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Commission on POST

POST Mission Statement

The mission of the California Commission on Peace Officer Standards

and Training is to continually enhance the professionalism of California law
enforcement in serving its communities.
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Commission on POST

By POST Executive Director Manuel Alvarez Jr.

he PUrpose of this Field Training Program Guide is to provide administrators of POST-participating
agencies with information and assistance in applying POST field training program regulations within their
field training program development and maintenance. A standardized program and forms have been
developed to guide law enforcement departments and their Field Training Officers (FTOs) through the initial
orientation and field training of newly assigned patrol officers. The program is designed to assist the new
officers in making the transition from what they learned in the academy to performing general law
enforcement uniformed patrol duties competently in the field.

The POST standardized program (with its structured learning content and applicable regulations) and the
other program samples in this guide are an accumulation of the best aspects of existing field training
programs throughout our state and the nation. They were designed and provided with the following
criteria in mind:

e Defensible/Fair - The program 1) ensures proper selection and training of FTOs, 2) allows trainee
feedback mechanisms, 3) provide a comprehensive list of performance objectives, and 4) utilizes a
standardized evaluation process.

e [Effective/Manageable — The program is performance-based and includes adequate documentation,
minimum time completion requirements, and competency specifications.

* Adaptable/Flexible - The program is adaptable to any size or type of agency. Flexibility is afforded as
agencies are able to incorporate agency-specific policies and procedures and other local references/
resources into the program.

The POST field training program regulations and POST-approved field training programs are intended to
achieve the following goals:

e To produce a competent peace officer capable of working a uniformed, solo patrol assignment
in a safe, skillful, productive, and professional manner.

e To provide standardized training to all newly assigned patrol officers in the practical application
of learned information.

¢ To provide clear standards for rating and evaluation which give all trainees every reasonable
opportunity to succeed.

* To enhance the professionalism, job skills, and ethical standards of California’s law enforcement
community.

The mission of the California Commission on Peace Officer Standards and Training is to continually enhance
the professionalism of California law enforcement in serving its communities. This POST Field Training
Program Guide has been developed to support this mission, drawing upon the expertise of and input from
the law enforcement community statewide and nationally.

The Commission appreciates the contributions made by the Field Training Advisory Council, Reno Police
Department (Nevada), the Police Executive Research Forum (PERF), and the Office of Community-Oriented
Policing Services (COPS), US Department of Justice, in providing input to prepare this guide. Questions or
comments regarding this document should be directed to the Basic Training Bureau at (916) 227-4252.



https://www.post.ca.gov/basic-training.aspx
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California Law Enforcement

Code of Ethics

As a law enforcement office I, my fundamental duty is to serve mankind, to safeguard lives
and property, to protect the innocent against deception, the weak against oppression or intimidation, and the peaceful

against violence or disorder, and to respect the Constitutional rights of everyone to liberty, equality, and justice.

| WI“ keep my private life unsullied as an example to all; maintain courageous calm in the face of danger,
scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of others. Honest in thought and deed
in both my personal and official life, | will be exemplary in obeying the laws of the land and the regulations of my
department. Whatever | see or hear of a confidential nature or that is confided to me in my official capacity will be kept

ever secret unless revelation is necessary in the performance of my duty.

| wi “ never act officiously or permit personal feelings, prejudices, animosities, or friendships to influence my
decisions. With no compromise for crime and with relentless prosecution of criminals, | will enforce the law courteously
and appropriately without fear or favor, malice or ill will, never employing unnecessary force or violence, and never

accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to be held so
long as | am true to the ethics of the police service. | will constantly strive to achieve these objectives and ideals,

dedicating myself before God to my chosen profession — law enforcement.
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Agency Perspective

The Field Training Program

The Cypress Police Department welcomes new sworn personnel and strives to teach new officers in a professional
and supportive atmosphere.

Our Department proudly serves a diverse and growing community by embracing and practicing the concepts of
Community Oriented Policing and Problem Solving, a philosophy that combines traditional aspects of law
enforcement with prevention measures, problem-solving, community engagement, and community partnerships.
To better reflect and communicate these ideals, Department staff revisited and redrafted the Department's
Mission, Principles, Vision, and Motto in 2016.

The purpose of the Field Training and Evaluation Program (FTO) is to train new officers so that each is prepared to
function as a solo beat officer at the end of their training cycle.

Program Objectives of the Cypress Police Department Field Training Program:

To train and evaluate all recruit officers in preparation for solo patrol duty.
To train newly appointed field training officers and sergeants in preparation for their new duties.

FIELD TRAINING OFFICER - SELECTION AND TRAINING:

The Field Training Officer (FTO) is an experienced officer trained in the art of supervising, training and evaluating
entry level and lateral police officers in the application of their previously acquired knowledge and skills.

FTOs will be selected based on the following criteria:

a. FTO's are selected by the Chief of Police by submitting a written letter of interest and an oral interview selection
process.

b. Have a minimum of two years of general uniformed patrol experience.

c. Awarded a POST Basic certificate

d. Shall be off probation at the time of application

e. Desire to be an FTO

f. Demonstrated ability as a positive role model

g. Evaluation by supervisors

a. An officer selected as a Field Training Officer shall successfully complete a POST (40- Hour) Field Training Officer
Course prior to being assigned as an FTO.

b. All FTOs must complete a 24-hour Field Training Officer update course every three years while assigned to the
position.

c. All FTOs must meet any training mandate regarding crisis intervention behavioral health training pursuant to
Penal Code § 13515.28.
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Agency Perspective (continued)

The Field Training Program

d. All FTO's will be evaluated annually by the FTO SAC to ensure they possess the skills and performance necessary
to continue in the assignment.

PROGRAM OVERVIEW:

Trainees should go through a minimum two-week orientation program and are also given the opportunity to
spend time in dispatch, records, and property during that period. The Field Training Program is delivered over a
minimum of 18 weeks in four (4) phases of training. The four (4) phases will be broken down as follows:

Phase One: 6 Weeks assigned to FTO # 1
Phase Two: 6 Weeks assigned to FTO # 2
Phase Three: 6 Weeks assigned to FTO #3
Phase Four: 1 Week assigned to FTO #1

Academy graduates must perform in each of the four phases for a minimum of 18 weeks. Accelerated Lateral
Officers must be evaluated by at least two (2) FTOs if they are to be considered for expedited release from the
program.

EVALUATION PROCESS:

Trainees will be evaluated daily, by their assigned FTO, using the POST (numeric) Daily Observation Report 2-237
(DOR), and the Standard Evaluation Guidelines (SEGs). The Standardized Evaluation Guidelines (SEGs) define the
competency levels for all required performance categories and any agency-specific requirements. Additionally, a
Trainee's progress will be reviewed on a weekly basis by the FTO SAC and their progress will be documented at the
end of each phase by using the End of Phase Report (EPR).

At the completion of the FTO Program, the Trainee will complete a Field Training Officer Critique for each Field
Training Officer, and a Field Training Program Critique (FTP) of the training program.

The Field Training Officer's attestation of each trainee's competence and successful completion of the Field

Training Program must be completed at the end of the program, and a statement that releases the trainee from
the program, along with the signed concurrence of the department.
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Agency Mission Statement

Our mission is to provide professional public safety services in partnership with our community.



Agency/Department Values

Values are principles or standards of behavior that drive an organization. The Cypress Police Department's values
are:

Teamwork
Integrity
Professionalism
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PART 1

Program Orientation

IELD TRAINING IS INTENDED to facilitate a peace officer’s transition from the academic setting (or custody
assignment) to the performance of general law enforcement uniformed patrol duties of the employing
department. Although an officer graduating from the POST Regular Basic Course (Academy) has received a
thorough introduction to basic law enforcement subjects, that officer cannot be expected to immediately
assume the full responsibilities of an experienced officer. Newly assigned officers must receive additional
training in the field, on actual calls for service, where they can learn from officers who already have practical
patrol experience.

11

Field Training Overview

Field training introduces a newly assigned officer to the personnel, procedures, policies, and purposes of
the individual law enforcement department and provides the initial formal and informal training specific to
the department and the day-to-day duties of its officers.

In order to make the new officers’ field training as effective as possible, they are assigned to a Field
Training Officer (FTO). The FTO is an experienced officer selected and trained to conduct this type of
training. It is the responsibility of the FTO to thoroughly review the field training program guide materials
with the newly assigned officer (henceforth referred to as the trainee) and to demonstrate proper patrol
procedures. Trainees will be required to perform various law enforcement duties under the guidance and
supervision of their assigned FTO and a Field Training Program Supervisor/ Administrator/Coordinator
(FTP SAC).

The trainee’s performance will be evaluated by the FTO and monitored by the FTP SAC through daily
and/or weekly reviews. This one-on-one style of training, in actual law enforcement situations, sets it apart
from any prior academic endeavor.

Field training has a significant impact on the individual trainee in terms of imprinting attitudes, style,
values, and ethics in carrying out the duties of policing that will remain with the officer throughout a
career. Because of this, it is probably the most effective influence on the future direction of a department.
The law enforcement department head and his/her field training staff must be certain that their field
training program not only develops the necessary technical skills but also reflects the policing philosophy
of the department and the community that it serves.

The field training staff has the responsibility of building the future of the department through the people
they train. The field training program must have a training philosophy that ensures that each trainee is
given the maximum opportunity to show that he/she can do the job. To accomplish this, the program must
create a positive environment in which learning is maximized and in which trainees are able to perform to
the best of their ability. The approach must be fair, firm, friendly, and professional. The example set must
be beyond reproach. Evaluation must be sincere and given in a straightforward manner emphasizing the
positive as well as the negative aspects of performance. At no time should trainees be demeaned or
ridiculed. Trainees should never be treated in a way that deprives them of their dignity. Every effort must
be made to ensure that the stress felt by the trainee is caused by the job and not from the words or
actions of the field training officers.
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Department leaders and field training program staff have a responsibility to the community they serve.
This responsibility requires that the department train and retain only the most competent officers. Not
everyone has the capability to perform the complex, demanding tasks of the patrol officer position. If, after
sufficient training, the trainee does not meet the acceptable standards he/she must be removed from
patrol duties. To do otherwise would be an injustice to the department, the community it serves, and to the
trainee.

To accomplish the field training task requires the utmost dedication and patience throughout the
department. All levels must support the training mission and accommodate training needs. The future of
the department rests in the implementation of a well organized and administered field training program.
Support of the program and the program staff will result in successful trainees who can perform the duties
of a patrol officer in a safe, effective, and competent manner.

POST'’s Role/Expectations of Field Training Programs

The POST Field Training Program and the collaborative field training regulations are intended to support a
competency-based training system. Trainees need to develop competencies relevant to their position as
new patrol officers. The program helps trainees achieve specific objectives in order to be successful in
their new organizational role and to develop skKills, knowledge, abilities, and attitudes at a personal and
professional level. In this program, competency includes behaviors that demonstrate effective (acceptable)
or superior performance. These behaviors may not always include specific knowledge (i.e., exact penal
code references) but do include learned or practical experience, or the behavioral application of
knowledge that produces a successful result. Competencies are not necessarily specific skills but, rather,
the application of skills that produces a successful result.

Figure 1.1
Objectives of . Knowledge
Competency-Based Skills Experience
Training System
Competencies
Motives
Attitudes
Styles

Departments will determine their own levels of acceptable performance and the competent standard of a
solo patrol officer. As shown above, competencies have several components. Many of these are addressed
in the hiring process; however, it's usually only in the field training program, when these components
actually have to work and come together, that potential success and true competence is revealed. The
field training program staff has the responsibility to evaluate that competence and the success of each
trainee. The future of the department depends on the effectiveness of this process.

1.2
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Field Training Program Elements

The POST Field Training Program Guide has been designed based upon research and input from
numerous law enforcement departments throughout California and the nation. The following program
elements are designed to provide assistance to POST-participating departments seeking approval of their
field training programs. POST'’s regulatory standards and requirements for program approval are
incorporated into these elements.



PART 1. Program Orientation

Scope of the Program

The POST Field Training Program is designed to be completed by peace officers who have successfully
completed the POST Regular Basic Course (Academy) and have been assigned to perform general law
enforcement uniformed patrol duties. POST regulations exempt lateral officers who possess a POST Basic
Certificate and has either completed a POST-approved Field Training Program or has a minimum of one
year previous uniformed patrol experience performing general law-enforcement duties. However, a
structured training program is highly recommended to introduce new officers to the department’s
philosophies, procedures, and community services.

This program also meets the 400-hour field training requirement for Level 1 Reserves. Another POST
exemption allows department heads to hire their own Level 1 Reserves if the officer: 1) is appointed to a
full-time peace officer position within the same department and previously completed the department’s
entire POST-approved Field Training Program within 12 months of the new appointment, or 2) has the
signed concurrence of the department head attesting to the individuals competence, based upon
experience and/or other field training, as a solo general law enforcement uniformed patrol officer.

These requirements and/or exemptions can be reported by the department head when applying for POST
approval of their field training program on POST Form 2-229.

Length of the Program

POST-Approved Field Training Programs must minimally be 10 weeks long. The POST Field Training
Program Guide is presented in such a way as to provide maximum flexibility in the time required to present
its objectives. Research and experience in presenting similar programs have shown that a minimum of 10
weeks is required to provide a trainee time to become minimally proficient in general law enforcement
uniformed patrol duties to the extent that he/she can operate independently of a field training officer.
Most California programs are 12 to 16 weeks long. This period allows sufficient time for the FTO and Field
Training Program Supervisor/Administrator/Coordinator (FTP SAC) to provide further department-specific
training, guidance, and evaluation to the trainee. It is incumbent upon the field training staff to work,
within acceptable limits, to individualize a training approach for each trainee. Trainees need time to learn.
Department administrators with input from their field training staff should establish a set time period for
their field training program, based on department needs and philosophy, before they consider a
recommendation to release a trainee from the program.

Orientation

The field training program shall begin with an orientation period of at least one week. The department should
determine the actual length of this orientation based upon the trainee’s previous assignment and type of
academy training (department vs. regional academy). This orientation allows for a smooth transition from
the academy, prior department, or custody assignment to the field training program. The trainee’s first few
days in the field training program may prove to be the most critical in terms of “setting the stage” for
trainee learning and development.

Where possible, it is recommended that departments establish an initial classroom setting under the
direction of the FTP SAC. The purpose of this assignment is to address performance objectives or agency-
specific needs more appropriate for a classroom setting. This orientation must include firearms and
impact weapons qualification as well as trainee demonstrated proficiency in arrest and control techniques.
The introduction to the field training program should also include a discussion of the goals of the program,
the procedures by which those goals are met, and what is expected of the trainee in order to attain those
goals.

Orientation should provide a familiarization with the city or county and the department’s personnel and
equipment. This orientation period is not evaluated. The goal of this orientation is to give trainees a solid
foundation from which they can actively enter into the program.
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Standardized/Phase Training

In order to maintain uniformity, a concentrated effort must be made to standardize certain aspects of field
training that fall within each topic/area of performance skills. FTOs must have confidence in the training
that has preceded their segment of training. Without standardized training, the second FTO (or third, or
fourth, etc.) is evaluating the trainee not only on the trainee’s shortcomings but on the training deficiencies
of the other FTO(s) as well. Training must take place before evaluation and must be uniform if the
evaluation is to be valid.

Following the POST Field Training Program Guide or using a training program based on the same
structured learning content (topical areas of instruction and performance objectives) will minimize
problems that arise from inconsistent training and will ensure maximum uniformity in the training process.
A fundamental element of the field training program is phase training. Phase training is designed to
provide the following:

1. a systematic approach to field training.

2. consistent and standardized training.

3. the means of assuring the trainee’s capability to perform competently as a solo patrol officer.
4

the opportunity to train with various FTOs and to be exposed to their methods and techniques while
operating within standardized guidelines.

During each phase, the trainee will complete a portion of the program including specific performance
objectives designed to ensure that the trainee has learned specific skills. Many field training programs,
including the POST Field Training Program, are divided into four phases.

« Phase 1

The introductory phase consists of the orientation period (of at least one week) followed by several
weeks of instruction and training. During this time, the trainee will be taught certain basic skills. These
include officer safety and other areas of potential liability to the organization and the trainee. FTOs
assigned to Phase 1 responsibility are identified as the “Primary FTO” (Primary FTOs are sometimes
assigned because they may be the best prepared to deal with what is believed to be the trainee’s
biggest challenge based on the information available). The important elements of this phase are the
molding of the trainee’s attitude toward the experienced officers and making it clear that the program
is not “just something else they have to get through.” The FTO’s function as a role model is
particularly important here. The trainee’s ultimate success may hinge on his/her attitude toward the
training program and on the image projected by the FTO.

« Phase 2

The second phase is somewhat more complex than the first phase and is the phase where trainees
become more adept with their new role. During this phase, it is expected trainees will begin handling
calls for service with less input required from their FTO. They should begin to master the skills at hand.
The FTO must acknowledge the trainee’s growing assertiveness and remain constantly aware of and
monitor the workload, guarding against under or over loading, to ensure a proper learning
environment.

« Phase 3

The third phase is the last phase of formal training. Trainees will be expected to handle all patrol
details, except those they have not yet been exposed to, without assistance. They should be initiating
all patrol activities on their own. During Phase 3, training continues to a lesser extent in an
environment where critical evaluation takes on ever increasing importance. This is also an opportunity
for the FTO to review those tasks previously accomplished and to be sure the trainee is prepared for
the final phase.



PART 1. Program Orientation

« Phase 4

The fourth phase is a test phase. It is predominantly an evaluation only phase. It generally consists of
one week of observed patrol activity. The training guide (and all performance objectives) should have
been completed prior to the trainee’s entry into this phase. An important aspect of this phase is the
trainee’s return to his or her Primary FTO for evaluation. This is done so that the FTO who originally
observed the trainee will be able to evaluate the final product and compare performance levels. To
ensure the trainee acts as the lead officer during this phase, the primary FTO should observe the
actions of the trainee from a “ride-along” position while wearing plain clothes. The FTO will not take
any action except in instances where his/her intervention is necessary. This FTO intervention should
occur under the following circumstances:

- Officer Safety - If the actions of the trainee constitute a hazard or potentially dangerous situation
to officers or citizens, the FTO must take whatever action is necessary to reduce the hazard and
ensure proper safety practices are followed.

- lllegal and Unethical Activity - The FTO must ensure that the trainee’s actions are legal and
ethical at all times. Neither of these conditions shall be sacrificed for training purposes.

- Embarrassment to a Citizen, the Department, or the FTO - The FTO must not allow an incident to
get to the point where the trainee embarrasses or brings discredit to a citizen, the Department,
the FTO, or himself/herself at any time.

If it is determined the trainee has demonstrated a pattern of difficulty or an inability to perform to the
established standards of achievement in any phase, he/she should either receive an extension of training,
be given a remedial training assignment or “contract”, or be terminated from the program. A phase
training overview is provided in Table 1.1.

Standardization and consistency of phase training are essential to the success of any field training
program. Standardized training provides for uniform application of policy, procedure, and law throughout
the department. Consistency in training ensures fair and impartial treatment of all trainees.

Table 1.1
Phase Training Overview

CPhaser T phasea | phases L pmases

FTO A (Primary FTO) FTOB FTOC FTO A (Primary FTO)
* Orientation ¢ Daily Evaluations  Daily Evaluations ¢ Daily Evaluations
(no evaluation)
* Weekly Progress Reports * Weekly Progress Reports * Weekly Progress Reports
* Daily Evaluations
e End of Phase Report e End of Phase Report e End of Phase Report

* Weekly Progress Reports
e Completion Record /

e End of Phase Report Competency Attestation

Rotating Trainers/Trainees

Whenever possible, the department’s field training program should be separated into a set of phases or
evaluation periods encompassing a certain number of weeks and certain topics/areas of instruction.
When a phase has been completed, the FTP SAC should assign the trainee to another FTO and, if possible,
to another shift. The assignment of a different FTO will expose the trainee to a variation of training styles
and personal approach to the job. Trainees who are having difficulty in the program will sometimes
improve their performance significantly after such a change. The FTP SAC should attempt to match
training difficulties of the trainee with specific expertise of an FTO (e.g., a trainee having report writing
difficulties should be assigned to an FTO who is an exemplary report writer, or a trainee who needs
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exposure to enforcement activity, should be assigned to the area or shift with the highest number of calls
for service). If the department can provide FTOs on each shift, trainees should be rotated to a different
shift for at least one evaluation period to provide exposure to the variation of responses that are
appropriate at different times of the day.

Evaluation Frequency

Each trainee’s progress, as he/she proceeds through the field training program, is recorded by means of
written evaluations. The evaluation process is as important as the training process. One without the other
would make the learning process unachievable. Evaluations have many purposes. The obvious is to
document a trainee’s progress, but there are other purposes as well. Evaluations are excellent tools for
informing trainees of their performance level. They are also used for identifying training needs and
documenting training efforts. Further, they chronicle the skills and efforts of the trainers. In essence,
evaluation represents feedback on many aspects of the program.

Evaluation should be immediate, constant, and fair. POST field training regulations require that evaluation
come in several ways from several levels of involvement in the field training program. FTOs are expected to
complete Daily Observation Reports (DORs), Daily Training Notes with Weekly Progress Reports, and End of
Phase Reports on each trainee while FTP SACs are expected to review and sign each DOR or Weekly
Training Progress Report and/or complete their own Supervisor’'s Weekly Report (SWR). Collectively, over
the duration of the program, these written evaluations relate a chronological story of performance. These
evaluations describe the trainee’s successes, failures, improvements, digressions, and attempts to
manage each of these occurrences. Honest and objective evaluations of trainees must be a prime
consideration of all members of the field training staff. Part Il of this guide contains more information on
evaluation.

Organizational Structure/Chain of Command

Most field training programs are administered/supervised by the patrol division. This usually includes the
selection, training, and daily supervision of the FTOs, as well as the day-to-day operation of the program.
Each department must assign at least one FTP SAC to coordinate tasks such as trainee/FTO assignments,
remediation, review of the DORs and other weekly and end of phase reports. Patrol provides the
framework and virtually all of the opportunity for trainees to apply the skills they learned in the academy.
Patrol also has a chain of command that can be adapted to administering a field training program. The
patrol division can effectively handle administration of the field training program as long as there is
communication with other interested divisions (i.e., personnel, training, etc.) and the FTP SAC has time to
manage the program. Figure 1.3 represents a patrol-supervised chain of command for the field training
program.

In some departments, another division or service bureau may oversee the field training program.
Regardless of the bureau or division assigned to manage the program, a chain of command must exist for
the field training program. This chain of command is to be adhered to as long as the business being
conducted relates to the field training program and its goals. There may be times when the program
administrator or a field training sergeant is not available. In this case, a departure from this procedure is
allowable if a matter of urgency exists and action must be taken immediately. In most cases, however,
time is not a factor and the chain of command should be followed.

It is important that each member of the field training program staff have a sense of organizational loyalty.
As information flows up and down the chain of command, decisions get made and the program runs
smoothly. Decisions made at an inappropriate level may interfere with program staff and department goals
and create feelings of anxiety among the staff as well as with the trainees. The field training program staff
operates as a team and, consequently, decisions made affect every member of that team. Decisions made
at the proper level, with sufficient input, benefit all.



PART 1. Program Orientation

Figure 1.2
Patrol-Supervised FTP Chain of Command

DEPARTMENT HEAD

TRAINING COMMANDER PATROL COMMANDER

FIELD TRAINING PROGRAM
ADMINISTRATOR/SUPERVISOR/
COORDINATOR
(FTP SAC)

FIELD TRAINING OFFICER
(FTO)

TRAINEE

Program Staff/Personnel Training

Glenn Kaminsky, one of the founding fathers of the field training concept, states in The Field Training
Concept in Criminal Justice Agencies, 2002, that “everyone must understand all the aspects of the field
training program. Everyone must be on the same page. Only one path leads to success in the
implementation of field training, and that path is training...for all.”

POST, with input from field training participants and experts throughout the state, has established
minimum training requirements for field training program staff that have the most influence over and the
most direct responsibility for trainees — the FTP SAC and the FTOs.

The FTP SAC training requirement states that every peace officer promoted, appointed, or transferred to a
supervisory or management position overseeing a field training program shall successfully complete a
POST-certified Field Training Program Supervisor/Administrator/Coordinator (FTP SAC) Course prior to or
within 12 months of the initial promotion, appointment, or transfer to such a position. Departments in the
POST program are only required to appoint one SAC; however, it is recommended that any and all officers
with direct day-to-day responsibility over FTOs and trainees attend the SAC Course.

FTOs must successfully complete a POST-certified Field Training Officer Course prior to training new
officers and complete 24 hours of update training every three years. This update training can be satisfied by
completing a POST- certified Field Training Officer Update Course or by completing 24 hours of department-
specific training in the same field training topics contained in the Field Training Officer Update Course.

Every reassigned FTO, after a three-year-or-longer break in service as a FTO, must successfully complete a
POST-certified Field Training Officer Update Course prior to training new officers and then complete 24
hours of update training every three years, as described above, while they remain in the FTO assignment.
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Special Assighments

As a rule, trainees should be under the direct and immediate supervision (physical presence) of a qualified
field training officer throughout the program. However, field training can be significantly enhanced by an
experience that is not included in the training guide. If a department has the resources, assignments can
be made for brief periods to allow the trainee to work with another senior officer (non-FTO) or civilian
(non-law enforcement duties) on special investigations or in specialized training areas (i.e., field evidence
technician, criminal investigation, narcotics, etc.). A few hours spent in the communications center or at
the patrol information counter can also be productive. Special occurrences, such as a mutual aid request
for a demonstration or anticipated civil disobedience, or a request for added manpower at a department-
involved event, should be met by assigning the trainee(s) as a group and with as much supervision as
practical. These assignments must have the prior approval of the FTP SAC whenever possible.

P> At no time should another officer (or civilian) who has not attended a POST-certified Field Training
Officer Course evaluate a trainee. However, documentation of the special assignment as well as significant
training or action that occurred is recommended. This documentation should be provided on the DOR
narrative continuation page or on a Daily Training Notes page. The officer, detective, dispatcher, or civilian
to whom the trainee was assigned should write a brief narrative of the assignment and any significant
training and/or performance that was accomplished. This action can also be followed if the FTO misses a
shift due to illness, court, etc., and another employee provided training and/or supervision. Again, these
assignments must have the prior approval of the FTP SAC whenever possible.

Remedial Extension(s)

As mentioned before, a program length should be pre-determined (POST minimum is 10 weeks). It should
be understood, however, that situations might occur which make it difficult to always adhere to a set time
limit. These situations may have their source in the trainee’s performance; other times they are
administrative in nature. For whatever reason(s) they occur, trainees must be given a fair opportunity to
prove themselves.

Trainees may have their field training extended to allow them sufficient time to master complex tasks. This
is not a guarantee that every trainee has the right to an extension. The decision to extend shall be that of
the FTP SAC and is usually made before the trainee enters Phase 4 (the final phase). This decision should
be based on a review of performance and other information available as well as the recommendations of
the FTOs and program staff. The extension provides an opportunity to have any diagnosed and
documented problems remediated.

An extension in the field training program may be handled several ways. The trainee may continue to work
with the same FTO or may be assigned to a different FTO on any of the available shifts. A decision may
even be made to utilize an outside resource. The field training extension should be tailored to fit the needs
of the trainee. This is a difficult time for the trainee and a time when he or she might “give up.” It is the
FTO’s responsibility to see that the extension is viewed from a positive perspective and as a strategy that
will lead to success. The foundation for a decision to extend is whether or not the cause is viewed as
something that can be corrected. Field training program extensions should occur infrequently and should
not be granted by the program staff unless the probability of success is anticipated. Part Il of this guide
contains more information on the remediation process and remedial strategies.

Termination

The field training program is designed to develop competent solo patrol officers. Unfortunately, this level of
competence is not always reached. Some trainees can perform many, but not all, of the tasks required of
solo patrol officers, while still others are simply unable to deal with the stress of the job. Whatever the
reason(s), some trainees will not be able to meet the performance standards of a competent solo patrol
officer.
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Each department should have a policy or procedure established to deal with these situations. Most
department procedures include the following: If, during the field training program, it is concluded by
consensus that a trainee should be recommended for termination, it then becomes necessary that all
memoranda having bearing on an eventual decision be gathered. This documentation summarizing the
trainee’s performance should include all evaluation instruments, remedial training assignment
worksheets, and other written memos with conclusions and recommendations concerning retention or
dismissal. It should reflect the writer’s (FTO and FTP SAC) point of view and not be influenced by others’
opinions, as well as reflect the positive and negative aspects of the trainee’s work.

The recommendation to the department head (or his/her designee) to terminate a trainee should be made
only after all submitted reports are reviewed by the FTOs involved, the FTP SAC, and the training and patrol
command staff. The trainee should be advised of the pending recommendation only after all the
memoranda have been submitted through the chain of command to the department head. It should not be
the FTO’s role to notify the trainee of his/her impending termination but that of the FTP SAC. The trainee
should be given the right to speak to anyone he/she wishes in the chain of command. Many trainees will
elect to resign prior to being terminated from the program. Even if the trainee resigns, all memoranda and
other reports or evaluations should be completed and maintained in his/her file to document the field
training performance.

FTO and Program Critique

An important element of running a consistent and successful field training program is the continuous
evaluation of FTO performance and the relevance of the program itself. The FTP SAC has the responsibility
to seek feedback from trainees who are participating in or who have completed the field training program.
The feedback should encompass both the program and its FTOs.

Departments should consider developing written critique forms to assist in this process. Sample forms can
be found in Appendices IX and X. Critique forms should be structured so that the trainee is encouraged to
offer candid opinions concerning the training program and the FTO’s performance as an instructor.
Critiqgues completed by the trainees offer insights into the training ability of particular FTOs and an overall
assessment of the effectiveness of the field training program from the perspective of the trainee. To the
extent possible, the FTP SAC should maintain trainee confidentiality and any information provided from the
critiques to program staff should be in the form of general training and improvement material. The FTP
SAC must ensure that FTOs understand the purposes of the program critique/evaluation policy. The FTP
SAC shall provide (at least annually) a detailed evaluation to each FTO on his/her performance as a Field
Training Officer.

Competency Attestation/Completion Record

Departments must document a trainee’s successful completion of the training program per POST
regulations. Usually at the end of the final evaluation phase, the final phase FTO will attest to the trainee’s
competence and successful completion of the field training program. A statement that releases the trainee
from the program, with the signed concurrence of the department head, or his/her designee, shall be
retained in department records. A sample Completion Record/Competency Attestation form can be found
in Appendix 9.

Documentation

Throughout the program various forms and reports are necessary to ensure proper documentation of
trainee performance. Samples of all of the forms mentioned thus far can be found in the Appendices of
this guide. Departments are encouraged to use the forms within this guide or create more effective forms
for their programs. As new innovations occur which are incorporated into the program, these forms will be
revised. The basic formats of most of these forms have, however, been in existence for many years. The
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structure of each form is designed to facilitate the training function and/or assist in evaluation. Retention
of these forms and any other field training records should be based upon department record policies.

Field Training Staff Meetings

At or near the end of each phase, a meeting should be scheduled for all FTOs who have, or are about to
receive, a trainee. The involved FTP SAC should also attend. The purpose of these meetings is to review
the progress of each trainee and pass on information relative to special training problems and remediation
efforts. The FTP SAC is afforded the opportunity to review drafts of the End of Phase Reports (EPR) or Phase
Evaluation Reports and see that they are consistent with what the FTOs are reporting at the meeting. A
requirement that the evaluation(s) be submitted on or before the final day of the phase, or at the meeting,
will improve the turnaround time for presenting the evaluation to the trainee in a timely manner.

The field training staff should meet at least once a year, preferably quarterly, for additional training,
information and ideology exchange, and review of evaluation standards. This will allow the FTOs the
opportunity to enhance the department’s standardization and consistency within the program. These
meetings could also serve as one way to meet the POST requirement for FTO update training.

Field Training Program Revisions

FTP SACs must establish a procedure for reviewing their field training program structure, goals, policies,
related written materials, etc. Traditionally, a committee is established to review the program elements
annually. Any changes should be made in compliance with POST regulations.
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Role/Expectations of Trainees

Role of the Trainee

The role of the field training program trainee is to demonstrate the ability to perform at a solo uniformed
patrol officer level by the end of the program. This is the standard by which the trainee will be measured
throughout the training program.

The trainee’s primary responsibility while assigned to the field training program is to devote his/her full
attention and efforts toward successfully completing that program. This may be a very intense and
stressful time in the trainee’s life. The field training program staff will make every effort to provide the tools
necessary for the trainee to succeed in this task. Trainees must simply give their best effort each and every
moment they are assigned to the program.

Expectations of Trainees

Trainees are to be respectful to their FTOs and other program staff. The FTO’s direction is to be accepted
and followed at all times. If the trainee believes that a specific order is improper, or an evaluation is not
fair, he/she should discuss it with the FTO. If the trainee is still unable to resolve the issue, the trainee
should ask to meet with the FTP SAC. If the trainee still has a concern or problem, the trainee may ask the
FTP SAC to set up a meeting with the commanding officer of the field training program. The FTP SAC shall
notify the commanding officer, and a meeting shall be scheduled.

Trainees will complete all assignments in a prompt, timely manner. They will follow all policy and
procedures as outlined in the department manuals.

Trainees should ask questions when they arise. FTOs are an information resource and trainees should not
wait for the FTO to cover an area of concern they may have. Trainees are expected to make mistakes.
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They should not be overly concerned with errors when they are made. Instead they must channel their
efforts into recognizing and correcting the error(s).

While off duty, trainees should not respond to police calls, nor should they conduct police investigations
unless the situation is life threatening. Trainees should discuss these types of situations with their FTO and
follow department policy when dealing with off-duty situations.

Trainees will receive evaluations (Daily Observation Reports, Weekly Training Progress Reports, Supervisor
Weekly Reports, and End of Phase Reports). Trainees should use these forms to track their progress and
to help identify any areas requiring additional effort on their part. Trainees should be open and honest
during the review of these evaluations. Trainees shall be receptive to constructive criticism given by FTOs
and field training program staff. They may verbalize an explanation for their action; however, repeated
rationalization, excessive verbal contradictions, and hostility are not acceptable and are counter
productive to the field training program itself.

Trainees’ relationships with field training program staff, other trainees, and co-workers shall be respectful
and strictly professional, both on and off duty, while they are in the training program. Dating and
socializing should be prohibited unless the relationship began before the trainee was hired or assigned
and the department head or field training program commanding officer is aware of the relationship.
Department policy regarding these issues should be fully explained and followed.

14

Role/Expectations of Field Training Officers

Role of the Field Training Officer

Field Training Officers (FTOs) have significant additional responsibilities over and above their law
enforcement duties when assigned to train a new officer. In addition to performing in an exemplary
manner, while trainees closely watch, FTOs must slow their pace to review the purpose and detail of every
new encounter. FTOs must guide trainees through a comprehensive curriculum that requires the blending
of knowledge and skills, and the good judgment of when, where, and how to apply them.

The essentials of the FTO’s role are that he/she applies the techniques of coaching by providing a role
model to follow and giving encouragement and direction to the trainee to apply what has been taught. The
FTO must follow that up by giving feedback on the trainee’s performance. It is important that this
assessment have a positive impact on the performance of the trainee. The FTO’s appraisal of the trainee’s
abilities should always be followed with positive reinforcement and encouragement to continue good
performance or an adjustment of training techniques and methodologies to meet the needs of the trainee
in rectifying any performance deficiencies.

The system that effectively identifies and selects qualified personnel to be FTOs will more often produce
technically competent and active officers because patrol supervisors and commanders generally focus on
these attributes and recommend officers who have them. It follows that the system will select FTOs who
not only set very high standards for themselves but for the trainees as well. In discussing the role of the
FTO, although high standards are desirable, the trainee must measure up to the standards that the
department sets for the field training program, not higher standards set by the FTO.

FTOs must be flexible and able to change as the challenges change; otherwise, the trainee, the program,
and the department will suffer. A bad FTO can disrupt the entire training process and potentially destroy
the department. A great deal of trust and responsibility go with this assignment and good FTOs can make
major positive impacts within their department.
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Expectations of Field Training Officers

TEACHER/TRAINER

Any officer who becomes a Field Training Officer must have a passion for teaching. The most obvious
function of the FTO is that of a teacher. In most cases, this teaching will occur on calls for service and
during self-initiated activity. Other times teaching may occur over a cup of coffee or during casual
conversation. Teaching may also occur in a formal classroom environment using lesson plans and
audiovisual aids. FTOs are often selected for their subject matter expertise (formal training and education)
and their practical experience. FTOs must understand the learning process and teaching methodologies
and work hard to develop and maintain their skills. As teachers, FTOs should be willing to accept the
responsibility for the progress of the trainee, or lack of it, until they can identify any other uncontrollable
factors that are the cause of the trainee’s performance.

FTOs should recall how they felt when they began training and, consequently, they may appreciate the
trainee’s state of mind. The trainee’s problems and fears can be dispelled by the FTO through a genuine
display of concern about the trainee and his/her success in the program. The trainee should not be
pampered but should be treated in a professional, realistic, objective, friendly, and empathetic manner.

FTOs should immediately establish a positive relationship with the trainee. There should be a clear
understanding of the FTO role and the trainee role, and it should be explained to the trainee. The sooner
trainees know what the training program expectations are, the less apprehensive and more responsive
they will be.

It is incumbent upon the program staff and the FTO to work, within acceptable limits, to individualize a
training approach for each trainee. Sufficient flexibility has been built into this field training program so
that the individual needs of the trainee and the organization can both be met. It is expected that the
trainee has the necessary qualities to succeed and, with effective training, he/she will successfully
complete the field training program.

FTO training methods should be conducive to producing a successful trainee. Ineffective training methods
can seriously alter a trainee’s self image. The use of loud, profane speech or humiliation tactics is not
acceptable conduct. These methods do not contribute to the learning environment.

FTOs should reinforce positive attributes and accomplishments instead of downgrading weaknesses.
Trainees respond more quickly to positive statements than to negative ones. Above all, within the limits of
good judgment, FTOs should use realistic and established training methods that are conducive to the
trainee’s temperament, needs, and development as a patrol officer.

FTOs must conduct themselves in a professional manner at all times. They must teach and reinforce
department policy and procedures. FTOs who focus on values and teach real life lessons will have a
profound impact on the trainee’s success. They should remember that trainees will be a product of what
they are taught and of the behavior that is demonstrated to them. FTOs should attempt to set the highest
standards in all areas of their performance. FTOs with a true desire to teach are often more concerned
about their contribution to the success of each trainee and the program than any compensation or
recognition they might receive.

ROLE MODEL

FTOs must be positive role models! They must lead by example exhibiting integrity, honesty, and ethical
behavior. Maintaining a professional demeanor and appearance; adhering to department rules and
regulations; supporting the department’s vision, mission, and values; adhering to program guidelines in
terms of policies and confidentiality; and having a positive attitude toward the department, the training
program, the job, and the trainee accomplish the best aspects of role modeling. FTOs dedicated to the
goals and success of the field training program will be respectful of, and respected by, trainees, peers/co-
workers, and supervisors.
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During the orientation process, and each time a trainee is introduced to a new FTO, the FTO should
establish a friendly, open, and professional rapport with the trainee. Learning is enhanced through
effective communication. Rapport is important to communication because trainees are not likely to share
their ideas, questions, or feelings unless they feel their FTO is open or empathetic to them.

FTOs should also convey an attitude that trainees can succeed in the training program. Trainees are not
likely to develop when they feel or are told that success is not possible. Trainees need to believe that their
FTOs want them to succeed and that the FTOs will help them achieve success. There is nothing more
disconcerting than facing a “stacked deck.” Everyone needs to know that they have a chance to succeed.
FTOs should expect trainees to succeed.

It is particularly important that FTOs maintain a positive and objective attitude when assigned a trainee
who has not performed well with another FTO. The subsequent FTO must give the trainee every opportunity
to succeed in that: 1) the trainee should not be stereotyped or be discriminated against, and 2) judgments
should be based on independent observations, not on the comments of others. It is entirely possible that
the change of FTOs and the application of a positive attitude by the subsequent FTO may be sufficient to
elicit an acceptable performance from the trainee. The emphasis should be placed on developing a
competent, proactive solo patrol officer, rather than on finding a way to discharge the trainee.

What FTOs expect from their trainees and how they (the trainees) are treated largely determines the
trainees’ success in the program. Trainees, more often than not, perform at a level they believe is
expected of them. The expectation of an event can actually make it happen in field training. FTOs cannot
avoid the cycle of events that stem from low expectations by merely hiding their feelings toward the
trainee. It is virtually impossible to do this in that messages are constantly being conveyed through
actions, mannerisms, expressions, tone of voice, and omissions. FTOs will often communicate the most
when they think they are communicating the least. To say nothing, for example, may be viewed as
coldness, anger, or disinterest. What is critical in the communication of expectations is often not what the
FTO says but how the FTO behaves.

The goals of the program, the department, the trainee, and the FTO can be simultaneously achieved
through open, honest, professional, and positive attitudes.

EVALUATOR

FTOs are also expected to be evaluators. They must develop and use skills to determine if learning is
occurring and whether or not remedial training is necessary. Evaluation skills are of primary importance to
the field training program. FTOs must give critical feedback and clear direction to guide the trainee to an
acceptable level of competence. If FTOs cannot evaluate, they cannot train. Evaluation is accomplished by
the use of Daily Observation Reports, Standardized Evaluation Guidelines, Weekly Training Progress
Reports, End of Phase Reports, and through the use of worksheets, remedial training, evaluation sessions,
and verbal feedback. The principle element of effective evaluation is objectivity. Use of Standardized
Evaluation Guidelines (SEGs) when completing the Daily Observation Reports (DORs) and frequent field
training staff meetings are several ways to ensure standardization of evaluations in the training program.

FTOs should not discuss their trainee’s progress with other department personnel, other than those who
have a need and right to know. Supervisors involved in evaluations should ensure that positive as well as
negative aspects of a trainee’s performance are discussed and documented. They should also ensure that
the comments are based on direct observation and not on speculation.

FTOs are expected to exhibit evaluation skills that assess performance with fair and impartial feedback
and that provide objective and honest documentation.
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LEADER

FTOs should exemplify the department’s vision, mission, and values in the program and the community.
FTOs should share responsibility with their trainee, delegating through problem-solving, and training
him/her to engage in pre-planning. The FTO must develop and utilize multiple resources.

FTOs are expected to take charge. They are often the most proactive officers in the department. They
should motivate and support the trainee while holding him/her accountable for his/her own success in the
training program. Trainees will want to succeed because of the FTO’s leadership.
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Role/Expectations of the FT Supervisor/Administrator/Coordinator (FTP SAC)

Role of the FTP SAC

The role of the FTP SAC is to ensure that the standards and objectives of the department’s field training
program are adhered to. To meet these requirements, the FTP SAC must monitor the training activities of
the FTOs and seek periodic feedback on the newly assigned officer’s training progress. In administering
the program, the FTP SAC is responsible for ensuring that the department’s program is in compliance with
the minimum standards established by POST. FTP SACs must be trained in the various components of the
program and should have influence within the department. The FTP SAC is expected to protect and promote
the department’s field training program through the following:

Expectations of the FTP SAC

OBSERVATION

While it is not necessary to routinely respond to calls that are assigned to a training team, a FTP SAC
should, in the course of his/her duties, observe the trainee perform. Since the FTP SAC is responsible for
providing feedback to both team members, the interaction between the trainee and his/her FTO should
also be observed.

FEEDBACK

Direct feedback from a FTP SAC to the trainee can have a significant impact (sometimes officers can recall
these incidents throughout their entire careers); therefore, it should be done judiciously. To praise a trainee,
or both the trainee and the FTO, openly for an incident of good performance, will serve to positively reinforce
the program. Negative comments on the trainee’s performance should be made to the FTO privately, while
giving support to his/her role in bringing the trainee’s performance up to an acceptable level.

COUNSEL

Just as a FTP SAC would assess and guide officers in their other law enforcement duties, he/she must
often counsel the FTO through the training process. A personal style that the FTO has may have an adverse
impact on trainees, or other issues such as a personal relationship, favors, or a serious conflict with a
trainee must be detected and remedied.

TRAINEE ASSIGNMENTS

The FTP SAC should have an overview of the training progress of each trainee in the program and the
assignment status of each FTO. To effectively manage trainee assignments requires planning and a
working knowledge of vacation schedules, special assignments, or training courses that the FTOs could be
assigned to during a training cycle/phase. The FTP SAC should also be in a position to cross administrative
lines (shifts, platoons, etc.) for the purpose of making FTO/ trainee assignments that meet the needs of
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the trainee. To maintain the integrity of the program, the assignment of trainees to FTOs should remain
with the FTP SAC.

EXTENDING/TERMINATING TRAINEES IN THE PROGRAM

Based on the recommendation of the FTO and a review of trainee performance and evaluation reports, the
FTP SAC should have the authority to extend field training for a trainee who is responding to remedial
efforts. Conversely, the FTP SAC, in accordance with the department’s policy, should make a
recommendation for termination of employment for a trainee who is not responding to remedial training
efforts.

PROGRAM AND FTO EVALUATION

The FTP SAC has the responsibility to seek feedback from trainees who are participating in or who have
completed the field training program. The feedback should encompass both the program and its FTOs.
Meeting with the trainees and/or reviewing evaluation instruments can accomplish this. The FTP SAC must
ensure that FTOs understand the FTO evaluation policy. The FTP SAC shall provide (at least annually) a
detailed evaluation to each FTO on his/her performance as a Field Training Officer.

FTO SELECTION/DESELECTION

Selection, training, and supervision of FTOs are key elements to successful field training programs. FTP
SACs are expected to develop, maintain, and oversee the selection process for FTOs in the program.
Administrative guidelines should be established and set forth by the department in a general order or
policy directive. Minimum qualifications and a department specific selection process should be included in
the directive. Details of how candidates are evaluated, selected, approved, and certified may also be
included. The process of deselection or decertification for FTOs who are reassigned, who no longer wish to
participate in the program, or who have demonstrated unacceptable performance, as a trainer, should
also be explained.

ACADEMY LIAISON

In order to closely ally field training with the Regular Basic Course (Academy), the FTP SAC should carefully
analyze how both are organized, administered, and evaluated. A more detailed orientation may be
required for departments that rely on regional training centers for new hires. Insight on special training
needs of individual trainees can be gained by contacting academy staff.

Departments are encouraged to develop a system whereby FTOs and FTP SACs can monitor academy
training techniques. This would be intended to ensure continuity and relevance between the academy and
the department’s field training program.

POST also suggests that the FTP SAC establish liaisons with people involved in other aspects of the
program and profession such as the District Attorney’s Office, Parole, Probation, Public Works, Mental
Health, etc. It serves as an invaluable resource to have an established liaison within each of these areas
and more.

1-15



POST Field Training Program Guide - Volume 1

1-16



PART 2

Evaluation, Documentation, and Remediation

URING THE FIELD TRAINING PROCESS, trainees must be guided, directed, and apprised of their progress
through verbal and written feedback and evaluations. This guide provides samples of evaluation forms,
including Daily Observation Report (DOR), Supervisor’'s Weekly Report (SWR), and End of Phase Report
(EPR); and alternatively, Daily Training Notes, Weekly Training Progress Report (TPR), and

Phase Evaluation Report (See Appendices).

A department’s choice of forms is not nearly as crucial as the actual feedback process and content of the
evaluations. Evaluations must be consistent, objective, and administered in a manner that promotes good
performance and progress throughout the program. The performance objectives in the field training
manual, the judgment used by the trainee, and the skKills, knowledge, and competency demonstrated in
performing the job-related duties of a uniformed patrol officer will serve as the basis for these evaluations.

21

Evaluation

Each trainee shall be evaluated in a number of categories which, when taken together, reflect the totality
of the job for which the trainee was hired (this guide is designed to reflect general law enforcement
uniformed patrol duties but could be modified to many other law enforcement jobs such as dispatching,
custody, etc.). When possible, these categories should be rooted in a Job Task Analysis that has been
completed specifically for the department. Job task analysis is the process of obtaining information about
a job, and its requirements, in order to determine the knowledge, skills, behaviors, and attitudes that are
required for satisfactory performance of the job in question. If the department has not completed a job
task analysis specific to its uniformed patrol officer position, the department should utilize the job task
analysis information collected by POST or utilize categories developed by a similar type of department.
Research by POST and other law enforcement agencies has indicated that the key job task elements
(competencies) for the patrol officer position are similar throughout the nation.

The evaluation procedure should be based on the behavioral anchor approach, which uses Behavior
Anchored Ratings (BARs). Once the relevant job-related categories have been determined, the what to be
evaluated has been identified. How to rate these categories now becomes the issue. How is based upon
the employee’s performance as measured against the department’s standards. Most departments use
Standardized Evaluation Guidelines (SEGs). The SEGs have been established to ensure each FTO’s rating of
a trainee will be equal and standard throughout the program. They are designed to provide a definition, in
behavioral terms, of various levels of performance. The SEGs (or whatever accepted standard is established
by the department) must be applied equally to all trainees, regardless of their experience, time in the
program, or other incidental factors. Departments using a DOR should provide SEGs for every category
listed on the face sheet of the DOR. Departments using Daily Training Notes and Weekly Progress Reports
should provide a clear evaluation “scale.”

Because law enforcement has a wide variety of techniques and procedures, it becomes extremely
important that standardization of performance appraisal occurs. Proper evaluation without standardization
is not possible. In order to promote standardization of the evaluation process within each department,
there is a need to articulate and document reference points. These reference points need to explain the
rationale supporting the scores used by each department, such as “1” (Unacceptable), “4” (Acceptable),
“T” (Superior), “NI” (Needs Improvement), “C” (Competent), etc.
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SEGs, evaluation “scales,” and the explanations for Unacceptable, Acceptable, Superior, Needs
Improvement, and Competent may be modified to reflect the operational standards for any given
department. The SEGs, evaluation “scales,” and such found in this guide may need to be modified to
accurately reflect the levels of knowledge, skills, behaviors, and attitudes in a particular department.
Likewise, the categories listed on the Daily Observation Reports or Weekly Training Progress Reports may
also be modified to reflect the “job”. For example, if a department requires that each officer be trained as
an EMT, that category and the relevant guidelines should be included. The categories selected for rating
should: 1) cover the totality of what an employee is required to do, and 2) be anchored in behaviorally
descriptive terms.

Rating Behavior/Performance

A written department standard or “scale” should accompany each category evaluated on the DOR or
Weekly Training Progress Reports. Most departments use the Numeric scale which utilizes a 7-point rating
system; while others use a modified point scale (a 3, 4, or 5-point). An alternative alphabetic scale uses
descriptive ratings (for example, NICS scale: Needs Improvement-N/I, Competent-C, and Superior-S).

P> Whichever rating scale a department chooses, all trainees should be evaluated throughout the
entire program utilizing the solo patrol officer standard as “acceptable” or “competent.”

The FTO’s role is to examine the trainee’s performance and choose the appropriate description as
provided in the relevant SEG or evaluation scale. The FTO selects the description that “fits” the behavior
that they are evaluating; i.e., 1, 4, 7, “NI,” or “C” anchor. Performance, however, does not always “fit” into
the nice, neat rating box. A trainee’s performance may be somewhat better or worse than the rating
descriptor. In these cases, where behavior is not “anchored” by the appropriate description, the FTO must
select the score.

For example, in the 7-point rating scale there are behavioral descriptions found only at numbers “1”, “47,
and “7.” In the case of report writing, the “1” rating states the trainee takes three or more times the
amount of time an experienced officer takes to complete a report. If the trainee takes perhaps only 2
times the amount of time, the FTO may choose to give him/her a “2” rating and/or if the trainee shows
steady improvement to being able to complete a report in only about 15-20 minutes beyond the amount
of time an experienced officer would take to complete the report, a “3” might be the appropriate rating.
Even if FTOs have different opinions as to when to rate a behavior or performance a “2” ora “3”, the
bottom line is that both ratings indicate a less than acceptable (competent) performance. The same logic
would follow for “5” or “6” ratings as well.

Although this may appear subjective, most FTOs who have completed a POST-certified Field Training
Officer Course will select one score over another because they are: 1) familiar with the job, 2) have been
trained to know what is expected within their program, and 3) have the best perception of the trainee’s
performance that day as well as his/her progress (or lack thereof) within the program.

The most difficult part of the evaluation process for FTOs is to surrender their own opinions of what the
trainee’s performance should be. FTOs MUST rate the trainee pursuant to the language in the guidelines if
the trainee’s performance is consistent with the language of that guideline. FTOs shall have no discretion
in this matter. It is the only way that objective evaluations will be accomplished. If each evaluator (FTO)
uses the same measuring device (SEGs), you should see the same results, the same scores.

Common Performance Evaluation Errors

If the objectivity of the evaluation process is called into question, it is most likely because one or more
FTOs did not follow the guidelines or standards established by the department. It may be that one or more
of the following “errors” entered into the evaluation process.
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Error of Error of Leniency

Leniency occurs when the FTO assigns scores beyond those that are deserved. In a field training
program, this often occurs because the FTO introduces the variable of “experience” or the amount of
time the trainee has spent in the program. In other words, the FTO recognizes the performance as less
than adequate but considers it “OK” given the amount of experience the trainee has had. The same
performance, seen several weeks later, may result in the awarding of an “Unacceptable” score. If the
performance does not change, the score should remain the same regardless of how long the
employee has been in the program. Remember: Whichever rating scale a department chooses, all
trainees should be evaluated throughout the entire program utilizing the solo patrol officer standard
as “acceptable” or “competent.”

Error of Personal Bias

Personal bias (also called the “Halo” or “Horns” effect) occurs when the FTO allows personal feelings
about the employee to affect the ratings. Particular “likes” or “dislikes” limit appraisal objectivity. What
is rated in the field training program is whether or not an individual can safely, effectively, and
competently do the job as described — that’s all!

Error of Central Tendency

Central tendency is seen when the FTO routinely “bunches” scores toward the center of the rating
scale. This error is often present in field training programs when departments using the numeric scale
require written comments for scores of 1, 2, 6, and 7. Some FTOs, not wishing to take the time to
document, will assign scores of 3, 4, or 5 routinely to avoid the “mandatory” reporting rule. Central
tendency errors also occur when the FTO does not give close attention to performance and, to be on
the “safe side,” or to avoid any controversy, rates in the middle of the scale. Many departments using
the numeric scale require only that scores of “1” and “7” be documented which allows for more
latitude in the scoring.

Error of Related Traits

This error happens when the FTO gives the same rating to traits that he/she considers related in some
way. The value of rating each trait separately is lost and the overall rating loses specificity.

Error of Event Bias

Event bias comes into play when one or two traits (or a particular behavior) dominate the appraisal.
The FTO may evaluate all remaining traits based on the dominant trait or performance. An outstanding
bit of work or a severe mistake, not treated as an individual occurrence, may bring about the “Halo” or
“Horns” effect.

“No Rookie Ever Gets a ‘7"

The belief that no rookie ever exceeds standards (earns a “7” score, Superior, etc.) is too often
expressed. The SEGs and rating descriptions should be based on real life experiences and should not
reflect artificial standards. While it may be difficult for many trainees to perform at a “Superior” level in
a number of categories, that score could be attainable for some. There is no place for unrealistic
expectations/goals in a job-related performance evaluation system.

Error of “Room to Grow”

This error occurs when the FTO, wanting to “motivate” the trainee to work harder, assigns a score less
than what the trainee deserves. When a trainee fails to get the recognition that he/she deserves,
there may be a loss, rather than a gain, in terms of motivation.

Error of Averaging Scores

FTOs who assign a score based on an average of the trainee’s performance for the day have selected
a score that is not accurate. For example, a trainee, stopping at thirty or more traffic lights during the
day, goes through one without stopping. Some will say that “on the average” the trainee obeys traffic
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signals and an acceptable rating is given. It is not acceptable to go through a red light but the score
suggests to the trainee that it is “OK.” Additionally, no one will know what the trainee did unless the
FTO includes a written comment about the fault.

FTOs are often uncomfortable about giving an “Unacceptable” rating when a trainee has performed
well in an area throughout the day with one or two exceptions. Objective evaluation requires that the
FTO acknowledge the mistake(s) by assigning a score less than “Acceptable.” The FTO must give the
trainee an “Unacceptable” rating in an area regardless of how minor or infrequent the mistake(s)
when weighed against the trainee’s otherwise good performance. The FTO will mediate any hard
feelings on the part of the trainee by adding documentation that acknowledges the good performance
as well as the mistake.

Finally, there are other errors that trainers must guard against. These are biases that have a tendency to
influence us when rating the performance of another. Taking into account a trainee’s standing in the
academy class; relationship to another member of the department; the presence or absence of
educational achievement; age, gender, race or sexual orientation; physical appearance; etc., are only a few
of a person’s characteristics that dilute objectivity. Performance-related evaluations tend to be more
objective and to center on what the individual does rather than who the individual is. Employees want their
performance, not their personality, discussed during a performance review. In this way, defensiveness on
the part of the trainee will diminish, and the FTO will be able to avoid these common appraisal errors.

The only measure that FTOs should use when evaluating the behavior and performance of a trainee is the
department’s Standardized Evaluation Guidelines or Evaluation “Scale.”

Evaluation Comments and Narratives

To make the most effective use of the narrative portions of written evaluations, it is important for the FTO to
remember four “goals” of documentation. To provide meaningful evaluation, the documentation should be:

Goals: 1 - CLEAR

2 - CONCISE
3 - COMPLETE
4 - CORRECT

Ten Factors: How to Achieve the Four Goals

The following suggestions will support the FTO in accomplishing the documentation goals.

1. Set the stage. Provide a description of the situation or conditions that are present when the trainee
performs. This will allow the reader to more fully understand what occurred.
EXAMPLE: The trainee, using excellent defensive driving techniques, brought an 80-mph,
high-speed chase to a successful halt.

2. Use verbatim quotes. It is sometimes clearer to report what was said rather than attempt to describe
the effect of the words.

EXAMPLE: The trainee, when logging an arrestee’s property and finding $535 in his wallet,
remarked, “Where does a low life jerk like you get this much money?” This angered the
arrestee and resulted in a physical confrontation.

3. Report the facts — avoid conclusions. Report what occurred. Do not include your interpretation of why
something occurred. In the example below, there are several possible reasons why the trainee is not
making the traffic stops other than a lack of motivation or confidence.
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EXAMPLE: The trainee lacks motivation or confidence. Despite training in vehicle violation
stops, the trainee, although admitting that he saw the violation, had to be told to make these
stops on five separate occasions.

4. Remember your audience. When writing your evaluation(s), consider who may be reading the report.
In addition to the trainee, your report may be read by your supervisor, department head, an attorney
representing your department or the trainee, an arbitrator, or judge. These readers will form opinions
of your abilities based on what they read.

5. Watch your grammatr, spelling, and legibility — avoid slang, jargon, and swearing. Not everyone who
will be reading your evaluation(s) understands radio codes, penal code sections, and other language
common to law enforcement. Explain any code sections used. Be professional and model your
expectations.

6. Speak to performance — not personality. Criticize the act, not the person. Criticizing the person brings
about defensiveness. While more difficult to do in written vs. verbal form, the “impersonal” style of
documentation relieves some of the stress.

EXAMPLE: Rather than write “You did a poor job of handling the disturbance call...” try
“Trainee Jones did a poor job of handling...,” etc.

7. Use lists, if appropriate. The use of a “list” approach will sometimes save time and space.

EXAMPLE: The trainee, when asked, failed to accurately identify the following radio code
definitions: 10-7, 10-8, 10-16, 10-27, 10-28, 10-29, 10-35, and 10-62.

8. Think remedial. What has been tried? How did it work? What will you try next? Document your training
plans and the results thereof.

9. Use quantification whenever possible. Quantification or the documentation of a standard that is
familiar to every reader adds clarity to the documentation.

EXAMPLE: It took Bill five tries to successfully complete a burglary report. See attached.

10. Do not predict. Avoid statements such as “l am sure that Ann, with a little more effort, will be able to
master the radio,” or “Charlie’s skills will no doubt improve as the weeks go by.” Rather than make
statements of this nature, the FTO should write what the behavior should produce; i.e., “When Bill can
complete reports of this nature within 30 minutes or less, he will be performing at an acceptable
level.” Predictions set up false expectations.

If FTOs can write acceptable reports, they should be able to write acceptable evaluation narratives. One
way to keep documentation of this type in perspective is to write as though telling a story to a close friend
or co-worker who was not present when the behavior was observed. Would all the details be included or
just generalities? When in doubt, reread what’s written and ask if you REALLY know what happened
from what was written. Another approach is to have another FTO or supervisor read the narrative. Do
they have any questions? If so, the documentation may need more work.

Discussing Evaluations

The FTO and trainee’s discussion of evaluations is a particularly important aspect of the field training
program. Merely completing the evaluation and having the trainee sign it will not achieve the objectives of
a proper evaluation.

The performance evaluation must:

1. Be understood by the trainee. This does not mean the trainee has to be in agreement with the
entire evaluation, just that he/she understands it.

2. Be the basis for plans to help the trainee improve performance as needed.
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3. Give the trainee recognition for strong points and acceptable performance as well as call attention
to weak areas and/or deficient performance.

FTOs should allow ample time to discuss evaluations with trainees. Discussions should be held where
privacy can be maintained with little or no interruptions. These discussions should be a “two-way
conversation.” Trainees should be encouraged to express how they feel. Trainees should be encouraged to
be more self-aware and perhaps, even be given a chance for self-evaluation.

FTOs should listen to what the trainees have to say and not show disapproval when they do respond to the
evaluation. FTOs should re-emphasize that performance is being discussed and not a defense of the
evaluation.

Once a discussion has been completed, the FTO should ensure that the trainee signs the evaluation and
has the opportunity to provide written comments or speak with the FTP SAC if desired.

2.2
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Performance Evaluation Documents

Daily Observation Report (DOR) and Narrative Evaluation

The Daily Observation Report (DOR) is to be completed by the FTO at the end of each shift that the trainee
is assigned to work during the field training program. Days where the trainee receives no evaluation by a
qualified FTO (i.e., orientation, days off sick or injured, non-enforcement or special assighments, etc.) can
also be documented on the DOR. Only the headings and narrative portions should be completed for those
shifts. The DOR is used to record the trainee’s performance, specific training or instruction presented, and
any other information of importance related to the trainee’s activities in the training program that day.

This report is the permanent record of the trainee’s progress in terms of performance, skills, knowledge,
the improvements needed, and the FTQ’s efforts to bring about change. It is the principle document used
for determining the trainee’s status in the program.

The form shall be completed at or near the end of each shift and reviewed with the trainee unless unusual
circumstances exist. It is important that this feedback be shared with the trainee in a timely manner to the
events documented so that he/she can have the benefit of utilizing the feedback in advance of the next
call for service and/or shift.

The DOR is designed to rate observed behavior with reference to either a numerical or alphabetic scale (1,
4,and 7 or N/I, ,C, and S). The form lists specific categories of behavior (e.g., Officer Safety, Driving SkKill,
Appearance, etc.) Each behavior must receive a rating or be marked “Not Observed” (N/O) during the shift
covered by that DOR. Marking the appropriate rating records that behavior based on the Standardized
Evaluation Guideline (SEG) for each category. Ratings such as Unacceptable, Below Standard, Far Exceeds
Standards, and/or Superior should be explained in the narrative portion of the evaluation.

Some DORs have a “NRT” box on the face of the form. “NRT” means “Not Responding to Training.” In
addition to a numerical rating in the particular category, this box may also be marked or the NRT box alone
may be marked. NRT is assigned after reasonable remedial efforts have failed to result in improvement.
Citing NRT is a serious step and is considered a “red flag” for the trainee and the FTP SAC. From this point,
if improvement is not made, termination may result. It is expected there will be significant documentation
about the problem before this step is taken. The decision to assign NRT is somewhat subjective but one
that can be reasonably justified. The FTO must first get a sense of the difficulty of the task. Is it an easy
task or one that is rather difficult to learn? Once the difficulty or complexity is known, the FTO then must
get an idea of how many tries the trainee has had at task completion. This process is a search for the
presence or absence of balance — i.e., has the trainee had enough opportunities to effectively complete
the task given the difficulty? If the answer is “yes,” NRT is appropriate. If “no,” continue with remediation.
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P> We must be sure that any remediation that has been given is perceived as that likely to bring
about the desired change. The quantity and quality of remediation will be examined to ensure that the
strategies employed would likely lead to improvement.

The “RT” found on some DORs refers to Remedial Training or the time spent by the FTO in the correction
or review of previously taught information or procedures. When 15 minutes (some departments use a 10-
minute standard) or more is spent in any one category, the FTO shall record the number of minutes in the
appropriate box. If the FTO spends less than 15 minutes in the task area, a “check” or “X” is sufficient. See
Section 2.3 for more information on remedial training.

In addition to the DOR, the Narrative Evaluation form is designed for expanded comments. Both negative
and positive performance should be noted by the FTO. Steps taken to assist trainees in improving their
performance should also be noted here.

All DORs are to be signed and dated by both the trainee and the FTO. In some departments the FTP SAC
may also sign these forms. The FTP SAC must monitor the trainee’s progress through the review and
signing of these DORs and/or through the completion of a Supervisor’'s Weekly Report (SWR). See
Appendix 2 for DOR and Narrative Evaluation (Numeric or NICS Rating Scales). Also refer to Appendix 1
for Standard Evaluation Guidelines (SEGS).

Supervisor's Weekly Report (SWR)

In an effort to ensure accountability, supervision, and participation from a higher level within the
department, some departments may require the FTP SAC to complete an evaluation of the trainee’s
performance and progress each week. The evaluation will be completed and administered to the trainee
by the FTP SAC. This report is useful not only to report a trainee’s performance but also to serve as a check
and balance of the FTO’s evaluation of the trainee.

The Supervisor's Weekly Report (SWR) contains a sentence in which the supervisor advises the trainee
that his/her performance for that week was either “acceptable” or “unacceptable.” The FTP SAC will also
advise the trainee as to the level of his/her overall performance at that point in the program. This report
provides additional feedback to the trainee and an opportunity for the trainee to discuss other training
issues with a supervisor, if needed. The SWR should be signed and dated by both the trainee and the
FTP SAC. See Appendix 3 for sample SWR.

End of Phase Report (EPR)

Departments using DORs and phase training will have FTOs complete an End of Phase Report (EPR). EPRs
detail the trainee’s significant strengths and weaknesses, as well as list specific training provided during
the phase. The EPRs also list recommendations for training needed by the trainee during the next phase of
instruction.

In this report, FTOs will indicate their judgment as to the actual level of performance demonstrated by the
trainee. The EPR should be discussed in a field training staff meeting with the FTP SAC, the trainee’s
current FTO, and the trainee’s next FTO. Special training problems should be clarified and addressed with
the development of a specific training regimen for the next phase of instruction. The EPR should be signhed
and dated by the trainee, the FTO, and the FTP SAC. See Appendix 4 for a sample EPR.

Daily Training Notes

Some departments may choose the Daily Training Notes/Weekly Training Progress Reports documentation
method. Like DORs, Daily Training Notes are invaluable in providing immediate feedback to a trainee on
his/her performance. FTO notes should be made as soon as possible after incidents occur. The notes
should be verbally reviewed with the trainee and he/she should also be allowed to review the notes. The
written comments should be used as the primary basis for the Weekly Training Progress Reports that the
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FTO is required to prepare during the training program. Each important incident and response must be
addressed and noted in order to give the trainee direction to continue good performance or improve poor
performance. FTOs should note whatever steps are taken to assist the trainee in improving his/her
performance. See Appendix 5 for sample Daily Training Notes.

Weekly Training Progress Report (TPR)

Departments using Daily Training Notes will have FTOs complete Weekly Training Progress Reports. These
progress reports are completed at the end of each week of the training program. They are designed to
match the objectives covered during that week and augment the daily training notes. Specific comments
concerning performance below an acceptable level should be articulated in the Daily Training Notes for
justification.

RATING LEVELS /TRAINING PROGRESS EVALUATION SCALE

Performance in each evaluation category is rated between 1 and 4 indicating the trainee’s performance
during the week. The specific meaning of each number can be found in the breakdown listed below:

4 - Better than Acceptable: Performance exceeds the agency