means. The correlation between

-the twoc scale orders for the fre-

quency duty means was .98 and for the:
importance duty means was .%4.. These

cresults suggest that the rank order-

ing of duties does not differ sub-

stantially as a function of scale or-
der.- Consequently, based on all the
evidence, data for the two forms were
combined for all subsequent analyses.

TABLE 1

Mezns and Standard Deviations on Selected Officer
Background Intormation Variables

Demographic Variable Mean . Standard Deviation

‘Number of Months as a Patrolman 55.0° . 32.2
Number of Months with Police S

Department 64.4 33.0
Percent of Previous 12 months

in Present Assignment 87.5 24.3
Officer Height . 70.5 inches : - 3.0
Officer Weight 178.6 pounds . 24.4
Officer Age 27.8 years 4.0
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Computations of Relative-Time-Spent

and Relative-Importance for Tasks

and Duties

Appendix B displays a sample
copy of one page of computer output
from the Task Level Job Description
program of :he‘CODAP-Comprehensive

. Occupational Data Analysis Program-

System. It can be seen that the pro-
gram computes four basic pieces of
summary information: ’

1. Percent of Members Per-
' forming v o »
2. . Average Percent Time Spent
by Members Performing .
3.7 Average Percent Time -Spent —
_ by all Members and
4. Cumulative Sum of Average
" pPercent Time Spent

"It will be recalled that in fil-
ling out the task inventory, incum-
bents checked off and rated -only
those tasks which they had performed
in the last twelve months. . In order
to permit comparisons across raters

on specific tasks or duties, the rat-.

ings on the two scales were converted
to percentaye values. These values
are considered estimates of the per-
centage of work time spent by each
rater on each task or duty and the
percentage of perceived importance.
by each rater on each task or duty.
The analysis assumes that the total
of an incumbent's raw ratings repre-
sent 100% of his work time spent or
that the raw ratings on importance
represent 100% of that which is im-
portant -for job success. Each rew
rating on each scale is then expres-

. _the inventory.

sed as a percentage of this total.

If r is the rating by an. incumbent

on task i, and % = . -
. - Eri

=1

is the sum of his ratings on n tasks

in the inventory, the "percent time

spent" or "percent importance" by

the incumbent on task i is.

! _
L x 100 =

n

i

i=1

Proceeding from left to right
in Appendix B the column, "Percent of
Members Performing,™ indicates the

- percentage- of iincumbents who checked

that théy had performed the task in
the previous twelve menths out of the
total number of incumbents completing
The next column is
jabeled "Average Percent time Spent.
by Members performing."

time spent by only those incumbents. .

“who indicated performing the task

within the previous twelve months.
The third column fromn the left is
entitled "Average Percent Time Spent
by all Members". This column re-

flects the average percent time spent

rating across all raters, including.
those not having performed the task
in the last twelve months. When. all
members indicate that they performed
the task in the préevious twelve’
months, the "Average Percent Time
Spent by Members Performiny® and the
"Average Percent Time Spent by all
Membeéers" should be equal.
than all members indicate performing
the task, the "Average Percent Time

TABLE 2

Distribution of Number of Officers in Sample by District

District

' Sample Size

% Total Sample
1 49 l14.6
2 47 14.0
3 49 14.6
4 46 13.7
‘5 48 14.3
6 50 14.9
7 46 13.7
Total 335

99.8 (.2 rounding error)
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Spent by Members Performing” should
be higher ‘than the "Average Percent’
Time Spent by all Members."” Task
statements were printed in descend-
ing order beginning with the task
that had the highest "Average Percent
Time Spent by all Members." The

. right-most column is labeled “Cumula-

tive Sum of Average Percent Time -
Spent by all Members." The value in
‘this column for any one task repre-
sents the cumulative sum on the "Av-
‘erage- Percent Time Spent by all Mem-
bers" for all tasks down to and in-
cluding the task of interest.

The same analyses'and compdter
printouts were obtained on the rela—
tive-importance ratings.

" Duty. Level Job'Desétiption

In order to identify the most
‘important duties and tasks performed
in the patrol officer. job,.duty and

 task lével job description analyses

were performed. While the job de-
scription analyses were performed on

Analysis‘of Veriance Results with Scale Order as _ i
the Independent Varizble and Mean Duty
‘Frequencies as the Dependent Variadble

both the relative-importance and rela-
tive-time spent scales, primary in-
terest was on the results of the re-
iative~importance analyses, since the
job analysis was designed to aid in
the development of a selection exami-
nation.. Consequently, only the results
of the analyses on the relative-impor-
tance ratings will be discussed in the
remainder of the paper.

‘The job description analysis was
carried out on the total sample as
well as on males, females, blacks, and
whites separately. The purpose of the
separate analysis for each sex and

-race subgroup-was to identify and in-

clude for further analysis tasks
whose importance for the job perfor-

‘mance of one or more subgroups might -

have been obscured by the analysis

performed on the combined sample.

Table 5 presents theé average per-
cent importance by all members on the
duties for the total sample and for
blacks, whites, males, and females.
The average percent importance by all

TABLE 3 ' o !

Duty S " MEAN  MEAN OF1  DF2 F PROB.
'FREQ. lst  FREQ. 2nd
A. Preparing for Tour of Duty 4,40 4.68 Sl 331 3.78 - .053 - ’ -
B. Patrolling to Determine Viola- 3.70 3.92 1 325 2.97 .086
tions - .
C.' Patrclling for Incidentals 2.89 3.37 1 321 10.75 .001
D. Patroiling for Community Rela- 3.27 3.36 1 332 .80 .372
-+ - tions ' '
E. Patrolling for Crime Prevention 4,22 4.23 1 331 .00 ,958
F.” Controlling Traffic and Enforcing 3.25 3.46 1 327 3.21 .074
" Traffic Laws . :
G. Caring for Sick and Injured 2.68 2.89 1 321 2.45  .118
H. Conducting Preliminary Investi-= 3.50 " 3.70 1 329 2.35  .126
gations . N ;
I. Handling Property 2.80 3.00 -1 326 1.72 191 ;
J. Conducting Follow-Up Investi— 2.89 3.07 1 324 1.91 .168
<+ gations ’ ; o < : :
K. Patrolling to Apprel end Offenders 3.11 3.28 1 - 322 1.25 «255
L. Conducting an Arrest ~ 3.68 3.94 1. 325 . 3.19  .075
M. ' Preparing Cases for Court and 3.52 3.71 1 o327 1.61° .206
Testifying i . = )
N. Administrative Activities C 3.51 3.80 1 332 6.41 .012 . ‘
’ (supportive) ’ : co ’
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members for a duty was obtaxned by level of agreement bétween the sexes.

sunming the percentages of importance and races on duty importance and ) g
on the tasks within each duty for suggest a potentially high degree P
each member and next averaging that of commonality across subgroups. oo
sum across all members completing the .
.inventory. The table indicates that =~ Task Level Job Description ' 3
there was perfect agreement across . Lo
groups on the highest four duties. Since our primary concern was - 4
The most important duty was N, Admini~ the identification of the . most impor- )
strative Activities, followed by H, tant tasks which differentiated su- f
_Cornducting Preliminary Investigations, perior from barely acceptable police o
E, Patrolling for Crime Prevention, officers, task level job description :
and L, .Conducting an Arrest. - ‘analyses were performed on the rela-. i
: . ’ : . .. tive importance ratings. .Separate H
In order to obtain an indica- analyses were-carried out for the i
tion of the extent of agreement bet- total sample, males females,;blacks,, i
.ween races-and sexes on average per- and whites., “Table’ 6 lists those.
cent importance by all members for _ tasks in the highest third for the
- the duties; Pearson product-moment total sample on average percent im- ) o
correlations were computed between’ portance by all members. The tasks i
the two race and sex subgroups. The =~ are grouped according to their rele- :
- -correlation for average percent im- = vant duty area. Only the top third i
: - portance by all members for duties is presented, since it was decided 3
between males and females was .92. by the present inVostigators that i
The correlation between blacks ‘and " thé top third would ‘be retained for :
whites for average:pgercent impor- - further analysis. The use of the :
tai:ce by all members for duties was highest-cne-third criterion for task
-9%9. These results indicate a high retention was based on a number of
TABLE 4

Analysis of Variance Results with Scale Order as the
Independent Variable and Mean Duty Importance
as the Dependent Variable

MEAN MEAN DFL DF2 F PROB.

Duty - . IMP. 1st - IMP. 2ad Co - : ) P
A. Preparing for Tour of Duty 4,52 T 4.35 1 331 1.42 «234 . - : ;
B, Patrolling to Deternine Viola=- 4,57 4.41 1 325 2.02  .156 P
tions ' ' C
C.. Patrolling for Incidentals 4.31 ’ 4.08 1 323 2.30 .130 . H
D. Patrolling for Community Rela- : 4.52 4.46 1 333 44 L509 :
. tions - :
E. -Patrolling for Crime Preventiow 5.17 5.17 1 332 .00 .998 _ %
F. Controlling Traffic and Enforcing 4.33 4.18 1 328 1.57 »211 . ;
Traffic Laws :
G. - Caring for Sick and Injured : 5.57 5.35 1 322 . 3.23 .073. i
H. Conducting Preliminary Investi- .5.04 5.09 1 329 0.25  ,.619 :
gations . . - o - y C . i
1. Handling Property 4o62 - 4.76 1 325° 1.17 ..280 B
J. Conducting Follow-Up Investiga- 4.84. 4,84 . 1H . 326 - .00 .962 é
tions o C :
K. Patrolling to Apprehend Offenders 5.69 . 5.78 1 324 .74 ..390 o j
L. Conducting an Arrest 5.39 5.70 1 327 7.34 .007 :
M. Preparing Cases for Court and 4.91 . 5.25 L 329 6.64  .010 N o
Testifying o - ¢
N. Administrative Activities - 4.29 4..53 1 3337 3094 048 i 3

(supportive)

3
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considerations.
cent importance by all members for

the top third accounted for over half,.
50.20% of the total variance in rat-
ings of perceived importance across

all 317 tasks.

“ability matching process.

First, average per-

Second, the *“ighest
third criterion yielded a fi..al pool
of tasks, in terms of number, reason-
able for inclusion-in the task-by-
_.Third,
inspection of the tasks in the high-
est third on average percent impor-
tance by all members indicated a con-
sistent trend leading to the identi-
fication of the most important duties.

Inspection of Table 6 indicates
that Duty H, Conducting Preliminary
Investigations, contained the larg-
est - number of- tasks in the highest

third for the total sample (19 tasks).
Included under Duty H were tasks re-

lated to questioning suspects, in-
terviewing-victims and witnesses,
and completing forms and evaluating
information. Following Duty H and
tied for second place with 16 tasks
each were Duties N, Administrative
Activities, E, Patrolling for Crime
Prevention, and ‘L, Conducting an
Arrest. Tasks included under Admini-
strative Activities, N, related to
using the police communication sys-—
tems as well as to completing forms
for booking suspects. Tasks related
to inspecting the police vehicle and
reporting any damages to the vehicle
were also among the administrative
tasks. Among the tasks included un-

der Duty E, Patrolling for Crime Pre-

vention, were Cruising at ‘low speed
while observing for crimes or inci-
dents, Checking open doors. and win-

~.dows for urnlawful entry, Checking

TABLE 5

Avétage Percent Importance byAﬁlIfHembers for the Duties for
Total Sample, Males, Females, Blacks, and Whites

Average Percent Importance Ey all Members

Females

Duty - ‘Total Males Blacks Whites
.. .. a . . e
N. Administrative 17.92 (1) 17.93 (1) 17.84 (1) 18.10 (1) 17.76 (1)
Activities (supportiva) .
‘H. Conducting Preliminary: -16.56 (2) 16.55 (2) 16.68 (2) 16.38 (2) 16.69 (2)
: Investigations : C Co )
E. Patrolling for.Crime 9.95 (3) 9.98 (3) 9.66 (3) 9.69 (3) 10.27 (3)
e Prevention : - ' : - : :
L. Conducting an Arrest 9.54 (&) . 9.58 (4). 9.19 (4) 9.45 (4) 9.65 (4)

M. Preparing Cases for Court 8.10 (5)
and Testifying

.19 (5) 7.24 (6) 8.32 (5) 7.86 (6)

F. - Control.ing Traffic and 7.83 (6) 7.90 (6) 7.18 (7) 7.64 (6) 2.04 (5)
. .. Enforcing Traffic laws . i -
D. Patrolling for Community 6.53 (7) 6.37 (7) 8.10 (5) 7.11 (7) 6.00 (7)
Relntions - . . ) . ) -
I. Harndlirng Property 4,51 (8) 4,42 (8) 5.42 (8) L.64 (8) 4.35 (9)
"Ke. Patrolling to Apprehend 4,21 (D) 4.25 (9) 3.72 (11) 3.85 (9) 4.54 (8)
Qf fenders C . i .
G. - Caring for the Sick or - 4,05 (10) . -4.12°(10) 3.35 (12) 3.80-(10) 4.25 (10)
: Injured : Co R ’ o C
Je Conducting Fellow-Up - ..~ - 3.63.-(11)- -3.60 (11)-3.91 (10) 3.68 (11) . 3.54 (11}:
Investigations o : F : o :
.As Preparing for. Tour of Duty 3.03 (12) 3.29 (12) 4.07 (%) 3.18 (12) 2.92 (12).
B. Patrolling to Determine 2.18 (13) .20 (13) 1.937(13) 2.16 (13) 2.18 (13).
Violations S . ' : :
C. Patrolling for Incidental% 1.85 (14) 1.87 (14) 1.59 (14) 1.90 (14) 1.81 (1l6)-
8 B

Values 1n parentheses are the rank ordertfor each dauty within each group.
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public places while on patrol and
Check suspicious vehicles for
F.I.C.E. (fruits, instrumentalities,
contraband and evidence).’ Duty L,
Conducting an Arrest, contained tasks
related to completing the proper ar-
rest forms, seizing weapons and evi-

dence, restraining suspect and trans-
.porting suspect or prisoner to the
“appropriate facility.

~The duty with the next highest
nunber of tasks in the top third on
average percent importance by all
members was M, Preparing Cases for
Court and Testifying. Duty M con-
tained thirteen tasks in the top
third. The tasks related to Duty M~
included reporting to the appropri-
ate attorneys office and reporving
the facts af a case, testifying and
presenting evidence, notifying wit-
nesses to appear in court and prepar-

" ing“tie proper papers for a court -

case.

" Duties C, Patrolling for Inci-

‘dentals and J, Conducting Follow-Up
Investigations, had the fewest number

of tasks in the top third for the to-
tal sample on average percent impor-
tance by all members with one each.
The only task rated in the top third
on average percent importance for
puty C was Report fires and acci-
dents. For Duty J, the only task

in the top third was Check with tele-
type room fOr repossession or im-
pounding of stolen car. Further in-
spection of Table 6 indicates that
the remaining duty areas ‘included a
varying number of tasks in the top
third on average percent importance
by all members ranging frcm six tasks
for Duty K, Patrolling to Apprehend
Offenders to two tasks for Duty B,
Patrolling to Determine Violations
and Duty D, Patrolling for Commurity

" Relations.

In order to insure that any

tasks importaht to either sex or
‘race subgroup were not obscured in

the analysis of the total sample,
separate task level job descrip-
tion analyses were carried out for-
males, females, blacks, and whites.
Table 7 presents those tasks in =~
the highest third on average per-
cent importance by all members for
each of the race or sex subgroups

which were not in the top third for
the total sample. In the table,
those tasks in the highest third on
average percent importance for the
black task level job description are
followed by (B); those in the highest
third for whites are followed by (W);
and those task statements in the :
highest third for females are follow-
ed by (F;. All of the tesks in the
highest third for males were included
in the highest third for the total
sample task level job description.

Inspection of Table 7 indicates
that there were fifteen tasks in the
highest third on average percent im-
portanc2 by all members for females
that were not 'in the highest third
for the total -sample. 7the duty with
the largest number of tasks in the
highest third on average vercent im-
portance by all members for the fe-
male subgroup was H, Conducting Pre=-
liminary Investigations. Tasks im-
portant to females relating to Duty H-
were: ' Describe evidence involved in
crime in notebook, Determine need for
additional manpower at a crime scene
or unusual incideni, Identify friends
and relatives of missing person for
questioning, Identify persons enter-
ing or leaving crime scene, and Re-
guest owner to report to building
following an incident or crime.

Also in the highest third for
females but not for the total sampl=z
were two tasks for each of Duties A,
Preparing for Tour of Duty, D, Pa-
trolling for Community Relations, J,
Conducting Follow-Up Investigationrs,
and N, Administrative Activities. -
One task was in the top third for fe-
males on Duties B, Patrolling to De-
termine Violations, and I, Handling
Property. : .

Further inspection of Table 7
points -out that 12 tasks were in the ' °
highest third on average percent im-. "
portance by all members for blacks
which were not in the highest third
for the total sample. Of these 12°
‘tasks, five related to Duty N, Admin- -
istrative Activities, two each to
Duty D, Patrolling for Community Re-

" lations, and H, Conducting Prelimi-
nary investigations and one each to
puty F; Controlling Traffic and En-
forcing Traffic Laws, ‘I, Handling

il
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TABLE 6

Taskv in the Highest Third of Importance. Ratings
for the Total qdmple -

DUTY A - PREPARING FOR TOUR OF DUTY

1. Check proper fuunctioning of radio and siren system
2. Display proper equipment while on duty

3. Load and unload revolver

4. Clean service revolver

'DUTY B ~ PATRCLLING TO DETERMINE VIOLATIONS

1. Check for violations
2. Determine ability of occupant/driver to operate vehizle -

DUTY C - PATROLLING FOR INCIDENTALS
1. Report fires and accidents
DUTY D - PATROLLING FOR COMMUNITY RELATIONS.

1. Use standard automobile eqeipmentb
2. Talk to people on beat to establish good relations

DUTY E,- PATRCLLING FOR CRIME PREVENTION

1. To arrest -or prevent the escape of a person who has committed or
- attempted to commit a crime

2. Transmit and receive on the radio

3. Use standard emergency equipment assigned to vehicle

4., Cruise at low speed while observing for crimes or incidents

S. Check suspicious vehicles for F.1.C.E. (fruits, instrumentalities,
.contraband and evidence) . ’

6. Check open doors and windows for unlawful entry

7. Use portable radio

‘8. Check public places while on patrol

9., Separate disorderly person(s) from other persons at scene of dis-
turbance -

10. Separate complainant from offender in family argument

11. Respond to an emotionally tense crowd condition

12. Restore order after responding to disorderly person call

13. Secure crime scene

14, Protect ambulance crew.

-15. Check inside business establishments to maintain visibility

16. Walk to attain high visibiliuvy
DUTY Fﬂ- CONTROLLING TRAFFIC AND ENFORCING TRAFFIC LAWS
1. Loca.e and identify witnesses at accident scene

2. Issue traffic violaticm citation
3. Interview persons involved in and witnesses to a traffic accident

12
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TABLE 6 (c-. “inued)

DUTY G -~ CARING FOR THE SICK OR INJURED

1..

2.
3.

Respond to a mentally deranged and dangﬁrous person call -
Call for ambulance in an enargency
Determine injury of personis) at scene of crime or accident

DUTY H - CONDUCTING PRELIMINARY INVESTIGATIONS

12.
i3,
14,
is.
16.
17.
18.
19.

Determine if mentally deranged person is dangerous to himself or
others

Check WALES system for ident1fication of person or property
Complete form PD 251: Report on {rime Against. Person or Property
Locate suspect in crime )

Determine probable cause to arrest or search

Determine the type of violation committed

Canvass the surrounding area for stolen car

Interview individuals to obtain description of missing person
Quesrion suspect before arrest

Identify victims and witnesses )
Evaluate content of interview information obtained from victim or

. witnesses

Interview victim

Interview witness

Isolate suspect of crime

Investigate suspicious persons at scene of crime

Visually scan entire building and determine source of break-in
Recover all items of evidentiary value at scene of -crime
Classify incidents to determine the appropriate report
Interview complainant concerning crime or incident

DUTY I — HANDLING PROPERTY

1.
2.
3.
4.

Record information about seized articles on property book

Conplete form PD 81 (property receipt)

Complete form PD 82 (property book) when property is acquired
Mark property to be used as evidence for future positive identifi-
cation -

DUTY J = CONLUCTING FOLLOWUP INVESTIGATION

1.

Check with teletype room for repossession or impounding of stolen
car o . S . . . _ .

DUTY K — PATROLLING TO APPREHEND OFFENDERS

1.
2.
3.
.
5.
6.

Help secure the safety of an officer in trouble

Describe direction of auto to dispatcher when in pursuit
Describe vehicle to dispatcher when in pursuit

Restrain hostile violators

Locate wanted person

Pursue suspects on foot

13
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TABLE 6 (continued)

. 1. Complete an arrest for a misdemcﬁnor

- . 2. Advise suspect of rights

{ 3. Prepare form PD 251, Event Report’

i 4. Prepare form PD 255, Arrest Report

S. Prepare form PD 163, Prosecution Report

; 6. Keep searched prisoner away from others not searcth

i . 7. Advise suspect he 1s under arrest and inform him of the charge
8. Seize the weapon from a suspect
9. Obtain a signed waiver of rights ) :

-10. - Handcuff a suspect or prisoner . i

; 11. Cover front aund rear entrances at building where suspect is hiding :

12, Place arrested suspects in transport vehicles

. 13. Arrange for transport vehicles for suspect or priscner

- . 14. Search for evidence and weapors lncidental to a lawful arrest.

i 15. Establish rezsonable grounds that subject to te arprehended has committed

i the crime .

; 16. Search the suspect for fruits, instrumentalities, contraband, and/or evidence .

- DUTY M - PREPARING CASES FOR COURT AND TESTIFYING

; ] 1. Report to U.S. Attorney's Office
! 2. Prepare a traffic case or lesser mlsdemeanor
; 3. Prepare court papers
} 4, Produce evidence in court for presentation at trial or hearing
! 5. Notify witnesses of their scheduled appea:ance in court

6. Record names and addresses of all witnesses of an incident

7. Testify in felony or serious misdemeanor cases

8. Complete PD 140 (Court Attendance Slip)

9. Relate facts of case to U.S. Attorney or Corporatlon Counsel
10. 'Present case to grand jury
11. Testify at preliminary hearing
12.  Report to court

DUTY N - ADMINISTRATIVE ACTIVITIES (SUPPORTIVE)

1. Use police communication system
! 2. Use the call box while on patrol
. - 3. Record run and time on run pad
‘4. Make proper notifications related to a crime or incident
5. Check all fiuid levels in car
6. Check vehicle for damages :
' ‘ 7. Check emergency equipment in scout car (lights, siren, etc.) : -
* 8. Complete inspection report(PD 775) on vehicle : :
9. Receive and acknowledge assignment from radio dispatcher
10. Call for necessary assistance
11. ‘Aid in training of rookie policemen
12. Obtain the report numbers after a run from the radio dispatcher
; 13. Go back.into sevice upon completion of a.run .
. 14. Book suspect {(complete forms 251, 255, 47, 163, 81, 81—A, 82, and PD 68)
: 15. Operate two-way radio
16. Inform communications branch of ths disposit,on of assignment

14

IO ENS SR SN DA 0% e e e e | %P s

DUTY L — CONDUCTING AN ARREST . , . § 

:
i
1

RSP S, .

5 e S 3

o vni

O

e it vl B Eran







S B PR A e

ZeigE g i

"DUTY A - PREPARING FORITOUR OF DUTY

TABLE 7

Tasks in the Highest Third on Importance
for the Race or Sex Subgroups

1. Pick up daily hot sheet (F)
2. Inspect crime maps for offense patterns (F)

DUTY B ~ PATROLLING TO DETERMINE VIOLATIONS

1.  Cbgck fo;_permitS'ahd théir’validityi(F)

DUTY D - PATROLLING FOR COMMUNITY RELATIONS,

i. Assist motorist, in automobile emergencies such as lost keys,
stalled auto, flat tire, etc. (B)

2. Establish commun1cations with special interest groups _1in the
community (F)

.3. Use map to determine shortest route fro. one location to another (F)

4. Ipform citizens of how tolmake homes more secure (B)
DUTY F —'CONTROLLING TRAFFIC AND ENFORCING TRAFFIC LAWS

1. Use flares at accident scene to prevent further acridents (B)

‘2. Observe traffic conditions (W)

DUTY H -~ CONDUCTING PRELIMINARY INVESTIGATIONS

1. Afrangq for crime scene search (W) B
2. Describe evidence involved in crime in notebook (F)

. 3. Fill out PD 106 (Flash Lookout) (B)

4. Read broadcast from PD 106 (B) -
5. Determine need for additional manpower at a crime scene or unusual
incident (F)
6. TIdentify friends ard relatives of missing person for quest1oning (F)
7. 1dentify persons entering or leaving crime scene (F)
8. Request owner to report to building following an incident or
crime (F) .

DUTY I - HANDLING PROPERTY
1. Obtain from claimant positive ideatification of property such as
serial number, distinguishing marks,- etc. (B)

2. Place evidence in evidence locker (F)

DUTY .J - CONDUCTING FOLLOWUP INVESTIGATION

) 1. Maintain cbmmunicatioﬁ with péople you deal Qith where a follow—ﬁp

investigation is necessary (F) .
2. Check hot sheet PD 664 for stolen car or missing persons. (F) .
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TABLE 7 (continued)

DUTY K - PATROLLING TO AfPREHEﬁD OFFENDéRé

1. Chase fleeing suspect with vehicle (W)

DUTY L - CONDUCTING AN ARREST

1. Use physical force to complete arrest (W)
DUTY M - PREPARING CASES FOR COURT AND TESTIFYING

1. Pick up evidence from apptoptiate clerk for presentation at trial
or hearing (B)

DUTY N - ADMINISTRATIVE ACTIVITIES (SUPPORTIVE)

1. Notify shop official and radio dispétcher when radio 1is malfunctioning (B)

2. Forward to appropriate agency any evidence not processed by or analyzed by MPD (B)

3. Record information from telephone conversations (F)
4. Answer telephone (RB) : .
5., Place prisoner into vehicle (B)

6. Transport prisoner to hospital, court, police stationhouse, central cellblock (B)
7. Log final disposition of case on distrlct stationhouse arrest book (F)

Female subgroup
Black subgroup
W = White subgroup

O
]

"
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Property, and M, Pfeparihg Cases for  and Froemel (1969), (d) the police

Court and Testifying. selection research conducted by
) : ’ Heckman, Groner, Dunnette, and
According to Table 7, the task Johnson (1972) and (e) the research
level job description for the white on the development of behaviorally
subgroup led to the addition of only anchored rating scales for police
four tasks that were not in the high- officers by Landy and Farr (1975}.
est third on average percent impor-
tance by all members for the. total - Based on the literature review,
"sample. There was one task each re- 77 nonredundant KSAO's and their de-
lated to Duty F, Controlling Traffic finitions were identified,; and served
. .and Enforcing Traffic Laws, H, Con- to define the KSAO domain. KSAO's
" ducting Preliminary Investigations, were considered redundant based on
K, Patrolling to Apprehend Offend- " the similarity of their definitions
ers, and L, Conducting an Arrest. rather than the similarity of their
labels, that is, verbal comprehen-
Those tasks in the top third for sion, numerical reasoning. Deter-
the total sample on average percent mining the redundancy of the KSAO's
importance by all members as well as was- accomplished by the two investi-
those tasks in the highest third on . . gators. o
average percent importance by all In order to simplify the rating
members for either race or sex sub- process as well as for convenience
group were retained for further anal- in later analyses, the 77 KSAO's were
ysis. The final pool of important scrted by the present investigators
tasks retained for further analysis into four broad areas: cognitive,

numbered 137. sccial-personal, perceptual, and

physical. Appendix C contains a

list of the KSAO's and their defini-

‘Stage 1IV: ‘Identification.of the tions grouped under the appropriate
-Knowledyes, Skills, Abilities and broad area. 1In the cognitive area
other Characteristics (KSAO's) ‘there were 18 abilities including,
Necessary for Success as.a Police for example, oral communication, num-

OCfficer _ ber facility, deductive reasoning,
' and creativity. The cocial-perscnal

Identification of the Doimain of domain consisted of 24 attributes

KS40's . such as tolerance, perserverance, .

: o . . . . ... .leadership, empathy. .The perceptual .

The identification of the impor- area included 16 KSAO's, among which

tant tasks was viewed as only an in- were color discrimination, near vis-—
termediate step in the job analysis ual acuity, visual form perception,
process. The main goal was to deter- and size perception. The physical
mine the KSAO's necessary for the suc~- domain consisted of 19 KSAO's, in-
cessful performance of the important cluding dynamic strength, stamina,
police tasks. Consequently, the ’ multilimb coordination and eye-hand

highest 137 tasks in terms of average coordination.
pexrcent importance by all members.

were used as the basis for identify- In order to ensure the complete-
ing the important KSAO's. ness of the KSAO pool and the clarity
' of the definitions, the list of KSAO's
In order to arrive at a preli- along with their definitions and a
minary pool of KSAO's, previous job . list of the 137 tasks that were in
analysis research, whether related-or the highest third on average percent
unrelated to police work, was re- importance by all members were review-
viewed. 1Included in the review was: ed by. a panel of police personnel.
(a) the research by Marquardt and _ The panel consisted of four police
McCormick (1972) with the Position officers (two white males, one black -
Analysis Questionnaire, (b) the . male and one black female), and one
work by Theologus and Fleishman lieutenant, a black male. All five
(1971) related to the development members of the panel were at the time
of a task taxonomy, (c) the police ‘assigned to the D. C. Police Training
selection research by Baehr, Furcon, Academy. The review indicated that
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‘white officers.

the KSAO domain was complete in that
it ‘included all those KSAO's neces-
sary for the .performancc of the po-
lice officer job and that the KSAO
definitions were understandable.

The list -of 77 KSAO's was con-
sidered by the present investigators
to be too large for inclusion in the
remaining analyses. In order to re-
duce the list of XKSAO's to a more
manageable number, a sample of 21 of-
ficers, three from each of the seven
districts, were asked to rate each

_KSAO in terms of its importance for

overall job success. Included in the
sample were male, female, black, and
Along with the list
of KSAO's the officers were given
their definitions as well as a list
of the 137 most important tasks. Of-
ficers were asked to rate each KSAO
on a five-point Likert-type scale
from 1, the ability or personal char-
acteristic is of no importance for
successful performance of the police
jcb, to 5, the ability or personal
characteristic is extremely impor-
tant for successful performance of
the police job. ~The me2an and stan-
dard deviation of the ratings for
each KSAO was computed across the 21
officers. Table 8 lists the means
and standard deviations of those
KSAO's in the cognitive and social-
personal domains with a mean rating

"of 3 or higher, a rating of 3 being

at least of "average" importance for
successful job performance, and a
standard deviation less than 1.0.
However, in the Perceptual and Physi=-
cal domains the means and standard
deviations are presented for the top
ten KSAO's with means of 3.0 or
higher. Since two KSAO's were tied
for tenth place in the physical do-
main both were included. The final
list cconsisted of 43 KSAO's, ten cog-
nitive, twelve social-personal, ten
perceptual, and eleven physical.

Linkage of KSAO's to the Important
Police Officer Tasks

The next step in the job analy-
sis process involved linking the 43

"KSZO's to the 137 tasks rated in the

highest third on average percent im-
portance by all members and then

rank-ordering the KSAO's in terms of
their importance for successful per-

In order to.
link the KSAO's to the 137 tasks,
four ability-by-task rating forms
were developed, one for each of the

formance of the tasks..

four KSAO domains. Appendix D ore—:
sents a sample copy of the rating
form for the cognitive domain. Along
with the rating form and instruc-
tions, each rater was given a set of
gefinitions for the KSAO's. The in=-
structions asked each cfficer to be-
gin by reviewing the KSAO's and their
definitions in order to obtain a
clear understanding of the meaning

of each KSAO contained in the ability-
by-task rating form. Next, the offi-
cers were to begin with task state-
ment 1 and rate how important each of
the KSAO's was for differentiating
superior from barely acceptable per-
formance of each of the 137 tasks.
Ratings were obtained on a five-point
Likert-type scale from 1, the ability
or personal characteristic is of no
importance foi differentiating super-=
ijor from barely acceptable perfor-

mance of the task, to 5, the ability

or personal characteristic is ex-

tremely important for differentiating
superior- trom barely acceptable per-
formance of the task. S .

A representative sample by race -
and sex of ten officers from each of
the seven D. C. Police districts par-
ticipatéd in completing the ability-
by-task rating forms. Because of the
amount of time required to rate the

""KSAO's in the four domains with the

137 tasks, each officer rated only
two of the KSAO domains against the
tasks. Consequently, 35 ratings

were obtained on each of the ability-
by-task combinations. '

For purposes of rank ordering .
the KSAO's in terms of their overall
importance for job success, the mean
of the ratings for each KSAQ across
the 137 task statements was computed
for the total sample as well as for
each race and sex subgroup. :

Table 9 presents the mean rating
for each of the 43 KSAO's for the to-
tal sample, males, females, blacks,
and whites. Inspection of the Table
indicates that for the total sample,
Following Rules and Precedures, Judg-
ment, Oral Communication and Infor-
maticn Appraisal had the highest
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TABLE 8

Means and Standard Deviationc on Knowledge, Skill,
Ability, and Other Characteristics Ratings for

Overall Job Performance

Skill, Knowledge,

A A TS A

Y O G N A R TSP

Ability, Other Characteristics Mean Standard Deviation
Cognitive ) )
Oral Communication : 4.48 .66
Deductive Reasoning ) ’ b.24 .75
Inductive Reasoning 3.90 .98
Written Communication o 4.57 »50
Judgment’ ' 4,52 +66
Following Rules and Procedures . 4.48 .66
Problenm Sensitivity 4,10 .87
Problem Solving 4.38 .72
- Information Appraisal 4.14 .83
Verbal Comprehension 4,10 75
Social-Personal
Pressure of Time 4.52 .96
Tolerance 4.05 72
Working to Get Ahead . 4.81 <50
. Leadership 4.29 .63
Cheerfulness 4.52 .66
Teamwork 4.57 66
Dealing With Attack 3.95 .59
Working Outside 4.19 .91
Repetitiveness 4.14 .94
Composure : 4.76 .53
Flexibility ‘ 4.19 .79
Deailing With Pecple 4,29 .83
Perceptual - :
Visualization 3.14 .88
Deprh Perception ’ 3.67 S W77
Near Visual Acuity . 3.86 .89
Far Visual Acuity 3.29 1.16
Visual Form Perception 3.52 .96
Closure 3.19 1.01
Night Vision : - 3.57 +96
Size Perception 3.24 .87
Peripheral Vision 3.52 85
Sensory Acuity 4,19 .79
Physical
Explosive Strength 3.43 1.14
Stamina ] 3.48 .14
Static Strength 3.00 1,02
Gross Body Coordination 3.67 1.29
Multilimwb Coordination 3.24 ‘119
Reactica Time 4.67 A7
Manual Dexterity 3.43 . 1.00
Arm/Hand Positioning 3.67 <99
Continuous Muscular Control 3.00 . .57
Eye-Hand Coordination 3.62 .90
Rate of Arm Movement 3.19 ¢ 1.05
19
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51
TABLE 9 4
: - Mean Ratings for the KSAO's for the Total Sample 3
= 5 and Race and Sex Subgroups 5
i ; : ' )
3 Skill, Knowledge, !
1 Ability, Other Characteristics Total Black White Male Female L
§ Cognitive
3 4 Oral Communication , 3.08 . 3.09 ‘3.08 3.03 3.25
o § Deductive Reascning 2.67 2.58 2,77 2.65 2.74 i
- ! Inductive Reasoning 2.59 . 2,54 2.64 2.56 2.69 bi
: i o Written Communication © 2,33 2.33 2.34 2.33 2.37 .
i i Judgment o 3.15 3.03 3.27 3.05 3.46 .
: i Following Rules & Procedures 3.48 . 3.41 3.55 3.40 3.73 :
i Problem Sensitivity . 2.36 © 2424 2.50 2.30 2.55 D
3 Lo Problem Solving 2.50 2.37 2.64 2.44 2.67
! i ’ Information Appraisal 2.70 2.46 2.96 2.62 2.95
;. ? Verbal Comprehension 2.63 2.52 2.73 2.62 2.63
: P Social-Personal o - :
i ' ‘Pressure of Time : ) 3.24 3.31 3.13 3.43 2.83
- | Tolerance : : 2.46 2.62 2.18 2.67 1.98 -
a ; Working to Get Ahead 2.78 2.84 2.70 2,95 2.42 s
3 | Leadership - 2.87 2.93 2.78 3.06 2.47 :
. ! Cheerfulness 2.24 2.27 2.19 2.45 1.79
: I Teamwork 2.86 2.92 2.75 3.1 2.21
- : Dealing with Attack , 2.21 - 2.35 1.58 . 2.37 1.86 S
3 ; g Working Qutside Co 2,11 2.18 1.99 - .27 1.77 -
; b Repetitiveness: - - : 2.86 ©3.04 - 2.55 .12 2.27 : '
A i . Composure 2.73 2.85 2.54 2.90 2.37 !
# i . Flexibliity 2.10 2.16 2.01 2.34 1.58 : ‘
3 ! Dealing with People 2.73 2.86 2,52 2.91 2.35
Perceptual . . - :
; Visualization © 1.93 1.91 1.95 1.86 2.14 '
! Depth Perception 1.90 1,72 2.08 1.84 2.07 :
: - Near Visual Acuity - ©2.33 2.05° 2,63 2.29 2.47 :
3 i Far Visual Acuity 1.98 - 1.87 2.09 1.95 2.06 :
- ; Visual Form Perception 1.88 . 1.84 1.92 1.82 2.06
1 : Closure _ 1.83 1.82 1.85 1.80 1.92
3 ; Night Vision : 1.88 1.92 1.83 1.83 2.01
3 . Size Perception - 1.81 1.82 1.80 1.72 2.11
! } Peripheral Vision . 1.85. - 1.86 1.85 1.79 2.05
! ! Sensory Acuity ' 1.87 - 1.99 1.75 -1.72 2.34
x } : Physical . - :
1 ! Explosive Strength 1.54 1.49 1.63 1.66 . 1.29
§ i Stamina 1.69 . 1.63- 1.77 1.82 - 1.38
3 i Static Strength 1.51 1.44 1.63 1.64 1.25
SR i - Gross Body Coordination 1.72 1.68 1.77 1.87 Le37
Y s Multilimb Coordination 1.95 1.94 1.97 2.02 1.79
1 o ~ Reaction Time 1.92 1.94 1.89 . 2.00 1.75
4 T ' - Manual ‘Dexterity - - - 2.01 2.04 1.94 2.11 1.77 ,
. B Arm/Hand Positioning 2.00 " 2.03 1.95 2.09 1.79 i
: : Continuous Muscular Control 1.70 1.69 1.72 . 1.81 _1.45 !
3 i Eye-Hand Coordination 2.33 2.34 2.32 2.48 2,02 - ;
f ; Rate of Arm Movement 1.73 1.73 1.73 1.86 1.43 ;
k H : {
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four mean ratings in the cognitive
domain. Within the social-personal
category, Pressure of Time, Repeti-
tiveness, Leadership and Teamwork
were rated as the highest four on
importance for the total sample.
Looking at the mean ratings for

the perceptual and physical KSAO's
indicates a downward shift in the
ratings. Further inspection of the
mean ratings for the perceptual and
physical domains for the total sample
points out that the means for all of
the KSAO's were below 3.0. This
would sugygest that generally KSAO's
in these two areas were perceived as
below average in importance for dif-
ferentiating barely acceptable from
superior performance of the most im-
portant tasks by patrol officers. 1In
the perceptual domain, Near Visual
Acuity, Far Visual Acuity and Visuali-
zation obtained the highest mean rat-
ings for the ‘total sample. For the
physical KSAO's, Eye-Hand Coordina-
tion, Manual Dexterity and Arm/Hand
Positioning had the highest mean
ratings fcr the total sample.

In order to determine the level
of agreement on mean KSAO importance
ratings between the race and s@x sub-
gyroups, Pearson product-momeint corre-
lations were. computed across the mean
KSAQO importance ratings For blacks
and whites and males and females.

The ccrvelation between the black and
white nean KSAO ratings of im.ortance
across the four domains was .€8 .and
the correlation between the male and
female mean KSAO importance ratings

.across the four dcocmains was .72.

These correlations would suggest a -
high degree of agreement between the
races and sexes in .terms of mean KSAO
importance ratings. Consequently, -
the mean ratings for the total sample
were used as the basis for the selec-
ticn of KSAO's for the development of
an examination plan.
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APPENDIX A (continued)

PATROIMAN TASK INVENTORY
(This is not a test)

.The Metropolitan Police Department, hereafter referred to as MPDC. and

the U.S. Civil Service Commission are conducting a study of the entry

"level police job. The major purposz of this study is to obtain job ip-

formation which will aid in the development of a new examination for
entry level police officer.

This project is béing conducted in JbVeral’stages and we are asking you
to help by providing information about the Patrolman job basec on your
knowledge and experizsnce.

In this stage of the project you are asked to complete the attached
Patrolman Task Inventory, ' When ‘your individual reésponses are analyzed,
they will provide a detailed understanding of the work performed in the
MPDC. This kind of information is essential for the development of new
examinations.

The Patrolman Task Inventory consists of several parts. First you will
be asked to provide some background information about yourself. This
"1s necessary to determine if our sample is characteristic of the total

»Metropolitah. D.C. patrolman population. Next, you will be asked to

read through the list of task statéments and to check off ‘those tasks
that you have performed in the last twelve months. Do not check tasks
that you have not personally performed.

To make 1t easier to complete this inventory, the task statements have
been grouped into clusters called duties. The groupings are based on

tiie similarity between tasks. The duty titles are approximations, so

don't simply skip over a duty because its title does not precisely fit
your job description.

You will be asked to compare and rate the duties and tasks you perform
for: (1) the amount of time you spend on each and (2) their impcrcance
for successful performance oa your job. The inventoery also provides

space for writing in additional task statements and for making general

- comments and suggestions.

When you have completed the inventory, go back and check if you have
‘reted each task you perform cn the two rating scales and that all your
responses are legibly written.

All information that you provide about yourself and your job in this in-
ventory will be treated confidentially and will be used for research
purposes only. Please remember that THIS IS NOT A TEST of your werk
habits or performance. We are only interested in determining .the nature
of work in the MPDC. ’ ' ' '

BE SURE TO CAREFULL? FOLLOW THE SPECIFIC INSTRUCTIONS GIVEN FOR EACH
STEP OF THIS INVENTORY. DO EACH STEP IN THE SPECIFIC ORDER DESCRIBED

IN THE INSTRUCTIONS.

Thank you in advance for your cooperation in this important project and

‘should you have any questions about the project feel free to ask any

member of the research team.
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©3. How many months have you been with the MPDC

APPENDIX A (continued)

Background Information Sheet

, 1112

In accordance with Public Law 93=579 (Privacy Act)

the providing of your Social Security Number is

completely voluntary. It will be used here to link

these data with other important information rejuired
. to complete this study.

In the boxes to the right of the following items, please write the number
that corresponds to.your answer.

1. What is your Social Security Number? [ | | —] [ I ] (T T T ] 6-14

2. How many months have you been a patrolman?
Use leading zeroes, 1.=2., 058 instead of 58.

T T 718-20

4, To what district are you aséigned?

CITdwsw

1 = First District 4 = Fourth District
2 = Secend District S = Fifth District
3 = Third District 6 = Sixth District : [ J21

7 = Seventh District

5. About what percentage of your time during the last 12
months was spent in your present assignment? Use
leading zeroes. C 1T J22-24

If you spent less than 80% of the last year in your

precent assignment, please describe the nature of

your experience in other assignments in the space belcw.

6. Have you had any previous law enforcement experience

bafore joining the MPDC? 1 =yes 2=no (:] 25
7. Since joining the MPDC, have you taken any law
enforcement courses not required by the Department? . [::]26
1 = Yes 2 = No
8. What is your height in 1nc£es, €.8.s 5'.1@" = 70 inches ) A[::I::]27728

CI T j2e-3t

9, What 1is your weight in 1bs.?

25
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: APPENDIX A (continued)
| )
§ i0 Write the number that best represents your educational E
! background. g
Iy
1 = General Education Degree (GED) , » B 3;
: 2 = High school diploma i
: 3 = Less than 2 years college . . ) : b
: 4 = 2-4 years ‘college, but no degree ] .
f 5 = Bachelor's degree - . [::] 32
i 6 = Bachelor's plus graduate credit
: 7 = Masters - - : H
’ ) I1. "On pages-5 through 8 are two kinds oi rating scales. “The i
: _order of these scales is not the same for everyone. " Please 1
; show which scale is first, 1n your book]et, using the ’ ) !
: following code: - - - = - i ﬁ

: ) 1 = Relative Time Spent Rating Scale’
: First scale = [::] 33
: 2 = Relative Importance Rating Scale

: 12. What is your age in years? ‘ ' 11 34-35 -
: 13. What is your sex? o H
é -1 = male 2 = female - . 136 3
¥
i i
. i
% :
f b
‘ i
i
|
i L
i
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APPENDIX A (continued)

Step 1: Identification of Tasks Performed

~ Read each task statement on PAGES 9 through 37;  and place a check mark

(V) in COLUMN 1 to the right of each task that you perform. Mark omnly
tasks you have personally performed during the last twelve (12) months,
INCLUDING tasks performed during roll call. .Do not check tasks yeu have
performed as the result of courses or work outside the MPDC. If you are oot
sure about the meaning.-of a task statement or if. you kave not performed ‘the
task, leave it blank.

If you perforued some tasks during the last year that are not included in
this 1nventory, write them in on PAGE 38.

‘NOW TURN TO PAGE 9 AND START CHECKING THE TASKS THAT YOU HAVE PERFORMED IN

THE LAST TWELVE MONTHS. USE COLUMN 1 TO THE RIGHT OF THE TASK STATEMENTS.

DO NOT READ THE INSTRUCTIONS ON PAGES 5 THROUGH 8 AT THIS TIME. YOU WILL

_RETURN TO THESE PAGES LATER.
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APPENDIX A (continued)

Step2: Reiative Imporﬁance'Rafing'Scsle

3ome tasks you have performed over :the last year are more critical in vucring

an individual officer's performance than others. In this section you are asked
to rate the extent to which the tasks vou have performed over the past 1Z
months distinguish the Superior officer from the Barely Acceptable one.

Piease ncte that we zve interested in those tasks which are important ia
distinguishing tke Superior from the Barely Acceptabla officer.

Do not rate tasks you did nct perform. Rate only the.tasks you have checked
in column 1 to the right of the task statements. -

When rating each task, use the following seven-point scale:

Relative importance in differentiating Superior officers frcn Barely
Acceptable ofticers C - .-

= Very much below average in importance
= Below average in importance

€lightly below average in importance
Lverage in importince

Siightly above average in importance
= Above average in importance

= Very much above average in importance

~NO SO N
]

LECIBLY write the number of your answer in column 2 to the right of the task
statements. BRe sure your answers are in the right column.

For example, a typical entry-level patrolman mighi rate YF22 Issue :arfic
violation citation" a 1 (Very much below average) if the extent to which

this task is performed successfully is not important for differentiating
Superior from Barely Acceptable patrolmen. However, "El To arrest or praevent
the escape of a person who has committed or attempted to commit a crime"
might be rated a 7 (Very much above average) if the extent to which this

task is performed successfully does differentiate Superior. from Barely
Acceptable patrolmen.
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APPENDIX A (contirnued)

Not using these examples, choose two tasks from this inventorv one that 1is
a good example of a task which is "Very much below average" and cne that is

-"Very much above average" in importance for differentiating Superior from
P

Barely Acceptable workers. Write a brief description of these tasks on
the lines.below and pldce its identifying code (letter and number) in th
bores provided, e.g., A 26 B 03. L

Duty Task
Rating , Brief Title . letter number
1 = Very much below average
(in importance) 37-39
7 = Very much above average
— 40-62

(in importance)

Use these examples as reference points while you are making your ratings.
Try to use the entire seven-point range of the scale.

Notice that the most important tasks area not necessarily the tasks that are

the_most difficult_or time-consuming for your job.

NOW TURN TO PAGES 9 THROUGH 37 AND RATE THE RELATIVE IMPORTANCE OF EACH TASK
YOU PERFORMED.

LEGIBLY WRITE YOUR RATINGS IN COLUMN Z OF EACH PAGE. -

29
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APPENDIX A (continued)

_Step 3: Relative Time Spent Rating Scale

‘During the last year you spent more time doing some tacks than other tasks.

In this part of the Task Inventory you are asked "to compare and rate the
relative amount of time you spent on each vask you performed during the last
twelve months. ’ :

In making these comparisons, it is important that you censider both the
number of times you performed the task as well as the amount‘of time it
took to complete the task each time you performed it.

Please note that we are interested in the amount of time you spent on each
task compared to all the other rasks you performed irn the last year. Do not

just compare tasks in the same task grouping. Think in terms of ‘all the work
you have performed in the last year.

Do pot rate'tasks you did not perform. Rate only tasks you have chacked in
column ‘1 to the right of the task statements.

When rating each task, use the following seven-point scaie:
) Relatibe Amount of Time Spent

Very much below average
Below average ;
"Slightly below average
Average i

Slightly above average
Above average T
Very much above average

NeaunswN K
A nEnaenuw

LEGIBLY write the number of your anawer in column 3 to the right of the task
statements. Be sure your answers are in the right column. )

For example, a typical entry-level police officer might rat~ "G6, Help
pregnant woman deliver her child" as a 1 (Very much below average) because he
performed it only once during the last year, even though it may have taken
him quite a while to complete. On the cther hand, A4, Stand for roll call
ingpection”, might be rated a 7 (Very much above average), since during the
last twelve montas its frequency of occurrence, even though the daily time

_spent was of short duration, amounted to-a large portion of time compared o
‘the portion of time spent oun other tasks. :

'NOW TURN TO PAGE 8.
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APPENDIX A (continued) Lo
!
Not using the above examples, choose two-taské from this Inventory ome that. L }
is a good example of a task on which you have spent "Wery much above average" _ o
and one on which you have spent "Very much below average" time. Write a brief CG
description of these two tasks on the lines below and place its identifying P
code (letter and number) in the boxes provided, e.g. A 26,'B 03.° E
' Duty Task :
Rating _ Brief title letter number c
1 = Very much below ' o : . o
average (time) . - ( l [:]:] 43-45 i
) ’ 3
7 = Very much above X ) - i é
average (time) _ - [:I :D 46-48
. Use these examples as rcference points while you are making your ratings. %
Try te us? the entire seven-point range of the scale. - i
Notice that the tasks you spent a lot of time on are not necessarily the
tasks that are most difficult or important for your job. : H
NOW TURN TO PAGES o THROUGH 37 AND RATE THE RELATIVE AMOUNT OF TIME YOU o
SPENT ON EACH TASK. : Cee e S
LEGIBLY WRITE YOUR RATINGS IN COLUMN 3 OF EACH PAGE.
o
I
I
o
i
i
;
T | .
3
i
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Reproduced from S
best available copy. ¥ APPENDIX A (continued)

DUTY A - PREPARING FOR TOUR OF DUTY

" For colums 2 and 3, : ) ) “(3) Tiwe Spent
use this scale (2) Tnportance )

SNOMNA D WINPT
g 8ononon o6t

Very much below average
Below average

Slightly below average
Average

Slightly above average
Above averege

‘Very much above average

(1) / If Porformed_ o

1 2
5—1. Pack up daily hot sheet
.A 2,  Check proper functioning of radio and siren system.
A 3. Display proper equipment while on duty
A 4. Stand for roll call inspection-
"A 5. Insgpect crime maps for offense patterns
A 6. Load and unload revolver
A7. :Clean servicevrevblver
7 DUTY B - PATROLLING TO DETER&INE VIOLATIONS
B 1. Chéck for vioiations> |
B 2. Observe for g&mbling violations
B 3.

Qetermine ability of occupant/driver to operate vehicle

"GO TO THE NEXT PAGE 32
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APPENDIX A (continued)

1n

DUTY B - PATROLLING TO DETERMINE VIOLATIONS (Cont'd)

For columns 2 and 3, 3

SNV BRWN
pE SRR

Very nuch below average
Below average

: 51ightly below averadge

Averagc

Slishtly above average

: Aboye average

Very much above average

use this scale (2)

Time Spent__
Importance
(1) / If Performed _

B 4.

Advise businesses on being in violation of the law

B 5.

Check for permits and their validity -

Check for health violations

B 7.

Locate owners of ill maintained property

DUTY

C - PATROLLING FOR INCIDENTALS

C1l.

Record water leaks

C 2.

Report fires and accidents

C 3.

.Observe and record depressicns in street and side walL
and’ other hazardous road conditions . . ;

C 4.

Observe and record malfunc;ions of fireboxes, street
lights and traffic signals

c 5.

Barricade and place lanterns cor flares at hazardcus areas

33
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best avail APPEMDIX A (continued)
11
= C - PATROLLING FOR INCIDENTALS (Cont'd)
Fer columns 2 and 3, - : ) {2) Time Spent___-
use this scale (2) Tmportance__
. " ) (1) / If Performad
1 = Very much below average ]
2 = Relow average. .
3 = Slighitly below average
4 = Avesage
g = &Slightly abeve average
6 = Above averzge
7 = Very much shove average ]
1 2 3
C 6. Observe possible fire hazards during late and early
morning hours : i : 24
* .
DUTY D - PATROLLING FOR COMMUNITY RELATIONS 25
D 1. Check press pésses at fires 26
D 2. Drive automobile 27
D 3. Assist motorist, in automobile emergencies such as lost g
keys, stalled auto, flat tire, etc. -
D 4. Evacuate innocent persons from crime scene of
barricaded person °
D S. Establish police line at scene of fire 30
D 6.. Establish communications with special interest groups in 31
" the community ’ ’
D 7. Release information to the press I
D 8. Meet with citizens in your district under the Neighbor- 13
hood Scout Car Plan 7
D 9. Remove occupants of building at scene of fire 4

GO TO THE NEXT PAGE 34
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APPENDIX A (continued)

12
DUTY D - PATROLLING FOR COMMUNITY RELATIONS (Cont'd)
- For columas 2 ard 3, (3)v Time Spent .
use this scale 7 - {2) Inportance
’ (1) / 1f Performed
. ) 7}
1 = Very nuch holow average
2 = Delow average
3 = Slightly brlew average
4 = Average
5 = Slightly sbove average
6 = ibove average
7 = Very nuch ubavc avaerane .
- ' z 3
D 10. Use map _co'detérmine-shortestaroute from one location
to another. ) . i ;
D 11. Refer press to pubific infqrmaﬁion btanéh if information
cannot be given opt . .
D 12. Participate in departmental community relations programs
D 13. Meet with citizens to establish safety needs of the
community
D 14. Cieck abandoned ice boxes
D 15. ~Institute .crowd control procedures,atfscene of
fire ’ :
D 16. Check businesses for hazards; questions in regards to
laws; problems with customers
D 17. Complete business cards for station files
D 18. Talk to people on beat to establish good relations
D 19. Contreo! school crossings
D 20. Coach youth sporting‘teaﬁS‘
‘D 21. <Counsel at summer camps

35
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APPENDIX A (continued)

it i B TR

| ’ . 13 b
DUTY D - PATROLLING FOR COMMUNITY RELATIONS (Cont'd)
i : sent v P
é For columns 2 and 3, (2)(3)]' '11':‘3 Spent
! use thie scale {2) mnortance . L 1
' - (1) / 1£f Performed P
v 1 = Very wuch below average - - . g
: 2 = Below average Loy
3 = Slightly below average P
4 = Average
; S = Slightly above average ]
: 6 = hbove averuge :
. 7 = Very much above average o
: 12 3 '
D 22. Take ycuth on field trips-i’ ‘ 7
i - . :
: . D 23. Show movies to youth v : . ) A 48 : Do
D 24. Referee athletic events 49.
17 ) . D 25. Set-up appointments to conduct Operation I.D. for ‘ 50 i
! interested parties
D 26. Contact citizens to it;”t-éfesi them in Operation L.D. ' _. 51
D 27 _Engrave property of citizens "inte'rested in Operation : 52'
; 1.p. : : :
i
i : R . L :
: D 28. Perform security checks of citizens homes 53,
D 2%. Inform citizens of how to make homes more secure 54
. D 30. Attend Civic meetings while on duty to help in citizens
! . problems ) 55
D 31. Give tours of police facilities 56
‘ - : D '32._ Hake pre‘éeﬁtations to groups on crime prevention 57
D 33. Conduct school seminars on traffic laws and other laws = . : ' ‘
- and codes . . . 58 _ _
: 6 - : |
; GO TO THE NEXT PAGE : " : :







APPENDIX A (continued)

14

DUTY D - PATROLLING FOR COMMUNITY RELATIONS (Cont'd)

For colums 2 and 3, _ . (&) Time Spent
gse this scale L ' (2) ~ Importance_

. () /it Perfcrmed-q
Very much below avarage ’ :
Delow avaerage

Slightly below zverage
Average

Slizhtly cbove average
Above average

SO S WwN
I T I I

Very much above average

‘D 34, Act as gchool boy coordinator

D 35. Act as crossing guard ccordinator

D 36. Clear citizcns from area of bomb

D 37. Corduct annual heliday activities for citizens

D 38. Provide information and referral services to citizens

D 39. Participate in police band to play at schools

DUTY E — PATROLLING FOR CRIME PREVENTION

E 1. To arrest or prevent the escape.of a person who has
comnitted or attempted to commit a crime

E 2. Transmit and receive on the radio.

E 3. Use standard emergencyAequipmenﬁ-assigned”CO—vehicle

E 4. gruise at low speed while observing for crimes or inci-
ents :

37
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APPENDIX A (continued)

15

DUTY £ - PATRGLLING FOR CRIME PREVENTION (Cont'd)

ﬁo: cnluans 2 and 3, .. ) _ (3)

use this scale (2) Twp

1) / If Perf

Time Spent

ortance
O

vrned

1 = Very much Below avoragea
2 = Below average
3 = Slightly belcw avarage
4 = Average
5 = Slightly zbove average
6 = Alove average
7 = Very nmuch above avevage
1
E 5. Check suspicious. vehicles for F.I.C.E. (fruits, instru-
mentalities, contraband andfevidence)

E 6. Check for fire in dwellings and building establishments
~E 7. Check open doors and windows for unlawfulxentry »

E 8. Use portable radio

E 9. Patrol with no lights
E 10, Patrol with spotlight
E 11. Check public places while on patrol
E '12. Take cover at barricadeg subject situation
E 13. Separate disorderly person(s) from other persoas at

" scene of disturbance )
E 14. " Separate complaintant from offender in family argu-
ment

E 15ﬁ Respond to an'emotibnally ténée érowd chditi6n
E 16. Check with communieations if you have not heard any

traffic on the radio

GO TO THE NEXT PAGE 38
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APPEIDIX A (continued) ; :
16
- DUTY E - PATROLLING FOR CRIME PREVENTION (Cont'd)
For coluimns 2 and 3, " (3) . Time Spent_______ é»
use this scale . - . (2)  Tmportznce ] 1
- ) (1) v 1f Performed_1 ; 3
1 = Very much telow average .
2 = Below average
3 = Slightly below average
4 = Average
5 = Slightly above average
6 = Above average
7 = Vexry nuch above average
1 2 3
E 17. Establish radio vehicle as a field command post _ B T B B
E 18. ‘%estorE“ordet after responding to disorderly person call ‘14
. - \ .
E 19. Secure crime scene : ) , ] 15
E 20. Protect ambulance crew . . . 16
E 21. Check inside business establishments to maintain 17 R ;
) visibilixy' ) '
E 22.. Look for truants ' - : . 18
- ‘ . %
E 23. Walk to attain high visibility 19 : 1
DUTY F - CONTROL_LING TRAFFIC AND ENFORCING ‘TRAFFIC LAWS
F 1. Detetmiﬁe how .many units are needed to handle 20
traffic ) i i
F 2. Direct traffic in order to maintain smooth traffic flow
L L ' y T 22
F 3. -Protect accident scene with scout car
© GO TO THE NEXT PAGE 39 ‘







APPENDIX A (continued)

17
DUTY F - CONTROLLING TR/FFIC AND ENFCRCING TRAFFIC LAWS (Cont 'd)
Fér caluzmas 2 and 3, o (3). Timwe Spent
use this scale (2) Importance
_ (1) / 1f Performed _
1 = Very wuch telow average
2 = RBelow everage
3 =.Slightly below average
4 = Averane :
5 = Slightly above average
6 = Above average
7 = Very wuch above averuge
- 1 _.2 3
F 4. Call for police crane for disabled vehicle
F 5, Use-flares at accident scene to prevent further
accidents . - )
F 6. Use -jumper cables to start autos bldckingAthe'rqadway
.F 7. Move from roadway a vehicle that is a traffic hazard
F 8. Direct traffic
F 9. Arrest intoxicated driver
F 10. Tramsport intoxicated individial to station
F 11. .Complete PD 803 (Chemical Analysis Request) in DWI case
F 12. Complete forms CC-3 and PD 43 (301-1-¢) in Scout car
accident (Accident Report)
F 13. Locate and identify éitnesées aiAégcident scehe
F 14.'7Take urice :svecimen to chemiﬁt‘for:analysiét
F 15. Obtain urine specimen from‘suspect in DWI cases
; 40
GO TO THE NEXT PAGE
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Reproduced from
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APFENDIX A (continued)

18

DUTY F - CONTROLLING TRAFFIC ARD ENFORCTNG TRAFFIC LAWS (Cont'd)

¥or columne 2 and 3, (3) Time Spent

use this sczie ) (2) Tuportance

’ 1) / If Perfotm:d_ﬁ : Lo

Very much bhelow average |
Below asverage R
Slightly below average
Average )
Slightly abtove zverage . !
Above avercge ;
Very much above average . o : o

14

N> wn e
T un

4

f=
N
3

F 16.- Observe traffic conditions » 35

fri7.' Cite weight violations of overloaded vehicles. . . ) 36

P F 18. _Use breathalizer 3 ‘ . 37

F 19. Fill cut PD-61 (Ticket Book) T L

F 20. Observe erratic driving patterns . ' 39

F 21. Check cabs for hacker viclaticns ’ ' 40

F 22. . Issue traffic viclation citation . 41 : f é

i o A L

F 23. Interview persons involved in and witnesses to a traffic] ' 42
accident

e A B0

F 24. Record details of traffic accidents 43

F 25. Collect information related to police vehlcle 44
- .accident D . . : )

. F 26. Institute vehicular control at the scene of a fire = - 45

GO TO THE NEXT PAGE 41
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APPENDIX A (continued)

19

DUTY G - CARING FOR THE SICK OR INJURED

Fer -olumns 2. and 3, -
use this scale (2} Importance

SOV LA D N
on

& nrn

= Very much belov average
= Below averoge

Slisktly below average

Average

Sligitly above average

Above average

Very much above average

(3) Time Spent_ __

(1) / If Performed__

ey

G 1.

Respond to a mentally deranged and dangerous person call]

Use force to restrain mentally deréngedxperson for
transport

G 3.

Treat for shock

C 4.

Restore breathing of sick or injured

G S5,

Determine medical needs of suspects involved in
narcotics

G 6.

Treat epileptic selzures

Help pregnant woman deiiver her child-

G 8.

Treat for heart attack

G 9.

Treat for fractures

G 10.

Treat eye injuries

G 11.

Diagnose and treat for poisoning

G 12.

Transport victims to hospital in. emergencies

GO TO THE NEXT PAGE 42
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APPENDIX A (continued)

20

_DUTY G ~ CARTNG FOR THE SICK OR INJURED (Cont'qd)

For c¢olumms 2 and 3,
use this scale

Very much below average

(3) ‘iime Speat

(2) Imrortance

Q) J/ if Perfemmed

1l =
2 = Below average
3 = S1liehtly below avercage
L = Averag: - )
5 = Slipghtly above average
6 = Above rverage
7 = Very much above avevage
1 2 3
G 13. Call for embulance in an emergency
G_14. Determine inuury of person(s) at scene of crime or
’ accident ’ - ) :
G 15. Check for signs of life at crimg'or'accident scene
G 16. Decide fypé of first-aid ﬁecéssafy
G 17. Stop bleeding
G 18. Use first-aid kit
G 19. Give mouth to mouth resuscitation
DUTY H ~ CONDUCTING PRELIMINARY INVESTIGATIO&S
B 1.. Check arrest book for ﬁogsiple 1ocatiqn;gf missing persog
H 2. Arrange for crime scene search
H 3. Describe evidence involved in crime in notebook

GO TO THE NEXT PAGE
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APPENDIX A (continued)

NownS W

21
" DUTY R - CONDUCTING PRELIMINARY INVESTIGATIONS (Cont'd)
¥or colusns 2 and 3, (2)(3)Imp§if?nizeng-—‘—‘
- - La 3
‘his scale T e
use this sc @y J If Performed
= Very much below averago : :
= Belnw average
= Slichtly below average
= Average '
= Slightly atove average
= Abo\'e average
= Very much zbove average
. . 12" 3
H 4. Sketch scene of crime in notebook
H 5. Deternine need to evacuate building - -
H 6. Determihe 1f mentally deranged person is dengerous to
’ himself or others
-H 7. Check the Blue List and White List at station house in
arvest or traffic situation ) .
H.8. Fill out PD 106 (Flash Lookout)
H 9. Read broadcast from PD 106
H 10. Obtain confession or admission of guilt in crime
H 11. . Check WALES system for identification of person or ..
property
) H 12. Determine need for additional manpower at a crime scene
w or uniisual ‘incidént I : ) -
H 13.  Complete form PD 251:K;Report on Crime Against Person
or Property ) C T -
H 14. Locate suspect-in crime
H 15. Determine probable cause to arrest or search

44
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APPENDIX A (continued)

22

DUTY H - CONDUCTING PRELIMINARY INVESTIGATIONS (Cont'd)

" For ¢olumms 2 and 3;
use this scale. (2) Importance
. - : (1) / Tf Performed
= Very much below average )
= Below averape
Slightly below averag
= Average :
= Slightly above average
= Ahove averaje
= Very much above average

A(3) ‘Time Spent

H 16. Determine the type of violation committed

H 17. Canvass the surrounding area for stolen car

H 18. Evacuate peoplerfrom building in bomb threat

H 19. - Interview individuals to obtain description of missing
person

H 20. Identiry friends and relatives of missing person for
questioning .

“H 21. bentact loéal hospitals to determine if missing person
has been admitted

¥ 22. Interview individuals to determine health habits and
personal history of missing person

H 23. Record interview information in notebook as received

" H 24. Question suspect before arrest

‘'H 25. Locate best site for interview of victim and witnesses
of .crime

H 26, Identify victims and witnesses .

H 27. Evaluate content of interview information obtained
from victim or witnesses o

GO TO THE NEXT PAGE 45
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APPENDIX A (continued) E
23
. DUTY H - CONDUCTING PRELTMINARY INVESTIGATIONS (Cout'd) . . . _ . _'

_ For c¢olumns 2 and 3, L ] (3) Time Spent______ ’
use this scale (2) Importance -
; . (1) / If Performed _ j
1 = Very much telow average N : : !

: 2 = Relow average -
3 3 = Slicghitly below average ) b
{ 4 = Lverage . i
5 = Slightly above average
! 6 = Abave average v ;
7 = Very much above average - . .
i : : P
1213 ;
. : _ H 28. Ianterview victim o . i 24
@ H 29. Interview witness o B} o ' 25 - g -
‘ H 30. Investigate complaints of barking and/or stray dogs 26
H 31. Interview persons to detemine description of dog in 27
i dog bite complaint SR - : - 11 b : i
H 32. Canvass for unknown dog in dog bite ‘complaint 28
| -:
4 H 33. 1Issue violation notices in dog bite complaint 23
‘ H 34, Collect facts about a civil disorder 1 30 o
: H 35. 1Isolate suspect of crime ia
'H 36, Identify persons- entet:lng or leav ing crime scene. - ) : 32 - i
1
1 H 37. Investigate suspiciots persons at scene of crime ..33~. §
: H 38. Visually scan entire- building and -determine source of 34
break-in i

: H 39. Recover all items of evidentiary value at scene of - 135
i crime - ) ) N R

p : 4 C
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APPENDIX A (continued)
24
DUTY H -~ CONDUCTING PRELIMINARY INVESTIGATIOHNS (Cont'd) ‘
For coluims 2 and 3, ‘ (3) “Time Spent X B o ’
use this scale (2)  Importance :
(1) / If Performad
1 = Very muchk below average ]
2 = Below averape !
3 = Slightly below average "
4 = Average ' : ;
5 = Slightly zbove average : '
6 = Above average ) o i
7 = Very much zbove average S
1 2 3 ! :
i
'H 40. FRequest owner to report to building following an : :
incident or crime _ » -1 36 ) - {
H 41. Rope off crime scene area ) 37 §
B .
H 42. Sketch scene of traffic accident for report - 38 :
- - : 4
H 43. Close business establishment which 1s the sceme of the :
crime ) 39
B 44. Lock and seal premises (of crime) after campletion of . '
: investigation : . _ 40
"H"45. Classify mcidencs to determine the appropriate |
A : report ' 41
E H 46. TInterview complainant conr..erning crime or ‘
- indident - - _ R 42
i
i
DUTY I - HANDLING PROPERTY
) : S :
L 43 . . 4
I1. Release seized proper:.y - . . . i
I 2. Obtain from claimant positive identification of pro- ’
perty such as serial number, distinguishing marks, etc. ' 44
I 3. : Dispoée of weapon S ’ 45 S <
. i ‘
GO TO THE NEXT PAGE 47 : ;
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: APPENDIX A (continued)

1

| 25
: DUTY 1.-.HANDLING PROPERTY (Cont'd) .

3 For columns 2 and 3, : ~ (3) Time Spent___
i use this scale (2) Impovtance__

! Co (1) / If Performed

@ 1 = Very nuch balow average

i 2 = Balow average |

; 3 = Slightly below average -

; 4 = Average - B

? 5 = Slightly abeve average

: 6 = Above average

; 7 = Very wmuczh above average )
o *
—% I4. Transmit:eyidengé to Narcotics Branch Official

{ . . . . N .

; 1 5. Transfer evidence to Property Clerk

!

i Y 6. Arrange for the'security of sick person's property

1 I7. Maintain possession of suspected narcotics and .

) imnlements

g. I 8. Record information about seized articles on property

! book

A

} 1 9. Drain radiator of impounded vehicle i

!

; I 10. Iﬁpound automobile

; I 11. Coﬁpiete form PD 81 (property receipt)

E 1 12. Complete form PD 82 (property bpook) when propertyvis

f acquired :

; I 13. Secure personal effects of dead person '

! * 14. Mark oroperty to be used as evidence for €uture

3 positive identification o

1 .

-1 15. Search for and seize valuable property ht'scene of

48
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APPENDIX A (continued) :3
R 2€ ; §
. -_,::"f I? B :E
- ; Ly
DUTY I - HANDLIKG PROPERTY (Cont'd) ;*."%
Sk For columas 2 and 3, (3) Time S‘P‘-‘“'v___,a1 v '
S ’ use this scale ' o (2) Importanca .
. . : Q1) / If Performed P
. ;“ ' ‘1 = Very much below average _ : o . ’ [
. 2 = Below average :
3 3 = Slightly below avarage ¥
- 4 = Average : :
: . 5 = S1lightly abecve average i
TR 6 = Above average i
e 7 =.Very much above average i
- 1 2z 3 ;
- 7 Z 16. Place evidence in evidence locker . i : . 58 /
DUTY J - CONDUCTING FOLLOW-UP INVESTIGATION
Tt ‘ 1 : - + J 1. Obtain warrant for arrest 59
— 'J 2. -Obtain search warrant 60
’ B 61
o J 3. Determine how bomb threat was received ) N
- 62
J 4. Examine substantiating evidence telat‘ed to a crime
- . J 5. Determine action for owner's fallure to produce animal | 63
T | , ) in dog bite complaint
J 6. Identify yourself at crime scene if in other than 64
" uniform T - o .
——— J 7. Maintain coumunication with people you deal with 65 . '
T R B -+ . . where a follow-up investigation is necessary ) ) ) , T
_ J 8. Carry out search of vehicles, dwellings, business .
-establishments, etc. for evidence as part of a follow- 66
up investigation . )
J 9. .Check with teletype room for repossession or impounding ) .
‘of stolen car 67 ) i
- . GO TO THE NEXT PAGE 49







APPENDIX A (continued)

27

DUTY J - CONDUCTING FOLLOW-UP INVESTIGATIONS (Cont'd)

Tor colvmns 2 and 3, )
use this scale . (2) Importance ___
(1) / If Performed
1 = Very much below average -

2 = Below average

3 = Slightly below average
4 = Average ’

5 = Slightly above average
6 = Adbove average

- 7 = Very much above average

(3) Time Spent___

3
J 10. Check hot sheet PD 664 for stolen car or missing
- persons . )
J 11. Hake disposition of stray dogs that have bitten
‘persons - i ) o
J 12.V Sefvé a gearch whtrant .
J 13. Verify informatica received frem informant
'J 14. .Notify hospitals about injured suspects that flee
scene of crime -
J 15. Notify banka to Le on lock-out for stolen money,
bonds, etc.
J 16. Notify pawn shops about stolen property
J 17. Notify other law enforcement jurisdictions about
apprehension or fleaing of suspects
J 15, 'Nopify garagec about hit and run vehicles
GO TO THE NEXT PAGE 50
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APPENDIX A (continued)

28

‘DUTY K ~ PATROLLING TO APPREHEND OFFENDERS

F-]

=

NN

For columns 2 andv3,' S " (3) Time Spent

. use this scale _ (2) Importance

(1) / If Performed__
Very much below average -
Below average
Slightly below average
Average . ) .
Slightly above average
Above average
Very much above average

K 1. Help secure the safety of an officer in trouble

K 2. Describe direction of auto to dispatcher when in
pursuit T . .

K 3. Notify dispatcher- of unusual cccurances when in
pursuit ‘

K 4. Describe vehicle to dispatcher when in pursuit

K 5. Restrain hostile violators

K 6. - Chase fleeing suspect with vehicle -

K 7. Locate wanted person

K 8. Serve warrant on named person

K 9, .Capture truant juveniles

K 10. Pursue suspects on foot

(o s

51

GO TO THE NEXT PAGE
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APPENDIX A (continued) '
IO 2 . P
! - N . i C;
b DUTY L - CONDUCTING AN ARREST E
For cclumns 2 and 3, ] ‘ ) 3) Time Spent ;
use this scale ’ (2) 1Importance T
. (1) / If Performéd_‘
! 1 = Very much below average S '
; 2 = Below avcrage , 3
: 3 = Slightly below average : E
; 4 = Average 3
i 5 = Slightly =zbove average i
6 = Above average
- 7 = Very much above average- ;
1
1 2.3 ;
L 1. Complete an arrest for a miscemeanor 19 ;
L 2. -Advise suspect of rightg— -~ - - -~ - SR N B 20 j
. i
' ) L 3. Prepare form PD 251, Event Report 7
L' 4. Prepare form PD 255; Arrest- Réport- R : N U T B T
: ; L 5. Prepare form-PD'l63,~ Prosecution Report--- - -~ - ook o ReRe f 23
. ‘ :
! L 6. Assist officers from other: jurisdictions entering yout
| - jurisdiciion in fresh pursuit 24
E L 7. Keep suspect at bay until assistance arrives : .1 25
. - - L 8. Use physical force to complete afrest . . 26
B L 9. 'Reep searched’ prisoner away from others not searched ' - 27 i
P ) L 10. - Advise suspect he is undet arrest and’ inform him of ’ 28
! : s the charge : .
L 11. -Check I.D. card of person claiming diblomatic:"imunity .29,
L 12. ‘Identify crime related instruments hidden beneath gar- ' 30
ments incidental to an arrest - : N ST
' - 52
| GO TO THE NEXT PAGE
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APPENDIX A (continued) ?
i
30 i
i
4
DUTY L - CONDUCTING AN ARREST (cont'd) :
For columns 2 and 3, g ' - (3) Tim2 Spent__ N i
use this scaire . (2) Importance :
' Q) / if Perforred ‘
1 = Very nuch below average. i
2 = Below average i
3 = Slightly below average i
4 = Average : ;
5 = Slightly above average !
6 = Above average ;
7 = Very much above average 3
N 1 2 3
L 13;_ Seiie'the weapon from a suspect o ' 31
L 14. Obtain-a signed waiver of rights 32
L 15. Prepare repcrt giving particulars in diplomatic T
© immunity case $33
L 16. Handcuff a suspact or prisoner 34
‘L 17. Give instructions to employees and reaidents who are -
* 4nvolved in a barricade situation 35
L 18. Cover front and rear entrances at building where sus :
pect 1s hiding ) 36
L 19. Place arrested suspects in transport vehicle 37
L 20. Arrange for transport vehicles for suspect or prisoner 38
L 21. . Search for evidence and weapons Incidental to a lawful: - 39 ;
L 22. 'Establish reascnable grounds that subject -to be appre- - . 40' 3
_hended has committed the crime ' ) )
L 23. Search the suspect for fruits, instrumentalities, ; 4
] contraband and/or evidence - -
GO TO THE NEXT PAGE 53
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APPENDIX A (continued)
31 P
DUTY M - PREPARING CASES FOR COURT AND TESTIFYING L
; . P
" ¥or columns 2 and 3, o - (3)- Time Spent ’ ;
use this scale (2) Importance
' o D (1)  1f Performed _
"1 = Very much below average -
2 = Below average :
; 3 = Slightly below average
; 4 = Average . , ;
2 § = Slizghtly above average
; 6 = Above average
i 7 = Very much above average
- 1 273 ’
: M 1. Report to Court ’ - e e : 1 o) a2
; M 2. Report. to numbers clerk and’ check out 43 - ) R
? "M . Report to U.S. Attorney's Office b4
M 4. Prepare a traffic case or lesser misdemeancr 43 _
i
: M 5. Process misdemeanors and traffic cases. 45
i M 6. Prepare Court Papers .47
: M 7. Produce evidence in court for presentation at trial L8
H or hearing
: M 8. Pick up evidence from appropriate clerk for presenta- 49
i tion at trial or hearing rT -
i
i M 9. Notify witnesses of their shceduled appearance in court 30
§ M 10. Record names and addresses of all witnesses of an 51
é- ’ incident ’ y ) T ' ' i
§ M 11. Testify in felony or serious misdemeanor cases 52 H
: | _ ‘ \
"M 12. Testify as a witness in private litigation 3

'GO.TO THE NEXT PAGE S4
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APPENDIX A (continued) ‘
32 ‘ -
DUTY ¥ - PREPARING CASES FOR COURT AND TESTIFYING (Cont'd)
For columms 2 and 3, (3) Time Spent { E
-usz thie scale . o . (2) . Importance . I
Q) If Performed
1 = Very much belcw average S 3
2 = Below average
3 = Slightly below average
4 = Averege H
5 = Slightly above averag: v : ;
6 = Above average : - ;
7 = Very much above average 3
1 2 3 ;
.M 13. Execute a PD 24 (Request for Airgst Record) —_— -
-M 14. Complete PD 140 (Cc;urt Attendance Siip) 35
M 15. Relate facts of case to U.§. Attorney o:"‘Corporation .
- Counsel L . ) 56
'H>16.' Present'case to grand jury 57
M 17. Testiily at preliminary hearing 38
"M'18. Attend line-up with witnesses 59
M 19. Notify witnesses of line-up 60
M 20. Complete citation release 61
"M 21. Fingerprint suspect 62
M 22. Photograph suspect o b ’ 63 E
55
GO TO THE NEXT PAGE







APPENDIX A (continued)
33
DUTY N.- ADMIN1STRATIVE ACTIVITIES (SUPPCRTIVE)
For colimns 2 and 3, : o (3) Time Spent__
use this scale (2) Importance__ _
o (1) If Performed__
1 = Very much below average
2 = Below average
3 = Slightly below average
4 = Average ’
: 5 = Slightly above average
, 6 = Above average
i 7 = Very nuch above average
‘ ' 1 2 3
N 1. Use police communication system
~ N 2. Use the céll box while on patrol
N 3. Notify radio dispatcher for time check when out of
: service for more than 30 minutes
N 5. Notify shop official and radio dispatcher when radio
: is malfunctioning : ) o
E N 5. Record run and time on run pad
; N 6.- Forward to appropriate agency any evidence not prccessed '
! by or analyzed by MPD '
{, N 7. Make proper notifications related to a crime or
v "incident ' '
1 N 8. Record information from telephone conversations )
; ' . .
| N 9. Answver telephone
f N 10. Report violations to Alcoholic Beverage Control Board
' N il. ,Check pressure in tires on véhicle
N 12, Check car for cleanliness

56

GO TO THE NEXT PAGE
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APPENDIX A (continued)

34

DUTY N - ADMINISTRATIVE ACTIVITIES (SUPPORTIVE) (Cont'd)

For columns 2 and 3, ) : :
use this scale : ‘ (2) Importance__
(1)  If Performed _
'Very much below average
Below average
Slightly below average
Average
Slightly above average
Above average :
Very much above average .

| I T S I I |

(3) Time Spent_e;__

N 13. Check =11 fluid levels in car

N 14. Check vehicie for daméges

N 15. Take vehicle to sﬁép for major repaii

10

N 16. Check emergency equipment in scout car. (lights, siren,

11

ete.)

N 17. Completé inspection report (PD 775) on véhicle

12

. N 18. Radio information and advice about crowd conditions
at scene of demonstration

13

N 19. Report abandoned autos

14

N 2¢C.. Receive and acknowledge assignment from radio
dispatcher

15

N -21. Obtain picture of person hrior to serving warrant

16

W 22.. Call D.C. Bail Agency to- determine eligibility for-

citation release

17

‘N 23. Operate scooter o ' L

N 24. Operate radar

. 57
GO TO THE i 7XT PAGE --
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APPENDIX A (continued)

DUTY N - ADMINISTRATIVE ACTIVITIES (SUPPORTIVE) ~ (Cont'd)”

AFor_columns 2 and 3, 3) Time Spent
use this scale - : . (2) Importance
‘ ' ’ (1) If Performed _

1 = Very much below average
2 = Below average
3 = Slightly below average
4 = Average
5 = Slightly above average
6 = Above average
7 = Very much above average
1 2 3
N 25. Record type and location of ‘accideat on run gheet
N 26. Call for necessary assistance .
N 27. Take photographs of accident scene to clarify case
N 28, Clean roadway of debris related to accident
TN 29, Issue DMV Form 40-1 (Safeéy Résponsibility form)
N 30. Complete form PD 379 (Juvenile Referral)
N 31.  Counsel truant juvenile about seriousness of

truancy

32. ARetutn truant juvenile to school
N 33. Notify and advise pa?ents of f#u;ﬁf'ju;eﬁiie
N 34.  Transport trﬁant to youth.services unit for processing
N°35. Place priaoher‘inté ;ehicle
N 36.. Transport prisomer to hospital, court, police station

. house, central cell block

58

GO TO THE NEXT PAGE
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APPENDPIX A (continued)

36
DUTY N - ADMINISTRATIVE ACTIVITIES (SUPPORTIVE) (Cont'd)
For columms 2 and 3, . (3) Time Spent - -
- use this scale (2) - Importance____ . -
o (¢9) If Performed
1 = Very much below average - -
2 = Below average
3 = Slightly below average
4 = Average
-5 = Slightly above average
6 = Above average
7 = Very much.above average
1 3
N 37. Aid in training of rookie policemen -
N 38." Arrange for transportation of witnesses to court ;i.
N 39. Log final disposition of case on district station
house arrest book
N-40. Contact modbile crime lab with radic, telephone, or
‘call box
N 41, Obtain the report numbers after a run from the radio
digpatcher T T
R 42, Go back inte service upon completion of a run
N 43. Transport the suspect to police facility for processing
N 44. Book suspect (complete forms 251, 255, 47, 163, 81,
° 81-A, 82, and PD 68)
N 45. Use transport vehicle to transport prisoner to central
) cell block : ’
N 46. De;ermine necessity of writing a report after_a fire
N 47, Operate two-way radio
N 48. Complete activity sheet
GO TO THE NEXT PAGE 59
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APPENDIX A (continued)

37
DUTY N - ADMI:NISTRATIVE ACTIVITIES (SUPPORTIVE) (Cont'd)
For columns 2 and 3; R "(3) Time Spent
use this scale i - ) Importance
. ' oo : (1) If Performed _
1 = Very much below average
2 = Below average
3 = Slightly below average
4 = Average
5 = Slightly above average
6 = Above average
7 = Very much above average
;
N 49. Inform communications branch of the disposition of
assignment

N 50. Assist the morgue Wagon

N 51. Guard sick or injured prisoners at hospital

ﬂ S2. Operate radio while operaiing motor scooter A

N 53. Control crowd at special events -

;
N 54. Transport juveniles to Receiving Home for Children é
N 55 i

Transport women to Women's Detention Center

IF YOU NEED TO ADD OR RATE ADDITIORAL TASK STATEMENTS

GO TO THE NEXT PAGE ' 60
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APPENDIX A (continued) %
38
; K
ADDITIONAL TASK STATEMENTS [
For colums 2 and 3, - (3)— Time Spent
use this scale - (2) Importance
. - (1) / If Performed ;
1 = Very much below average : ] ;
2 = Below average ] :
3 = Slightly below average X
4 = Average :
5 = Slightly above average P4
6 = Above average . . ’ C : i
7 = Very much above average ; k
| 1 2 3 :
[
|
i
‘ j
i
!
i
i
i
i
i

If you have just completed checking the tasks you performed, RETURN
to page 5 for your first rating scale instruction. If you have completed
the importance rating scale, return to page 7 for instructions on the

Time Spent scale. . K
R : 61 ‘
If you have just completed both rating scales, go tc the next page.
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You have just completed rating the tasks

APPENDIX A (continued)

Duty - Time Rating

39

you perfor red for the relative amount

of time you spent on each task. On this page you are asked to estimate the

percentage of time you have spent in the
duty -categorie3’ of this Task Inventory.

last year nn each uf the fourteen
The meaning of each duty citle is

defined by the individual tasks that belong to that duty.

Note. that the rotal of petcent of time column should not exceed 1C0

_ Legibly write your answer in the boxes provided. Use leading zeroes when
necessary, e.g., 05 instead of 5. : o

A.

B.

D.

E.-

F.

G. .

H.

I..

J.

?reparing for tour of duty
Patrolling to. determine violations

_Patroll ing for incidentals

Patrolling for community relations
Patrolling for crime prevention

Controlling traffic and eniorcing traffic laws

Caring for the sick or injured
Conducting preliminary investigations

Handling property
Conducting follow-up investigation

Patrolling ﬁo apptehend offeqders

"Conducting an arrest

Percent of Time

—

(.

Preparing cases for court and testifying . CT ]

Administrative activities (supportive)

]

100%

I1f you have completed both rating ‘scales, please complete the last page of .
this inventory.

62
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17-18 .
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APPENDIX A (continued)
46

General Comment and Suggestions

"“‘\'5~_ . - In this part, you are asked to provide us with your opinions about this

N 3 ’ o inventory. -Completion of this part will help us interpret the results of

) this inventory and will facilitate construction of other inventories. Use
the following questions as a guide but feel free to provide any other 1nfor—
mation that you feel might be useful to this project.

‘1. How clear were the instructions? If they were unclear, please elaborate.

P 2. Were the task statements meaningfully grouped into duties? Yes Ho .
"If no, how might organization be improved.

‘ﬁ_,-ri R ) : . 3. How do you feel about the length of”;higkinventory?

_ . B . .- . . e,

Additional comments or suggestions:

7T e

You have now completed this inventory.

Please make sure that you have rated each checked task on both scales and
that all your responses are clearly writtent

‘Thank- you again for your participation in this projeét.
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APPENDIX B
; ' Sample Task Level Job Description
—JO8 DESCRIPTIUN OCPD BASED LN RACE (BLK) Tlnk- . DCPUOLJABE | S S S e
. TASK JuB DESCRIPTIUN - LASES TaSRS  DUTIES nbKS
- ' 332 317 14 165 _
e et o+ .= . -GUNMULATIWE SuMm OF AVERAGE. PERCENI.TIME 3?£nr B8Y. ALL PENBEHS.epee0e .- TASA . - L ... -
AVERAGE PERCENT TIME YPENT BY ALL MEMBERS.ussesesssnsssesse N 8t@
AYERAGE PLRCENT TIME SPENT BY REMHERS PEHFURAING .04 N o NU
AR PLRCENT OF MEMBEXS PEﬂFOKﬂ‘M‘...-.--o-oo-n-'- . c e . . . o l
L. 2 . L] L] .
D=T8K DUTY/TASK 711;: T e e T o N . .
€ 2 TRANSHIT AND RECEIVE UN TWE RAQIU 97,58 ot W79 79,
A 4 8TAND FUR RULL CALL INSPECTIUN. © 93,19 082 o718 1.57
0 18 TALK TU PEUPLE ON BEAT TU ESTABLISH GUOD RELATIONS . 96,97 -1 78 2,35 :
A 7 CLEAN SEHVICE KecvOLVER 99,39 7o o760 3,10 )
€ 11 CHECK PubsllC FLACES wMILE ON PATRUL ) 95,19 L 19 75 3.80 ) 3
—H _ § CHECH FOR YIGLATIGNS . . e mm e 95418 LTl TR WeBB. ] e e {
E 8 USE PUKTABLE %aDlU i 95,30 o714 72 5,350 :
N 1 USE POLICE CUMMUNICATIUN SYSTEM 8,70 80,71 6,01 3
E ¢ CRUISE AT LOw SPLED mHILE UMSERVING PUR CRIMES UK INCIUENTS 95,70 74 W71 el72 4
N 48 CORPLETE ACTIVITY SntEl 95,195 T2 489  7.40 . ju o
A 3 DISPLAY PRUPER EBUYIPMENT wHILE UN DUTY , 59,70 o706 68 8,09 3
__A___ & LDAD ahD UNLUAU MEYULYER . _ __ _ PR . L 98,79 | ebB. .87 . B.T8. o e e S, 7
D 2 LRIVE AUTUMUBILE 89,70 2713 W00 9,42 }
N 2 U3t Tui CALL BUX mnlLE UN PATRUL : 96,30 009 - .63 10,04 ' - i
F 22 193UE TRAFFIC VIULATIUN CITATION o 92,73 007 W62 10.00 1Y - : . i
£ M j6 DEVERMINE THk TYPE OF VIOLATION COMMITTED- 96,36 b4 61 11,27 . : 3
M 11 CHECK wALES SYSTEM FUK JDENTIFICATION UF PERSUN UR PHUPERTV 95,70 ¢ o0k bl 11,89 :
__JL.JI_LDAPLEIE EURM PR 291n HEPURT ON CRIME AGAINST 'PEMSUN OR. .. . 96.38. 463 .61 12,50 . . e 3
Y . PROPERTY G : |
L '3 PREPAKE FUKM PU 251, EYENT REPURT : o. _«b} b0 13,10
N & HECORD RuN AND TIME UN RUN PAD ‘ 93,33 T .04 W59 13,09 20
M} HEPORT.TQ COURT . - : ] i 97.56 -+ Lol 99 1a,29
. € 23 nmaL® TU ATTAIN WIGw vISIBILITY - 85,69 009 259 14,87 y
—N_ 20 RECELYE AND ACKRNUWLEDGE ASSIGNMENT EHUM RADIU. WISPATCHER.. .92.12 IS TN | R £ S . i
L 2 ADVISE SUSPECT UF 'wluntg : ‘ 96,38 201,59 10405 ‘ ¢
A 2 CHECK PRUPER FUNCTIONING OF HADIO AND SIHEN SYSTEM T %2412 - .8l .58 16,63 25 1
F 18 FILL OUT PU=8) ITICKLT BUOKa 90,30 .85 .58 17,21 ;
N 47 UPERATE TwUowAY RADIU ) 90,30 Y] 58 17,79 ;
E 22 LOCK FOR TRUANTS ) : ) G338 . o61 .57 18,38 . ) o
—F.__ 16 (BRSERYE THAFFIC £nnullluns,__4;Am<A,_w._ e e 91082 . B2 ,97. 18,93 .. - — :
W28 INTERVIEwW vICTIm - 93,33 Y 057 19,50 30 : -
~ & 1.TO ARREST UR PREVENT THME ESCAPE OF A PERSON whU MAS 94.55 W00 o566 20,07 :
“CUMMITTED UR ATTEMPTED TO CUMMIT A CRIME : } :
N 14 CHECH YEnICLE FOR DAMAGES © 92,13 . ,e1 56 20,63 i
N 49 INFUKM COMMUNICATIUNS SRANCH UF TwE ulspasltlun uF g2.12 a6) 56 21619 t
e ASSIGNMENT ) o e e e s e ;
N 17 COMPLETE INSPECTION NEPORT lP0v77S_ UN VEMICLE S %2.12 w60 .90 2il.74 i
H 29 INTEKVIEW wITNESS . ) 93,94 458 ,55 22.29 35 :
3 7 CHECK UPEN DUURS AND mINDUWS Fuk UNLAWFUL ENTNY Su,59 51 .55 &22.b64
N 1o CHECK EKERGENCY EQUIFMENT IN SCUOUT CAN (LIGHTS, SIKen, ETC .- 91,52 59 54 23.36 |
L 23 SEARCH THE SUSPECT FUR rﬂuxts. INSTRUMENTALITIES, .CUNTHABAND 93,33 +98. W54 23.92 £
—— AMDIUR EYIDENCE . . R . . - e e nem —— g
’)
§
i

L PR T T yony C e e Dt s hde e e et G s 05 St S i v P






e

7.

10.

11.

12.

13.

14,

15,

- telephone operator, etc.

APPENDIX C
List of Original 77 KSAO's and Their Definitioas
Cognitive 7 .

~

Oral Communicatiqg - abiiify to communicate ideas with spoken

- words.

- Number Facility — ability to accurately manipulate numbers in

numerical computation, such as adding, subtracting, multiplying
and dividing. :

Deductive Reasoning - ability to apply 2 broad, general idea of
principle effectively to a particular problem or case. .

Creativity — ability to generate or conceive of new or innovative
ideas or solutions to a protlem.

Long Term Memory - ability to memorize and retain new information
over a long period of time. -

Short Term Memory — ability to memorize and retain new information
for brief pericds of time, for example, waitress, shortorder cook,

Inductive Reasoning — ability to find the most appropriate general
concepts or rules which fit sets of data-or which explain how a given
series of individual items are related to each other. It involves
the ability to combine conflicting facts; to logically proceed from
individual cases to general principles.

Mechanical Ability - ability to understand how machines and equipment
work. . . !

Written Communication - ability to write clear and concise letters,
reports, descriptions, or instructionse.

El§nﬁing - ability to plan and decide on the most efficient or con-—

‘Venient order in which to perform tasks.

.Judgmggt~— ability to solve a problem when all the necessary facts

to soive the problem are not giver.

following Rules and Procedures - abilify to follow rules and pro-
cedures in working out job problems. :

Uhderstanding Grapﬁic Material —.ability.to unde;stand illustrated
material, such as maps, blueptints, graphs, etc.

Problem Sensitiviti —-ability to“recognize or identify the existence
of problems. It does not include the reasoning related to solving
the problem. : ’ -

Problem Solving - ability to find practical ways of dealing with
problems and situations. : : R -
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‘16.

17.:

18.

1.

2.

3.

10.

11.

12.

"li;

14,

15.
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APPENDIX C (continued)

Information Appraisal - ability to evaluate information of an
uncertain or conflicting nature.

Vertal Comprehension - ability to understand the meaning of words
and the ideas assoclated with-: them.

Time'Sharing = the ability to utilize information obtained by
shifting between two or more sources of information.

Soclal“Personal

Pressure of Time — ability to work fast and accurately in situations
where there is time pressure or emotional strain. .

Perseverance - aoility to stick to a job until it is done. .

Tolerance - ability to put up with and handle vertal abuse from a
person or.a group.. .

Horking:to-Get Ahead - a liking for work with chances for getting
ahead. = :

Self- Improvement - willingness to take the time for extra training
or educa 1on.‘

) Creative_Activitigi_f,prefefence,for situationsﬂinvolving the

finding of new sclutions to a problem.

‘°testige/Esteem frem Otherq - interest in working in situaC101s

“resulting in high *egard from others.

Social Welfare - willingness to work wi h people for their presamed

good.

Leadership - ability to take the lead or take charge when w0rking
or dealing with others.

Empathy - abllity to see things ffom}another person's point of

“view.

Cheerfulness - ability to stay pl=asant and good—tempered in dealing
with people.

Influencing People - ability to influence other person's opinions,

- attitudes or judgments about ideas .or things.

Teamwork - ability-;o work as a member of a group.

Being Away from Home - willingness to live away from home or family
for several days or weeks at a time.

‘Stage Presence - ability to speak or perform before an audience of

. strangers.
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- ) APPENDIX C (continued)

16. Dealing with Attack - a willingness to use physical force in dealing
in hostile situations . ) ;

17. WOtking Out51de - w;l]ingness to work outdoors in a11 kinds of weather.

. 18. kepetitiveness — ability to perform the same tasks over and over without
T Co - . getting bored or careless. - - - - :

19. Working Alone - ability to work in physical 1solation from others, B
although the activity may be .integrated with that of others.

20. Personal Risks - willngness to accept risks of .physical injury or
illness.
— ) . - 21. Compecsure - ability to stay calm and level-headed in difflcule,

unexpected, or energency situations.

) R 22. Flexibility - ability to handle unexpected changes on the job, such
~ : as new schedules, new roucines, or transfers to dlfferent jobs.

23. Dealing wlth People - abillty to deal with people politelv and ‘ ' ‘ ;-
’ helpfully, beyo1d the giving and receiving of instructions.

24, Selective Attention - the ability to perform a task in the presence
-7 of distracting stimulation or under monotonous condxt:ons without
significant loss in efficiency.

Perceptionlv

1. Visualization - ability to manipulate or transform the visual images
‘of spatial patterns or objects into.other spatial arrangements.

2. Color Discrimination — ability to judge sirilarities or,differenceé
in colors or in shades of the same color, or to identify certain
colors.h '

3. Depth Percept1on - ab111ty to judge whether objects are near or i
far away., i

4, Near Visual Acuity — ability to see the details of nearby objects
clearly (within normal reading distance).

S. - Far Visual acuity - ability to see the details of distant objects .
: clearly (beyond normal roadlng distance).

o 6, Visual Form Perception - ability to perceive important detall or
e ; . i ; confxguratlon in the .environment.. .

7. Closure - ability to menLally organlze a disorganiued field into
‘a single picture.

8. Perceptual Specd = ability to notice likenesses and differences
rapidly and accurately when comparing patterns or objects.

9. - Olfactory Acuity -~ ability to. perceeve important information by
~smell. - '

L 67 ' B
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10.

11.

12.

13.

14.

15.

.16.
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APPENDIX C (continued)

Night Vision - ability to "see in the dark" or to pick up shapes
and movement when lighting is poor or low. ’

Size Perception - ability to estimate about how many objects or

people there .are in a certain cpace. . R

— e e e e . See . .

Auditory Discrimination - ab111ty to pick out one particular sound
when it is very soft or there is a lot of noise around.

-Peripberal Vision ~ ability to see "out of the corner -of the eye"
when looking straight ahead so as to be aware of thlngs or motion
to the side.

Tactual Acuity - ability to perceive important information by touch.

Sensory Alertness — ability to stay alert over extended perlods of
‘time. :

.Spatial Orientation ~ the ability to maintain one's orientation with
respect to objects in space or to comprehend the position of objects
in spdce with:respect .to the observer's position.” = .07 7 7 07 :

Physical'

Dynamic Strength ~. ability to hold up or move body's own weight
repeatedly or at one time without stopping, usinb the force of
arm and trunk muscles. - . -. . .

Explosive Strength — ability to expand the maximum amount of energ y
in one or a series of explosive musculat acts. The ability may be
involved in acts such as Jumping or sprinting or in throwing obJects

"for a distante.

"Stamina -~ ability involves the capacity to maintain physical atciyity

over prolonged periods of time.

Statlc Strength - ability to maintain a high level of muscular exertion

.for some minimum period of time. This 1nvolves the degree of muscular

force exerted against a fairly immovable or heavy object in order to-
1ift, push or pull that object. )

Control Precision - ability to wake controlled muscular movements

necessary to adjust or position a machine or equipment control

mechanism.’

Gross Body Coordinaton - ability to use the trunk, arms and legs
together in movement.. )

',,Rate Control -~ ability to make timed, 'anticipatory motor adjustments

relative to chanoes in the speed and/or direction of a continuously

-moving object.

‘Multilimb Coordination -~ ability to coordinate the movements - of. two

“or more limbs (e.g. two legs, two handq, one leg and cne hand). It

‘1s most common to tasks where the body is at rest (e.g. seated or

- standing) while two or more limbs are.in motion.

68
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10.

11.

12,
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14.

'15.
16.

17.

18.

19.

APPENDIX € (continued)

Wrist-Finger Speed - ability <o make discrete, fast movements of the
fingers, hands, and wrists.

Dynamic Flexibilitv - ability to make repeated trunk and/or arm leg
bending or stretching moveuwents where speed as well as degree counts.
(It ‘includes the ability of these muscles. to recover from the-strain
-and distértion of repeated flexing). T

Speed of Limb Movement - ability -involves the speed with which dis-:
tinct movements of the arms or legs can be made. -The -ability deals
with the speed with which the movement can be carried out after it has
been started; it is not concerned with the speed of starting the move-
ment. The precision, accuracy and coordination of the movement is not
considered -under -this ability. o ST

Reaction Time - ability to react quickly to signals, unexpected situva-
tions, or emergencies. . i

Manual Dexterity — ability to make skillfuly coordinated movements of a

hand, or of a hand together with its arm. It may involve manipulation of

objects (e.g., blocks, pencils);—tut does not extend to-machine or equip-
‘ment’ control (e.g., levers, dials}..

Arm/Hand Positioning - ability to make precise, accurate movements of the

hands and aris.

Continuous Muscular Control — ability to ‘exert continucus control over
external devices through coatinual use of body limbs.

- Eye-Hand Coordination - ability to coordinate hand mgvementé'with visﬁél','

stirali.

Pate of. Arm Movement — ability to-make gross, rapid arm movements.

Arm/Hand Steadiness - ability to keep the hqndé and arms immobilized in
a set position with winimal tremor. ' o o

Finger Dexterity — ability to make skillful, coordinated movements of the
iingers where manipulation of objects may or may not be involved. This
-ability does not extend to manipulation of machine or equipment control
mechanisms. Speed of movement is not itvolved in this ability. :
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APPENDIX D

Ability by Task Rating Form for the Cognitive Domain- - 7 : R

1sacKkgrounud and instructions

The Metropolitan Police Department and the U.S. Civil'Service Commission. _
- are conducting & study of the entry level police job. ‘The major purpose - -
" of this study is ic obtain job informatior which will aid7in the development ~ -~ . j
of a new cxamination {or entry icvel police officers. ' C

Inciuded in your materials arc two scts of forms. ‘The first form is
labeled ability delinitions.  ‘This consists of a list of the abtlities which
are importani for the police jo along with their definitions. Itis im-
‘portant that you thorouglily familiavize yourscll with the abilities and -
tlicir definitions beisre procecding with the rating process.

s tpema 8 e

“The second form is entitled the Ability-task rating form. “This will'be
used for purposcs of recording your responses. Along the left hand
; , column of each page of the rating-form-you will find a list of tasks which
were identified in an carlier stagc of the project as important for suc-
o  cessful performimce of the police job. There-are a total of 137 tasks.,
R " Across the top of the rating form, are the list of abitities. This list
corresponds to those abilities, defined in the ability definition form. For:
clarification of the abilities listed on the rating form, you,sl_logl'd refer
to the definitions in the abitity ¢efinition form. - . o -

[ER NP
i

Inorder to carry out the raling process you shoul(l,prdcccd as follows:

1‘)' Spcnd some time getting a clear uhdcrstandini;i ofthe meaningof - " T i
cach ability. - T T - - S '

2) Beginning with task statement 1, read the statement carefully and o SR
.think of an officer who has performed the task very successfully Co
and an-officer who has performed the task at a harely acceptable
level. . S : .

'3) Tror cach ability listed along the top, rate how important.the

. : _ability is for diffcrentialing superior {rom barcly accceptable per-

! " formance of the task. The rating should he writlen in the boxes ' L
" peside task 1 and under the appropriate abilitics. - '

[US

PRRPYCY

" 4) Steps 2 and 37should be completed for-all 137 tasks. -

The 5 po'i'nt i-a{ing seale to be uscd for comp]clihg your ratings will be
found on the next page.- Pleasc tear out the pagé so you can refer-to it Cee
while-completing the rating process.

Reproduced from
T T est- available copy,

st o et v
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APPENDIX D - (continued)-
ABILITIZS

-}
o R — a
HEFSRANRER
128l = ° |3 o) &1 &
3] al el =z & a 8 ol B
2 © al E = g' = < g-
] ‘ g | 2) g - -3 ] g1 E
- Elglefotedlelelg)d
COGNITIVE 5| 2 el SEE B E S s
ol8l% sl EES 21481 B3
] ~ w8l 3l 8 JE g ke E ,2, -
15| &1 2] 2R & é; Bl 2
TASES aAfslc|ojejric pu ||

1.

Pick up daily hot sheet

E'!‘rnnsﬁit and receive on the radio

2.

3.

Dicplsy proper equipment while oa duty

4.

Se

Inspect crime maps for cffense patterns -

Load .and unlcad revolver

6.

Clean service revolver

S

Check for violations . L

8. -

Check. susplcious Vehicles for F.I.C.E.

9.

Check for permits and thedir validity

0.

Eeport fires snd accidents

11. ) Us_e ﬁ?uqdakd auto eguipm'ent

12, Use portable radio - ) )
13. Check public places vhile on patrol

14, Secure crime scene

15, Protect ambulance crew

16. Walk €o attain high visibility

17.

Observe traffic conditions

13, Iseue traffic violation citation

19,

Call for amSuLance‘in an emergeancy -

20. Arvsuge for crime scene-gearch

'21. " Fill out PD 106.

22. Rend broadcast from PD 106

23, .locate suspect in crime:

24, Detetrwminz probable cause to arrest or gearch

25. Determine the type of violation committad

26, Canvass the nufrounding area for stolen car _

27

Question suspéct before arrest

28,

ldestify victins ead witnesses

71
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APPENDIX D (continued)
ABILITIES
el | s
: gl A= 3| 2|2 | F|3 :
18| g8 = | 2| w| & 2
sl S elEl |8 || F| Bl
. '§ 2l el 5 ] BB <4 B
g <) E = 4sl 8] §4 §
= » 10 o | os = o -
E1 2| & ‘slE5l el 6| B 2 ;
o ol 88l &l ElZe|lel o] EY 5 v
COGNITIVE =1 33 dl |88 3|3 E1 3 3
B &1 BAR A Et - SRR A .
TASKS A B |C D 4 F G B 1 J-
29. . Interviev victim
30. TInterview witness k
31. Isolate suspect of crime
32.  Complete form PD 81 (property receipt) - - :
33. Help secure the safety of an officer ia troublq 3
34. Describe vehicle to &ispatchgt when Ninrputuuit )
35, " Restrain hostile violators : " - "’
36, “Chase 'fleeing.euspeci‘vith .vehiclé ) B -
—= - T ¢
37. Llocate wanted -persons . . T it~ Lo - 3
38, Pirsue .suspects on foot “
39, Ccmp.ldete ‘ap arrest for & misdemeansr N = ) B
140, advise ausyéct of rights
41. Prepare form FD 251, Bvent Report. _ - by
|42. Prepare form PD 255, Arrest Report *
&43. Prepsre fors PD 163, Prosecution Report - N 3
44. Ore phyeical force to conplete arrest - ’
45. Seize the wespon from a ouspect 4
46. Obtain s efgned waiver of tighia - i 5
47. Bandcuff a suspect or prisover . . . .. s’.
48. Ple;:e arr'estedv guspects in transport vehicle i " -
49. . Report to Superior Court :
.| 50. - Report to U.S. Attcrney's Office -
Si. _Prepare o traffic case or_lesser ufndﬁnu{nér ) ) ;
52.:'?&0&93 wisdemeanors and traffic ésses b
53, Prepare Court Papers H
S4. Compleie PD 140 (Court Attendan.e Slip)
-§5.. Present casc to grand fury- 3 - 1
56. Testify at preliminary hearing - - R
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APPENDIX D (continued) : ;
. ABILITIES ' i
- ’ g o - u . B
S 15 8 8l - je | & a|. g
- HL g1al B : B el nB] @t I
|81 83| 8 o S| = | 3
B &ld 3 gl 5 =1 &
t E = & g = =1 - a E .
oo B R s L 48] 8 ) B! -
- . 4 o @ . - O ¥
. N . . . - B E > g [~ -4 B Toet g v o
. o COGNITIVE Sl®|lal alg|s3 BV B v -
- S B8] Sl EIB8 2| 2] B3
r] <] '8 2l ,a.g - ‘E E < S
S|AlE sl a&ad £ .8 | 2 -
) - TASRS “|ajfs|lc|pjejrlela T |3}fr]L i ;
N 57. Use police communicationgystem” ~  ~ ¢ | -y e p ot b f oo oo p L T LT
58. Becord rus and time.on run pad - .
. |59.._Ansuer .calephone SRR EE chrd o o CHE O NS MRE Ml RN KK SV T
60. “Check all fluid levels in car -~ a i 1 ‘ . o
61.  Check vehicle for danages ~ i ) N - - - o - T 3
-1 - -] 62.- Call for necessary-assistance - o i - : - ” TR
63. Place prigoner into vehiele = -~ - - - - .0 - ] LT Sk - B R =
.64.  Afd 4in training of rcokie jaolicemen EEEPURI L T P T I L
€5. Cruige at low speed while observing (or I P T . N O N I
: crimes or incidents _ - N . i o T .
66. Check proper functionmg ot radio and 5iren ‘ R oo I S T O P A
. | aystem | [ G IR BV RGN I I EENE Cra R Fal RS0 AR : - TRTTEL R
67. Determine ability of occupantfdriver to - .
| operate vehicle 1
68. Asaist motorist, in asutomobile emergencies . .
guch as loet keys, atalled auto, flat che. - - ; ) K i
etc. - - I b R B RIS PR R U
69. Uce the call box vh:lle on gacrol : SRR R O SRR Bt S ST RN . i
70. Establish comuumicaticns with Bpecial intereat L i . o oL
groups in the community - N O T o I S S IR Y e P R -
71. Uge map, to determine shortest route from one . .
~ -location to apother. . - . . N - B - 1o
72. Telk to people on _ bea: to eatablish good L ; R : -
rolations . . I i S N B T ; ) .3
73. Ioform c!.tizena of bov to mke homes more b ] ] )
. secure : S o S - RN I I E PR . SR R
74, To arrest or prevent the escape of a person whq . :
- - bhas committed or attempted to commit a crime |-
75. Use standard mergency equtpme.nt aasisned to
vehicle - - -
76. - Check open doors and vindows for unlavful ) R ] ] ] - =) o -
entry . N S N D T .
IR 77. Separete.discrderly person(s) from other per- R -1 B R R N . : : R SO G
R -_sons at ocene of disturbance . : - - ] N R
78. Seperate-complainant from cffender in family . 4T - N N IR B - TR S
. argument S PEEE RN EIRnN TR S R SIS e ,
79. Respond to. an emtimmlly tenee crown CODJY' ] K : ) . T

80. Restore order after tesponding to diaordetly - BEE - - -

person call - . : o - 1 . : e S
8. Chieck inside business eatahlisl’mencs to maln- ] T R B RS IO R ; RS
N tain viaibility s - S - N I SR e T ST T

i 82. Use flares at accideut scene to preveut further N . L . . BT

i X accidents . . B N SO SIS (U N A A U AT T SN
! 83. Locate and iden:ify Vitnesses at accident N o ;

; scene : ’
g o . _ _ o
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APPENDIX D (continued)

SNORSES

ABILITIES ) )
: g ,
- e .
e e R -0 I Y IO T £ % %
- a | £|€] g § 1.2 217°¢
. ol 81 21, w |3 &l =
. ) L 2 |9} 8t gl 8. B BY &S
4 g. ¢ 9| E =z E = cu
- 'E.."’.‘ -2 I & . -8 S"»E—‘
) - E gl gfo]wlrg 218
. Q R =| 8 "-,E% £ E-'_., —_
- COGNITIVE ) g-ﬁ‘seov“-—‘-’-g 5
_ L. - | . -~ - o -E
Eg,‘a'ﬂ%—a‘g“gv@."gv—
- O lal El 2}l & udf £ &) =] =
Rt - ~ --TASKS A | B E-| F_.|.G. J..
- 34, Interview persons involved in and vitness T ] = -
. a traffic eccident o L -
85. Respodd to a mentally deranged and dﬁmgermm
" " 'person
86. Determine _injury of person(s) at_ scene of RS - B N - B
B ) ¢rime or sccident - - . -- .
— } 87. Descrite evideunce involved in- ctme in note- -
R _ book
8. Check WALES aystem for :deu:ificalxon of per- N
i ‘son or property - - -
89. Determine need for additional manpover at a -
_erimeé scene or unusual imcident - _
~{ 90. Complete form FD-251: Report om Crime
Agains= Person or Property °
- [-91,  Interview individuals to obtain description of [ . "I
- . . missing person. .
) 92.  Identify friends and relatives of missi1g i N B
__person_for _questioning
83. ‘Evaluate content of interview information- ob-
_ tained from victim or wvitnesses
@4, Identify persous en:ering or leavmg crime
gcene -
$5. Investigate suspicious persons at pcena of B -
i - crine- -
H 36. . Visually scan encire building and de:emine
- _ source of breask-in . i .
R S 97. BRecover all items of - cviden:iary__value at : -
- scene of crime - 3 R
98. Request owner to Treport to’ build!ng lc‘lov*.ng, R -
.7 oo incident or crime - - - R
99. Claseify incidents to detetﬁme the appro—
H . priate report
R ; . 100. Interview comphinanl concerning crime or ~ .
R incident - 1
'l (10X, Obtain from claimnt ‘positive td\.nttficatiou RS
R of property such as serial num‘)erL dia:inguiah-
ing marks, etc: -
102. Place evidence in evidence locker - . -
103. Complete form .M 82 (properr.y book) when. .o of -
P property is ncquired - -
© [104. Mark property.to be used as evidence for S
H future ?osltive tdentification: -
: . [J057 Check emergency equipment in scout car - - o
c - .- (lights, siren, efc.) .’
s .- 777 |106. Maintain communication with people you deal
- ‘with vhere a follcv—up anes:ig@tton 13 necea-— el inbomid i -
- sary ' N I
- . : 107. Operate two-way radio : :
- . it 108, “Check with teletype room! ‘for repossesaiou or’ "
tmpounding ‘of stolen car
_[T09. Cagek hot éheet -PD 664 for otolen car or- - 1~
missing persons
110. Describe direction of auto to dispatcher vhen

in pursuit’ -
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APPENDIX D (continued)

R ' - ABILYTIES
- .ﬂ
) 8 — a
gl x| 3] I8 ERR
21 =] 81 & g z =1 #
g1 8|3l % e |El | B| 2
) K a g - » £ . ]
g a Q E 3 g S < B
El = =l s Dol 21 2| 8§
. E-| ¢ w [¥] o |20y = o
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41 413 8 3 ;1§ 213 2
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ol &I 8| = 2, e E &lEy e
TASES A{Blc]|D LE. G| B 1]

F
7

111. Keep uearched priaoner avay- £rom ochers not
gearched
ITT —Advise suapect he 1s under arrest and inform
him of the charge
II3. Cover front and rear emtrances at building
wvhere suspect may be held up
114, Arrange for transport venxcles for suspec: T
or prisoner . -
115. Sesrch for evidence and weapons incidental to
a lawful arrest
116. Establish reasonable grounds that subject to
be apprehended has commitred the crime
117. Search the suspect for fruits, instrumenta-
lities, contraband, and/or eévidence - i
118. Produce evidence 1in court for ptesentacicn at
i trial or hearing
119.. Pick up evidence from appropriate clerk for’
N presentation at trial or hearing
120. lYotify witnesses of -their scheduled. appearancel
in court ) i
121. Record names and addresses of all vitnasses
_:___of an_incfideat = - _ v v e
).22. Testify in felony or acricus misdemeanor
|~ -~ cases -
.123. Relate .facts of case to U.S. At'orney or’
: Corporation Counmsel - - - -
1124, Notify.shop officfal and radio, dlspatcher
when radio is malfunctioning _
"125. Forwavrd to appropriate agency any zvideuce not
) ‘processea by or analyzed by MPD '
126. " Make proper notif:.ca:ions related to a crime -
" - _ _or dncident - : S L
127. Record infonnatiou from telephone conversa-
tion
8. Complete 1nspectiou reporr. (PD 775) on
: vehicle :
2%, - Keceive and acknwledge assigumeu: from
. radio dispatcher
130, Trapsport prisoner to bospital, court, police
. station house, central.cell block
131, 1og final disposition of case on dXEEtict
- atation- house arrest book - -
‘132, -Cbtain-thereport niumbers’ af:er 8 rdn’ ftom
the radlo dispatcher
I33.7 Go back into service upon_ completiou of a
. run T
' 134, . Book suspect (complc:e ‘oms 251 255, 47,
- 163,781, S1-A, 82, and PD 68) :
1135, Inform comu-nic.s ious. branch of the disposi- -
tion-of assismment ) - s
136. Determine {f mentally deranged person is
dangerous to himself or others
337. PRecord information :about seized articles on

property book:.

T

b, Fraraiin

o

DU X P T IO 0




!




-~




P





