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INTRODUCTION 

The training ll function in c'riminal justice agencies sh~)Uld be established 
II (/ ') 

to meet legitimate tfaining needs that contribute to the organization's pver-

o 

all goals and should beoorgan}z~g to execute the tr~~ningprocessin the: most 
o ~I 

effective, cost-efficient manne~. 
(I 

" Training responsibilities include training needs assessment, program de-
. ~ ~ 

This :}:nopog~~ph" funded by the Law :q;p.forcement Assis-" velopment, and evaluation. 

.,tance Administrati6h will discuss how to develop a program once a n~eds assessment, 

'iscomplete~It may 'be us.ed alone, or as part of the tra:i,nin.g monograph series • 

" Contact LEAA for information on .training needs assessment and pfogram evaluatio~. 

The developmental pI'ocess is important to ensure that pre-dete,rmined learning 

'~) 

needs are met. Although program development can be a very complex task, the 

major steps q;re the same for all programs: 

. specify goals c 

'Write obj ectives 

identify t9pic areas 

===~=s=e=q~u=e=n=c~e,1i nrater,;:;;i:;:;;a:;;;l~====== 
select instructional techniques 

cP". 
select training,aids 

develop lesson plans 
, .~~;~ 

bud~et the program 
1;-

o .:J () ") 

~, 'J 

The;e,\liare five chapters in this monograph designed to" assist the
ll 
trainer 

D 
in developing a program. The first chapter

o 
is a'" d~5ussion of various 'learning 

\~ 

principles and "how they may help the \;:crainer in selecting his/her instructional 
,;' I)" 

'·f.~;' ,fj,"'r 
strategies later in th'e process. Chapter Two starts the actuai, developmenta4-

iI, Gil'; 

fl' process with specifying goals and writing objectives.. Goals,. and oDjectives create 

a f:r:amework for the trainer to design and implement a training 0 program. Chapter 
" o 

,Three discu§ses the design stage of curriculum development." Steps included in 

. (,.1 

o 

-,1 :i 

.~" 

o 
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this chapter. are identifying topic areas, sequeqcing material, selec,ting 
o !~'}":: 

" 
ins true.tional techniques, an,ji selecting training aids. Chapter Four deals " 

~,\ C ~~(;, 

with how to write a lesson plan. Common components ~,f a less~n ~,~an are 

descr~bedand a ~ample is provided. The last chapter, Budget;ing,gives a 

step by step apprb~ch for costing out a program. 
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CHAPTER ONE 

PRINCIPLES OF LEARNING , 

o 

The criminal justice trainer does not have~o be an expert in the psychology 

of learnin~ to~succeSSfU1. In fact, 

often,ocoPflicti,J and it is difficult, 

the many learning theories that exist are 

if not impossible, to identify anyone 

theory that explains; how a \garti~)uiar group of trainees will learn. Instead, the 

trainer should focus on some general learning principles that have gained wide 0 

() 

acceptance by practitioners. If applied, these l1)rinciples will assis t the traill~r 

o 
o 

(I ., 

in helping trainees learn through appropriate prdgram design and instructiori\ 
1\ ,. d " 

First however; it would be beneficial to the traiiier to be able to identify 

the three types of learning that hel she requires of the trainees. This .is because 
, 

difDerent types of learning may require different training techniques. Although 

there are a variety ,of n~mes for these learning types, most of the training that 

(1 
takes place"oin c'riminal justice will fall into one of the following: 

(t Cognitive ,or Knowledge Leatning - This requires the trainee 
to know material, and the level of learning is measured by how 
the knowledge is applied. (Topics might be, "Laws of Arrest," 
"Inmate Rights" or "Juvenile Code. ") 

Psychomotor or Skill Learning - Refers to the stages of learning 
a particular skill. TYPical stages in the learning process in
clude a trai~ee imitating the skill, repeating the skill, practic
ing the skill, and perfonning the skill out of habit. (Skill 
areas might be,. "Firearrlls," "Driving" or "Defensive Tactics") 

'. 1\ 
D 

Affective or Attitude Learning - AffeG,tive or atti~lude l~arning 
is measured by the way it gets reflected in the trainee's be
havior:' . In criminal justice, the trainer who is concerned 
about thlstype of learning is usually trying to cause,a change 
in° the trainee's behavior towards another gJ;ouP of peoille. 9 

JI 
In this case, the pnly method of evaluation is by assessing 
how the learning gets demonstrated. in the trainee's behavior. 
(One topic migl1t be "Human Relations") 

D 7 
Onc~ these learning types are understood, the trainer can use the 

following major priU:ciples of ''lecl.'rning as guidelines :tn developing curriculum 
c 
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,; II! 

,,<::I J 

11 
r 

, 

." 

.(.1 
Ii, 
\',' 

I 



'" o 

o 

o 

-

-4-
o 0 

,il ' 
for. them. Learning principles fall into four major r~rea$: motivation; practice; 

[> 

reinforcement; and learning transfer. 
" 

a 

MOTIVATION 

Any learning proc~ss is more difficul t if the trainee lacks the desire" to 

learn. This is especially true with the adult learner who usually must feel a 

need to learn in order to succeed in r,he training setting~ Typical among th~se 
~I ~ 

needs are: (a) achievement or success; (b) ,anxiety or fear of ~ilure; (c) ap-
;;, 
':' 

provalfrom others -- peer ~eview; (d) the opportunity to explore new areas; and 
','\ 

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

bination of the above can be used by the trainer to keep the trainee interested 

in learning. For example, at the beginning of instructiort,,';the instructo,r can 
;1 

discuss potential rewards for passing the" course, Le .. cer1~:i?ficates, promotion 
.:'::.,;:::' .-,\ 

,~) '," \} ., ~~~'~~ ~ 
The/>instruct\or can also r'ojlate h9W the 

~',:~, t"' 

;\ ' 

considera,tion, job re-assigrunent, etc. 
.:; .' t", /' > [.1 ,.'~' -: ',L!~l .' -,.,,': 

learn~,ng has helped him/her or others on th~ ,job by u!?ing aq:tual examples. Based 
's' \ rr 

on the fact that a trainee will lea:t::n more easily iitimotiv,flted, the trainer 
'r 

',' 

,should take every opportunity, to maintain the tdlinee' s will~ngnes~ to learn. 

PRACTICE 
o 

_,' Trainees learn more effectively if they are allowed to repeatedly per-

'" form or prac tice the,desi!ed behavior. More simp],y s ta ted, people learn b es t 

by doing. In implementing the "P:finciple of Practice" the trainer should tl7Y 
, ,\ {; 

to control the trairiees first attempts to perform in order to correct any' 

mistakes. Otherwise, the trainee will practice a behavior which mal! he un-

desirable i. e. in fir'earms jerking versus squeezing the trigger is something 

to be corrected immediately. (,l Anothe~"pR,fnt to keep in mind is that if train~ng 

is o to take place over a period of'time, it is best to dist:t;:,ibute the practice 

acc6rdingly. Spaced pract,ice versus concentrated practice assists the trainee 

in improving his/her performance. 
o 

o 
~ II 

11 

.0. 

o 
(, 

" Q 

" 
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Cr 

REINFORCEMENT o 

More effective learning will take place: i,f the trainee's correct responses 
<J 

are immediately reinforced through positive feedback'. It is important for the 

traine~ to remember in designing instruction that a trainee will be more responsiv~ 

to the learniR~ process if it results in a feeling of success or approval. If the~ 
o I \,., " ~ '.;:, 

\ 
trainee fails to perform the required task correctly, the trainer's response should 

be informative but not punishing. Improvements that result frolll punishment 'are 

usually temporary and may j eopardize the~ trainee's readiness for future learning. 

o 0 

Generally, the response should always be acknowledged and a correct response should 
t.' 

.'(, 

be reinforced through immediate and positive feedback. 
'/ 

,> 

LEARNING TRANSFER 

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

work epvironment. Without 'this transfer, the t-raining is a waste of resources for 

the agency. It is the trainer"s job to maximize the probability of learning trans-

f~r by designing the 'program appropriately. 
(, 

To be successful,trainees mUl?,t 
Flo 

" recognize that the training situation is applicable to the actual job setting. 

Thi~ can be achieved by making the training"conditions and requirements forsatis-

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

sections ox the jail for teaching area and cell searches. Additionally, practiced 
\'~j 

behavior in a variety 9f situations will help the trainee transfE):r his/her learning 

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

" occur. 

In summary, the tra~ner can help the trainee l~arn through the U3e of 
)j 

varidtt~ learning principles {, in the design and instruction of a p'rogram. ,;rhe~e 

principles are guidelines for" the trainer in selecting and developi!lg approp;iate 

techniques for meeting training obje~tives based on avail~ble resourc~s. 
\ G 
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CHAPTER THO 

GOALS AND OBJECTIVES 

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

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

been compl~ted, goals and objectives do not need to be stated. However, o~ce 
C) 

a clearly identifiable need has been identified, then it becomes incumbent upon 

the trainer to define and state the general goals and objectives of any training 

program. The trainer's ability to clearly specify these goals ,:gfrl<!,\~obj ectives 

will affect decisions made by administrators, trainers, and trainees throughout 

the training program. 

Goals and objectives provide the administrator with the 
"\, " 

Administrators. 
!l 

ability to mak:e decisions regarding the cost-benefit of the training progr.am. 

'By looking at' the information contained in the needs assessment and the goals 

stated for the program design to meet these needs, the administrator is able 

to conduct a cost-benefit~analysis for the agency. Additionally, by specifying 

goals and objectives, there is more data for the administrator to use to support 

the training program. Training programs done without an adequate statement of 0 

goals "or objectives, many" tf:mes lose that adJninistrative support that, is so 
iJ 

\' 

.' necessary. Another beiiefit to the administrator is that early communicgtion 
-, '" 

,,1) 

""'tj ~(J0'~~) 

)betwe~nmanageme.vt and trainer also~ provides' the, "opportunity to review training 
- n~ § 

",0. 

cOntent ane;! Sh~'tlld !lfinimi?e ",any unmet exPectations at the con.-cltision of the 
b a II o~'c ~ c (;0 -:'1 )) , • ) 

training. Goa~,s and GobJectiv~~ al~o provide for the establishment of account-
,p t' 

ability for the training procesf? 
':.: Ii ~ " 

~cc~untabilit.y ,is nece~sary if tr,Cl:ining is 
o 

to be considered a legitimate on,:g9ing organ:i,zational function. 
'<-I,e 

,.,~ -.-
Trainers. Goals and objectives provide trainers'with a method for soliciting 

sUPP9rt and feedbacJ,s, and, provide a technical framework for the prbgram development. 

C) 

o 

. "Yl, 

., 

ii/' 

~.~.-~=-~----------.--~--~ 

o 

o 

They give tHe traine.r direction in d~yeloping content, determining topic sequence, 
I( q 

selecting instruc't:ional techniques, and developing training aids. Performance 

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

o (J ". 

the method of program, development is simply listin.-g general topic are~s. Finally, 

objectivesocan provide a criteria for assessing trainee achievement and insfruc-

tional effectiveness. In this s~nse, they provide a built-in mechanism for 
1\ 

developing evaluation measures. 

Trainees. Objectives can playa major role in the t!ainee's approach to 

training. When a trainee fs given course goals and objectives, he/she has an 
IJ 

opportunity to prepaFe for training knowiJlg what will be expected upon,:,completion. 

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

direction for study and a means of self-evaluation. 

Determining the goals and objectives of a training program begins with a 

specification of the goal?, and is completed with the writing of performance 

objectives. Each of these topics are discussed in th~ remainder of this chapter. 

At the conclusion of this chapter, are some goal and objective worksheets that 
~ 

may be used in developing goals and objectives for a training,program. 

SPECIFYING GOALS 

Instructional goals or goal statements should: 

Be General In Nature II Instructional goals should be general 
statements from which (two or more specific performance obj ec-" 
tives can be derived. \'1\ " 

o j,Q . 

\ ,I This 

Administer emergency first 
aid ' 

Use restraining devices 

U,se force properly 

o 

Not This 

Apply a tourniquet 

Handcuff a prisoner 
,_, G 

Sta te the 'Depa,;1:'tment 's 'f 

policy on deadly f9r~~ 

,B<; Expressed As A Trainee Outcome Goal statemtfuts shouJ-d in-, 
" clude a-general competency or behavior the trainee witl be able 

to perform URDn completion of training." " 

I ! 

~ I :" 

1''\ i ' 
j! 

'! 

I 

o 

., 

o 
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This 

Enforce jai,l rules and regu
lations 

Prepare pre-sentenc~ re~orts 

Begin With A Present-Tense Verb 
observation ,:and measurement. 

It c 

,,:This 
~~\ j,--

Defend s~lf against assaults 

Write incil~nt reports 

Not This 17 

" 
o •• Understand jail rules and regu-

lations 

Appreciate the need for pre-
o sentence reports 

The verb should lend itself to 

o 

Not This 

Understand the principles of 
self defense 

c, '" 

Learn the parts of a report 

Not IncLude Any Conditions Or Standards~ - The goal should state only 
behavior and should not refer to conditions under which it will be per
formed or criteria for successful completion. 

Administer first aid 
o ' 

Use force properly 

• I, Not This 

•• Admin.ister emergency first aid 
. according to the American Red 

Cross First Aid manual, 1980 
. II 

Use deadly force in accordance 
with the Departmerit'sPo1icies 
and Procedures 

WRITIW~ PERFO~~CE OBJECTIVES 

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

develop more specific performance objectives. Performance objectives are the 

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

objectiv~ consists of three component parts: behavior, conditions, and standards. 

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

do at the'''end of the training. 

BEHAVIOR(S) 

Behavior(s) should begin with an action oriented verb that is measureab1e/ 

observable. Examples: 

Write a pre-sentence report 
v 
Conduct a cell search 

Fingerprint a person 

o (I 

o 
"'.----~~-,........,,--,,-~-

o 

w· ." 

-9-

'" (A list·, of acn::lon-oried~ed ~erbs are included at the end of this chapter.) 
/: (J 

D CONDITION(S)" 

d i t O~f the> obi-ective :Ld;entifies una~r what c!pnditions the The con it, on par "" ... 

trainee wil1'';:''[,e.<·,required to perform the behavidr. Conqitiorl's include': equipment, 

U i t Specific conditions ,should be' selected supplies, references, time, sett ng, e c. 

to simulate working "conditions as closely as·possib1e. EXiimp1es: 
= I Given a set of facts about a convicted pe:son 

In a cell" with or without contraband 

Using the eq~ipment provided " 

STANDARD(S) ':'\. 

t,he requir~ents f~\SUcceSsfU1 
(/ ~ 

completion of the The standards should state 

call. be stated in several terms such a~ speed, stated behavior." These requirements 

accuracy, p~icent cbrrect, compliance with refe~ences, number of errors, etc. 

As with conditions, standards should be determined based on, the acceptable level 

of performance on the job. ExampJes:~ 

W:ite a pie-sentence report acco~ding to th~ c~iteria out
lined irl the 55th District Court Handout 

., Identify a~~y ite:lls considered contraband using criteria 
provided in the Policy and Pro~edure Manual 

Fingerprint a pel;'son and obtainjingerprints which must be 
classifiable by the Anywl}ere" State Police CriPle Laboratory. 

can be written in any format, but must contain all Performance objectives . ,'''''' 
~(/ 

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

Given __________ ~(~c~on~d~i~t~i~o~n~)~ __ ~~---------

The trainee will (performance) 

Performance will be satisfactory if (standard) 

Q 

.... al 

00 

'0 

D 

o 

G I' 

o 

o 

, 
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'.' 
E:xamples: 

o ',i /----------.:";:-' -------,-------~---~------__1 
Given a set ~\f facts at;'but a 
sentence report according to 
55th D~strict Court Handout. 

o 
CO:;:; 

convicted person, write a pl;e
the criteria outlined in the" ':1 ' 

u . Ii ,I C) 

In a cell, with"or without contraband,) conduct. a cell search " 
and identify any items considered contraband a.ccording to the 
Policy and' Procedures Manual. ',c '), " 

(, {j 

Using the equipment'oprovided, fingerpd.nt a person, and obtai 
fingerprints which; must be classifiable:by the Anywhere State 

"Police Crime Labora.'tory. 
(/'/ \) 

PLAN EVALUATION 
\. D 

t.: , 

o ' 

o ~\ 

(ID 

,'), ~~' 
D, " Q ,~~.J 

II In ,l~:!:lll~~ry, the train.~,r, can blue~~:n~/~,he t~ain;Lng'iJ'~Ogram by first, formu-

lating goals and writing performance objectives for ,~11d6ehaviors the trainees 
(1-)/ 

:\ (j 

will be able to perform, at th~; completion of training. Relaqonship of the goals 
o "1 

d 0 

and objectiv'es is from, the general to·the specific. '1'--' Performance objectives mt,lst 

have three components: 
" 

D ,~ /1 
behav·l.o;, conditions,,, and standards f 

o 

a 

o 

o 

o 

o 

~I , 

g i' l.~ 
(~ 

~------------_ ,-~ __________ q~~_~~J 
6'il 

,II " "III 

0,," 

= 

() 

, ~, 

ABBREVIATE 
ADD 
ALTER 
ANALYZE 
APPLY 
APrRAISE ,
ARR.A..NGE 

j",\ 

ASKJI 
ASSEMBLE 

BEG:;tN 
,,' BEN!? 

BRING 
BRUSH 
BUILD 

CALCULlV:tE 
JCALL~ .~. 

CATEGORIZE 
CHANGE 
CHART 
CHECK 
CHOOSE 
CITE 
CLASSIFY 
COLLECT, 
COMBINE 
COMPLETE 
COMPUTE" 
'CONDlJ<:;T' 
CONNECT 
CONSJ:DER 
CONVERT 
CORRECT 

DECREASE 
bEFEND 
DEFINE 
DERIVE 
DESCRIBE 
DESIGN 

\f 

o 

c 0 

• 
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ACTION-ORIENTED VERBS 

DESIGNATE 
DE'tECT 
DIAGRAM 
DISCOVER 
DISTINGUISH 
'DISTRliBUTE 
DIVIDE 
DOCUMENT 
DRAW 
DUPLICATE 

EDIT 
ESTIMATE 
EVALUATE 
EXPAND 
EXPLAIN 

o 

FINISH 
FIX 
FOLLOW 
FORM 
FORMULATE 

GATHER 
GIVE 
GRAPH 
GROUP 

''HANDLE 
HOLD " 

IDENTIFY 
ILLUS,]RATE 
INCREASE 
IND:tt~E 
INDUCE 
INFORM 

"""INSERT 
"'INTEGRATE 

ITEMIZE 

/) 

LABEL 
LEAD 
LIST 
LIFT 
LIMIT 
LOCATE 
LOOK 

MAKE 
MAP 
~K 
MATCH 
MEASURE 
MIX 

ijAME " 
NUMBER 

OPERATE 
ORDER 
ORGANIZE 
OUTLINE 

PARAPHRASE 
PAT 

) PLACE 
PLAN 
POINT 
POSITION 

Q PREDICT 
PREPARE 
PRINT 
PROVIDE 
PULL 
PUSH 

Q ": 

QUESTION 

READ 
RECALL ·:e " 

RECITE 

II 

,:J 

.-;s:~ 

RECONSTRUCT 
RECORD 
REDUCE 
REMOVE 
REPLACE 
REPORT 
REWRN 

" 
SEARCH 
SELECT 
SEND 
SERVE 
SET 
SIGN 
SIMPLIFY 
SKETCHi! 
SMOOTH 
SOLVE 
SORT 
SPEAK 
SPECIFY 

, START 
SUMMARIZE 
SUPPORT 
SWITCH 

TABULATE 
TIME 
TOUCH c 

TRACE 
TRANSFER 
TRIM 

UNDERLINE 
USE 

VER.IFY 

WEIGH 
WRAP 
WRITE 

I 

'I 
I 

~'~-"--<-~-~-~ 
~ 
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(I 
o 

0" 
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GOALS AND OBJECTIVES 

PROBLEM~ __ ~~~ ______ --~------~-__ --_c,~ __ ~~ ____________________ _ 

o 
INST~UCTtONAL GOA1:~ __________ ~ _____________________________________ _ 

j"--") 
-------r------------------~.--------~----~~~j~'----~"----t/~/~.------G~~~---

,.->', 
PERFORMANCE OBJECTIVES: (PO) 

,PO l' 
Behavior: 

Conditions: ____________________ ~~-----------------------------------------~ 

Standards: 

PO 2 
o 
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PERFORMANCE OBJECTIVES 
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INSTRUCTIONAL GOAL ______________ ~ ______ ~~-------------------------

PERFORMANCE OBJECTIVES ~? 
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CHAPTER THREE 

DESIGNING THE CURRICULliM 

'0 

'" After writing the goals and objectives, th'e trainer is ~eady to design the 

overall training program. The next steps in the developmental process are identi-lj 

fying topic areas, sequencing material, selecting instructional techniques, 'imd 
u 0 ,'0 

selecting audio-visual aide's~' 

IDENTIFYING TOPIC AREAS o 

(, 

Course content is devel'oped" by reviewing the performance objectives. 

Obj~ctives that relate to similar materiaf are grouped together under one topig 
Q 

area. Once all objective's have ,!?",een included under at least one topic area; the 

trainer should assess the proposed curriculum. Each topic should: 
" 

o 

Be significant to the success of trk~nees in performing 
on the job and contributing to 'the overall goals of the 
agency. This significance should be-expressed in such 
a way that the trainees see it as relevant to them. 

Have a focus or continuity that helps the trainee pul~ 
facts and ideas together. 

Be feasible and practical based on instructor's capabi!l..- !I 

ities, trainee background, and available resources. 
o 

Have specified objectives. The trainees should be re-
quired to demq!).strate a behavior. that they could not 
previously perform, or p'erform effectively. Entry level 
skills should be identified so that objectives being met 
prior to training can be eliminated. 

The topic areas ,that meet these standards shq,uld be retained to form the 

basis of the training curriculum. Any topics that fail to meet these standards 

should be revised or discarded. 

a 

Topic areas that are lengthy or complex will need ,to be further div,ided prior 

to writing lesson plans. For example, the topic of searches for co~rrectional 

officers may be broken into the areas of b~dy searches, cell search~s, and area 
"CD "'-~ (, 

" ~" 
searches. Th& trainer should develop subject matterr,outlines )~or each area of 

,.f 

!I { 

o 

o 

(i 

,', 
" . 

o 

= 

(j 

().-

Q 

irtstruction. These outlines should include the important facts or points to 
\ 

;'£< 1\ 
be covered during instruction. Subject matter outlines will be further dis-

cussed in Chapter Four - Lesson Plans. 

SEQUENCE MATERIAL 

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

~re'sented. Of .primary concern should be ways to help the trai~ee learn. There 
i\ ~ 

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

justice trainin~. 

o t'~ 

(>\ ~~!:.! 
Q 

L\ ., '\\ 

Maintain Interest Place a topic chat is of high interest 
to trainees at or near the beginning of instruction. Iden
tify o~her high interest topics and place them strategically 
throughout the program, i.e. when teaching criminal investi-, 
gation, homicide investigation will attract immediate atten- " 
tion if offered in the beginni"ng of the unit. 

General to Specific Content Present the generaL idea first 
an~ then proceed into the more sp(~£Jfic details, 1. e. when 
teachirrg counseling techniques, the principles of ,a, particu
lar method should be discussed befo~e demonstrating speci.!ic 
approaches to clients. 

Logical Progressions 0_ Some of the topics by their objec
tives.will dictate that one behavior must be learned before 
~nother can be achieved. In these instances, topics should 
be scheduled so that required ~or must-know competencies can 
be learned prior tn attempting more difficult material, Le. 
~., trainee must learn 'to roll the ink before hel she can finger-

(~p:rint a person. 

Summary Practice Towards the end of the program, the 
trainer shoulg ~equence some topics that allow theOtrainee 

., to practice a combinatioU"'tof behavi()rs or competencf'es. 
Practicing a combination 6f learned behaviors will aide 
tr~inees in retention and transferability, i.e. emergen~y 
first aid instruction may have an exercise of "mock'!l!in':" 
juries for trainees to practice initi-B.l patient surv~~ys 
and a variety ef learned techniques. 

SELECTING INSTRUCTIONAL TECHNIQUES 

A trainer should consider three different factors in selectin& instructional 
'''-~ 

<) 

techniques :Eor trai~,ing topics: 
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Types"of Learning Cognitive/knowledge, psychomotor/ 
skill, and affective/attitude. '; 

• Q Principles of Learning - Motivation, practice, feed
back, and tran~ferability of learning. 

Constraints Costs, available time~ class size, and 
instructor capabilities. 

The effect of each of the,above factors must be talren l.'nto 'd - consl. eration before 

choosing any of the followIng instructional techniques. 

LECTURE METHOD 

The traditional lecture is an oral presentation without the Use of visual 

aids or tr,ainee partl.'cl.'pation. A more c t f 1 , ommon ype 0 ecture (,is the illustrated 

lecture utilizing audio-visual al.'ds to 'f ' rel.n orce l.mportant points throughout the 
"" 

presentation. In either of these forms, the lecture is most appropriate for" 

providing knowledge learning, but it may also be useful in"the affective/attitude 

ie' :II i " arnl.ng area., t s especia,lly useful if the trainees have no Px:ior knowledge 

in the particul.a!r area. The lecture is .!!2! effective ~n skill learning. 

CriminaJ. justice trainers use, the lecture fO!';mat for topics, such as History 
, 

and Philo'sophy of Law Enforcement, Funq,amentals of Criminal Law, Psychology ~f 

:Abnormal Behavior, and Le~,al Rights of Inmates. Most pr the objectives in these 
uu 

areas require knowledge learning. 
,I' 

DEMONSTRATION METHOD 

The demonstration is' used to sh~w' a particul'ar skl.·ll to the participants. 
o 

ihis technique is generally used if ,tral.·nees have t f" d h no per orme t e skill "bef'ore. 
" To assure that the~traiCees will. be bl a, e to perform this sRill on their own, they 

should be allowed to practice the skill after observl.·ng the' ,J l.nitial demonstratio.n. 

,The demonstration Cmetho~,,,,'~b~~ft:L;res a smal~1 class size as the inst?;:,uctor must be 

"able to supervise ,',t,';rain~ks ;:J~hey I' ,,'. practice. Demonstratio.n techniques are most 

o 

--, 

o 

\1,' ,.,,1 

(; 
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effective for psychomotor or skill learning. ~xamples in criminal justice in-
, , 

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

small 

tions 

D~5CUSSION METHOD {, 

" 
Discussions may take many forms in the training setting~. The' most cpmmon, 

group discussions, are designed io develop problem-solving 

skills. Small group di/~ug$idhS are ge~erally designed in 
"J 

and communica-

two ways. The 

'first, a directed group, is given an exercise that us~ally requires the group 

to assess and solve a problem. The second, non-directed discussipn, is designed 
(\ 

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

, trainees. 
, ' 

The discuss~on method must be ca,refully selected and planned so that the,,) 

exercise results in, meaningful learning. One problem with groups is ~h~F they 
, '. !,3~! '" ". , 

may' be distracted 'iand" s;I>el'l:dt;i.,m~.d:ls('.~ssingisBuesthat a'reunrela:teo' t:othe'" 
I, 

'" ,. l' ,;-~~: ., 
THe instructor: can control the ,amount of unrelated discussion 

to s()me degree by careful selection of group members, limits on the number of 

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

end of the exercisf~ period. 

'i 
The discussiqn method works best for knowledge and attitude learning', In 

criminal justice, ~~roup discussion is often the,method selected for teaching 
: r;::: , 

human relations ancl interpersonal communi~ations. 

ROLE PLAYING 

Role playing'may be a structu~'ed or a non-struc tured experience. A struc-II . 

" 
tured experience i~' when 

:1 
II 

participants these :lroles 
" 

\' I, 

the trainer develops particular roles and gives the 

to act out. 

Unstructured ::role" plays do not have. pre.-determined roles or guidelines for 
0,' 

the trainees. 
I, 

The :1 trainer 's J' ob is to direct t. his; technique so that trainees act 
I! 

or react as they wCluld if the situation were real. 
II 

For instance, o:j.n teaching the 
II 
II 

Q 
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o 

handling of domestic disputes, non-structured role playing may be used. 

; Role playing is one of the primary i~~tructional methods \hat ~rovide~ 
) '\j 0 \~ 

D ~ppo17'tuni ties for trainees "to practice in a 'simulated work setting. For example, 
. '~o 

a n~w probation officer must learn to interview people t~ obtain information 
id , 

about" a cl~el1t ",:frior" to writl.ng a pre-sentence rep~,rttJ Role playing allows 1;:he 
q1 !) 

trainee probation officer to practice various approaches to asking questions 

without the risks invo~,ved in "practice" interviewing in the field. Exa,mple~ 

of topics that util~ze role playing techniques are: Crisis Intervention, Inter-
r).ii !.;..' _" 

viewing, and Counseling Techniques. A sample role pla~ is included at tpe end 
o g 

'&) 
of this chapter and is listed as Attachment I. 

CASE STUDY 

The case study is a description of 9- situat,ion or set of circumstances that 

create a problem to be analyzed and solved by the trainees. Cases must appear 

,~, . '.' .' , .. " .. ' () 'c" - iI 
rea.l .to thetraineesiri'tneir respeCtiveiwork environmen,ts. 

This methodology is generally used "tI~, hel~ the trainee learn good problem-
II"::) 

solving and decision-making processes. To the extent that trainees react to a 
, 

given situation, it may also reflec1j..) their behavior based on individual values 
(r .. 

and attitudes. 
o 

The aPPlication 6f case study methodology is often seen in criminal justice 
o 

" - topics: Patrol Techhiques;, Supervision of Inmates; Criminal InvestiggJ::Jon; and 

Working in Groups and Teanis. A"sample role play is included at the end of this 

chapter and is listed as Attachment II. 
1/ 

Tn conclusion, ~he,type of instructional methodology used is dependent on 
, 

; 
" 

the factors of "learhing typology," "principles of learning," and "constraint,s," 
G 

such as "costs, available time, class size, and inst:ouctot" capabilities." The 

method must fit the subject matter to be learned. a 
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SELECT TRAINING AIDS 
'0 

',;0 • i 1 techn~que6s- to be used during training, " After 'selecting the ~nstrucf ona ... 

" 0 

the trainer must decide what instructional aids will l;>e included in 

sentation. 

, 
~~ 

Commonly used aids are chalkboard, flipchart, overhead 
G.) 

cie~, films, slide/ tapes, and tape, recordings. 

the pre-n... 
" -, (~ 

transparen-

Instrt!ctional aids should be selected based on their potential contribu-

tion to th~;["trainee' s OV~;~ll learning process. Aids are especially helPful/ 

in presenting material that is not thoroughly or accurately conveyed verbally 

and in providing opportunities for appropriate trainee practice, f:edback, and 

reiriforcement. 

Training aids must be relevant to the important points' of the material. 

Otherwise, they are superfluous to instructid'n and may distract trainees from 

the desired le~rning. Each aid has advantages and disadvantages as outlined 
(~(i=-'=C:: Ii 

in the chart that follows. 

() 

o 

Ilr.l 

o 

I) 
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o 



o 

At;TDIO-YISUAL AIDS 

Chalkboarj 

:F1:Lp Chart (easel with 
'pad of paper) 

o 

Handouts 

1,1 

Overhead Tr.ansparencies 

Slides 

o 

o 

o 

-2Q-

ADVANTAGES 

inexpensive 

does",not require preparation 

easily changed 

may be prepared in advance 
or not 

pages easi~y saved 

)P 

pages easily displayed else
where 

eaSily moved for better 
viewing o 

may be prepared in advance 

• provides materials for later 
, r~Jerence 

. instructor does not need 
time to write out informa
tion 

can be prepared by variety 
'of sj"mple , inexpensive 
methods • 

"particularly useful with 
large. groups 

projectors are easily ob
tained 

;1 

resul t§, in), colorful, realis
tic reproductions of ori-

I 

ginal subjects 

any 35mm calmera is ,; useful. 

• easily revised a~~ up-dated 

easily handled, Stored, and 
re-arrangecl for various 

I uses Ii 

can be comb~:ned with tap.ed 
'i narration f,or greater 

effectiven~ss :. 
may be adap~ed"to group or 
individual :iuse 

Q 
\1" 

~. 
~, 

DISADVANTAGES 

. difficult to prepare in 
.~ 

" ,x advance 

. difficult to save 

paper. size limited 

can not be erased 

• may distract attention from 
presenter () 

require special equipment, ,', 
facil:i,ties and skills for 
more"advanct\d pr,~paration 
method;s 

, require some skill iIi 
photography 

require special equipment 
for close-up photography 
and copying 

can get out of sequence and 
be projected incorrectly -
if slides are handled in
dividually 0 

require a slide projector ~ 
not always oeasily 'obtainable 

? 
Q o 

o 
AUDIO-VISUAL AIDS ADVANTAGES DISADVANTAGES 

Filmstd.ps 

Recordings 

Video-Tape 

<iiiliNii!! I 
'~ 

are compact aildeasily. 
handled 

are useful for groups or in
dividual study: Projec
tion rate controlled by 
instructor or user 

.,. a:t;'e projected with\~) simple 
lightweight equipment 

\\ 

easy to prepare with regular 
t;ape recorders 

has applications in most 
s~bject areas 

equipment for use is easy to 
operate 

flexible and adaptable as 
either individual elements 
of" instruction or in cor
relation with programmed 
materials 

permits normally unavailable 
resources to be presented 

\\ 

o 

", 

are relatively difficult 
to prepare locally 

require film-laboratory 
service to convert slides 
t~ filmstrip form 

are in permanent sequence 
and cannot be rearranged 
or revised 

require a filmstrip projector 
c) 

may have a tende~cy for 
over-use, as oral textbook 
reading 

<7 

equipment is diffi 
get 

• must fit technical require
ments of television 

;/ 
0' .I 

o 

Adapted from a model by Jerrold E. Kemp, Planning and Producing Audio
Visual l1aterial$ (New York: Chandler Publishing Company, 1968) pp'~ 36 
37. 
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ROLE PLAY 
o 

LESSON-INTERVIEWING FOR PRE-SENTENCE REPORTS 

You Are Probation Officer Jones 

o 

BACKGROUND 

You are a juvenile probation officer in a small mid-west city. Your 
"office is staffed with six probation off:i,cers and a chief probation 
of:t;icer who assigns all pre-sentence investigations and caseloads to 
the staff. 

In the past, all pre-sentence investigations have been handled by two 
probation officers. The chief probation officer has decided to change 
that 'policy and have each probation offic'er handle both pre-sentence 
reports and supervision of a caseload T'I 

'-' 

MEETING 

At 2:00 you are called into the chief probation officer's office. He/she 
assigns you a

r 
pre-sentence investigation to complete" and expects the re

port on his/rITer desk in seven days. 
',Ii 

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

CLIENT INFORMATION IN FOLDER 

Name 
Age 
Sex 

Status 

John Adamson 
l3 
Male 

February 18, 19~0, appeared before Judge Reed on a 
petitio~lfiled by Mr. Adamson (father) stating that 
John was incorrigible. 

John Adamson was adjudicated',~nd ordered held at the detention 
facility for one week petl~:tirig a disposition hearing. 

ASSIGNMENT j>:1 
))z.j{'li 

NOTES 

"f, "i - " i.~ ~i1' ~ .::;-. < ___ • _ 

You must review' the pre-sentence report fonnatp;r:ovided and interview your client, 
Jolul Adamson, to obt.ain alll the information you need from him. Since you only 

. h~ve one we~k, you will only get this oneJopportunity to talk to him prior to 
making your recomm~ndations. pi 

You may use notes. 
You may not ,use the printed handout. 
~ou do not know at this time whether John would be assigned to you~ 
cci'seload :tf' you recommend probation. 

,J I 

t, " 

• , 

<} 

" r::. 

o 
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You Are John Adamson - The Client 

BACI(GROUND 
I):~' " , ;:;! ',~ 

You are a 13 year old male who ,has been found incorrigible qy the court. 
The petitiol1 was brought by your adoptive father whom you have grown.to 
resent. 

You are basically a very friendly, intelligent boy who del:i.ghts in putting" 
adults "on the spot." It is not uncommon for you to take control of a 
conversation with an adult by asking questions thatoare difficult for them 
to answer. You quickly perceiveoif som.eone is threatened by you and con
tinue to inrt4;'midate them.;:··However, if they do nc;>t act threatened II or con
fused after:~j4)l)le discussion, you want to be their friend. You are not 
sure how tdt:ikt like a 13 year old boy. 

I'~" " . 11'~I, ' 
You are in 1:ne detention center where the judge sent you fo~ one week. 
When you ret:urn to court, the judge will tell you what the c,jourt will 
"do to you'! I'for being incorrigible. 1,.1 

["r:;',J 
,,~} 

ASSIGNMENT 

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

You will provide the information listed below only if asked for it. DO 
NOT volunteer information. Play the part as described in your background. 

1/ 
Yoti are an intellig,ent, qUer~Oning boy who catches people off-guard. 

INFORMATION TO PROVIDE 

Provide information if asked appropriate questions: 

A. Father I ':. 

! 

doesn't 
'~ '\ He like you. He likes your sister. He adop ted YI\>U and now 

he doesn't want you anymore. That's okay, because you dOI;l'1: want 
to be there anymore either. 

B. Mother 

She cried when you left. You miss her a little~ She's hc>me with 

11 

your sister. OJ Cl 

C. Sister 
1\ 

You plaJl'ed a lot with your sister. You miss her the most~ She"'s 
only 9 years old. She never did anything wrong. 

') 

() 

OJ 
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School Performance 

Yoq like' school. You've been in a lot of schools. Teachers get 
mad at you and you,con't know why. You try to learn and once you 
tried to bU'fld a pi'a~e based on the principles of aero-dynamics. 
You keep being moved from one school to another. 

1\" Ii 

Problems At Home 

You don't know why you have problems at home~ ~ou try to ~e good, 
but you're always getting in trouble -- like when you took your 
father's care engine apart and lost some of the pieces. 

F. Disposition 
<J 

Yo~ don't want to go home. You'd rather stay in the detention center 
With all these people. They don '"t want you at ,home and Y;pu don't 
want to be there. c 

G. Church 

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

H •.. Friends 

You don't have many friends. Only one other boy in the block, 
Jason, age 14, plays with you. 

() 

0" 

~/ 

o 
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PASE SWDY 
\) 

o 

LESSON - BARRICADED GUNMAN 

The Barric,ag~d Gunman Incident 

o 

You are a Sergeant for the Anywhere City Police Department. You are the 

shift supervisor on duty at 2:00 a,.m. on a) Friday night. You have six patrol 

cars on the road with one man in each unit. /I 

'\ 
Ii 

A call comes in thiat a man is barricaded in his house '<f.iring a rifle in-

discrim~nately at paSSitlg traffic. Two cars are sent to the scene, and you 

start to the scene you~·~elf. When you arrive at the scene" you ,.find: 

A. Both patrol cars parked in front of the hous,e; 

B.iI One office]~ behind his car in a squatting position 
with weapon drawn; 

C. The other officer is pinned 'down on the front lawn 
by shooting from an upstairs window; 

'D. The officer on the lawn appears to be shot twice 
in the left shoulder and leg; ij' 

E. Traffic is still paSSing on the street in front of 
the house; 

o 

F. Two of your other four units are dispatched to a 
breaking and entering in progress ~nd a personal 
injuryacciden t. 

" 

Your department does not have a' specialolteam fO,r situat:J.ons· 0ikg this. 
\) 

o 

It ~\ --} '1 

is up ,to the shift supervisor to either handle the~, call.~or ask for assistance' 

from the State Police. Their team will taRe approximat~iy 45 minutes t~~arrive 
if ,requested. The only other source of manpower assistance is the Sheriff's 11 

. !J 
Department. You know that tonight they have :t;our cars out patrolling, theO County. 

(,I You must decide your plan of action and outlinecsequ.,el1tiaIJ,y.;;tII.the steps 

you would take to resolve the situation • 

0" 

!j " 
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CHAPTER FOUR 

LESSON PLANS DEVELOPMENT (.:> .. 

CI 

h all t.h~. °nece~sary materials to develop lesson At this point, the trainer as co ,~ 
., 

plans fot each presentation. 
Ie 0 

Ti?e lessonfS>lan "is a written guideline ~orthe "in-

" b' . to be achieved, the content to cover, structor that tells him/her the 0 Ject~ves 

" 
and methods ~o use in teaching the content. 

o 0 ~ 

The trainer does nd~ have to use anyUparticular fot~t for lesson plans, 
;'1" 

"'. I d all th,e information needed toO teach a particular hqwever,he/she should inc ~ e 

lesson. 

TITLE 

o 

Common components of a lesson plaQ are: 

Title 4) 

Trainee Popu~atio~ 
Cl 

~Time Allocation 

Performance Objectives 

Evaluation measures 

Classroom Requirements 

Traif'ing Aids 

Equipment' 
Die>... .\ 

Subject" Matter Outline 

o 

o 

c 

should' have a title which ;eflects the topic (s) to be covered ~~~'iesson 

'" "', t' in Domestic Assaults'not as specifically as possible, i.e."Crisis I(~3rven ~on 

Crisis Intervention. o 

TRAINEE POPULATION 
o 

trainee,~ should be stated to help the instructor under-The job titles of c 

stand the level'o~ the, target "pulation 

officer, detectives, probation,officers. 
~~ 

for each lesson, i.e. correction~ 

Otlfur pertinent ~,ackground' informa- o, 

Q 

tion about trainees can also'" be included, here. 

" D 
D 

(0 

Q. 

II 1'-- -6:=;,)' 0 

,0 

(: 

J • 

1 

'111 
" 

" 

ii 
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TIME ALLOCATION 

, 
The time listed shoqld be the allocated timeofor the individual lesso~. 

/, 

Prior to listing a time, each lesson should be "practiced" by the trainer 
" 

'.] 

to determine the amount of time th~ ~esson, as written, will take. If the 
o 

R ~:.::;, "alloca ted time is °too shorf: or too long, then the lesson plan should be re- 5' 

~ written to achieve the necessary objectives given the time constraints., 

PERFORMANCE OBJECTIVES 

(0 

" 

The performance objectives, .vritten earli~r in the developmental process, 
, ,l Q 

should be listed for the instructor • He/she will be able to identify "must
c

-

know" informat~,on and prioriti£e ~aterial accordingly. 

MEASUREMENT CRITERIA 

The trainer should review the performance obj ectives to identify appropriate' 

I evaluation measures foro trainee performance. D 

The trainer must decide whether a 
-' \-...\ 

written or performance test(is most appropriate for measuri~g the achievement of 

,the obje(~tives. In~' this section of the lesson.p~an, the trai~er states the type 
Q 

of measurement cr,iteriathat will be used at the completion of the lesson. Hel 

she does not write the test in ",the les~son plan. 

CLASSROOM ,REQUIREMENTS 

P''''issroom requirements 'should LJ '° 0 

state the type and siz~ of room that is 
',l 

necessa:t;y for a "particular lesson. 
'~ ~ 

It should also outline any special require-

ments,£or tables, chairs, or other acaomodatiolls necessary for unique'types of 
c,.. 

training, i. e. one room witI1 floor 'pads large enough to accomodate thirty 

trainees. 

I For information on eVCilua'tion ~mea.sures, see "Criminal 
Assess;ent and Evaluation" monograph by APT Associa:tes, 1521 
~N.W., Washington, D.C.s;, 20036, 1980., () 

J . ~J 

('i) 

o 

JustJ~e Training 
New Hampshire Avehu~, 

(, 

)1 0, , 0 

,t.-...... -.,...,--____ ..... ""'·w=:--------."I'IO-_S-__ --__ .... : _______ ...... ___ 
J

: _____ !!!o.iI!!I ... l!;ll61Jl!!I$!oo; .... IilI~5l'1j(i\lj.:'"i\lj:.."'":fJ0Ii1:~,~~~':;.,;" 
o ,y 

" 

o '" 
Il 

{) 

o 

Q' 

.1';1 

f 



c. ::.. 

II 

o 

• ,,----.--:;,. -~>';;:-:--:-::" ~.- .. "~"'" ..... -,.~ " -~<-.•. ,.. .. 
_.~ ___ .--'..-;;..r.:_' _~_~ ... "';:= ..... 7~_~~-·~·""""" ___ H_._'_-· ~_.~_._ 
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" 0 
,.'.). 

" TRAINING AIDS, EQUIPMENT 

"The trainer should list the' training aids, suppliEls; and equipmen~ that will 

~ 

be necessary to conduct the lesson. The instructor should check for.: all items 
o 

listed in this section prior to starting the presElntation. This will avoid 

interruptions during the pre~erttation to look for neec!,ed aids or equipment. 

Examples of aids or equipment are: flip charts~ felt tip markers, chalkboard, 

>'> t.-) ~ 

overhead projector, "transparencie~, titles of films, and titles of classroom 

exercises. 

SUBJECT MATTER OUTLINE ,1.1 

() 
;:;: 0 t:2I 

T~e subject matter. outline should consist of an introduftion, an outline of 

subjea:t matter content, and a summary. It shouldcbe done ,in an outline-' format , 
o f; 

listing only the major ide;~ or facts to" be discussed. 
~ ,; 

" 0 
'" :.: S ,,) 

c"Theintroductory section is the instructor'sQfi:tst op'portunUy,!~o work at 
(; '" 

"preparing the trainees for 0 a partfc1.i'lar les;oD.y ) The instructor should attempt 
,II l...-' ;;: 

, 
too c.apt;:ure the Jnterest of the class in his/her; initial 'remarks by show'ing them 

,; the importance of" the lesson'. The trainer" should plan 1llateri.al to be used in 
t? "" . -f:; 

accompl,ishib,gth:i:s t';s_k and should wri'te it into I,the introdu.~tion. The importance 
. p ::;; ~ c.:/~,;,,;:> . 

qf a, trainee being motivated to learn: was discussecl e~~1i.er i~ the chapter on 

Prin¥iples of Learning. The tr§liner can cont'ribute to the' trainees' readiness 
') " 

thr~ugh'oan eff~ctive' intr~ductoryJ statement. After the instructor 
Q ~, Q' I) 

~\ 
has establishe~\ 

, ~. 

" , ,~~ 
reyiewed. ' '''V the value d'f the lasson, then the perfort'!lan~~ pbj,ecti";es,, should be 

/) 0 

o The next 0 secti~ns" of thE:'-subject matter outline should serve as the in-
,) .j' '~~ 

'0' 

structor's guide to presenting the topic" material.,;:'A complete :lesson plan 
(f..:: .:':! ll0 '; 

sho~ld include~ not 0 only the ou.tline of material, b.Jlt questions the instructor 

wilr(,ask, times ;fot using training aids, examples or stories to teJ-I in reinforc-

ingca point'cand notatigns of materials to be emphasi~ed. All these can be noted 
\.') . 

in,) an extra-wide margin pf the lesson plan. 

_ ___ ~ __ .:..::.c.:.==~,"-_____ ~_""",~ ___ o......,.., '\I"r-
o 

~ ____ =_" _______ =~~' co 

o 

o 

'~ h 
-r~G " 

<') c::.--:.=,' fjl- '. ~/ 

G i;' 
'"~:::-...,;:, I~_~- '" 

, --=~~JJ}hE'iSU~r~£ the lesson plan should include the major points as discussed 

o in ~~e mater~~l in the s-:me order as pr.esentedoinitially~ All lesson plans 

"""should incrude ~ suiinriary section as this is a crucial time to reinforce material 
u~~ 

for trainees and to respond to any final questions or comments that maY:-be~raised. 
'-1 

(! 

LessQn' plans are developed to assist the instrucftor, and this format is not 

in~lexible to in.dividual needs. These components represent a comprehensive method 
u 0 ~ 

for assuring that necessary materials are available prior to instruction and that 

the leJson content is that which is desired by the training coo~di'qator. By using 

such a comprehensive format, the trainer can only further ass"ure\ that his/her ef-

forts wiLl result in the 'desired 
( H < 

y/ " 
training cont~nt for ,,J:he training audience. A 

sample of this forma,t follows. o 

,~ 

II 

D 

'il" 

- - ~". 
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TITLE: Report Writing 

TRAINEE POPULATION: Correct;,ional Officer 

TIME: Four hburs 

PERFORMANCE OBJECTIVES: 

1. 
~, 0 

Given a set of facts, the trainee will wr~te an incident"report. Perform-
ance will be satisfactory if: 

°a. the essential factual elements are included; 
o 

b. osentences are complete; 

c. it is in chronological order; 

d. opinions are not projected. 

2. Given a nurril?~W.t;"-'<}of situations, the trainE:,e will identify those si tuations 
where a11,.,offic:.er is required to write an il1cident report. Performance will 
be satisfactory if situations selected are those consistent with the 
Department ppliciesand procedures. 

f/i, 

MEASUREMENT CRITERIA: / 

Written test upon completion of unit. 

Part I - Given a set of five jail situations in wri ting, identify the situations 
which require a report and,explain why. . 

I
H 

,f 
j 
i 
1 
) , 

I 

J 

-~-----........... ~ ,., .. _.';"._--' '-~.::.~~.;,..~~-~""'-..,-"",--~-'"='<-==----~-~=-.-:===.~ ~ .. 
";,~i 

PRESENTATION OUTLINE '" 

A. 

(,) 
II 
'I 
II 

In1;roduction () 
II 
Ii 

1. 

2. 

• If" Establish.lm])ortance 
II ' 

Read obj ect~~;es 
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o 

of lesson 
(~ 

a. Given a ~~et of facts, the'trainee will write an incident ',i 

report. Ii 
!,I 

"b." Given a {LUmber of situations, the trainee wiil identify 
II 0 

those si~tuations where <l;5!'opfficer is requi::=ed to write 
an i,ncidE.~nt report. <:t, 

"j ::\1 

" I 

" I 
B. Definition of IRepQ:rt" 

Ii 

1. Oral or written account of something., 

2. Seen, "heard., said or done 
I 

3. Within the schpe of his/her duty 

C. When to Wri te a Repibrt 
;1 

I! 

1. Reason to believe a crime was committed 
I': 

2. Crime commi ttl~d in your presence 
II 

3. Rule violati0l1 by an inmate 

o 

Refer~' to Policies 
and Procedure.s 

Part II -Given a'situation verbally or in writing, which occurs within the 
jail, w~ite a report demonstrating the English concepts learned, 
including all the essential factual ele~ents (6) as outlined~ 

.=_u\\· ! G 

" I' 
,I 
,i 

I 
i 

I 
j 

I 
I 
I 
I-
I 

I 
I 
! 

I 
! 

I 

CLAS~ROOM REQUIREMENTS: o 
One room with tables and chairs to accommodate trainees. 

TRAINING AIDS: SUPPLIES, EQUIPMENT 

1. Flip Chart 

2. Felt tip markers 

3. Overhead projector 

4. Policies and Procedures: 
-'~Jncident Reports" 

5. Transparency: "Writing The In
cident Report" 

6. Handout: Sample Report 
\, 

7. In-Class Exercise: "The Dining 
Room Figb. t" 

t __________ ~~--____ --__ ~ __ --~----------
l' t 

o 
I; . 

1';;0 I , 
j D. 
, 

E. 

Importance of a Good Report 

1. 

2. 

3. 

C . . 1 ii • , rlmlna. pros~~cutlon 

Inmate,disciptine 
u -

AdministrativE~ decisions 
il 

Writing a Report 

1. Principles of!good report writing 
I 

a. AGcuracy Iii 

b. 

:::-: 

1) fact vii. hearsay, oplnl0ns, conclusions 
2) corred:t word choice 

Brevity i 
Ii 

011 
1) select~ng relevant and pertinent 

t 2) "nice :to know" information 
information 

\) 

1 I 
J __ . ______ ......,',_c? -.o-.iir _:--~ ___ " _., _~._,., ... _'" ..----"..tI--i./ _.:...-_-==,""""'" 

" 

'" u 
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(Cantinued) 

Campleteness 

1) ""all facts v. partial. facts 
2) if sb~e infarmatian, is missing 

d • Fairness 

1) repart "ather":"side infarmatian 
2) avaid bias ar prejudicial cannnents, 

2. English compasitian 

a. Body af the report 

to b. C I 

chronological construction 

amp ete sentences 

c. Composition of paragraphs 

d. Narrative, third person 
°1J' 
/1, 3. Factual elements to include in incident report~ 

a. Who 

b. What 

c. Where 

d. When 

e. Why 
() 

f. liow 

F. Use of Reparts 

1. Procedure fore submitting 

2. Use "in hearing in trial proceedings 

3. Inmate/officer files 

G. Summary 

Y I 

1. Definitio.n 

2. When to write 

Importance 

4. W~tting the ,report 
~ 

5. Us e af reports 
o Y. 

" 

G: 

"1>0 

Q 

o 

Handaut sample re
pall'? 

i: 

In-class exercise: 
"The Dining Room 
Fight" 

o 

o 

.".A 
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CHAPTER FIVE 

BUDGETING 
<) 

a o 
c 

Up to this point, we have discussed types of learning, and haw learning o 
{) 'T-

can best b~ facilitated. "Now we are going to discuss the training budget. The 
o ' .':<0" 0 ' 

trainer needs"to determine what the pragram, as planned, will cost and if"the 

The first step in budgetin~~s to deEermine all of the 
(' Q 

program costs. Cammon cost categaries include: 
( " 

Staff 

ConsJ.I1tants 

Participant Time 

Materials 
" 

4udio-Visual Aids 
D 

Travel 

Subsistence 

" Advertising 

Or, 

(:0 

c, 

In t,he following ,sectian, we wil1.GJ.:e'8crib6) how to. "cost oyt" each af the 

" abo~e categories and the chapter con~lu~e~ with a complete budget worksheet. 
=-- ~ 

o 
() 

'STAFF COSTS 
fr:~ 

The agency has staff costs each <time an employee is, assigned to work an a 
'to 

o 

tra:in1~g program. These costs are~f~gur,ed~by determining the employee's hourly 
a 
J 

rate (salary cpius fringes}andtimultiplying it by the tOotal number of hours spent 
·ij,· c 

on the pro. gram. Failure to includeo~his cost results in underesti~ting the train-

" 
.ing budget. 

o 

.J 

11 af Hours Hourly Rate x = Staff Costs 
~II 

Name 

x = 
x = 

0' x = 
') " 

sub-total $_-:.-_-
o 

Ii i AI i 1I_ Sf I~"lij -Re . t 
c 

f 
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o 

CONSULTANTS 
(' , 

Consultants are often used to te:.ach 
II 

in training program~~. Tltey usually II 

charge a standard rate per day which Jf1Y 
" 

0& may not include expenses. If ex-

II 
penses are not included, the trainer must considerht~avei 

II .. ~\~O 
;\ ii? 

and per diem costs 

o 

when calculating the total cost of a consultant. ." 

Nameo Consultant Fee + Travel + Per Diem;;= Consultant Costs 

+' ----
+ ---
+, ---

o 

P ARTICIP ANT TIME 

+. \\.:!: " 
-----)\ .~, 

+ 1;'= t, 
----- 'i;, -"--....,,-------

+ _____ :;i 

sub-total 
\) 

d' 

o 

$_-----

/1 ,) 

Employee~ that are being paid while~attending a training program are a 

training cost to the'agency~ Additionally, some criminal justice agen.ci,es are 

forced to replace an employee attending training and must pay overtime ,to the 

replacement. 

Training costs in this category are based on the total salary costoto the 

agency. 

11 of Trainees 

If of Replacement 
Staff 

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

x Hourly Cost 

x 

x 

--.,-----

x Overtime Ra te 

~---~------

x If of Hours -= Participant Time 

x = 

x = 
x = 

sub-total $._-----

x It of Hours = .' Overtime Costs 

{) 

sub-total $_-----

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

o 

., 

o 

Ii 

o 

--~~ .. ---.--' .. 

o 

MATERJiALS COST ':!I 

o a 
"" :::-

() }~t?erials include ,;11", supplies 'and~~qui·pment that ar: purchased or rented for 

the program, for example, the rental of a mov~e projector could be listed in this 
,=t~ ,. 

" section. Services, such as copying c~arges .. should also be listed. 

Rental Pri'ce 
Item 

1..'1?:.!'''~' "L:", e Per Unit or 

or 
1,) 

or 

or 

Purchase Price 
Per Unit x If of Items 

x 

x 

x 

sub-tot;:;i 

= Materials COS't 

-= 

= 
= 

$ 

In budgeting decisions"r'egarding training equipment purchase or rental, the k~y 

question is ~,'use," but the criminal justice administ.rator should also be concerned 

with availability. 

" c, \ 

Audid~visual aids will either be .produc~d by the a,gency or acquired from another 

" 
source. Production costs should be figured only for the product, as staff time is 

figured under staff costs. 

Rental Price Purchase Price 
Aid Per UnQt or Per Unit x If of Units = Audio-Visual Aid Cd'st 

I.' 

x 'or = 
Q~-----------------~-

u or x = 
or x = 

sub-total $ 
----~---~------

o 

FACILITY 

Agencies who do not have access to an in-house facility. or who are hosting 

other ggencies, may cont,¥act for a meeting ro<;>m in another locati~n. Charges in-

~
courred 

etc. 
,:; 

can include meeting room rentalj hospitality room rental, refreshments, t~ps, 

1\ Q ~ 

~r , 
}. 

o 

;,ph) :;fi" 
~t.\ 
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Item If of Items x . Rate x II of Days = Facility Costs. 

x x = 
x x = 
x x = 

su'b-total $_-----

TRAvEL 
Q 0 

Costs ShdUld be estimate~ for staff andJor, participJnt travel that will be 

J.~paid by< th~ agency. 
c" 

Mode Ticket Cost or Rate 

or 

or 

or ,, __ _ 

SUBSISTENCE (FOOD AND LODGING COSTS) ~ 

II 
x Distance = Travel Costs 

x = 
x = 
x = -------'.'" 

sub-total $ 

Costs for meals and lodging can fle figUred ba~ed on separate room"and meal 

t e d'iem rate Only those costs being pal.'d by the agency should cos s or;on apr· • 

be l.isted in this eategory'~ = ... ".", 

{! of Persons x 

x 

x 

x 

Per Diem 

Rate x II of Days = Subsistence Costs 

x = 
x = 
x = 

sub-total $ ______________ __ 

OR 

Meals And '"Lodging Separate 

o 

" 0 

= Daily Cost" x 1/, of Days x /I of Persons = 
, 

SJbsist~ce Costs Lodging .+ 
~' 

Meal's 

+ 

+ 

+ ---e 

= ------
=0 

x x = 

'" x x = 
x x = 

sub-total $----'-----

'I/) 

(I 

D 

'", 

o 

o 0-37-

c ADVERTISING 
L' v 

() 

Advertising costs will include kewspaper, radio, television, and any direct 

mail advertisi~g such as brocfl1.1res, announcements and letters. AnY"cost to pro-

mote the progrC);m should be in~luded. /' o 

I ____ ~----__ ----____ -----------~O~ .. ~~ t "~"w'----------------------------f 
Item 
v", t! 

= Advert,ising,.Costs II of Items II Cost Per Item x 

_____________ x ____________ __ = 

______ ~_____ x ~ ____ ~------ = _________ _ 

x = 
--r,''''':, -------- ---------~----

sub:;-total $--------------

a 

Th'ese p,rojected costs should be added for a total" program cost. 

The nex't step is to determine the total amount of available funds for the 

program." Source~, ot,: funds maYoin~lude the agency budget, contributions or fees 

"from other agencies, grants,' and 'tuition fees from' participants. 

The total cost of the program should be subtracted from th~available funds. 

If the program costs exceed~the available funds, then the trainer must reassess 
D 

all cost items. Less expensive alternatives'in the various cost items should be 

considered. The trainer shou;I.d make any changes that will minimi!iie the cost and 

still meet the trainingcobj~ctives. 

r: o 
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o 

i 
I til 
F 
; 

, 

= 

,\ 





(J 

= 

o 

';(\(' 

,,~ 

1:3 

-40-

COSTS: (Cont-inqed) 

,0 

Subsistence (continued) 
o 

"'Lodging + Meal~ = Daily Cos t x II of Days 

+- = x x 

11 of 

co't:;

+~ 

" 

+f~ 
Et '. _ 6??-
P e rs OlJ,'S1 ::{;:fr:; 

'" "·~I. 
= $Ltp ------------- ~~,---------l~~"'--' --+' = ,x x" = $ 

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

+ 

Advertising 

Item 

---
" = x _____ c x 

(' 

\) 

Cost, Per~Item x II of Items 

x 
o 

x 

= 

o 
= 

-----~ 

(i 

=$ 

$ 

$ 

$ 

Sub-Total 

Sub-Total 

$ 

,0 

$,,~--

Total $_---

() 

TOTAL AVAILABLE~UNDS $_----

TOTAL fROGRAM COSTS $_-----

BAL...<\NCE $_---..,.---

I~) 

o 

= 
• ,) r; 

, ,} 
(] 

() 

I' 

.;:' 
o 

() 

"0 
o <l 

" 6 
o 

o 
" 

, , 
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" 
I;>' 

Beach, Kenne th J'L, Jr., and Rob er t F. Mag e~, ;;"=D:,:e:.:v~e:.:l:.:o::..pr;:.;2:=.:n=g~V-=o-=c:.:a:.:t:.:i:.:o:;.;li=la=!::.J 
Instructio~, Lear Siegler, Inc,~1Fearon PUblishers, Belmont, 
Californiap 1967. 

(J " o 

Cooper, Susan: and Cathy Heenan, ,Preparing, Designing, and Leading 
Workshops" CBI Publishing Company, In," Boston, Massachusetts, 

1980. , " , .,') "" 

Davis, Larry N. ,"Planning, Conducting and EvaluatinK Worksh~, 
Learni'ng' 'C9I1cepts, Inc., Austin, Texas" 1974. 

o 
() 

,Glasser, Rollin 0., 
Addison-W~sley 
1970. " 

and" Calvin P. Ot to, The Management of, Trainf'hg " 
:}lb*~shing Company, In~., Reading! Massachusetts, 
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°f._ " 

;, a r) !:! 

Compentency Based Educat~on Inservice For Part Time Community Col~ 
lege Occupational Education Teachers, Module" 111, Ratide Ltd., 
Research and Development in Education/Washtenaw Cpmmunity 
:;~ol1ege, ,Ann Arb;r, Michigan. 0 . 

Compentency Based Education Inservice For Part Time Community Col';" 
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