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FOREWORD

This manual is not intended to tell instructors what

they should teach in in-service training programs of cor-

1 t !

rectional agencies. Program content should be séleCtéd in

¢

accordance with the ;ituationhéhcéuﬁféféq_by;#he'particular
agenéy. Situations diffef'according to gﬁe priorities set
amdng the many personnel problems found in any organization.
/ Each@égenéy has its own network of rélationships among‘its
own diﬁiglbns and‘with its sister agencies. Budgets and

time set limits on what can be done at this particular point
in the histbry of an agency. in short, the content of frain-
ing should be,selected.tb fit the particular circumstances
which have'stimﬁlated the need for the trainihg.

This manual centers aftention on how to teach and,
incidenfally, to suggest principles pertinent to the develop-
ment of a curriculum likely to be efficient in achieving the
training purposes selected‘by the agency; The care of good
.'training is an effective\and highly motivated instructqr.

As a means of ihcreasing the supply'of such instruc#drs,
this manﬁal addresses itself to the issues and teaching tech-
niqﬁesAbf prime interest to the correctional employees whose

.instruction.before flesh-and-blood classes will determine,

after all, if the training is tovbe worthwhile.




The Center for the Study of Crime, Delinquency and
Corrections, Southern Illinois University, assigned members

of its staff to observe a number of in-service training pro-

)

grams conducted by correctional agencies. These observational
visits were in‘conjunction with a project whereby training
officers from correctional agencies located throughout the

nation were brought to the Center for short courses. This

)

~

project was supported by‘grantS"ffdm.théioffise of Law Enforce-

“

ment Assistance, U. S. Department of‘ﬁustice; The results
of these observations are recorded in Grant Number 041, In-

terim Report, or Grant 041, Final Report. The field obser-

vations were supplemented by qpportunities to join with the
training officers attending the short courses in the sxaminafion
of the crucial issues snd teaching strategies gérmane_tovin-
seryicertraining of correctional personnel. Other_liVely
discussions were conductedrin the field With correctional
Iadministrators,~training officers, snd the employees attendihg
_ﬁhé courses conducted by the agencies. These discussions
were on s.practicalvleVel and were informative for Center
~staff members as well as the correctionsl personnel.' In that
sense, this manual is a product of the.correctional personnel
in‘the field ss well as the Center staff.

We have been favorably impressed by the supply of competent

and dedicated training officers encountered in our study. This




manual is intended to give tangible support and practical guid- .
ance to their worthy efforts; in additiOn, it is hopeo that the
manual will contribute to the growth of the numbers of train-
ing officers of this quality.

‘Invthe course of the observations, Center etaff members
noted certain patterns in instruction which'merit improvement;
“the lecture method tended to be used excess1vely in spite
of the existence of other methods more appropriate for certain
klnde of.teachlng situations. vFllms were used w1dely{ but
there frequently was inadequate integration ofvthe‘film‘into
the course content. Patterns of this sort are significant

because they reflect a serious deficiency in guidance of in-

service,trainers in the methods and skills of teaching. ' This

manual‘is intended to reduce this deficiency. .
The manual is the product of many minds because it draws

'¢h the professional literature ofneducation and the efforts

of both Center and correctional agency personnel. However,‘

Dr. John Grenfeil of the Center is the author who has drawn

together the many facets- of the subject.; He wants to acknowledge

A,
the edltorlal assistance and profe551onal counsel of Dr. Elmer

H. Johnson.

The‘manual is only one_of the publications being developed

by thefCenter in support of in-service training. Training

officers are invited to request inclusion on the mailing




list for'INSCAPE, a free, bi-monthly pamphlet reporting in-

formation on training aids and the dgeneral field of corrections.
A collection of lesson plans will be available to training

officers to lend practieal guidance for teaching topics,

" espec1ally pertlnent to correctlonal settlngs. - Those re-

sources, supplemented by a local professional 11brary,
would be a sound ba31s for 1mp1ement1ng the kind of quality

training we all want for the field of corrections.

[/;7/ il ed”
Charles V. Matthews

Director '

Center for the Study of Crime,
Delinquency, and Corrections
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CHAPTER I..

RATIONALE FOR TRAINING

INTRODUCTION

Training_has always‘been‘an extrémely important function

of every oféanization. >It is extremely important because
every organization is unique in that specific skills must be
~developed to fit specific job requirements chaiacteristic of
a given organization. »Yet the area of~training is often
negled#ed when administrators, pressed by budgetary concerns,
are eéger to make men préductive as quickly as possible. 1In
additiqn,‘administfatorsvoften assume that "eommon sen§e“ is
sufficient for the performénde.of tasks which.in reality require
intensive training. Few orgénizations hévé positions which
require the ordinary use of "comméh sense" and few organiza-
tions enéourage é climate which is conducive to the employees;
use of "common sense". o

| Over the past few years, adminisﬁrators have developed in
ihcreasing awareness of the need for ﬁoré and better training.
This dévelopment is evident in the pfobeedings of national and.
regional meetings where ﬁart of the program is devoted to some
aspect 6f training. Thié pattern is particulariy true‘in.the
- field of corrections wﬁere national and regionél meetings of
£he American Correctional Association and the National Council

on Crime and Delinquency have spentﬂcbhsiderable time on this
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topic.‘ With the incréaSed complexity of correctional agencies
in organizational structures which require a variety of task
functions, security staff frequently is expected to go beyond
mere physical containment of inmates and lené active support
to industrial, educational, and other personality-changing

_ programs. Furthermore, no organization is static. The cur-

' rent acceleration of change in corfectioné has magnified the
need'fdr in=service training to reduce the discrepancy between
'staff skills and new job responsibilities iﬁ unfamiliar situa-
tions.

| Déspite this recognition of the importance of training,

the actual implementation of in-service training falls far

y s
: ; \‘:_. R

short of the\neg@fﬂ»fﬁff}esix percent of the probation and

B . Q cr R ) i { Co B . .
parole systems and forty-one percent of the correctional insti-

tutions in the United.States reported to the National Council
on Crime and Delinquency that they had no organized in-service

training programs.l

In 1964, the Center for the Study of Criﬁe,
Delinquency, and Corrections at Southern IllinQié University
sent questionnaires regarding training to 186 correctional
institu;ions. Replies were recei&ed from 122. The results

indicated that half of the institutions had no full-time training

for beginning correctional officers.?2
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Since there had been a considerable emphasis on training -
needs in recent years, and sinée Southern Illinois University
had received an Office of Law Enforcement Assistance Grant
(#041) to ffain correctiohél:staff fraining‘pfficers,.it was
decided to.repéat distribution of thé‘queétionnaire in 1566.
The‘résﬁlts weré approximately the same. One conclusionvwas’
fhat, despite thé iecﬁrrent emphasis on training in journals
and at meétings, very littie chénge has 6ccurred at the insti—
tution ievel, This lack 6f.change‘may‘be attributed tq'lack of
training persohnel, lack of.fdnds; lack of»staff personnel time,
qf Simply lack of sﬁppoft frbm‘Staff.: All that éan be said
with,éertainty is that all bfvthe'discussion had»produced little
activity in the direction of.increased trainihg activities.

More detailed information on-thé'state of current in-service
training was secured as a byQproductvof visits to‘prisons and
. reformatories of thirty states‘conducted by staff of the Center
for the Study of Crime, Delinquency, and Correctioné. ‘The
impressions, llsted below,ware germane to the current toplc
because they lﬁdlcatéche w1de raﬁge of factors which affect
the plannlng and 1mpleﬁentatlon of an effectlve 1n-serv1ce

training program.'
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Most training programs in existence at correctional
" institutions have an extremely heavy emphasis on )
" security and cuétody. Correctional officers receive
only superficial .information regarding other programs
within the ‘institution that contribute to the rehab-

111tat10n of the inmate.

There 1is almost no recognition of the importance of
the correctional officer in the treatment and rehabili-
 tation process for inmates. :Staff must be made aware
of the implications of research by Goffman, 3 Kassebaum,
Ward and Wilner,4 and Glaser® which indicate that the
1nd1v1duals who spend the most time with inmates (cor-
rectional officers and work superv1sors) are the ones
- who exert the greatest impact, either positive or nega-
.tive, on the inmate. Recognition must be made that the
_-success.or failure of rehabilitation efforts rests with
_the correctional staff and work supervisors. Few staff
are aware of this impact and development of this issue
may add meaning to the job and stimulate further interest
in training and self-improvement.

Due to the emphasis on the need for security, the prison
becomes a highly structured society with a tendency for
large subgroups to form among inmates and staff. There
is frequently little crossing of lines of communication

- between the various groups, such as security, treatment,
- education, industry or administrative staff. Generally,
security staff stayed with security staff, teachers with
teachers, treatment staff with treatment staff, and
administrators with administrators. Occasionally, one
would observe that officers in the same cell block tend
to stay together. While this may be a natural phenomena,
and it has certainly been observéd in hospitals, schools,
and factories, little effort is made to break down these
subgroups in an effort to increase communication between
them. One result of this high degree of structure is an
impression that institution staff frequently felt they
were doing time along with inmates.

This'isolatioh is also found to exist between the prison
and the outside community where very little dialogue had
been established between prison staff and agencies within
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the community. Moést prisons have had outside agencies
participating in prison programs. Unfortunately, break-
downs in communication occurred whereby community
agencies had little understanding of the needs of prison
‘personnel, became overly critical of prison programs,
particularly those relating to security, caused defensive
reactions on the part of prison staff, who in turn made
personnel from service agencies feel unwelcome. This is
further complicated by the experiences that a number of
prisons have had with univer51ty or college personnel,
who in looking for sources of research or practical
experlence in teaching and counseling, frequently "used"
the prison without adequate explanations to prison staff.
Attempts at communication were often made but the outcome
frequently was that university personnel afd personnel
connected with prisons were:unable to make their needs
understood since they "talked" a different language.

. The natural result of this was a chaotic condition within
the institution and its programs, which resulted in the
institution placing obstacles in the way of visitors so-

- that they no longer felt welcome and eventually the
contact was terminated with both s1des being extremely
critical of the other.

Staff often hold pess1mist1c‘att1tudes towards 1nmates
in terms of the worth of the ! 1nmates, the amount of
trust that can be placed with. them,and exhibit little
faith in rehabilitation programs. , These attitudes are
generally coupled with a lack of awareness that past
programs with an emphasis on custody supplemented by

- 'work had not been successful in making 1nmates useful

c1tizens. -

Pe551mism regarding rehabilitation of inmates is often
accompanied with the feeling that contacts between staff
and inmates should be minimal and extremely formal.

Staff frequently act as though inmates are not physically
present. Staff tend to feel inmates are inferior to them
and this status must be defended and upheld " Inmates’
perceive this posture as being one of indifference and
lack of concern for their own well being which for some
may establish the expectation for failure both in insti-
tution programs and in adjustment to the community.
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As is true of most organizations which have several

. levels of authority and responsibility a “"climate of
mistrust" frequently appears. This mistrust not only
exists between staff and inmates, but also among
various levels of staff. 1In prisons, one can find
security staff suspicious of what treatment staff or

- education staff are trying to do. When the adminis-
tration makes a request, a common question is "What
do’ they want 1t for?" Response to requests for sug-
gestions or response on questionnaires are frequently
greeted with "Who is going to see it?" ‘or "How are you
gOing to use it?"

Investigations of problem incidents within the prison
indicate that a number of these incidents are provoked
- by the manner used by staff in- handling inmates which
frequently leads to attacks on other 1nmates, property,
or staff.

Another common cause of ‘problem incidents has been
found to be the way staff become lax in security and
custody procedures which may encourage aggressive or
"con-wise" inmates to take advantage of the situation
and lead to possible escapes, raids on kitchen for
food and drink or hospitals for drugs.

Training programs are often looked at in a neutral,
almost negative way by most personnel who see little
relation between training and job requirements.

Training officers often feel that theylreeeive little
~support from experienced staff or administration which
vcontributes to poor motivatlxxlon the' part of trainees.

Training programs are often described.as being dull,
unimaginative, boring and sterile.

The failure\to significantly increase training in many

agencies may be described as a quantitative deficiency. However,

the above data mask the even more‘serioqs qualitative deficiency
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in fhat thé freéﬁent conception bfvadequate training has been;
found increasinglf inaaequaﬁé in the face of new.demands being
placed on cprréctionalfpraCtitionérs. Simple orientétion
programs were once thoﬁght by some agencies to»be adeqﬁate.' In
fact, they never were,. Now the public has a fising expectation
that correctional institutions become agenciés of behayior change
for inmates, rafher fhan_only places for withholding "dangerousv'l
crimiqalsfrom the‘outside.cdmmunity. Corréctioﬁal étaffs are
‘-expected to emplgy scientific knowle@gé for the improvement of
éohﬁrol énd restﬁaint teéhniques aSFWell as“changing inmate |
attitﬁdes. ;EffeétiQe.response‘to the new expectations requires
considerable updatiné of staff'ski;ls which can bebrquéht_about
'onli ﬁhrough'aAcontihuinglséries of in-service traihing programs
haviﬁg as their goals:  1) imparting fagtﬁél infbrmation, 2)
incfeésing,the understaﬁding of crime causétion-and human behavior,
3) learning: and practicing new.skills, 4) encou;aging the co-
ordination_of institutiéhal programs, and 5) establishing.
coopgrafion-between ﬁhe’Various égéncies with valuabie skills
‘_and‘reséurces_to aséist in training.

Training and education are often used synonymously. In
R N s e -
RIS ES

: Y PR - '
reality they are quite.different.: Training is vocationally

oriented and frequently éécbmplished at'the plade of work. Usually




-8-

training emphasizes the acquisition of specific job-related
skills to be applied to a recurréht particular work situation.

Education tends to be the acquiring of a broad background of -
| SR A , ' ‘ '

knowledge which}is probably not- immediately practical for job .
A v TR , ‘ )

appliéatioﬂ and is usuéifyﬁacqui:éa in a separate facility

- specializing in education'functions. Individuals go to high

school and cdllege'to receive education wheré they learn aca-
_demic subjécts like histbry, gedéraphy, aigebra, and scieﬁée,
which are not immediately and directly épplicable to any work
situéﬁion encountered by students after cbmpletion of their
.edgcation. On the éther hand,'indiﬁiduals may go'tq training
schools o? on-the-jbb—training to learn,spécific'seéretariai
skills, or theioéération of machinery to quaiify for an ;mmediate'
work situétion. This picture is clouded by the ¢urficulum over-
lap founa among educational.and tréining'faciliﬁies,usuch as |
ﬁigh'sqhbbls,'colleges,'and vocational training facilitiés; The
stﬁdentvat.a voca£ional training‘schobl opﬁains both t:éining_

" ‘and education._ The edﬁcafion-iéiuéuélly inéorpéraﬁed in the
curficulum'in sémethiqg called bersonaliﬁy develépment) mental
hygiené) or history which supplements théhtraining program. This
o§erlap is'aiso found in many training‘pr6§rams in cofrections.
Thére is an overiép'bf training and eaucation, as Qe attempt to

‘
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-impart to men specific skills in terms of how to shake down,
_defend one's.self, givesfirst aid, and counsel inmates, while
incorporating educational content in'terms of the history of
corrections, the theoryjand operation of non-institutional
programs)_understanding humanbbehavior-and'the others.

The combining of education and training in,correctional
_ in—service training is made necessary because the correctional
_officer s JOb requires basic soc10-psychologica1 skills when his
work 1nvolves the handling of human beings. '?eoplefwork" is the -
core act1v1ty of the correctional institution-in that convicted .

offenders are the raw material and decreased criminal behavior
\ { c‘" '\\l, r'
~ 4 OV { K

is the deSired objective.“ Even/ when the tasks are not related

o

directly to inmates(»employee behav1or is,the»fundamental-factor

for efficiencyfin all organizational activity.

WHY TRAIN?

The need for a training program is 51gnalled in many ways.
The staff may reveal an 1gnorance of the ultimate purpose of the
tasks they are expected to perform. They may not know the tasks_‘
and responsibilities of other departments although theirhtasks
make'sense’only When relatedbto the work of persons employed
in other departments.- The staff may be nnable'to handle prob-

lems that arise on the job. Management may complain about
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repeated efrors and the necessity for work,to be done over.
The £iscal department may complain about duplicationvof effort.
vAny combination of the abové factors may indicate that the
.organizatioﬁ is overdue for intensive in-service training.
o _There are few jobs within anyvorgenization which oannot be
effectiVelyptaught to eithet new’or experienoed employees. The
problem of inefficiency cannot be attributed solely to the
~employee. The responsibility for inefficiency lies Withio
the organizetion'structure.' When ohe finds employees who do oot
»know whet'to do, why the tacgk is supposed to be done, how the
task is to be'perforﬁed,,or when the projects ??¢‘t° be initiated,
he will also £ind indio;tioﬁs*oflioedeédete;téei;;ng and pre-

. ‘ TN L
paration‘of the employees. Conourre;t;y,.one will often find
the prevalence of a "climate of mistrustﬁ where-by empioyees
are,f:equently affaid to ask whet,'why, how, end when. Com-
poﬁnding these fectors is usually the‘presence of low morale
whereby employeesvdo their work in a grudging manner with little
loyalty to the organizatioh. All of these factors contribute
to'ihadeqﬁate ptoduction and service. Of even greater concern
to the fieid of corrections>is the probability that inefficiency
and low moraie'amohg employees will be translated into inmate

- disturbances and the undermining of programs intended‘to'rehabili-

tate offeh&ers.
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SETTING OBJECTIVES
- The first matter to be considered in planning in-service
training is the establishment of objectives. Before trainers

T

"or committees can establish content, it needs to determine
'~ - A n,( Lt Y

e#actly what needsvtn be done. ;é%é&ué£t1§ tnéiéoals of training
programs are mereiy the product of.tha thinking of the training
officér, éometines supplemented by management ne:sonnel. 'This.
mode of goal;setting leaves a glaring'déficiency created by the
‘failure to consider penceptions Qf training needs by staff, by
inmates,'and by the nommunity at large. 1In organizing a training
program sevaral soufces of information shouldvbe in&estigated;‘.
-The,perspedfives of the c¢central office should be tapped to
determine the phiiosophy and goals of the organization.. Philosophy
and goals must beiclearly defined in terms appropriate to the
fales each man may piay to contribute to their attainment.

In addition'to'the centfal office, the various departments
in the institution should be queried to determine‘what thay-_
péraeive.as being training needs. Frequently one will find that
managemént éerceives training needs as consisting of communica-
tion, undenstanding rulés and regulations, and informatinn on
'supervision} ‘Auxiliary services, such as thnse handling claésifi;

. cation, parole, education, treatment, industry, food ¢are, and
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'maintenance ‘may perceive training needs'as conservation of
material, atoidanEe of~abuse of equipment, better understanding
- of‘whatneach_department‘s function is, and topiCS<relatedlto
bneEessaryjdepartmental skills. - |

.'Security and cnstody'may empnasize»the.understanding of
fthe problems oricustody,'effectiye tecbniques of control, and
Avery‘possibly some information from the behavioralisciences to
' help»control inmates. |

It is probablyvsafe'to say tbat thelinmate is neyer’asked
aboutxtraining needs'for.staff. Yet'the inmate is responsible
for the.existence of.the institution.' The 1nmate, the product
of the 1nst1tution, may perceive training needs as attitude
development for staff, understanding 1nmate problems. concern
for inmate rehabilitation, trust help with family problems.
_ learning job skills and making it "on the outs1de“, |
Finally, the community’should be-involved since most inmates

return. . If one éoes to the community atvlarge to determine
their perception of training needs for staff,,he is likely to
reeeive recommendations that staff need training in the area
of public relations and-community 1mage, 1nvolv1ng the oommunlty

in rehabllitation, and communication.
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All‘of these_suggesti§ns willﬁbe-the'result of -each area's

1)

1

perception of Ehe corfeétioﬁéffﬁ;bgiem and process, each arga's
attitudés toward.inméﬁeé and priéons, énd how mémbefé of each
area, as staff and iﬂdi;iduaié in society; can assist in the
~rehabilitationfand acéulturation of inmatesQ Upon tapping

al} ofithese’sdurceé of information, the training‘officer or
goﬁmifteé'will undoubtedly devise an'insurmountéble‘agenda

‘ whichbneeds to be examined, consolidated, revised, clarified,

1

_ and‘put into.neatiworking packages, first as orientation for
new eﬁplbyees, and sécohdly~as a'series of»in;depth_in-service
progfams'for all éméloyeés.' |

 ~EVen when the'ideasvof_these'gréups are inves;igatéd and
convertéd into goals. they'afe not translafed.intb training
lcontent to make the‘tréihingvsessioﬁs meéns ¢f mobilizing the-
staff toward achiéviﬁgthese goals}..erqunfly high-sounding
platitudes_are passed out in‘mimeograph form-withoutvproViding
means}for £he employee to do his part iﬁ.making the ideas become
accomplished facts. | |

i.The establishmeht of objectiVes or goals is no.easy-task
agd is~not finishedeith the perceived'needs of the affected

groups.,_Next, the trainihg officer or committee needs to plan:
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(a) The purposes for which each program is to be -
‘ developed -- security or treatment, orientation
or in-service. The training officer must determine
. exactly the function of each program and make sure
. the program meets its purpose and function.

(b)  The appropriate experiences which will result in the
accomplishment of the stated purposes. These ex-
periences may include: tours, lectures, role-playing,
or on-the-job training. : ’

(c) The management and coordination of the experienceS‘
in order to provide a meaningful, continued, sequential
-and 1ntegrated program.-

(d) The evaluating of the program in order to determine
'if objectives are being achieved and if the stated
'obJectives are even necessary.

- The planning committee must determine the content and

'techniques they expect the students to learn, how this learning

¢

experience may best be prov1ded and how the training officer
,)..1 ! .
recognizes that the students have actually fulfilled the pur-

f \\ i,. l* R
‘pose of the program. U S

CURRICULUM |

Once_the objectives of the program haveibeen determined
and approved, it becomes necessarykto plan a curriculum to meet
these goals. Curriculum planning involves the.preparation of -
class schedules, makingllesson plans and outlines, collecting
reference material and audio-visual aids,'and determining the

best resource person to engage in presenting the topic. Resource
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personnel should be intormed of the goals and objectives as
well as avaiiable teaching aids. . Institutions are becoming :
so'complextthat training programs mustrbecome'diverse. Fre-
quently this diversity means that.the program can no longer.‘
be handled by}a single trainer. Often parts of the program
can no longer be handled by institution staff. As a conse-
quence, the tralning.officer must go to»the community:to
locate,personslwho can handle the specifngtopics‘and determine
‘their_Willingnessbto barticipate in'an-institution training
‘program;;‘The training,officer screenS'his'own staff to see
which topics staff may present‘competently;_ Then he explores
the.community to:tap resources from colleges and universities.
‘business and service organizations, mental health‘clinics:and
professional organizations as well as state and federal agencies
in. a searChﬁfor'competent,challenging, and skiliful;instructors
who arepwilling to‘partiCipate in a training capacity.at iittle :
or no cost,to the institution. |

| After objectives have been clearly defined, curriculum

has been planned, equipment, references and . resource personnel

secured, the»training officer must face 1ssues 1nvolv1ng the

most 1mportant aspect of the trainlng program -- those to be
, SN N Y A
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TRAINING OFFICER
" . OR
COMMITTEE

: - _INPUT (Needs) . : . . OBJECTIVES
Central Office - ‘ . (Required Skills
Institution . , ' and Knowledge)
Administration  Finance :
Security Industry
Education . ' Treatment
Parole - o , .
Inmate . , - - SV
Community - S 0 v - PROGRAM

S Assiét'with

INPUT oo L Staffing and.
Skilled Personnel Evaluation
New Programs :

EVALUATION ¢ = = = = = = = - - - - L35 ORIENTATION  IN-SERVICE

‘Figﬁre 1‘? The Cyclé of Planning ané'Training
RATIONALE
Aii'téo'often tréining programs have been a'S£efile:pre-
sentation of déta‘much 6f which is fongtten.before thé.Studenf
leaves the cléss; ‘All too often'thé-fréinihg program is pre-
sehtéd'in a mannér that makes.fhe information seem i:réléVant

to the man and his job., All  too often trainees enter a program

. ) SR T -
with a strong prejud

ice against training as:a valuable, formative

experience. They "welcome" it as one would a dose of castor
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oil. The training officer has a difficult task overcoming this

initial reSistance and must stimulate interest in training.

The difficulties are part of the evidence that teaching is a

profesSion‘requiring serious study, careful planning, and ef-

- fective use of the ideas and skills which are the heritage

available to the well—grepared teacher.' One can say diffi-

e R
. b
S

"cult, but- not insurmountable.
This manual is intended to provide the resources necessary
. for overcoming_the difficulties. The treining officer can

. stimulate:interest and motivation by_adequete planning in two

areas. The first is the rationaie for training while-the second

is how to teach. In order. to'stimulate staff to be receptive
- to training, both areas must be well thought out. |
" The training‘officer should examine the assessments nade
-’earliervof.many existing programs, to'determine which,'if any;4
epply to hisuoun organizetion. Follow1ng this, the training
officer must establish a‘set of personal objectives in an effort
to improve the overall effectiveness of orientation and in-
service programs. These. objectives should include:

1. The presentation ofimateriai in a stimulating'menner

© in an effort to capture and hold the interest of
‘trainees. Audio-visual aids should be used wherever

. possible to emphasize and clarify the topics. Refer-
. ence material and resource personnel should be used
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wherever available. The training officer himself must
secure backgrcund information “on! the topic to

- be presented in order to ascertain that students
have grasped the materials and that the topic
is presented in a clear and meaningful way.

2. Correctional officers must be made aware of their
importance to the prison organization not just in
terms of custodians but in terms of the significant -
contributions they make to the treatment and edu-
‘cational rehabilitation programs for the inmates.

- Reference should be made to the work of Goffman,
Kassebaum et al, and Glaser, which indicates that
security staff and work supervisors have.a greater
impact on inmates, whether positive or negative, -
than any other segment of the prison organization.
All staff need to be instilled with the knowledge that
correctional officers have the power to "make or
break" the 1nst1tut10n S programs.

3. It should be demonstrated'to-staff that critical
incidents within the institution may be caused by
the way staff handle and treat inmates and that
these attitudes and behavior may create hazardous
51tuatlons for other personnel. Most institutions
have examples of situations where staff have mis-

. handled inmates causing reactions which precipitated °
. attacks on other inmates, property, or staff.

4. Staff need to be reminded how easy it is to become
“lax in one's position which may contribute to
“hazardous situations. Usually the training officer

can demonstrate this with descriptions of past
incidents in his own or in neighboring institutions.

5. Staff need to be made aware of the potentlal increase
in- prlson populatlons over the next few years, both
‘due ‘to the 1ncrease .in‘crime rate as well as due to
the general increase in the overall population in
the United States. This potential increase coupled
with existing recidivism rates, which most agree are
too high, necessitates new methods of prevention,
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security, treatment, and rehabilitation. The
bulk of these new programs will probably be staffed
with personnel from existing correctional programs.

There are a number of myths and mistaken impressions
in all organizations, 1nclud1ng prisons, around con-
troversial issues such as Negroes, social class,
prison inmates, and the like. Training. officers can
assist in breaking down these myths through a con-
structive, educational program, in an effort to have
a more informed work force and a staff who may work
with minority groups with a higher degree of tolerance
and- understandlng. |

- &Y 'H'i,-' : )

Another area -that needs 1nten51ve work in staff
tralnlng ‘is that of, communlcatlon and group process.
Only through developlng a sense of awareness, about

. each other within the institution, and demonstrating
to staff how verbal and non-verbal communication can
be misread and distorted by individual perceptions,
can the communication barriers and the climate of
mistrust found to exist in some 1nst1tut10n be over-
come.-

'Developingvthe rationale for training is only‘part of the

overall'program} _Once the reasons why training is necessary
are‘developed and communicated to staff, the next hurdle --

. how to teach .-- needs to be overcome.




. CHAPTER II

PREPARING TO TEACH

The objeétivés and contént éf a'tfaining program are

, extremely importént; Indeedlsomélorganizations.spénd éohsideréble
time and effort planning in these areés. Unfortunatély little -

‘ tiﬁe is'épeﬁt’iﬁ the careful selection of educational methods
most‘appfopgiate;fér ;se in acﬁieviﬁg{parﬁieular éourse éoals.
:Trainiﬁg'prbgrams often rely solely.oniecturévpreéentations”
occasionally éupplemented withbhanAOﬁt'métefiai and perhaps,

a few audio-&isual aids; 'ﬁndéf this;kind>of unimaginétivé :
‘preséntation, thé bgst'léid.plans_for progfaﬁs are_likély ﬁo
_,faii; In addition;tO“fﬂbfgﬁgﬁfpyg-péénning to'make‘thé program.

a success;;coﬁsidefable.at£éntibn éhg;id bé'direc£ed towérd |
bdw,toiﬁeach...fo'make the progfam stimuiatiné énd»ekéitiné 5

each topic must bevexaminéd to-deterﬁihe which teéching techniques
shduld be applied_fo make the topic meaninéful‘énd remémbered.

N

‘The. training officer should remember a rule of the thumb

regarding the retention of learned material.b Genera;ly'speaking

studenté'retain:
20% of what they hear, "
50% of what they see,
80% of what they do.

The crucial factor is that leérning activities should

icdncentrate on the "hands on", "doingf-kinds_qf.learnihgl
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| actiVities wherevei possible. Max1mum opportunlty should be
taken of visual materlals and practlcal exercises to supplement
‘lecture or talking activities. Otherwise the lecture material
may_not bebmeaninofulpofretained. lhis'principle does not -
rnle oupileotu:es or gfoup discussion. Rather,'the poinﬁ is
tha£ tne.effectiveness of either method is enhanced when-doing
act1v1tles can be brought to‘bear effectlvely to supplement
tradltlonal methods.‘ Tossome degree; tra1n1ng activities ln.

o

correctlons; in theiarme% forces, and in 1ndustry have already
leafned this lesson: You rare1§ see‘a”man?learn to defend .
himself; learn ﬁo-snoot and clean’a weapon or operate a

: ﬁachine, simply wiﬁh_the’lecture fechnique; ‘Tne leoture is
nsed.tolexplain'ﬁhe'rationale behindntne techniQues, but it

is almostpalwayswsupplemenfed withldemonstrations;"Wnen

' praotloal, every man shoulo be/taken'tnrough eQery'step of -

the,ope:ation to‘be‘learned.

LEARNING ENVIRONMENT -

In the learning-environment tnejtraining offlcer‘shonld
.:consider seneral'factors: _the'classfoom, thebteaohef,'and the
student.r If the sﬁudent ls to have'the‘maximnm opportunityr
fof’learning,_fhe setting snould.be conducive to learning.

' The place of instruction should be well lighted.' Chairs should
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be comfortable. Outside noise and traffic through the
learning area should be held to a'minimum, if they can not
be,eliminated} The arrangement of the classroom should permit
' all students to see.the audio-visual aids and demonstrations,
and also:in a manner ﬁo facilitate discussion.

Ae an importeut variaple'infthe learniné environment,
gthe inetructor should Qeer aeva'model for the students. of
parﬁicu;er importance.is the ihstructor'e attitude toward his

students and his own program. StudentsAmayfreed'into anything

p [ i

the instructor says or does,weiéherypoeitive:or negative
attitudes tpWards the iustition) the inmates, the studenrs‘or
the community. Thue the iﬁstructor-needs’to be consciously
aware‘that his behavior,is under scrutinybmost of the time.

If thepinsrructor belittles the need.forutraining, complaihs
~about lack of support from the’administration or comes to claes
unprepared for hlS bwh program, he w111 qulckly communlcate

to students an attltude of dlSlnterest and 1neffect1veness.
The_;nstructor must be knowledgeable about the subject, maiutain
the'hiéﬁest'personal‘characteristies and quelifications, sustain
' a'heaitﬁy_attitude toward the instiﬁution and the inmates,

’be coﬁpe;ent in hie training field. and conétahuly strive to
improve~his teacﬁing techniques and his backgrouhd information..

The appearance and manner of dress should be appropriate for

.




~ his roieyas instructor. vHe should be friendly and not]aioof
from his Students. ﬁe-should communicate the self-confidencel
related to‘efficient_task performance as a teacher without
suggesting smug superiority.. He should'have a sense ofihumor.
f'ﬁe should behWell.prepared for his courseiw0rk. If he doesn't
_ know thevanswers to questions raised by the students, he
should not make a special issue of this gap in his knowledge.
Instead of relying on sheer bluff, he should state he does
not have the answer at hand and will seek it from another
source. Another’response is to refer the student‘to a
‘ potential‘source of information.

The student is what the training program is all about.:
He’isrthe one involvedfin the process of acguiring new knouledge.
and skills,_and in possibl?ylearning to modify attitudes and‘
behavior. ooncurrently;.he learns to adapt himselfuto'the
correotional and institutionai settings. -The rate of‘iearning
is assooiated with the degree'of his motiVation. In'a
’ training setting, motivation comes by demonstrating the 1mportance
of the classroom s1tuation to. the on~-the-job s1tuation. The

sooner a student is able to use his learning, the faster he

Cwill be able to master the topic, the greater will be his

-
S .

respect for the training program and the higher his motivation

.-

" for attendance»at future tralning'sessions.'_As'an-aduit he
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is much -more likely to question the necessity of a topic

Ay

than~is_a younger person. He is much more apt to insist
on specific“informationand‘answers; He is more apt to
resist pressure toward rote memorization of inforﬁation.
The training officer should recognize that-the.adults
_ entering training come from a variety of background experi-
-ences 1nclud1ng work, rellglon, famlly, and prev1ous educa~-
tion. In addltlon, he is a member of a Varlety of groups each

hav1ng the1r own value system.‘ He may be a Catholic, Democrat,

t. &i
. 14 ¥
\i’x \,r { z’ ',,\

raised in an urban settlng and educated in Parochial schools.

| His set of values would dlffer fron the Methodlst Republlcan,
ralsed in a rural settlng and educated in publlc schools. "In
tralnlng ‘the 1nstructor should be prepared to appeal to parti-
‘c1pants drawn from such multlple-valued sources although they
may occupy the same job slots in a correctlonal 1nst1tutlon.
These differences in background may . contrlbute to attltudes
1nfluenc1ng the individual's ablllty to learn in specrflc areas.

| The tralnlng offlcer should recognlze that learnlng is not

llmlted to the tralnlnc 51tuatlon. The student learns all the
time. The learning 51tuation occurs as a result oficontacts
with all members of the institution as well’as'with members of

the outside community. In addltlon to lectures and other planned ’

1nstruct10n, students will learn from formal and 1nformal




-25-

contects‘with peers end froﬁ the reactiohs of the'commﬁnity,
‘tc his position ahd training. These experiences have a cumu-
lative effect.thch may enﬁance theglearniné situation or may
detract_from it. The.training officer ehould be alert to all
of these’variablee. He must constantly tap the feelinge,
ettitudes; and emotions of his students. Wﬁen resietance
appears, he should confront and respond to resistance in a

positive constructive manner.

L 4

LESSON PLANS

ﬁRegardless of the teaching technique,‘the‘lesson plan is

a_vitalltoollfor;xhe:xationai”ﬁééfof“lﬁtellectuEI"and physical-

A”resources available to a- competent teacher. The 1esson plan 1s

both a plan and a product of plannlng. As a plan it is a
~-ratlonal scheme.for allocatlng the time avallable for the partl—
cular tralnlng sess1oc;~for settlng.a prlorlty amonc the various'
ideas whlch compete for preeentatlon within the 11m1tatlons of
'tlme avallable-'for giving akplace and fcnctlon for the parti-
cular leseon among the eeriee cf.lessons intended to achieve the
' errail tfaiﬁing purpcse#?andlfor maximizing the ptcbability
that the\studentvwittfpenmoved effectively through a seriee.of

learning stages from_whet'he knows 'as he enters the classroom

to what he is expected to know when he leaves it.
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Probably the most significant consequence of the lesson

“plan is that it is a product of planning. To.produce a lesson

plan) the instructor must go through the intellectual regime

i

of plannlng and must have competence in the. knowledge of the

facts whlch are the. raw material converted into a useful pro-

duct. In short, a well-developed lesson plan attests to the

fact that the instructor has thonghtfout the training session

. in advance and has the competencies associated with an effective

teacher. Because one lesson is similar to one bead in a neck-
lace; itslsignificance lies in its contribution to’the series

of lessons which constitute the course as a whole. To orepare
that lesson, the'instrnctor should know the pu:posesof.the

course and the part that lesson w111 play in advancing toward

“the objectlves of the course as a whole. Determination of the

function of the lesson among thevlessons enablesvthe instructoﬁ
toaassess the merits of one form of presentationAagainst another;
From a host of possible ideas, he can select'those most germane
to the course as a whole and he has galned a perspectlve because
he has planned

While the dnafting of initial.lesson‘plans may be laborious
and_time;consuming,»it will save‘time, enefgy,‘and_effort ln
the long run. The benefits will accfue for both:the tnaining

officer and the organlzatlon’”’The lesson plan provides the

N




-27-

training'officer with a record of what points he e#pects to
‘teach, what he desires the stndents to learn; which teaching
technidues he expects to use, which audio-visual aids may be
used tc supplement thellecture, what is required in terms of
student preparation and handout'materials, and what is the
estimated time required for the presentation. The ontline
of the topic covers the.major points or objectives that are
important in order-to enhance the learning and ensure that

students have a grasp of the necessary details. Included in

the lesson‘plan should be a list ofdaudic-visual aids, films,

and references that mlght be used in preparlng for the toplc.

s

i \-l

‘of the same toplc may be accompllshed with a minimum amount
ofkpreparatlon time. When the training offlcer leaves the
training‘position his successor has access to "canned" materi-
als which will allow for continulty in the program. Included
'in_the lesson plan should be the introductlon tc the,topic,
particularly why the topic is_important for each student.
‘Where possible,,the topic should be related to topics that have
' been‘previously presented. Finally_the lesson plan needs to
have a conclusion,_mhich should consistlof a brief'summary of
the overall lesson, and any’additicnal referencesdas‘tc why this
particular lesson is'important. (See Appendix I for sample-

lesson plans.)
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‘Lesson plans can be drafted for every topic in a training

program'ahd every teaching'technique.- If lecture and dis-
cus51on are used the lesson plan may serve as ‘an outllne.

If demonstratlons, fllm dlscuss10n, or experlence activity

are planned the lesson plan should detall the 1mportant SklllS
that each man should acqulre. A netebook contalnlng all the.
lesson plans of a training'program can beeome the most valuable
teachinébaid in'any organizatioh._

LEARNING PROBLEMS j "3~i'*;, N
AR Y

In addltlon to the preparation required for plannlng ‘the

program and its presentatlon, the instructor should be constantly
aware of.two other factors. The first is in the area of individe
ual différenCes while the second relates to attitudes'ahd values.
'Ashfingerprints differ among individﬁals, every other trait and
abiiitylef;the'human being comes in virtually infinite variety.
The ihstructor‘should rememher.that}'just as the members‘of his
h class come in different sizes, weights, and shapes, there is
wide variety in theirvabilities to‘pay attention; 1earn,‘and
retain informatien. Persons learh at different_ratesg If,the
topic is_importaht enough to be included in'thevcurrieulﬁm, it
is imbortant that every individual of the group attain-.a basic

- minimum level of competence in the topic. Frequently those who
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learn quickest communicate the acquisition of this knowledge
to thevinstructor which may prod him to move on. These stu-
derits assume everyone in the class has grasped the 1nformat10n.

Generally those who are slower are reluctant to show their ig-

- norance and w111 allow the class to proceed while they fall be-

hind and get lost. The 1nstructor, through questlons dlrected
‘to each and every member of the group, through examination, or
some other method of evaluation must determlne that each member
' Of the group has grasped the essentials of the lesson. It might
be said.that failure of a student to learn material may not be
attributed solely to students' def1c1enc1es. Frequently, the‘
fallures are results of the teacher' s failure to recogn1ze dlf—
ferentlal rates of learnlng. |

Secondly, the attitudes and values held by the members of
the group may e1ther fac111tate or lmpede the learning process.
_,It 1s very dlfflcult to teach factual 1nformatlon to a group
that has already decided the issue to its own satisfaction. When
the 1nformat10n taught conflrms 1mpress1ons that group members
,walready hold the learnlng process is facllltated. On the other
'hand when the materlal confllcts with the 1mpre531ons and
‘ values of the Qroup, defen51ve reSLStance may take place, stu-

‘dents literally close their éars and become unresponsive to the

information._ A simple way to experience this resistance is to
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talk to a group of correctlonal offrcers about the p0551b111ty

of h1r1ng an ex-conv1ct as a correctlonalfofflcer. Most will

not hear of 1t. Most will take the stand that former 1nmates
cannot be trusted w1thout looklng at the ex-convict as an
1nd1v1dual and without determlnlng the man's potentlal for

: holdlng a responSLble position. It is myths such as these that
the training officer will have to work ou with hisrgroup if he

is going to effectively teach the correctlonal officer to become'-
an - actlve._lntegrated, v1ab1e part of the rehabllltatlon process
for the inmates..

'-Unfortunately,,most 1nd1v1duals are unaware of how strong
thelr prejudlces and b1ases, attltudes and values may be. It's
not dlfflcult for the tra1n1ng offlcer to brlng these to the
surface throuoh the use of simple technlques such as role- |
pPlaying and group discussion. This should be followed with an
‘attempt to deuelop‘a'sense of;awareness as to each inaividual's
| values and demonstrate the effect of the dlsplay of these values
on fellow staff and 1nmates. Here we are not talklng about
changlng attltudes and values.‘ It is 1mportant to recognlze
that attltudlnal change is extremely difficult to accompllsh
" Probably such efforts should be left to spec1allsts with spec1f1c
tralnlng in thls area. On the other hand, it is a simple matter

to bring attitudes and values to the forefront, to discuss them
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in a class, and to discuss their impact on others. Our

point is that, althcugh a specialvprogram fof attitude change -
per se should be ieft‘to experts, eVe;y instructor deals with
attitudesiia‘thevvery process of training. |

| Finally, the instrﬁctor_must teach at the 1eVel'of‘his
students. If the majority of the class is.compesed of students
haying a high school background, the content must be at a level
they can understand. If the hajority of'the class are college
graduates or are speciaiiaed in a particular aspect of corrections,
the presentation,of material should be at a level which is not
repetitious and boring to students with the»expectations of
college graduates.' In this respect the instructof'should "know"
his studeﬁts before he teaches the class.
§gﬂﬂé§¥snmmmry, how to teach is a relatlvely broad and difficult
topic. It is 1mportant for the 1nstructor to make the teachlng
as meanlngful as poss1ble to his studencs. It is desirable that
muchvof the presented materia}be job-;eiafed."The7iﬁstfuctcrfA"’
should be well—preparedvin ﬁefms cf.securing background informa-
tion on'topics,.preparing lesson plans,'and teaching techniques.
The 1nstructor should know his class to strlke a balance by settlng
a pace whlch does not overwhelm the slower 1earner and prcceed

without making the material so dull as to lose the quickest class

members. Finally, the instructor should be aware of his own
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attitudes and values as well as those of the class since it
is in this area that some of the greatest barriers to learning
~ occur.

~—

'In'this_class work, theiinstrﬁotor Should-avoid either
long -or apologetic introductions to the material. Nothlng w111
dampen the students interest quicker than 1nd1catlons that the
instructor lacks falth in the top1c or hlS ability to handle
it. The 1nstructor should organize hls data so that it goes
from past to present. A relatlonshlp should be drawn fromv
mater1a1 already known to the unknown. The instructor should
first deal ‘with data w1th‘wh1ch the students are familiar
before presenting nen or strange‘material; The known data
should be introduced briefly to avoid boring repetition. The
1ntroductlon of past to present mlght demonstrate why it is
necessary‘to have specific materlal 1ncluded in the program.k
Time relationships are particularly 1mportant where tradition
and programs are involved.. It is not unusuai for a student to
comment : "Ivnever knewhbefore why it was necessary for us to

SNSRI RUR EE

use this technique.L I Just knew‘that we had to do 1t." Thus,

Y

understandlng may make the jOb more meanlngful.
The 1nstructor should move from a simple to a complex sub-

ject in a step by step procedure, constantly sampllng the stu- -

dents understandlng of the material to be certaln that no one
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ievleft'behind. This is particularly,important where the
acquLSLtion of certaln skills is dependent upon prev1ously
'acquired knowledge. Important steps whlch may be left out

‘or forgotten will make the entire learning process meaningless.f
The basic principles of "how to teach" are only’the first

' con31deratlons for every prégram.; The manner in which the
materlal is presented is also 1mportant. Presentlng the topic--‘
the teaching technique to be used--needs careful thought on the
part of the training officer.; A training program should blend
_ a varietypof teaching'teohniqhes in order to bestnreach‘each. |

and‘every student in»the most stimulating, productive fashion.




CHAPTER III

TEACHING TECHNIQUES -

Informatipn may be imparted fo sfﬁdents through‘a
‘__variéty of teaching tecﬁniques. No one téchnique i; easier
to use than anothef;rvBeing‘a good lecturer ié_just és‘diffi—
cult as beihg a go§d diécuééidn leader, a good'supéfvisof of. .
the inébasket technique; é goﬁd‘anély#ei pf foie;playing situa-
ﬁi@ns; or a good planner'6f~demons£ratioﬁs and ménagement |
, géhes.  Each'Of‘thése tégﬁpigﬁés fééuif;; ﬁime, energy, andh

W e wf -

féffoftvto develop the specific skills necessary to reachfthew
léarner.‘ This chapter Will_eXgmine several of.ﬁhese,tgchniques
Awith‘the'aim that the traihing'offiééf may be ébleftd uéé\éuch
skills to improve the learning environment.in‘his‘ownktfaihing
Seséionf | | o
Teachihg tgchniqﬁeé afe-too,varied td bé cdﬁéredfépﬁpletely_:' ‘
~in a_singlé’chaéter., fherefore, several techniqué; havé been-.
.selected asvparticularly pertineﬁt>to‘training of?correétional
'  personne1."Some, such as lectu;eiénd'grdué diScussion, é:e )
o aépiicable to any fopicvgtea. Others, such as the in-b§§ke£  :‘,
fechnique, ﬁavé limited application; The techniéues'discuéséd
iﬁ this chapfer\weée:selecfed ;s_partiéularly.égpropriate for

© training officers who are willing to adopt a policy of self-

criticism and evaluation of manner of,techniquebapplication. LIt
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would be preférable éﬂgf.éhégéfficérﬂhéaBéeh'trained in
teaching techniques:f'ﬁbWever, even if"hebis'unable to

vseCﬁre special trainiﬂg ih_téaching, the fraining officeﬁ can .
‘behefit‘from a program‘e§;luation. Th}s'évaluatiohwmay bé

~ accomplished by rques?ing ;tHEE’éhTEHﬁééﬁafTffdhféjiaaaljcéligge

or university visit several classes and suggest ways of improving

[

_ teaching effectiveness. When expert critics are not available,
an instructor may ask his co-workers for an evaluation. Another

alternative is self-criticism. The instructqr could tape-record

‘ | . S P . _
his lectures, group discussions, and other learning activities.

The tape‘;ecérding affords 6pgo££unity for taking an objecti&e
:viéw of one's own‘behavidr;lespecially»when the dyﬁamiés of inter-:
action with studeﬁts‘are captured._ fhe instrpétor may ask

‘Himself,’"What_did I db w:oﬁg? and how can I imprové my manner
dfspresen;afiqn?" Aétu;lly, theinstrﬁctor}may be his own best

;-

critic.

' LECTURE

.Of all the tééching feChhiqﬁes cdrrently used, the lecture
is-ﬁndbubtedly-the ﬁost ?obular. It.isfhe fdrmal presentation
of inforﬁafioﬁ hsgal}y by one instructor. It'ié é one-way com-
Vmunicatiqnﬁﬂécaﬁgéthe,flow of wordsvis from the instructor to

- the class with little opportunity:provided for-questions or ..
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discuésing théhfqpic.v'Thewéood lecturer céﬁ provide aAcléar,

- concise, ihformativé pfééénﬁation of the tépié to large groups
in a relatively-short peribd SfAtime,.-Wheh lécturing, the'

‘ instruqtor:is the "doer" while thé student assumes a fairly
»paséive role and isveXpectéd to‘abédrb the'material to be -
learned. The reiatively low'involvemeht'of the éfﬁdent accounts
for his repali'of oniy abéﬁt twénty pefcent of what is heard;

N The lecturé is particulariy'uéeful,fér introducihg a variéty'
of information wbich requires :eSearéhing referénce maferials and
perioéiéals;‘_;t is frequently‘helpful-in bringiné étudents
with varied backgrounds to- a cohmon'levelhof underétanding re—
garding‘basic principlés and fécts.‘ Oon the qthér hand,vthe
llécture hés é number of drawbacks.‘FIt is difficult fo give un-

u di?ided attention to a speaker'over longAperibdé of time without
6pp9rtﬁnity to réspond. Retehtion'of ihfo:matidn isass&ciated
with fhe‘dégrée ofwactiﬁé particiéation in the leérning environ-
ment. The.lecturé,‘ih and of itself, affordsiliftle opportunity‘
to practicé skills. The instrucéor/is af a digaavantage when
hé wanté to é&aluate the amognf of ﬁaterial a student has absorbed.
The lecfufer needé considexable Skill‘in pﬁblichspééking and an
aﬁility‘to~me§sure thé aftehtibn-lévél of_the clésé;u Withoutr

constant safeguards against'routiniZed performancé, the lecture

drifts toward dullness and moqotony.  The experienced‘lectu;er

~ .
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“has greéfer knowledge of the topié'and is tempted,to use terms
unfamiliar to the studénts..'Furthermore, some lecturers_have
aifficulty in speéking sn‘a:subject for a long period bfbtime.
Their use of notes for éﬁidancé ma§ ge distféctingfto students.
In time and expeﬁse, Fhe'léctute is the'most'écbnomidal teaching
technique. Indee§( Fhe'iec;ﬁré'ﬁrobablyPlays‘a pgrt in all.
]teéchingntechniQUes_és éhé_instructbr introduces new ideas or
plané through'this one-way cémmunicafioh;v‘When leéﬁures aré
used, they'mﬁst be bfief,'concise, understandable,land supple-
,ﬁenteduwith audio-visual'aidé and other teaéhing techniques.

The hazard of low involvement must not be overlooked.

'GROUP DISCUSSION

vA méjor‘advantage of the technique called group_discussion
ig?the high deéree‘of involvement on thé part‘of sﬁ@dents. The
premise is tﬁat the entire class becomes iﬁvolved in talking“
nabqut a9£opic. ‘Thrqgéh,this'iﬁtefacfion they learn ffqm eéch
othér‘és wéll as from'the instrﬁctor. .Grdﬁp discﬁssion may be
éffective for suﬁplementing lecture'matefial, moviés, slides, and
ther audio-visual materials;v o o B

In undertakI;3f§foup discuséTBﬁT:the instructor”Will find

‘his personal SRills_and his téaching-competencé are challenged.
‘But thé he has met the ipitial test, he will find teaching to"

offer pleasures in accomplishment never experienced by those who




-38-

cling stubbornly te lectures exelusitely. _TeaChing is measured
' in terms‘of the genuine iearning amongvthe students rather than
the sheer velume ef\fects presented regefdless of.impact on the
eudience. \it is in‘tetms of gehuine learning thath;reup_dis-

: cussion has itsagteateSt eéyagtage when employed skillfully.

In the givéfand+€;;%€;f“§;$up aiscqssion, the instructot
and theistudeﬁts mutually detetminejthe'nature and crﬁcial
elemests of‘the issue_er situetion undet stﬁdy.f:The barriers
erected between teacher and student,and student aﬁd stﬁdeﬂt,
are_loweted at least to‘someidegree. Individuals are free to
eoncehtratetonthefissues.' In the interaction which ensues,
the perticipaﬁts;vincluding the teacher, discover that the others
" in the groﬁp have unreeliéed potentialities for revealing facts

: anq ideas germane to the issue. fParticipants gein assufance'
as they find»that'their own idees have metit in the'eyes of
others} ~They;iearn that theif preﬁious experiehce has relevance
‘and that the 1esson_topie'is,not completeiy new;» A seﬁse‘of
belonging to the greuplmay.emerge to me;e theiipstrqctor and
istuaents together‘through Eoeds of identification derived'froﬁ
- a eommenjsearch for knowiedge. | |

Greup'discgssioﬁ'tests,the instructor.’ He‘must have a

geﬁuine faithvin the worth of training. He must.haVe a genuine

interest in’students for their own sake. He must have the
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abiiity to accept criticism from perséns who haVé been plaéed
in his chargg_Wiﬁhin the job strﬁéture. 'ﬁe must be seif-~
réliant in déaling wiﬁh;theluhéXpééted, but he must be 1oYai
td the organiéétiéh'he.repreéents offiéiaily. 'Logglty;~iﬁ
tﬁis sense)’means.pe:sonai cdmmitment‘to thé oﬁjeétiveg ofbthé
organiZaéidn, ratﬁer than.indiscriminéte édherehce to an officiél
:'éode fegaﬁdless of ﬁhe situéﬁidn. Prcbabiy>mbst imp;rtantly, the
inétructor must be eager'toyléarn himself. ”Theré'ié nothihg
inconsistent abpdﬁ a competeﬁt téadher 1éarning fromfhis ét#dentS'
when one considers tﬁe wide ragée of human’ékpeiience;

| The leédership of grqup.discussionskof%eps oéportunities
fdr‘learning no matter hqw experiéﬁced and competenﬁ thevteécher
mayibegl Inevitably Ehe'tfaining session Qill brinélforthlun-
~expected events; But the groupvdiscussipn differsvfrom a "bull
»'_session" in that~1éaderéhiplmust be present. “The b?énd of
leadership is.pefsuasive rather'thaniéfbitrary. It'is sitﬁétion;»
al in that‘the instructor seiées oppdrﬁ@nities from within the
Sequenée of conversational items to move the discussion toward
conciusions gérmane to the prerlanned pﬁfpose of the training'
seésion7 He plans the discussion sessions but mustHProvide
.the highésf possiﬁledegfeé deflexibilify in éhoice_éfvavenues

whereby. the class‘moves_toward the general objectives.
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His skills assure that one or two individuals do not
- dominate the entire.group._ He works to draw into the dis-
e

cussmon the qulet or overwhelmed.» He encourages full partici—

{ ! . '\,‘

pation. Flnally, he tests and evaluates to determlne that
everyone understands the material. '

Group discussionvhas the advantage of allowing group
members to learn more about the instructor,and otherfmembers
of the class from the very interaction 1nbthe group; It
prOV1des opportunlty for group members to evaluate themselves
in terms of the contributions made by other group members. -
,Individuals can'speak their mind and‘freely ask questlons.
Wlthout the opportunlty to compare himself w1th the group, the
adult will be reluctant to. "expose his ignorance" and Wlll 31t’A
and allow the information to "pass over.his head;“‘ Only.
through comparison,‘self-evaluation, and encouragement:will the
adult feel confldent to questlon and raise 1ssues..‘He must
see that nelther the instructor nor the group w1ll laugh or
make fun of him. Thus dlscus51on groups may advance the feeling.
‘of trust and cooperatlon within an organlzatlon..

Probably the s1ze of the group should be llmlted to twelve
or fitteen;. A larger group is apt to become unmanageable. Large
size:tendsmto dampen the;enthusiasm'of‘some indivlduals'for

participation._ On the other hand, too small a group -- under‘
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siklor eight efkmayhnot'be representative ofwthe skills
VneceSSary for a>functioning group and may makevsome‘individuals
feel lonely or. vulnerable‘Since the small group may not pro—_
vide the optimum frame of reference'and support needed by some.‘

- Room arrangement is extremely important’in faCilitating
"group discuSSions;' If everyone'is seated‘and the discussion
rleader stands or is behind a podium or desk -the flow of
communication tends to be from group members to the discuSSion
leader rather~than among group members. Standing, the podium,
and the desk are props indicative of expertise. Some teachers'
'are reluctant to-surrender this'advantage. “It is also difficult
- to become involyedin group interactionrwhen seating is arranged '
row by row. On‘the other hand, when seating is’around\a tabley
or in a'circie, thekprobability‘of group’interaction:is enhanced,’
, since it‘is essentiai forhgroup members to see each other if
they are going to interact.‘ It is almost imposs1ble to inter— o
act. w1th the back of another s head. At best, groupuinteraction
:‘is a'ditficult process_to get started,_and,jmhérelthere‘are ,v
recognised individuais from Various levels Within:the organiéae

Tftion, group interaction or discuSSion may be seriously impeded‘“"

'fIt Wlll probably be difficult to get a sergeant to interact

~‘afreely With the warden.; It may be equally difficult to get the‘

iteacher or SOClal worker to strip away the imagined facade of
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'éducationgl status and expertise and work,aS'cdlleagues with
otherhgrOQP meﬁbefs.¥ Wheh some individugis wear»streét_"
clbthés; while othe;év;fg ép‘gnifdfm} an immediaté.diéhéfomy
is established. 'ihééé;Wéagihéigaqketshgnd‘tiés while 6thers
'afe wearing'sporf sﬁirtsaidéﬁtify'individﬁal differences and -
vrénkbéhd status which may éause sgpafation within theyéfoﬁp.
The jargon 6f a gpécialjintereét;groﬁp'ér spétial skill aréa'
and “priQate":jbkeé contgibuté toithé‘Aestructioh,bf céne
stfuétive group‘interAEtion. Thé_group‘leader shouidibe»
éwaré of>£hep0tentiél effect of any af £he§e vérigbleé on
group atmosphére.n In éddiﬁion to'awareness; the group leader
neeas to.have the abiliéy fo.conffont anyvissues'whiéh may
ﬁavé ald;ﬁisive effect bn the group and ﬁust cbnsﬁantly strivg
to stimulate the groﬁptoward_ér&ductive_acﬁi&iﬁy. o

Group‘discussion,‘as.well as 6ther tedhniques to be -
described,IWill giﬁelrise to unprédictable.situationé.: Suéh';g
' sitqations will be grounds for apprehension on the part of:
the trainingvofficer new to theseﬂiechniques. The unpfediqtabil;
,ify of:these léarniﬁglsituations can be kept'Withiﬁ limité
through tﬁe fol;owingxmeans:_ |

1. Use.thé lesson plén és a guide'tb.remina the instructdr

of the lesson's goals. If the group strays from the

intended goals, the instructor must bring their at-
~ tention back to the topic again.
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;2.'-Handout material distributed to the group -
' prior to the discussion will help provide
structure, limits, and direction.

3. Prior preparation of'epecific questions to
be raised at strategic times may spark mean-
ingful discussion and keep the group oriented
4toward the t0p1c.

4., A knowledge of the characteristics of the
students will alert the instructor to the sig-
nificance of their behavior. ' Thus the instructor
will be aware of who may inhibit, who may stimu-
late, who needs special attention, and through
this contribute toward making' the group a co-

- hesive, educational experience for all. '

CASE STUDY
_The case study‘technique involves the discussion of a
broblem'which has beenrpresented to-the*students;in complete

‘detail. All‘df:the}hecessary information has been furnished.

”The students discuss the information‘endvreach a consensus
‘as to the probleﬁ's eolﬁtion. The'case etudy‘method has the
'advantage of being flexibie in that cases can be deeigned to ;"

cover any departmental or institutional setting, ‘and they may:
'be descriptive of past institutional problem areas. Theﬁ
,-training officer and several staff memberstshould be.ihvolved
in'deeigning the caee_in order to provideieil‘of the‘neoessary
‘information‘torreaeh an effeetivevsolution. |

| ‘After the case.has been designed, it shouid pe reprodﬁced

T} that.every student has the advantage of having a copy for




study.before classQEIIt would be deSirable to have the stu-
ddent prepare his solution to the problem before coming to
class. This Wlll encourage the presentation of different
‘solutions}and enhance_d1scuss1on.‘ The instructor should
prepare a series of related questions to ask students to
bexplaln why spec1f1c 1nc1dents or events occurred how the
kstudent would handle the 1nc1dent, and what are the attendant
problems. If the case is-a description of an event which |

occurred within the 1nstitut10n,‘1t would be'helpful if the

training officer was prepared to discussfwhat was the outcome

as it was handled’in the institution. The training officer
should encourage exploration of a variety of alternative
_solutions to,each'problem. The case study approach encourages
the student to look at the variety of data before arr1v1ng |
at a conclus1on and ass1sts the student in the process1ng of‘
.1nformation so that he‘may examine problemsifrom‘a variety of
viewpoints. | o | | |
| The case- study approach has the advantage of hav1ng v
) w L .
A students look at practical problems related to 1nstitutional
- work and ass1st1ng.students in learning to sort pertinent
information. It can be used for training in all areas:ofvthe"
inStitution where people'deal with peoplet ~lt can be~f1exibly

tailored to;meet the needs of the class but has the disadvantage
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of tending to simplify problems since it is not possible
to preSentﬁéll variables relatéd to the actual incident.
' The case study is aiéo time-consuming.as the gréup may be-

intrigued with the case or technique.

THE IN-BASKET TECHNIQUE

_Wheré decisibﬁ¥making is involved with eithéf adﬁinisf

Atratprs.of supervisors, a valuabie'training teéhnique may be
'fhe in;basket. Hére,ktqo, is a'training'techniqﬁe which can
be’designed to be.p:actiéal and.ﬁay use iﬁsfitﬁtion reéourcés
and ﬁaterials.-

'Eséentially the in-basket is.a éollection of'letters;
telephone calis, messaées, and reports which are typical of
those found within the organization during a day>6r a week.
 The Sﬁperviso:'is infgrmeq‘;hatﬁbg;pas been out of the office

TR T S . )
R R S R o ,
-for a day or two due to the press of institution business or

T
! i

justrcomihg back,from Qacatibn. “He has.a# hour’befére befl
"mustlleave thebinstitUtidn to meet with the directbr.f'During
ithis fime helﬁust*sort Sna'make dgcisions regérding the col-
lection.df data in'his'in-baské£. A time limit of thirty,
fortyrfive,'Or éixty minutés is imposed, and the stuaent is

inStructedvto jot down how each piéce of material is to be

handled. Typically,‘studenté‘Will handle'messageé and
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correspondence according to the importance of the sender

and may'frequently neglect more’important activities that may
~come across the de 5k from a peer or a subordinate. The
,'student is asked to defend the decisions he made as well as
'defend the priority in mhich these dec151ons were reached.

‘Frequently, the student Wlll proceed through the collection of

N v ‘
r L "o r4 s ,:.»,

data from “top to bottom handling each as 1t@appears in order,br

i [ ¢

w1thout quickly scanning through all ‘of the material to deter—d
R

mine Wthh lS most important and which needs to be handled

within a time limit and which needs to be deferred.

The inébasket technique is easy to design from availahle
materials within the institution and is particularly helpful
in teaching administrators about the decision;making‘pr0cess.
nﬁnfortunately,,to.be most effectiue this-techniquehis usually
handled on a one~to—onejbasis or with‘very.small groups.t'Its

use is limited to supervisors and administrators involved in -

"decision-making.

ROLE PLAYING

. While group'discussion, the case study.and the'in-baSket
'technique require a. high degree of involvement and partic1pation
. on: the part of the students, all are accomplished as the

students sit in:a classroom. Role‘playing,_on the other_hand,
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"involves activity. Although 1t may ‘occur in the class-

room, the students get out of thelr chalrs and play out

¢. ( o
roles as the student percelves them. "Thus, role playing

:is an educatronal experlence in which students utillze
human interaction asvthey'become involved:with other:
~ students playlng roles often approprlate to thelr mork
' sltuatlon. At the completlon of the role playlng task,
! a11 become 1nvolved in a dlscu551on of the behav1or of all
the role players. -Essentlally,role playing 1s‘an action-
‘ d01ng learnlng experlence followed by a crltlcal analys1s‘
by the player and observers.

Role playlng may prov1de tralnlng in speclflc super-d
.v1sory or management technlques, partlcularly where human
_rnteractlon is 1nvolved Role’ playlng dramatlzes‘the

theory learned in class and glves the student an opportunlty

for relatlvely reallstic experlences whlch may be scrutlnlzed

by the lnstructor and the class in constructlve cr1t1c1sm

of student performance 1n the role playlng drama. The basic.v”

'premlse 1s that students learn best through experlence.
Classroom 1nstructlon in handllng a problem or 51tuatlon
becomes more mean1ngfu1 when students act out the pr1nc1ple

under supervision 1n a practlce or laboratory settlng.
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' In attempting role playing it is helpful to have

'. two people who are not students in'the_class. One is thev
principal observer of the drama, and_he may be the instructor,
who analyzes the interaction or the behaviorrof,the.parti*
cipantslﬁ He requires students to defend their behavior and
requires the class to'explore alternatives to the dramatized

_ solntion.‘ fhe second critical person ls a good actor who
“'plays the role of protagoniSt. In a class of correctional

officers} the protagonist may play the part of inmate. "In

_"!‘,...g‘,,

| a class of superv1sors, the protagonlst may play the role
:of a correctlonal offlcer.; In a class of treatment personnel,

the protagonist may play the role of an employee charged with
security dutles. The learning enperlence is most meanlngful
. to students when they portray roles w1th whlch they are .
‘famlllarln the 1nst1tﬁtlon or roles that they w;ll'hellw'
expected to portray after tralnlng. For example, it is‘

much more meaningful for a correCtional‘officer to portray
hls”natural role as correctional officer as he perceives it,
‘or for a snpervisOr to play the role of supervisor as he
_perceives it;‘ Then the_class may‘discuss the strengths and
1weaknesses of the perceiﬁed.role.'

“In~instigatin§ the drama the instructor merely describes

the.setting,;provides'minimum amount of background information,
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.:and starts.the interactionEmithoﬁtéén~e1;borate script,
consequently, the participant; are forced to use their

own perception of how the JOb is to be performed It

'is this performance which is constructively crit1c1zed

| Because of the emotional involvement of the role playing‘
part1c1pants, it is helpful to have the sessions tape
recorded. The participants Often forget‘the quality and
inteneity‘of theirvinteraction as they getvcarried away

by the emotion‘of the situation. Again,:hecause of ther
emotionality of the situation, it is not-a good practice

to use Weapons in role playing. ‘It is possible that students
may get‘carried away with the‘situation and cause an accident.
Imaginb 1f you w1ll, a role playing situation in which
several 1nmates are arguing with a correctional officer, .
:where the actors may behso effective that the.students
become‘overzealous in their protection‘of the officer. A
push or shove could cause a fall which may lead to a serious
accident if a knife,‘club or nnloaded gunvwere used as props.

In addition, to portraying. actual incidents which are

- apt to occur in the institntion, role playing‘may assume

other forms. For example, the instructor may have the

group'perform 5pecific tasks and analyze the behavior of

theigroup in terms of how they organize for the task, who
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-‘assumes leadershlp roles and whether or not the task
’ » L .

-~

o

1srproperly completed; rProblems may consist of hav1ng'
‘ groupe in conpetitionhof one another iniOrder_to'imposed
‘the pressure of,time. Competitive groups may he required
‘to‘take large.objects out of small mouth,botties, puild
('towersvand bridgee.out.of available #aterials,‘or‘solve-
brain.teasers which reqdire the cooperative effort of
: thg entire group. 'They might use}naterials tordesign an_
institutionf Interaction-Within“these situations,provides'
the instructor withvinformation'regarding the behayior“ |
of ﬁarioqs grouphmembers in terms of»whosassumes‘or‘is
assigned,leadershin roles; Who nay}get'along eaSily Qith_
the group, who‘servee to block or 1nterfere with group.
_achlevement, and who' lsvea31ly sllghted and w1thdraws from |
éroup part1c1patlon. 'Such targets for,observatlon 1llustrateA
the possrbil;ty of‘pre-determinationnof oriteria for evaluatingz
performance for a long-term purpose. | |

vRole plafing is an encitiné training tooi.':Its major
llmltatlons are that 1t requlres a skillful actor (every

'1nst1tutlon has several of these) and an. 1nstructor who has

Kl

1earned'to become a sklllful observer of behavior.' Whlle lt

can be a useful tool for promotlng attltude change, most

training offlcers in correctlonal instltutlons are not skilled
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in this area. Their use of role playing should be confinedl
,tb the'deVelopment of interpersonal and job relatediskills.i
_Another limitation may be the time involved. Ait becomes -
easy for'the group to focus unduly on a specific incident
and in their excitement and interest loseutféﬁﬁ”of time.

}’ For best results classes‘utilizing the role playing technique
' should probably not- be limited to a one hour class sess1on
"but rather should have a minimum of one and one half to
- two hours. ‘There should be ample time for dlSCUSSlon of

the SLtuation and subseéuent acting out of alternative .

behaViors that the class may recommend.

| pRAcTICUM
‘ Practicum is a term referringbto supervised onfthe—job
wtraining. 6n¥the-job training has heen'a much—used;andi
much-ahused oractice'in'training‘brograms.in mostﬁoréanizations. v
It'isvmuch-used becausevadministrators'and managers have
long understood that the best training experiences occur f
when the 1nd1v1dual has the opportunity for actual Job
performance.“ It is much—abused because a 1arge share of
| contemporaryon-the-ﬁob'training_is'done withoutfsuperyision .
and merely“invoives;piacing'theftrainee into thefhands of |
an experienced person;xiThe information passed‘on_hy the
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experienced person to the trainee often con51sts of
good work skills often accompanied by bad habits, bad
attitudes, - and poor Skllléjwhlch have heen learned and
used for so long that they have become a part of the‘
experlenced person S hablt patterns.. Almost every trainlng
officer has heard an "old hand" tell a newcomer. "Eorgetv
that theoretical_stuff you learned-in"class. 'I'll show
you how to do it;"

uEracticums, on the other‘hand;‘conSist ofion-theéjob
training'but'underEsupervision of a competent.training
vstaff.: Practicum may'he enhanced.if the experienced
personnelywho are to become,engaged'in:the on—the-joh.
training experience are afforded’a few days ofvclasswork yv
1n how to teach and how‘to explain the what, where, when
and why of the job When thls kind of preplanning is‘
_~utilized, many experienced'handsllearn for‘the first-timef
why they do;the‘things’they do. For the first time, many
bexperienced hands.will question the necessity for/some of -
.lthe joh procedures which have:been used for five:or‘ten years.

This process of.using selected experienced personnel |
tokassist,in training wili contribute to mahing the training

~ experience meaningful for participants and.will cause the
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program to gain'support from institution staff as they>

-

become a part of the overall training program. By becoming»

ML bt

.a part of training 1nst1tation ,staff w1ll know what is
..going on‘in the classroom,abecome less antagonistic of
thevtraining‘process and‘are 1ihelylto»become strong
FSupportersjof'the program. Commuhication between the

training departmentvand the’departments,withim the'ihstitution
will certaihlv be facilitated, ;Past experiences have indicated
that;;as the degree ofptrast ih'the trainimgrdepartment is'r
estabiished amOngtthe institution'staff; themtraining
department becomesvone»of the means bv which change’and
improvement'may be enhanced up:ahd doWn the administrative
hierarchy,' |

.C‘AUTbIONS

| When using the ind1v1dual or group involvement teaching
techniques, a training officer should remember that the
techniques themselves may become’amu31ng games or degenerate

: into'meahless exercises,.if”the traiher‘does'not.plan how
'.to use them and fails to relate’themlto the job.: Althoagh

" the techmiques may‘be ﬁsediin different situations, the

) studentshould be required im each case to explain his;
.respohses and jﬁstify his behavior. Thus, the training‘

officer can develop a sense of awareness among most students
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by asking questions such as: “Why dia youibehave in this
manner?" "What did it feel 1ike_to be talked.to or handled
bin this way?"' "Are you.aware that your tone of voice or
apparent attitude can trigger negative responses in persons
you are dealing With?" The rest of the class may then be
‘drawn_into the'situation by eliciting their reactions to -
‘beiné talked to or handled in the nanner they justfobserved?
TheyICan be askedito Sucgest alternative ways for handling
this'situation? - -

OccaSionally a member of the class will reply that the.
situations being presented in role playing are exceptional
The training officer should reply that it is the exceptional
.c1rcumstances which frequently lead to trouble because of

_an‘officer's inability to handle them. Routine procedures.

-Wlthlninstitutions‘rarely ‘cause difficultdas.~ It is

the uncertainty of unWillingness to act in a new and different
situation, which creates confusion and.may be interpreted by
the protagonistaSJaweakness in- the officer or even as support
,‘by the officer for the portogonists position. Staff must

~be certain of their stand otherWise they Will communicate
_ LY . '

uncertalntyiand contribute to inmate's challenging their role

and position. .




SUMMARY

Thefe are a v;riety of fiaininé,ﬁechniques thch
méy.be uéed to(get the mesSage'across Eo the studénts;
~In addition to care in selectlon among tra1n1ng teéhnlques,
'con51derab1e thought should be given to the kinds of
1qs#ruct10nal aids aﬁd materials'that may supplemént the
program. Each of the above described teéhniqués may use a
 wide Variety of -audio-visual aids. . The training officer
vshould\éélect those training techniques'mos£ suitable to

his purpose andrcoﬁditions{ Then he should employ those

supporting audid-visualiﬁds”mqst'likely to facilitate learning.




'CHAPTER IV

~ [

. TRAINING TOOLS

» )

- The variety of training aids which are available exceeds
the limits of one s 1magination. They range from cheap home~
made equipment constructed from scrap materials, through
hundred-dollar movie and slide prOJectors, through ten-thousand—
-i dollar v1deo—tape recorders, to forty- or- fifty—thousand dollar
training s1mu1ators. However, ‘the training officer should
remember that’no-training aid, in and of-itself, is an'effective
teacher. All training aids should be thought-out carefully in
terms of how they are to be used ‘when it is appropriate for
their use, how they will be integrated into the on-going
program, and how the training aid experience can be meaningful

in terms of employee job experience.

BLACKBOARD

Probably”the most traditional and familiar training-aid
ilS the blackboard The boards may be heavy and expenSive slate
mounted in a frame,la,specially prepared composition board,
coyered with either black orfgreen board paint{ or simply black—
board‘paint'on‘any‘relatively smooth surface. Blackboards are
:used tosupplement.the’trainerls spoken_WOrds, drawing attention,
_to important points‘by using graphics'and'visuals'produced on‘«

!

“the blackboard surface.




The blackboard has the advantages of being relatively

inexpensive; flexible;'ahdvfairly‘easy to use. However,;it
,hés some disadvaﬁtages, most of which center on the‘user
rather than on the aid itself. individualévﬁsing blackboards
are much too prone to téik,to the board and not to the students.
Hence, the pbint is frequéntly,lost in‘terms of'muff;ed sound.
. dfténtimes the careless user .stands in the way of what he has
‘writtén or'd:awh on‘the'b§ard‘forcing the‘studehts'to become
diétraéted as tﬁey try tb’look around the instructor.  Users‘
may.neglect fo clean the(béard so ﬁhat néw graphics fail to
stand éut as'clearly‘as‘they should.. Somé useisdillegibly scribQ
ble across_the boafd or\ére'careiessvwithJgrapﬁs and pictgres,
thus lésing the poténtial of £his‘device as an effective teaching
aid. When students strugglé'to make sense out of relafively
incoherent gfaphics;,their attention is divérted from the in-
structor who_is usually prbéeediﬁg to other points. Other users
.deny theméelves the advantages of the blackboard as a means of
bringing spontangify into the instruction when they prepare
matefial in advance-on the blackbo%rd. Previously pfepared
materials also Have the disadvanﬁage of drawihg the students'
attention-diréétly'to the ﬁoé£d and away ﬁfoﬁvthe instructor

who may not be ready.to'use the board's material} As a conse-

)

-quence, the students'  attention is divided, and they may miss




important points. In an effort to improve the quality of
-blackboard use, traininé officers should'remenber the following
pointsé'

"1. Never talk to the board. Write or sketch your
materlal then turn to talk to the class. -

2. Be careful nqt to stand in front of the board.
If the materials presented are so spread out
that you must stand in front of some portions
~of the board, then use a pointer so that as

“much of the board as ~possible is visible to
the audlence. '

:erte and draw on  the board carefully so that
'work 1s leglble and clear. ,

A. Use straight edges and chalk draW1ng tools
to make your draw1ng clearer.

‘Use colored chalk to differentiate the
processes or underline important points.

Concentrate on the upper. portlons of the
board (o) that all may see clearly.» '

Where it is necessary to prepare blackboard
material before instruction, cover the material
until you are ready to integrate the material
‘into your presentation.

-5, Finally, keep the blackboard clean.

Closely related to the use of the blackboard are other.
" visual aids such’as the flannel'boards and‘hagnetic boards in .
Wthh prev1ously prepared materlal 1s held in pos1t10n by small

N

magnets or. spec1al backlng. The artist's easel pad is frequent—

ly used as a flip chart. _Specific points may be’made;onkthe
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fpaper, which is usually ognnewsprint quality. ‘When there is
'.no longer a need for the intormation, the paper is flipped over,
‘exp031ng another blank piece of paper ready for use. While |
the flip chart is extremely flex1b1e, and as easy to use as

the blackboard, lt does have the disadvantage of being a one-

_time 1nstrument -~ Once it is used it must be.discarded.

OVERHEAD PROJECTOR

A training aid which'is rapidly replacing blackboards in
o nany modern schools is the overhead progector. Costing between
seventy and one hundred fifty dollars, thls device con51sts

. of a largedmetal base containing a strong light with a glass
,‘eover plate.- The lectnrer mav draw or write on the surfaoe of
the plate or use transparenCies placed over the plate. The
light under the plate pro:ects the image through a lens, Whlch
"~ in turn progects the image on a screen or wall.

The overhead projector has several advantages over the
blackboard. It‘is-much more flexible and mobile. It is a
time- saver in that when transparenc1es are used, the instructor
need not stop to erase- the transparencies. He merely places it
to one Side and uses{a,clean transparency. ,The:used one can'be"
cleaned when the class islovert Ahdistinct advantageiof the
‘overhead‘projector over the'blaokboardsis that it allows the

instructor to face the class when he is writing on the transparency.
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Ei#her coiored grease pencils, or specially prépared gbloréd
pens may be used for writing. Training officers find trans-
parencies may bé‘eaéily preparéd bgfo:e classtime and ufilized
ét the proper time and seqﬁencevw;thoﬁt having ﬁo prepare a
large blackboard énd u?coye;-portions_ofjit when the points
-are tﬁibe made. ane made,‘goéd tfénspéféhcies may_be usedv
indefiﬁitely.\ When using'diagrammatic sketéhes, it is also
possiblé to use two or three transparenciesbin an overlay pro-
cess_of‘move tfansparencies from one point to another, affording
the cbncépt of motion.‘ Thus, if oné were to éttempt to teach
points'abbut awgas engine, it.would be pbgsible‘to use one
t;ansparencY as thelmqtor block, and:another_as piston and con--
| necting. rods. The inétructor can move thevpiston and connectihg
.rods into the block‘to give the étﬁdent§ an idea of how the
pistons may move ih reiation to the firing 6f the éngine. This
flexibility is extremeiy difficult‘to achie&e with the black-

|

board. : .

SLIDE PROJECTOR
Another common teaching aid is the slide projéctor.* The
most common size uses 2 X 2 photographic slides. Because there

are few previously prepared educational and tfaining slides

available for his particular needs, the correctional training
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officer would_need a 35mm camera along with the proﬂector;
equipment. |
‘"With thesevpieces of equipment the training officer can

photograph a uariety of objects or situations to brihg the
outside world‘intopthe classroom. Through'photographs, he
may'desorihe each phase in applying skills topa'partlcular
1 problem belng descrlbed 1n a lecture. A'series of slides ﬁay
‘then be used to 1llustrate the step—by step . procedure hecessary
torperform a spec;flc‘task in providing'first’aid or in self—
defense against attaoh, fhotographs can capture the realities
of some recurrent prohleﬁ’or’unusual crisis which the course

is intended to correct. _Exahples‘inolude riots, other dis-
turbahces, fires, safety hazards,,likely loeations for concealing
" contraband, and so'on...l'

| bn other occa31ons, the instructor may want to dramatlze
an 1ntanglb1e phenomenon,‘such as the organlzatlonal conte#t i
w1th1n whlch students perform their tasks, the hlstory of the
vprlson, or the functlon of the‘prlson w1th1n the overall
organlzatlon of governﬁent. The dlscussion can be'glven’greater
appeal through photographs of related programs 1n”act1on, a

. plctorlal survey of all prison unlts, or a trac1ng of events

and persons 1mportant to'a hlstory.
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The students are ‘more likely to have a positive view of

'tralnlng if there is ev1dence that his superiors support the

program act1vely. When 1t is not p0551b1e for the governor.
/ .

‘ commlss1oner, or warden to be present . phys1cally, their photo-
graphs can be a reasonable‘substitute, especially if they are
shown in scenes dlrectly related to the tralnlng program. Photo-
graphs flashed on the screen would help tralnees v1suallze the
1eaders and dec131on—makers in thelr correctional systen..

- The sllde progector has a number of advantages. It is
relatlvely 1nexpens1ve. Wlth careful’ handllng the slides may

'_be re-used for an 1ndef1n1te perlod - The machine is flexible

: and portable. Most machines come equlpped with a twenty—flve

'foot remote - control switch which allows the 1nstructor to display
the slides from a p091tlon not 1nterfer1ng w1th student observation.v
He can change slldes at a pace conSLStent with the dlscu551on.

He can replay slldes should the circumstances warrant. An | .
-1nnovat1ve practlce is to use two or three prOJectors simulta-
neously, flashing plctures side by‘slde on the screen to‘permlt
comparlsons between plctures. With experlence in thls technlque
the tralnlng offlcer may convey a sense of actlonlln the use of

still plctures. The slide" prOJector has some mlnor dlsadvantages{

- Collectlons of slldes need to be housed and clas31f1ed Slides

1
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easily get lost broken or dirty. There may’be'a good'deal
of wasted effort untll the photographer is able to: get the -
rlght plcture. However the many advantages far outwelgh

the disadvantages.

.THE 'MOV IE PROJECTOR
» One of the older and more commonly.used audlo—v1sua1
_aids'is the motion piéture'prOjector. Wlth 1t the “instructor
',1s able to brlng experts and far—away scenes into the class-
room. —Good movres‘can motivate 1earning,woapture the
attention of the class,Wdenonstratebspecifio joh skills,
dand‘dramatize_issues and events far better than a presen-
| tation limited to the bounds of the'classroom. Until
reoently there havedbeen few films specifically prepared
' for.the fieid of;corrections. However, there‘have been
J-many ekceldent filmsvonvgeneral topics pertinent to the
field, such:as first aid} deoision—making and‘administrative
procedure;' More reoently, increased public interest'in : |
correctlons has made a number of pertlnent fllms avallable.‘
The tralnlng department may ask-. Should we nake our

 own fllms? .ThlS is p0591b1e.u However, unless highly

skllled film photographers are avallable, the products

can be extremely amateurlsh and qulte expen51ve.
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Another major consideration is whether to purchase a film

or rent it. A twenty-minute movie may cost over $150. Unless
 the training department, or'a;group of training departments, .

C e i L . i
R . ) DS : .

is goinq to usextﬁewfi}miextensively, rental probably is
preferable to purchase. Most statelcolleces and universities
have film 11brar1es renting movies to schools, mental health
clinlcs, and public servrce groups at a minimum fee plus mailing
costs. ‘A twenty minute fllm would rent for approx1mately $5 00,
a catalogue should be obtained from several state univer51ty s -
'audio—visual departments to determine thefilmSiavailable and
the rentalrfees.. Appendix IT in this manual lists several of
‘the larcer filmdlibraries in‘the United States. cher'film
libraries are located in‘the state departments of education
and mental”health departments; |
Although.motion pictures stimulate sensory experiences
"-and allows students to see and hear otherwise unobtainable
people and places,seyeral'disadvantaoes'should be taken»into
consideration.' Expense has been previously_cited;_fAlso, £ilms
are'not nearly'as flexible as other'training,aids.because they
are generally prepared for avfairly large audiencerrather»thannb
oriented‘to the particular interests'of a particular training
groups. “Furthermore,there are difficulties in fitting films

into lecture material.. It is difficult to stop the projector,
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frééze a séene, replay actién, anaAfespond to'questibns from
| the class without diSrupﬁing the continuity of the £ilm.
Traihiné‘officér; must be caréful to preview films to be sure
the film material is pertinentrto the élass‘leéture; The ‘ 
film'é quality sﬁould be éhecked in advénce. Poor sound ﬁfacks,-
- ématégrish actiné‘and directihg,‘éﬁd_podrphotégraphy hay
distfact‘fromrthe‘inténded message. . | |

Tﬁé ciass should be prepared for the filﬁ before it is
‘shoﬁn if the‘1esson objectivgs are to be accomélished. ‘Dis-
cussion guideé; preplanned questions, and summarieé'of points
of iﬁtefest caﬁ»bé preparedvand disﬁribﬁted in ad&ance? These
déviées pfomotelthévintegration of ﬁhe film tovthéktrAining _
exéerience”by d:awing the class's attention to those aspects

of the motion pidture most relevant to the training goal.

MODEL

A 1ittle+used but pofenﬁialinValuable trainihg tool is
tﬁe moael. Se?erai kindsjof models ére immédiatelyravailable
ﬁp thévtraining officer; The model of a cellior-shopvin fhe
inétituﬁion can be prepafed‘from cardboa:d bbkés. ‘The training
:officer, or aésisténts f;omlgrts and crafts shobs within the
institﬁtion,‘mighﬁ gut 6u£ and glué cardboard pieces togefher

tobdepict'a typical cell with all its fixtures. By allowing
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» the front and top to be removed,rthe instructor may,point A
fout to the class a number of common hiding piaces‘for contra—
band w1th1n the cell Aor the best place to corner and capture
a dlsturbed 1nnate whlle mlnlmlzrng the pos51b111ty of phf51cal
harm to either staff or 1nmate. The model ‘also can be used to
demonstrate tectics of inmates for communicating secretly)with
one another or to keep an eye on the security staff. :

A more complicated but more useful model is one‘of.the
institution itself. Such nodeis ere found in the‘edministration
office‘or reception room of many‘institutions. By‘using a
similar nodel-in training} the students may be shoWn the exact
1ocation of“all facilities within the institution; In addltlon

-~

to show1ng the relatlve locatlon of various fac111t1es and
‘_ ‘. 4

equlpment w1th1n£the'rnst1tution; a model may be used to
indicate slternatevroutes»for access or egress when the most
common routes are cut off by‘fire, accident, or riot.; Indeed
models have stimulated modlflcatlon of safety procedures when
staff learned‘that ex1st1ng procedures were 1mpract1cal or too
time consumlng. “ |

| Models should not be used by themselves. After the model

is used in classroom 1nstructlon, the class should be taken

throughout the institution to point out the location of fac111t1es
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' demonstrated‘bn the model. The model merely helps ﬁhe class
visualize locations ﬁithin the ovefall context of the instituﬁion._
While the use of models hasvonioﬁéfadvéntége§~fo:Viéuai-‘
'izing spééifics with the instiﬁutioh, théré are some strong dis-
_ad&antageé. Models may conStitute éyserious storage problém:
}Their use is'felaﬁiQely'limiﬁed ﬁo a few iﬁstructional purposes.'
Coﬁst:uction of an institution model can be tiﬁe consuming and

~expensive.

TAPE RECORDER (AUDIO)

For the pasﬁ seVefai Years, the-ﬁape recofder has been
uged'in éoﬁrses‘inlspeeéh‘thefapy;,music aépreciatidn, counseling,
and interviewing téchniqqes.‘ Here we will have to discriminate
betweeh the audio‘tape récorder and thé Video tape recordef;f
.The audio‘tape ?éébrde;;'commonly known as'the ta?e recordéf,
simply recoras|ébﬁﬁd. The video recé:der fecordsAboth sound

and picture. The audio recorder can become a valuable, flexible

tool in-correctional training. Because few,pre-recorded tapes
‘ N _ . BRI T _

T - . f‘f\ - n"‘} ’ N ‘:""'A" o ' to ! ) v .

are.available for use in this:field, the training officer will .

have to'design.énd prepare his own materials.

Potential uses of audio taperrecdrders are suggested by

these examples:
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1. Taping a welcoming presentation by the governor,
commissioner, or warden to be played while their
pictures are flashed on.a screen through a slide
projector;

2. Taping interview sessions between personnel and
‘ 1nmates or ‘subordinates and having the class listen
5 ;~f-to and cr1t1cally analyze the content and quality

' . of, the 1nterv1ew session;

"31 . !;"rj. i’ \,) .

- 3. Developing pre—recorded tapes, u51ng several good
actors, role play a series of critical incidents,
particulary some which have occurred in the
institution, and having the class discuss p0551b1e
solutlons to each incident;

- 4. While presenting material on fires or riot control,
- tape recording a series of sounds which occurred
- during actual riots or fires tojadd realism;

5. Recording presentations made by guest lecturers
(with their permission) to permit the class to
review the material presented as well as use
outstanding lectures in future training sessions

'when the lecturer may not be available;

6. Finally, recording interaction sessions such as
role playing and group discussion so that the
individuals involved in the discussion may listen
to the quality of their interaction. Part1c1pants
in interaction sessions frequently get lost in the
-emotionality of the encounter and become blinded
to the quality of their own interaction as well

~ as their effect on other participants. Listening
- to recorded tapes of such sessions may prove a
. valuable learning experience for participants.

, Tape’recogders méy bé secured for as low as $60.00, although
the better or more rugged machinés cost approximately $250.00.
' They are highly portable, flexible, and4séful .equipmentifory

training.'>They have'the'disadvantage of having to be fairly
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‘close to the sourcelof sound in ofder'to_obtain adequate
sound pick-up. Generally distances in excess of 8 to 10
 feet are the outer limits of range of the tape recorder

microphone.

' TAPE RECORDERS (VIDEO)
o FA new audio-visuél tool which shows great promisé for
use  in tréininé is the Yideo tape recordéf. This unit
esééntially consists of three major coﬁponents: a téievision
monitor, receiver QrAtelevision screen; a television camera;
and the video tapeArécbrdér.‘ The camera photographs the
actiqns, which is electronicélly placed on video tape by
the recorder, aﬁd simultaneously may be séen on the television
monitor. . The monito; may also be used as the television
reéeiyer for,playback of the tape. Through thiS‘process
action scenes may be recorded and viéuglly reviewedvélmost
instantaneously.

There is a limitless potential for demonstrating to
E;ainees how they interact in a variety of sitﬁatiohs. The
, video'tape récoréers may bé used>to tape actual interaction
sessions betweéh.beer gfoﬁps, interaétions between staff and

residents, counseling and:interview sessions, group discussion

and role playing or a variety of nécessary action processes

Lory LT

LIRS
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such as administering first aid or defending one's self, 5.'
The trainee has the opportunity to observe himself in any'
situation. He may observe his own non-verbal behavior,

. or the effect of his behavior on:the otherémembers with

whom he interacts. Se?erEi.of-Ehe newer and ﬁore'expensive;
v1deo tape recorders are equlpped Qlth a- slow motion drlve
so'that action may be slowed down and closely observed which
may be partlcularly valuable in action sequences. Most
Qideo tapeﬁreoorders have an instant stop orbfreese position
so:thsr the action may be stopped and observed. All have a
| re-wind and re—play‘switch,‘in'order to replay a particularly
'important segment of time.- This will allow the treiner to
draw the student's attention tovspecific points and encourage .
their d19cuSSion on course material.

Needless‘to say, enornous training benefits mey be
accrued from‘the‘nse of the video taoevrecorder. For the

trainee, there is nothing quite like seeing himself in action

and learning from his own misﬁakes. However, . the video tape

recorder has a number of disadvantages,which_any organization
~must oonsider before attempting_to utilize the devicer This
device is expensive. It does:not do thedtraining by itselfl
rarher, itvserves as a supolement to training. This device,

like any other,—is only as effective as the training
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officer makes it. More specifically, the disadvantages of

the video recorder are: : s

1. vVideo tape reoorders“ere’éxtremely expehSive.
Those on the market today range from $1 000
to $10 000. ‘

As with all complicated technical equipment
"bugs" may develop which require a technican
to correct. If the institution is in an
isolated area the recorders may be out of use
for an extended time.

Tape for the machines is expensive. If the
machine uses 1 inch standard video tape, a
one hour reel costs $60.

. It takes time to learn to operate the equlpment
‘ properly.

The_v1deo tape recorder is such a fascinating
.tool that once the training officer develops
effective techniques for its use, other depart-
ments, particularly education and treatment,
will want access to the: equlpment, creating
- scheduling problems. :

Use is extremely time consuming. A taped
20-minute segment may take five minutes to
rewind plus another 20 minutes to watch or:
a total of 45 minutes. This does not take
into consideration the amount of time spent
in discussing pertinent topics or issues as
‘they. appear on the video tape.

While disadvantages’do exist, the video tape recorder is
probably the most valuable training tool that a skillful officer
may have. Nevertheless, the training officer and the'institutioh'v

must be aware that effective use requires development of special

skills and.design of a training program appropriate for the device;
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Most other training materials have built-in messages which
may get across. With the video tape recorder, the training
officer must'develop,'demonStrate, and utilize the meSsage

‘which he wishes to‘convey.

. » (:m '«\ ~'vw':, - L v:,‘ . _; - ’_‘ ;

Se o at

Often neglected as a tralnlng a1d is. the llbrary. No
classroom or tralnlné program.1s.conp1ete-w1thout thls educa;
tion and trainlng aid,' A basiCrlibrary can be started with a
few hundred‘dollars. If(this ls not‘available, staff may have
Asome useful but little books which they may donate‘orﬂloan tovv
- avlibrary. In addition to books are the number of madazines‘
and oerlodioals which either.staff or,the library mayrsub-
soribe‘to. Professional ﬁournals'in:theifield of correction
‘ and'law enforcement are not expensive; rThe journal Federal
Probatlon is free. Annual‘nembershlp in the American_w
cOrreotional‘Association and the-Natlonal Council onlgrime and

Delinquency is 3'and.5'dollars respectively. 'BothTmembership

fees 1nclude subscrlptlons to the profe331ona1 journals. ‘Mag-

azines and journals have the advantage of belng up-t o-date
Whlle most books become dated after a few years.
Where a professional_library is available, the training

_ officerfshoﬁld?S§come familiar with'the~material available S0

N
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that he may make reference .to a particular article or chapters

in a,book. It is probably more meaningful for the students
to be referred to small and 51gn1f1cant articles rather than be

-

'overwhelmed with a book or two.;iii.:;
Once a profes31onal lihrary is begunyrkeeping it up-t o—date

is not too expensive. A basic book list is found inl the appen—
dix of thiS'manuali Other assistance may be had from the ,'
National Counc11 on Crime and Delinquency which periodically
prepares materials useful to any correctional 1ibrary.“
SﬁMMARY(

'Nc-training prcgram is complete without a variety of
training aids to.supplement a variety of training techniques.
‘Ihe proper use of aids and techniques will act to hold the
" attention of the trainees, stimulate their interest, and
put the training message across inla meaningful manner. The
training officer should consistently ask himself: "What is
the point of this technique"and this'aid° Are we going astray?
Have I lost the class? 'Is this technique or deVice too amuSing
or boring?" The training officer should constantly evaluate
~ the quality of his aids and techniques. Just because the class
1s enjoying itself does not mean that either the aid or technique
is useful. The session may degenerate into a fun game rather

than represent meaningful learning experiences. The tralning

T o lbs L e e s . e o e et oo,

e e o s CEabe gt H

A




officer must constantly take the pulse of his classes. In
- other words he must corstantly evaluate his training processes

and'progfams,‘




CHAPTER V

EVALUATION

Every'training'pfogram contains'the important“facets of.
planning, éontént, teacﬁiﬁg techhiqués, and audio-viSual aids
which blend‘t0§ether to form the*traiﬁing package. :Evaluatidn
is anotﬁet}facet frequenfly‘neglected but éqﬁally as important;r
Put simp;y,'evaluation means: Are the tfainees 1earning what
the organizétion wdgld4like them tovléarn?

Without eValgation,:no trainer is aware of the effectiveness
of his'program. The importance and_complexity of evaluation is
at 1eést equal to tﬁose of any other phasé of the training‘proéram.
Too bftén this point is underestimated;and'a simple pencil-and-.

' paper test at the end of_t:éining is considéred‘sufficieht. Yet,
(péper-ahd—pehciliteéts supply only}part of thé _answer. For the
»total plcture of the effectlveness of tralnlng, 1nformatlon must
be gleaned from admlnlstration, from work superv1sors, and from
the trainees themselves.. Thls may be done by the use of paper-
_and—pencil fests, observatlon of JOb performances and 1nterv1ewing
staff.

‘Althoﬁgh the training officér,need no£ be’a»séecialiét in the

complicated tasks associated with evaluation, he should be .

sufficiently aware of these tasks to avoid underestimation of their
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importance and complexity. For our purposes;, it is sufficient
'towsummariZe the general nature of. the funqtion and conditions

"imposed on the evaluator.

An‘apparently‘simple question is: "What is the training

supposed to accomplish?" To obtain answers, ﬁhe tfaihing :
officér must.know'what'the policy-makers expected to accomplish
when they authorized establishmentVOf the training program.
Ekaﬁples of goals could includé: ’iﬁpfovement of work skills
..for a pa:ticular category of'peréonnel, increase.of the staff's
'éﬁareness of the individ;al qualities among inmates, reduction.
- of disciplinary problems among empléyees; or‘psychological pre-
parednéss of emploYéés for changes in the activities within
the prisbn. Affef determininé.the origihél goals, thévtrainiﬁg
officer has a_baSis for.cbﬁpafing,training reéults With what
wasvexpegted. ' | | | |
'Eve:yicorréctibnél system is unique.in that iﬁ has its own
vhistory,‘its éwn place Wiiﬂin the er#ail strucﬁure of governmeﬁt,
and its own‘set of persénaiities amoﬂg correctionaliéxecutiVes
and employeesé' The gvaluétioﬁ of tréining:should_dperate within
this'social-psychological contegt if its conclusions are to make
.sénse in term§ of the realitieé of ;orréctional work. Because
he is a parficipant in the life of‘his agency, the traiAing"

officer is likely to be prepared especially Well;to evaluate the
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'pertinence of trainincpto the realities of COrrectional'work
in thatragency;' | | |

The‘possibiiities of effective evaluation are limited by
.the‘degree‘to'whichvthe training outcomesﬁlend themselves to
measurement,- Some activities are'too:intangiblevto be measured
with the precision‘of a thermometer reporting the level of |
‘warmthvin‘a room. | |

Flnally, evaluatlon should result in measurements wh1ch
can compare the performance of one class agalnst another.‘ In
other words, evaluatlon should provxde data whlch stand the test
of comparablllty.v'The tra1n1ng offlcer should'haue Justlflcatlon
:for clalms that this klnd of presentatlon resulted in superlor
student understanding than that kind of presentatlon. ‘He Wlll\
not be‘justified if the‘two sets of'data are not comparable
because one;classhad‘a higher degree of previous experience

in the subject matter.

ADMINISTRATION

Periodically the training officer or training committee -

should check with the administration to determine what aspects

of training are still appropriate and which have become-so

‘.antiquated as .to requirevupgrading. The administration may

reveal planned changes in programs and goals which training may -
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help to implement. The administration may be aware of defi-

cienqgs in certain kinds of personnel. Regularly scheduled

meetings with executives will enable the trainihg'qfficer to

keep his pfograﬁ current with-reqﬁiréménﬁs of'fhe égeﬁgy._
Probably the’beét way to tap thevknqwlédge of‘exeguﬁives

is through interview sessions o¥ groﬁp diécussibns. hnléss

suéh méetipgs are scheaulea; the workload of many administrators

is such that it would tend‘to.cause them to overlook training as

one of their most important administrative tools.

B

WORK SUPERVISORS

The attitudes éf work supervisors toward f:aining ranée
‘between high appreciation and antagbnism. If the training
‘program is to bésucceésful, the training dfficer should include
supervisors among the ipstructors andlconsﬁlt?nts. He should
frequentlyvcoﬁsult the supervisofé regaraing the quality of the
traineés.~,fhe-information may be secured‘in two ways: the
Qéfk éup??viSo;s @ay‘5é ééked in a questionnaire to .comment onn
the qualiﬁieétgéithe trainees. Another informal but probably -
more effective way is~for‘the.trainihg officei to mingié with
work supervisoré over cdffeé and lunch.to‘discuss ideas} problems,
.and ihdividual trainéeé. Nothing'strengthens a trainihg progrém |
more than this ﬁﬁo—way commhnicatidn; This kind of contact
assures the‘work supefvisoré of the training prdgram's interest

in their attitudes and opinions.




TRAINEESV

The méét'impo;tént product of the training program is
thé tréinee. The effect‘qf tféining on~théir,attitudes,
'opihibns; and learned skills may be secured in‘severalAways.
Paper—and;pencil tests are the:simpleét means of detérmining
the amount.of inforﬁation learnéd and rétained. These'tests
should be administered before and after the training program.
Anpﬁher meéns of evaluatihg the progress of the trainee is to
observe'hié“pérformance of specific fasks and discﬁss the
OESefvation'with fhevtfainees‘ supervisor. These tWo means
of evaluation are useful in,the respect that they tell the

) training officef whether the students have acquired cburse con-
tent.

There are other aspects of evaluéti?n equally valuable.
Several months after the completion-éf training, the training
officer should follow-up on the trainees. Contacts with thé
supervisor can determine whether the trainee is performing ade-
quately on the job. Confacts with the trainee can.detérmine
whether the traininé haé been useful and appropriate to his job
experienég.' The ex-trainee may offer recommendations regarding.
changes in the prqgram:to‘maké training meaningfﬁl tO‘evefydéy

jbb”téské;“~Thé*tfainiﬁg officer may find that the trainee has
- ‘«’\"-'\':{i o . . R

not understood the importance or usefulness of some aspects of
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the progfam. Such deficiencies in understanding may suggest

a need to develop new,strategies of communication for future
' . . . ' v, ’. ; N ) ’* !

.

class sessiohs to get across certain cshtsht areas;, fﬁé fSrmer
trainee ﬁay offer sqnstructiVe counsel conéerning eiiminstioh
‘,or»additibn of topics and skills‘tb course subiect matﬁef,‘
Another véluable device is the daily log‘or diary in which
the trainee-records his impressions of his experiences during
traihing.;.This log should be more than a record of who spoke‘
on what topic. The trainee's rebort shduld'assess theIQﬁality
of instsuction,vthe pertinence of the topis; énd’the trainse's
recommendaﬁions for~improvement;_ It should not be necessary
that the logs be signed besause somsbtrainees prefer.to remsin
‘ahonyﬁous. -However, there should be some means of identification
,if'there is to be measurement of changes in attitudes as the
trainee moves through the course sequehce. Attitudes may change
in choice of’tppics for emphasis or iﬁ position along a negasive—.
positive continuum. Tb\allow for continuity in the diaries, ths
't;ainingiofficsr may ask that thestrainees select abnumbe;, letter,
or symbol and place this on each page of.the‘diary or log. There-
by, anonymity is safeguarded withqut eliminating the possibility
~of measuring attitude éhaﬁge.' If the log‘Strategy is to be
effective, tﬁe training officer should di3cuss in class the points

made in the logs. Students will-be'assured that‘the logs are .
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being used and that their effortsbare-worthwhile. This -dis-
cussion.indicateSKto the‘class‘that‘it is safe to give frank
opinions Without fear of retaliation._5Training'officers'mustt
av01d censure of students who offer negative assessments.
Nothing will kill this potentially useful tool quicker than
use of log contents tq discipline students or to threaten
trainees because'of some‘statement appearing‘in the log. ‘Logs
may be used to evaluate the quality and quantity of films,
atraining techniques lectures, and content, and the pertinence
‘of all the above to Job training.

The trainee is the product of the tralning program, but
he also has great potential asvan agent for introducing change
into‘the training program. ‘furthermore, as a graduate of'an
effectivedtrainingbcourse; he can belthe best salesman of the»

program to the correctional system as a whole

'OTHER SOURCES OF INFORMATION

FIn addition tohtheyadministration, the‘workisupervisor,
and the trainee, there are other potential sources of information
in terms of evaluating‘the program. One source is composed of.
training officers_invsimilar programs, both in other/institutions
and in other states. Through correspondence ideas and experience
can be exchanged in terms of course content, curriculum,’and

alternative modes of evaluating programs. Not to be overlooked
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as é potential source.of information are trainers connected
with néatbj larée-ind@striél cdncerns, who may‘haVe igdeas,
] éontént, and méterial'useful té the inétitutibn prqgrém,»m

| In institutions the inmates ére the uitiméte reéipientS‘-c
of the benefits of_staff training. They méy be queried con-
cerning their'petceptipns of a good’offimér or a poorrone.
Fihélly, the public may.be queried by quéstionnaire or bY:
imfotmal comtact in the community to'détermime theit1attitudes
toward the institution or its organizatiom. Community members
may have recommendatidns on howAthe organization might do a
more effective job at_sellihg programé and cqmmunicating with
' the community;' Insightsrcan be gainedtby learning théir
impigssioms of émployeés of the institution. Negative impres-’

sions could be remedied by attacking the problemsvin traihing.

SUMMARY

. Evaiuation‘is an important phase of thg trainiﬁg proéram.
Among thé methods of evaluation are péhdil-and—paper test$}blogs,
studies of job performance, andlintetviems of'administtation,
work supervisgrs,’trainees, ihmates, and commtnity fesidénts.

‘All'of these sources of information p:ovide'means of‘determining |

how ‘training can be made more effective in meeting agency goals

and providing employees with valuable and méaningful experiences.
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Does, in fact, training méke-a differeﬁée in jobkperfor;
mance and trainee behévior? A good training program gde$
beyond just training ﬁen. If it has the confiaence of all
segments of the institution's staff, a.training p;ogrém becomes
an effective channelrof communication between the various
departments and brganizatibnél levels., A good traiﬁing officer.
faqilitates communication between iﬁétitu£ional personnel'
and himself to»encourage éxecutive aQarenessvof morale prob-
lemsvand staff awareness of institutioﬁél_pfoblems:and the
goals bf‘the §rganiéétion.‘ |

_fraihing is not én'easy progrém,'a good time in liéu 6f
work, or an brdeallto be endured. Training is a meaningful
experieﬁce, usgful to both individual and'organizatiop, as a
means'of impfoving the quality of services and attaining
orgaﬁizational oﬁjectives. ’It provides great challengesrfdr
the training offiéer, but, in these challengés, 1ies_the
greatest possibilities for thé satisfaction accfuing from a

"difficult and vital job well done.




' CHAPTER VI

ROLE OF THE TRAINING OFFICER .

Once thé tfaining commitéeevhas established thé philosoﬁhy
and goals of_the training program, énd once the,tfaining officer
and his sfaff have implemented the-trainipg pfograms,.it is
“time for the traiﬁing offiéer to exémine and evaluate his'own 
role.

In some insfitutioné,fﬁraihing officers_ate'assigned a
'wide'variefy 6f‘responsibi;ities not directly connected Qith
'training. 'Frequently,'theée'fall in the cateéofy of tour guide,
public relations expert, cqmmunity speaker, and»even editor of
fhe_prison newspaper. Some of thesebdivetégv:esponsibilities }
are assigned the training‘officer because a sféff posifion has
not -been pro&ided fqufheée’tagks. -Sometimes, thesé‘diverse
"responSibiliﬁies are given to the training officer because thé
adminiStration may seé ﬁhese tasks és being'reiated to training
’or;because they perceive_thé‘training officef as not having
‘enough to do. |
it ” Wh¢hxth¢_training\offiggr,isAinvolved in taéks only incidently
relatédu£6J£¥;i;ing, the consequences are adverse for the correc-
tionalyagency as well %s for the tfainingvprogram'in itself.. The

agency is not getting genuine returns on its investment in training.

4
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if the officer can bétdivérted into incidental taské wi£h6ut
,'apparenf'léss to training. The object lesson is detrimental -
to fhe officer's oWn‘conéeption gf the importance of his WOrk> 
or the agency'é firm-comﬁitment to the:goais of tfaining. vHis
work in tréining looses the sense‘of purposé which safeguérds
him from the boredom undermining genuine teaching.

To avoid these advefse conseqﬁences, the agénéy should define
the tasks and responsibilities of the trﬁiﬁing officer to be |
in‘trainiﬁg as exglusively as possible. The agendyf;hould respect
itsydwn définition of the'training officer's‘rCIe; Howevér, the
offiéer himself has‘obligations tb takevactiéns against the pos-
sibility that.his training functions will be eroded. The»égenci
can give him only general instructions on purposés and methods
of tréining. It haé a responsibility toAfﬁrnish means of carrying
out the‘ihstrucéioné. BeybndAthis, thé trainihg officer must.de-
velop the "flesh" for the “"skeleton" the agency_execufives have
given for the traininé pfogram. Many choices must be made bé—
tween alternatiée ways of carrying-dut_the general instructions'
and ﬁtilizing the resources. At this-ievel,‘traiﬁing officers
-will-différ inrwhat they make of their jqb. ‘The effective officer
a'wili fhiﬁk through the aetailed‘meaning of the goals he has been
assignéa.m{Hé,Qill recogniie the impdrtance of fitting his pro-

gram into the network of relationships making up the agency as
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a whole. He will see that his‘tasks offer much room‘for imagina—‘
tion and . innoyation. He will be captured by the pOSSlbllltles
of his work andnnot paralyzed by the lack of detailed instructions
from the "higher-ups“f . |

This broader perspective of theAtraining officer's role may
be illustrated by reflecting on the'many alternative goals per-

tinent to in-service training. These alternatives range from

limited orientation of new employees to implementation of fun-

‘damental change into the correctional agency as a whole. They

range from training limited to only one segment of the agency
staff to involvement in the problem of integrating allvsegments
intova new kind of social system. Within this limited space,‘it
would.beiinappropriate to probe'completely thisicomplicated sub-
ject5~’It is sufficientbto list kinds of functions in;service
training can perform as outlined in an article by Elmer H. Johnson:v
I. PreservatiOn of Agency Social System
A. Communication of agency policy and procedures,

especially as necess1tated by changes in agency

environment;

- Readjustment of labor division among agency staff;

.

Prevention and alleViation of staff disciplinary
problems,

Reduction of tensions associated with working in
people-changing processes:

Emphasis on handling the client as an individual
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with certain needs, rather than concentration on
~ the presumed needs of the organization.

Implementatioh of Organizational or Program Change

A, Increase the percentage of staff members accepting
a new program, :

- B, Revision of status and job—rolevsystem to more
closely fulfill the needs of new programs (re-
training, etc.);

Minimization of staff conflicts during the trans-
- .itional process when new programming is being.
introduced; c

t

Encouragement of formal and informal staff group-
ings acceptance and support of new programs;

Raising staff competence to levels required
in content areas needed for new programs.

Development of Sensitivity

A. Aid agency staff to view situation from the
inmate's perspective; -

Aid the inmate to perceive his own habitually
inadequate responses to certain social situations;

-Aid staff to develop an awareness of the basis
for their self-images, as a factor to contend
with in staff-inmate treatment relationships. (6)
ThlS list of functions is useful to the training officer
when he must judge whether a particular task is consistent with
his role as training officer. From this list, he can select the
particular function, or set of functions, most germane to the tasks

- and goals he already has been assigned. If he is asked to perform

additional tasks, he can evaluate their consistency with his train-
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ing roletby attempting to relate them_to the fﬁnctibhs of tﬁat
trolg. . | | |

If they fit, ﬁis‘bnly‘prtblém'is'oné of st;ff time ‘and per-
sonnel. If tﬁe newly assigned tasks do‘nct fit, then thg train-
ing officer needs to negotiate with the institgtion's adminis-

' tration and staff té determipe who‘should assume'respohsibilityv
for thé newly assigﬁed'and‘deveioped tasks. ‘Tﬁis does not mean
that the training officer and his staff should be rigid. tIndéed,_
a training program to‘be effective and}of assistance to the organi-

_zation must be flexible. However, the training officer and his
staff must not be boégeé dth‘With chorés ﬁo one elSe:wishes’to
perform.

In ordet,to assist the'tréining dfficer at the institutional
ievel, it-mightrbe hélpful if a central~office‘positiop>as Super-
visor of Staff Ttaining and Developmént br’somé similar namé is
éstablishéd so that'this individuél through the Director of Co:—
reCtibns,tis able to‘support institttion_énd rqgidnal office
- staff training. ,Géprge Kiefer lists.the-following activities
‘as beiﬂg'aPPropriate for‘aAcéntral‘pfficééuper&isor'of tfain-
ing aﬁd,developmeht: | | o
| l. Assessing orgaﬂizational ﬁeeds in térms'pf per-

sonnel abilities, recruitment/retention charac-

teristics, quantitive and qualitive personnel
needs for newly-developed programs;
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2. Continuously assess the training needs of each
Department facility in the corrections area,
for Possible training program development;

3. Assist Departmental facilities in the planning
implementation, and evaluation of training programs;

4. 'Develop a series of essentially standardized
‘training programs (permitting appropriate local
flexibility), for various needs and staff levels,
and assisting/stimulating the facilities to
utilize these programs within their respective
units; '

5. Providing a key resource for administrative in-
formation relative to training program costs,
instructional or consultant assistance availability,

“budgeting for training, training equipment, and so
on; : o ; ,

6. In terms of Departmental budget-making, provide the
administration with appropriate cost estimates and
similar information, insofar as staff-training is
concerned--at the Department and facility level;

7. Serve as a stimulus and facilitator for Departmental
administrators and middle-management personnel ac-
ceptance of and real support for training;

8. Assist in providing a productive link between the

- Department and external organization having re-
N ‘sources which could be available for training
- ' ~ programs.  (7) ~ '

Thus, the training officer has established his own guidelines
for the implementation of a program. He has staff support at the
céntral office level. If he has been effective in building rela-
tions within the institutién, he has staff support within the
institution, but what of non-training activities. Does the train-

£

ing officer assume responsibility for some of these ;6ies? Cer-
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tainly a good case Canrbe'made for using the training officer

as a recruitment resource. Who else is better prepared to respond

to questions regarding preparation for work in the institution?

Certainiy a gdod case can be made for utilizing training staff

 as tour guides for few other institution staff are prepared to

respond to the broad variety of questions the pubiic may aSk.,‘Few-v
others in the institution staff know or have had contact with
almost every other persbn'within the institution, so that a dif-

ficult Question may be directed toward the appropriate'competent

- staff person.

A number of training officers find themselves in a position

‘where they are asked to write'the'job.descriptions and detail

‘respdnsibilities for every post within the institution. This is

a tremendous unéertaking and is a coﬁpliment to the administration's
pérception ofvthe compétence~of a Staff'fraining officer. Whi;e

the txainiﬁg officer is Writiné the joﬁ descriptions for each

pbst, he is also developing a sense of familiarity>with the |

institution, its positions and its personnel. He will also
- . . - P DU Y :
e 3o o \ EE

obtain a first-hand knowledge of the~dutie§'andffeS§onSibilities

required of every post within the institution. As he berforﬁs
B . h T *’

this task, the training officer needs to‘conStantly'détermine

 whether the existing training program is preparing the individual

for responsibility at this post. 1In proceés, it is also offering

a training officer the oppbrtunity for evaluating each post in




terms of its assigned-responéibiliﬁies. ‘It's not unusual for
men fo'have been assigned posts witﬁout éver having a cleaf‘
pictqre-or'guidelines as to the job responsibilities'éqr each
post within'the‘dréanization.- It is insufficient to say that
‘correctional officers shall do such and such or Lieuﬁenahté
should_do thus and so. Certainly aréaé of coﬁpetence should be:
established fof each grade 1evél within the organizational'hief-
archy. ‘But,.mdre than‘that, guidelihes should be establishéd‘
.for the opération of“each position within the orgahizétion} Thus,
a new man shifting from oheipost to anothef can read the estab- |
lished guidelines éﬁd know, within reason, what-is expected of
him in this.pew posifion;‘ With this'tyPé of role, in the organi-
‘ zétion, the traininé offiéer has fhe rare opportuniﬁy_of tailér-
ing training.oépdrtunities‘to job specifications;. while it is
time-consuming and a burdensome task, if the opportunity should
-be offered_tq the trainiﬁg officer to-dévéiop such'guidelines,
he shQuld do all within hié power to coﬁplete the tasks.

If training is to be taken seriously, it must be good, it
must be rele;ant, it musﬁ be stimﬁlatingg ‘It\mus£ alsdfhave

organizational support.-'The training officer must convince»the'=

administratidn-that‘participationiand,performanée in training

must be taken into consideration‘with other factbré-when staff

‘are being reviewed for promotion and salary increase. Few other
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' factérs wil; cbnvinée staff of adminiétration's support for
traihing'than to see,admihiétratignﬂutili;g'éﬁaff t;aining
" evaluation as one‘ériter;alfﬁr!;dvéhEemehﬁ;_K . L
‘ SUMMARY '? |

The foié of alﬁraining officéf may bé'quite diQerse and
complex. His role ﬁaytinﬁolve much more than simply designing
aAprogréﬁ andrteaching“in the proéfam.’ A strong possibility
emerges fhét a good tréining offiCer Qil1 soon evolveviﬁto a -
training department wifh staff'With‘muitiple skills, »Thése
skills include not oply in training, but a;so are util;zéd as a
service’ahd_promotionai vehiqle/déSigned Ep maintain'and im- |
prove the ofganizatiénfslgoals and capabilities. This indeed,.

is the ultimate goal of training.




~ FOOTNOTES

Plven, H. and Alcabes A.  "Education, Tralnlng and Manpower
in Corrections and Law Enforcement," Source Book II,
. In-Service Training. U.S. Department of Health, Educa-
tion and Welfare.g Washlngton, D.C. 1966.

Center for the Study of Crlme, Dellnquency, and Corrections.
“Training the Correctional Officer: The:" ‘Proceedings of
Two Workshops." Southern’ Illinois University, .Carbondale,
Illinois. - 1965, B L |

GOffm?Qv'E- "Asylums." Anchor Books, Garden city) New
‘.:Ybrk.'-196l; ‘ ' SRR

'\Kassebaum, G., Ward, D.~and Wllner D. "Some Correlates of
Staff Ideoclogy in the Prison," The Journal of Research
‘in Crime and Dellnquency, Volume I - Number 2 July 1964.
pp 96—109.

AN

Glaser, D.v,“The Effectlveness of" a Prlson and Parole System}“-
Bobbs-Merrlll COmpany, Indlanapolls, Indiana. 1964.

Johnson, E. H., “In-Serv1ce Tralnlng-' A Key to Correct10na1
' Programs," Crlmlnologica, Vblume 4 thber 3 November-
1966, pp. 16—26.'M, o :M,sirv, : AR
Klefer, G W., "Assessment of Staff-Trainlng Needs in Illinois
. Correctional Organlzatlons," Center for the Study of
Crime, Dellnquency and. Correctlons, Southen1 IllaniS"
Unlver51ty, June, 1968. e Ee o




Lesson:

Objective:

Handout Material:

' Assignment:
, Audio Visual Aids:
 Time:

Related Lessons:

Format:

1. To acquaint offiéers’with{prinéiples of

APPENDIX I

SAMPLE LESSON PLAN

Communication Techniques
‘verbal and non-verbal'communication,'1

2. To demonstrate how one's value system
affects communication

3. To improve interaction among institution
staff

Nonéverbal"diues in Counseling.jSaslow repriht

1. (See above)"A

Communication Patterhs, Rush page 31-48

How We Communicéte - 18 hinute film
Chalkboard - | |
Tape récorder
Three.héurs - including 1l fifteen minute bréak _
Attitﬁdes ahd Values
1. ‘Reasons for}commﬁnicatibn‘
2, Verbql communicétioﬁ‘
a. How leé;ped - family and school -

b. ﬁDifferences in use of words and tones
~ related to learning background .-

How to communicate‘effectively




Non-verbal communication

a. Effect of non-verbal cues on oral

communlcation

“Film - How We Communlcate. 18 mlnutes

!

’Record 15 minute dlscu531on and playback
to illustrate poxnts
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APPENDIX II

. ‘ ‘
FILM RENTAL LIBRARIES

Listed below is a sampling of some of the larger film

A}

libraries about the country. Each has catalogs.available

listing films, descriptions, and rental fees.

. Learning Resources Center
Southern Illinois University
Carbondale, Illin01s 62901

Indiana University
Audio-Visual Center
Bloomington, Indiana 47405

Bureau of Audio-Visual Instruction
Extension Division ' A - Cov
State University of Iowa

Iowa City, Iowa 52240

_ Audio—Visual ExtenSion Serv1ce L ,

~ University of Minnesota , ~ . U
2037 University Avenue @ ' A
Minneapolis,.Minnesota 55455

The Pennsylvania State UniverSity .
Audio-Visual Service '
Un1vers1ty Park, Pennsylvania 16802

Mountain Plains Educational Media Council‘ A
~ (Joint Film Catalog that includes films from the
following. The catalog may be obtained from any -
of these.) a -

Colorado State College
Instructional Materials Center
Greeley, Colorado 80631

UniverSity of Colorado
- Bureau of Audiovisual Instruction
Boulder, - Coiorado 80302




Brigham Young University S
Department of Educational Media
Provo, Utah 84601 '

- University of Utah
Audiovisual Bureau
Milton Bennion Hall 207
Salt'Lake City, Utah 84110

University of Nevada .
Audiovisual Communication Center
Reno, Nevada 89507 '

Risks College
Audio-Visual Branch
Rexburg, Idaho 83440

Unlver51ty of Wyomlng
Audio-Visual Services -
Laramie, Wyomlng 82070 B

e C

University of Southern california

School of Performing Arts

' Clnema Film Distribution, UnlverSLty Park
Los Angeles, California 90007 . :

Purdue University
‘Audlo—V1sual Center
Lafayette, Indiana 47907

Syracuse Unlver51ty
Film Distribution
Syracuse, New Ybrk 13210

Educational Media Bulletin

Division of Continuing Education :
Oregon State System of ngher Educatloni
. 1633 S.W. Park Avenue

Portland 1, Oregon 97202

' University of Illinois
-Visual Aids Service = .
Champaign, Illinois 61822.

Northern Illinois UniverSLty
Audio-Visual Service
DeKalb, Illinois . 60115




_private Industry, State, and Federal Agencies

Assoc1atlon Instructlonal Materlals
600 Madison Avenue :
New York, New York 10022 .

(DlVlSlon of Assoc1at10n Fllms, Inc )

U.S. Government Prlntlng office

Washlngton, D.C. 20401
(U.S. Government Films for Public Educatlon-
Publlcatlon Number FS5. 234:34006-63: Cost:

Sigma Fllms Inc.

P.0O. Box 1235 o

Studio City, Callfornla 91604

. (Math) :

’Audlo—Vlsual Department of the - Conservatlon Foundatlon
. 30 East 40th Street

‘New York, New York 10016

A—V Branch

‘Division of Public Informatlon
' U.S. Atomic Energy Commission
Washlngton, D.C. 20545 , o - : _
- (Two catalogs- Popular Level and Professional Level)

Twymén Films, Inc.'
329 Salem Avenue _
Dayton, Ohio 45406

Swank Motion Pictures, Inc.
621 N. Skinker Boulevard
St. Louis, Missouri 63130

Guide to Free Science Material

- _Educator’ 's Progress Service

- Randolph, Wisconsin 53956




APPENDIX III

RESOURCE AGENCIES

A number of state and federal agencles and profe551onal
organlzatlons offer valuable resource materlals and consultants.
Those listed below are only_a few which offer potential services

to training.

1. American Correctional Association
- 100 Shoreham Building
- 15th and "H" Street, N.W.
‘Washington, D.C. 20005
lMembership fee - $3.00

National Council on Crime and Dellnquency
44 East 23rd Street
" New York, New York 10012
Membershlp fee - $5.00

U S Department of Justlce

Federal Bureau of Prisons _

Federal Bureau of Investigation

Office of Law Enforcement Assistance (publishes
quarterly journal Federal Probation - free
to employees in the fleld of correctlons)
“from: :

Federal Probation
Supreme Court Building
Washington, D.C. 20544

National Institute of Mental Health
Bethesda, Maryland 20014
’ (Has resource information on- crlme, dellnquency,
and’ mental health) '
RRRE TR ‘ ,
State Departments ‘of Correctlons Mental Health,
Education, and Publlc Safety " o




Regional offices of federal agencies such as:

Department of Labor

Department of Health, Education and Welfare
Federal Bureau of Investigation

'Department of the Treasury

Large c1ty pollce departments usually have a number

of avallable serv1ces.¢

&

Local branchesfof professiénal associations such as:
American Bar. Assoc1atlon
American Psychologlcal Association
. American Medical Association
‘American Personnel and-’ Guidance Assoc1atlon
'Mental Health Association




APPENDIX IV -

-

' BASIC LIBRARY 3r“ ‘

A.;_Pefiodiéaié:
. bAmefican Journal of Corregticns‘v'

Crime ahd Delinqu‘ehcy |
'Fedgral’?robation |

National Cléafinghouse for'Men#al Health

| Inforﬁation - Crime and be1inquency Abstracts
- Excerpta Criminologi¢é *
Issués.inZCriminpldgy

'Prisoﬁ Journal
National priéén Statistics
Uniform Crime Reportsx

B. Books o
‘1.‘ The Challengé oflcfime in a Frgelsbciety;
le S.‘Superintendeﬁt of bocumenté |

Taskaorcé‘Reéorts:' Thé Poliée
Task Force Bepotts?. The Courts

Task Fofée Reports: " Corrections

Task Force Reﬁortéﬁ JuVehilé‘Deliﬂquéncy
Tésk Fo;ée Reports; 'Sﬁienééland Technology’
faék Fofce Bepoyté: ~Assessment of Cfiﬁe

Task Force Reporté: . Organized Crime |

!




©10.

 Task Force Reports: Drunkenness

Task Force Reports: Narcotics and Drug Abuse

;ll.' .

12,

13.

14.

15,

Crimin010gy,f*Sutherland'and Cressy, 'Lippincott

]

Crime,-Correction and Society, Johnson;“Dorsey

Manual of Correctlonal Standards, Amerlcan

Correctlonal Assoc1at10n

The Effectiveness of a Prison and Parole System,

Glasser, Bobbs Merrlll






