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Welcome to the Promotional Process for the Greenfield Police Department!
As the Department moves forward looking for individuals who express a desire and possess and ability to lead is a challenging undertaking for both the candidates and agency.

The Greenfield Police Department is a civil service department and complies by statutes and regulatory structure of the Commonwealth of Massachusetts Human Resources Division. http://www.mass.gov/?pageID=hrdhomepage&L=1&sid=Ehrd&L0=Home.

Candidates who pass any of the series of promotional examinations (Sergeant, Lieutenant, Captain, Chief), then go on to be selected by the appointing authority by The Mayor of Greenfield. By design a promotional process exists once an eligibility list is established and takes into account a candidates work history, presentation and demeanor, and the dimensions of suitability of the vacancy.
Candidates may go through the following process.

· Resume Preparation
· Review of their personnel files and work history

· Oral Interview

· Dimensional Assessment of promotional capability.

Each candidate goes through a review period involving the above stated items by the Greenfield Public Safety Commission. The Commission along with Chief of Police makes recommendations and then Public Safety sends their recommendations to the Mayor who then makes a selection of the appropriate candidate(s).
The following material is intended to help the candidate understand the process and provide some help on how to improve your performance to attain that promotion.
Resume Preparation

Every candidate should prepare a resume in one of the variety of suggested business practice ways. You are not locked into a particular style. Remember that a resume will announce your presence to Public Safety and should also be a highlight of those items you believe showcase your particular skills and accomplishments. Pay attention to spelling and punctuation guidelines and prepare the document ahead of time for submission as requested. Remember this is a sales pitch to people who may or may not know you and have little understanding of your skills. 
Personnel files and work history
Every candidate goes through this process by the Greenfield Public Safety Commission. Candidates records and express work history is examined by each Commissioner who gives an overall independent score on that candidates file.

Make sure your file is up to date and contains documents that show all your training and experience is contained.

Oral Interview
The interview in front of the Public Safety allows both a short introduction by the candidates and then each commissioner asks a series of pre-determined questions.

This is a chance for each commissioner to see who you are in a personal sense and to observe your contact, demeanor and ability to communicate about their strengths.
Make sure you have examined the nature of the job that your are being considered for and ahead of time present and practice your delivery on the How and why you would be the best for that position.

Dimensional Assessment of Promotional Capability.
The process of Dimensional Assessment for Public Safety Candidates is certainly nothing new in many areas of the United States and aboard. What the so called “Assessment Center Process” seeks to accomplish is to give employers a chance to predict the degree or relative success an employee will achieve in a new position and commonly a supervisory position. Candidates are judged on a dimensional rating scale for observed traits during exercises or simulations. Because of the complex nature of the center it is explained in detail to the candidates in the following material. 
PLEASE! Read this information carefully so you know what to expect

Promotional Policy, Scoring and Notification to Candidates
The department overall the last several years has instituted a promotional policy which has been established with a collaboration of both police labor unions, command staff, Town of Greenfield Human Resources and the Public Safety Commission.
One of the most recent modifications has been to adjust the manner of percentages and accumulation of scores and to better inform the candidates of their assessment center results in a more descriptive manner. The policy is undergoing the final modifications as of the date of this document. Candidates will be given a copy of the policy and in the future it will be incorporated by insertion in an appendix in this document.
A major focus will be to allow candidates to see how they did and leave room for them to recognize where they need further training or skill refinement if any.
ASSESSMENT CENTER

Assessment Center:

In an assessment center, candidates participate in a series of individual and group exercises which simulate critical aspects of the target job.  Trained assessors observe each candidate’s performance and evaluate his or her behavior on predefined dimensions which relate to success in the specific job in question.

Assessor Training:

Assessors participate in training just prior to the assessment center.  The core of this training is practice and feedback, using videotapes and written samples of the actual exercises used and the associated assessor report forms.

Exercise Administration:

Candidates participate in exercises during an intensive period of assessment.  All activities are scheduled in advance and procedures are monitored by an administrator.

Report Writing:

The assessor reviews the behaviors observed in order to assign a numerical score on each job-related dimension measured by the assessment center exercises.  The scores are made independently and without discussion with other assessors.  Not only are the numerical scores recorded, but each rating is supported by specific examples of

behavior observed in each exercise.

Data Integration:

After the completion of exercises and report writing, data concerning candidates are combined.  This integration is accomplished by a statistical combination of data. 

The final rating on each performance dimension is based on multiple raters evaluating performance in different exercises.  The result is a comprehensive picture of each candidate’s capabilities and a quantitative evaluation on job-related dimensions.

THE ASSESSMENT CENTER PROCESS

BEHAVIORAL DIMENSIONS

In an assessment center, each candidate’s behavior is evaluated on several behavioral dimensions.  Assessors assign a rating to the relevant dimensions in each exercise.  Ratings are then combined across assessors and exercises to reach a final numerical score for the behavioral dimension.  The behavioral dimensions used to evaluate candidates are listed and defined below.

Oral Communication

Effectiveness of expression in individual and group situations (including gestures and non-verbal communication).

Written Communication

Effectiveness of expression in writing.

Interpersonal Insight

Perceiving and reacting to the needs of others. Objectivity of perceiving impact of self on others.

Problem Analysis

Skill in identifying problems, securing relevant information, and identifying possible causes of problems.

Judgment

Ability to develop alternative solutions to problems, to evaluate courses of action and to reach logical decisions.

Decisiveness

Readiness to make decisions, render judgment, take action, or commit oneself.

Planning & Organization

Ability to efficiently establish an appropriate course of action for self or others to accomplish a specific goal; to make proper assignments of personnel; and to use

resources appropriately.

Delegation & Control

The Effective use of subordinates and establishing procedures to monitor and regulate activities of subordinates.

ORAL COMMUNICATION

Effectiveness of communication in individual and group situations (including gestures and non-verbal communication)by the candidate.

Behaviors that demonstrate skill in Oral Communication:

1.   Speaking clearly with appropriate tone, rate, and volume

2.    Using appropriate language and grammar

3.    Displaying enthusiasm and confidence

4.    Maintaining eye contact

5.    Using appropriate non-verbal communication

6.    Organizing thoughts before speaking

7.    Avoiding unnecessary repetition

8.    Preparing outlines or other methods of organization

Action verbs skill in Oral Communication 

1.
Articulate

2.
Present

3.
Concisely state

4.
Convey
5.
Gesture

Activities that will build skill in the area of Oral Communication:

· Volunteer to speak to groups whenever possible (your child’s class, PTA, church group, etc.)
· Analyze what makes good speakers and poor speakers; use successful strategies.
· Practice speaking in front of a mirror or video camera.
· Read about body language; practice using body language for emphasis.
· Create a livelier, responsive dialogue by asking questions.

·  Find at least one item in a conversation that sparks your interest and follow up on it.
· Avoid rambling.  If you realize you are starting to ramble, summarize and conclude your comments.
· Socialize with people you don’t know well, and then become actively involved in the conversation.
· Organize formal oral presentations with an opening statement, a body, and a closing or summary statement.

WRITTEN COMMUNICATION

Effectiveness of expression in writing.

Correspondence that demonstrate skill in Written Communication:

1.    Arranging information in a logical order

2.   Using a structure that will enhance effectiveness (introductory  

     remarks, summary statements)

3.    Dividing separate thoughts or subjects into paragraphs

4.    Presenting information in a concise manner

5.    Expressing thoughts completely and unambiguously

6.    Considering the needs of the reader (Does the reader need to be
      informed, directed, persuaded, or motivated?)

7.   Using correct spelling, punctuation, grammar, and sentence
     structure

Action verbs that describe skill in Written Communication:

1.
Outline

2.
Present

3.
Document

4.
State

5.
Express

6.
Delineate

7.
Explain

Activities that will build skill in the area of Written Communication:

· Read analytically.  What makes writing effective?  Use those techniques in your own writing.
· Practice writing and ask for feedback.
· Learn to proofread your work.  Look for errors of spelling,

       grammar, and punctuation.
· Write short stories or essays.
· Write letters to friends and relatives.
· Send creative self-written greeting cards and thank you notes.
· Keep a journal.
· Prepare a written summary of a meeting or event.  Is the summary complete and accurate?
· Get feedback on your writing from others who write well.

      Ask for their suggestions and their assistance.
· Analyze the structure of your own writing.  Does your writing include an opening, a body, and a closing?
· Analyze your sentence structure.  Avoid lengthy run-on sentences or incomplete sentences.  Look for subject–verb agreement.

INTERPERSONAL INSIGHT

Perceiving and reacting to the needs of others.

Objectivity of perceiving impact of self on others.
Behaviors that demonstrate skill in Interpersonal Insight:

1.    Accepting personal differences

2.   Eliciting ideas, feelings, and perceptions from others

3.    Developing and maintaining trust

4.    Encouraging open communication

5.    Showing concern for feelings

6.    Providing constructive feedback

7.    Acknowledging the contributions of others

8.    Recognizing diversity issues

9.    Listening and responding when others speak

10.    Smiling and being friendly

11.   Following rules of courtesy

12.    Respecting confidentiality

13.    Being aware of and responding to non-verbal cues

14.    Requesting instead of demanding when appropriate

Action verbs that describe skill in Interpersonal Insight:

· Consider
· Acknowledge

· Respond

· Understand

· Sympathize
· Empathize
· Encourage

· Accept

· Solicit

Activities that will build skill in the area of Interpersonal Insight:

· Get feedback from someone who knows you regarding your impact on

       others.
· Evaluate how others perceive you. Seek out objective and creative ways to gather this information. Consider the impact that your actions have on others.
· Practice active listening.
· Look for ways to compliment others.
· Maintain friendly eye contact.
· Make sure that others see you as approachable:


· Be less judgmental


· Be less hurried

· When listening, focus on the speaker and try to understand his/her perspective.
· Analyze issues pertaining to employee morale; seek out opportunities to improve morale.
· Look for ways to provide development for employees.  Develop creative solutions such as employee mentoring and assigning employees to special projects.

PROBLEM ANALYSIS

Your Skill in identifying problems, securing relevant information, and identifying possible causes of problems.

Behaviors that demonstrate skill in Problem Analysis:

· reviewing all relevant information

· attending to details

· identifying related items and issues

· tracking events in time

· tracking location of events

· interpreting data

· securing additional information

· assimilating new information into existing framework

· identifying underlying patterns

Action verbs that describe skill in Problem Analysis:

· Recognize

· Consider

· Interpret

· Investigate

· Relate

· Question

· Include

· Correlate

Activities that will build skill in the area of Problem Analysis:

· Identify questions that are unanswered in a newspaper article.


WHO, WHAT, WHEN, WHERE, WHY) what information has been left out?
· Practice analyzing statistics. (Examples:  team scoring records,

       household budgets, race results.)  See if you can identify a  

       pattern.
· Ask questions in conversation, including follow-up questions.

 Don’t make assumptions.  Practice obtaining in-depth         information.
· Listen attentively to others.  Extract the key points.  Prepare

       an outline of key points.  Strive to learn new facts or insights

       from every conversation.

· Request additional information (both oral and written) from

      others.  Ask for reports, articles, statistics, supporting  

      documentation.

·  Don’t accept information on face value.  

 Challenge, Probe.

· Look for causes of problems in addition to identifying the

       problems themselves.

· Look for the connections or interrelationships among facts,

       data, or issues.

Judgment

Ability to develop alternate solutions to problems, evaluate courses of action, and reach logical decisions.
Behaviors that demonstrate skill in Judgment:

· weighing alternatives

· evaluating impact of decisions

· honoring confidentiality

· evaluating implications of actions

· considering consequences

· considering priorities

Action verbs that describe skill in Judgment:

· Weigh

· Evaluate

· Consider

· Understand

· Recognize

· Realize

Activities that will build skill in the area of Judgment:

· Think before you speak or act; consider the impact.
· Test your ability to evaluate the impact of events on others by

      anticipating their reaction and then questioning them for       

      verification.

· Play a “What if?” game with co-workers and family to evaluate

       alternative courses of action.
· Practice making appropriate responses to difficult questions.
· Consider yourself the person in charge.  Determine what

      priorities you would set.  Be prepared to discuss your

      priorities and the rationale for your decisions.
· Practice setting priorities and making sound decisions based on

      those priorities.
· Ask others to give you feedback on your actions:  were they

      reasonable, logical, and likely to be successful in addressing a 

      situation or solving a problem?

· Read an article, story, or book.  Evaluate the author’s 

      judgment:  are actions, comments, or recommendations logical,

      and reasonably supported?

Decisiveness

The readinesses to make decisions, render judgment, take action, or commit one self.
Behaviors that demonstrate skill in Decisiveness:

· making concrete suggestions

· agreeing/disagreeing with suggestions made

· choosing a course to follow

· making a decision

· indicating consequences (future decisions)

· remaining firm when challenged

· making specific recommendations

· defending proposals

Action verbs that describe skill in Decisiveness:

· Decide

· Assign

· Make clear

· Agree/Disagree

· Indicate

· Take action

· Order

· Affirm

· Defend

Activities that will build skill in the area of Decisiveness:

· Only delay decisions when specific additional information is

       needed.  In that case, set a deadline for review.

· Avoid the use of modifiers in your language. (Example:  maybe,

       kind of, in a way, sort of.)

· Decide ahead of time (e.g., “I’ll buy it if the price drops

       10%.”)

· Do not OVER-analyze.  Additional time and consideration can

       reach a point of diminishing returns.  Set reasonable amounts of

       time and a deadline to “think about it.”

· Make small decisions.  If asked to make a decision, make a

       choice, instead of responding, “I don’t care.”

· Share information in order to make informed decisions.

· Take responsibility for decisions made even when the decision is

       a joint one.

· Take risks when warranted.

· Be prepared to respond to questions and challenges, and to 

       defend a decision or action.  Anticipate the questions and

       challenges you will receive.

Planning & Organization

The Ability to efficiently establish an appropriate course of action for self or others. To accomplish a specific goal; to make proper assignments of personnel; and to use resources appropriately.
Behaviors that demonstrate skill in Planning & Organization:

· establishing goals and priorities

· developing schedules and timelines

· disseminating information

· meeting deadlines

· resolving timing conflicts

· coordinating activities

· using time efficiently

· using resources efficiently

Action verbs that describe skill in Planning & Organization:

· Schedule

· List

· Plan

· Organize

· Coordinate

· Assign

· Outline

Activities that will build skill in the area of Planning & Organization:

· Make lists of activities and assign priorities to items on the

       list.

· Keep a calendar of events, both for your personal activities and

       your workplace.

· Plan an activity (e.g., a party, little league team, family

       Vacation) and ensure that details are identified.

· Set a long-range goal and write out a plan for achieving it.

· Break large projects into small steps and set deadlines for the

       project, as well as for each step.

· Set up a filing system that provides easy access to all relevant

       information.

· Analyze the resources available to you (e.g., human resources,

       financial, equipment) and how best to use these resources.

· Talk to someone you know who is well organized.  Ask him/her to

       share his/her methods, techniques, and “secrets” to being

       organized.

· When conducting a meeting, establish a goal, an agenda, and a

       time frame for the meeting.  Look for opportunities to limit

       meeting time when appropriate.

· Organize oral or written information using techniques such as

       outlines and summaries.

Delegation & Control

Effective use of subordinates and establishing procedures to monitor and regulate activities of subordinates.

Behaviors that demonstrate skill in Delegation & Control:

· understanding the roles within an organization

· clearly communicating assignments

· providing subordinates with the information and authority to accomplish an assignment

· allowing subordinates to make decisions, when appropriate

· assigning tasks to the appropriate subordinate

· setting up objectives

· establishing goals

· assigning deadlines

· requesting feedback

· providing back-up plans

· preparing “to-do” lists and “tickler” files

Action verbs that describe skill in Delegation & Control:

· Assign

· Appoint

· Delegate

· Communicate

· Give

· Direct

· Require

· Follow up

· Monitor

· Correct

· Structure

· Empower

Activities that will build skill in the area of Delegation & Control:

· Delegate.  Relinquish control when work is appropriate at a lower

      level.

· Communicate assignments clearly and ask if there are questions.
· Allow subordinates to make decisions when appropriate.
· Know the capabilities of your subordinates.
· Provide training to develop subordinates’ skills.
· Involve subordinates in decisions whenever possible.  Seek their

       input.
· Keep communications open.
· Set clear objectives.

· Make lists of assignments and check off items as they are

       completed.

· Spot-check progress on assignments given.

· Set up a systematic review of subordinates’ performance.
Scoring of Assessment Style Examinations
Naturally, all assessment centers must be scored in order to determine the relative performance of the participants. There are many scoring systems, some good, some bad, but there is no one best or only way to score any assessment centers. 

The scoring of assessment centers is not any more unique than is the scoring of any other subjective evaluation process, such as an oral examination, performance evaluation, or simulation process. 

Rating Scales 

As was mentioned earlier, performance in each dimension is rated on a scale. The scale varies from assessment center to assessment center, but the most common one is a five point scale, although one to seven is gaining popularity. A number of studies have demonstrated that a five category rating system, whether for testing, performance evaluations, or any other basis, is one of the best scales to use because it adequately differentiates between performance without overly restricting the range. However, six, seven, and nine point scales are sometimes used. 

The following definitions for performance are typical, although by no means universal, in assessment centers using a five point scale. 

Strong (9-10) A strong rating does not mean that the participant is perfect or without weaknesses. Rather, a strong rating means that the participant, based on performance in the assessment center, is likely to be able to perform strongly in that category when promoted and performing at the next higher level. The participant is expected to not only step into the next level and perform in a competent manner, but he is expected to be performing in a superior manner almost immediately upon assuming the position, with little training or experience required to achieve that level of performance. 

More than adequate (7-8) A more than adequate rating means that the participant, based on performance in the assessment center, is likely to perform more than competently when promoted to the next higher level. The participant is expected, however, to still be capable of improving his/her level of performance to a considerable degree given additional time and training in the position. 

Adequate or acceptable (5-6) An adequate or acceptable rating means that the participant, based on performance in the assessment center, is likely to perform at a competent level when promoted. However, additional training, experience, and supervision is anticipated in order for the participant to be performing at a more than competent basis, and there may be a need for closer supervision than in the two preceding categories. 

Less than adequate (3-4) A less than adequate rating means that the participant, based on performance in the assessment center, is likely to perform at less than a competent level when promoted. Extensive training, experience, and supervision can be expected to be necessary to bring him up to a competent or higher rating. 

Weak (1-2) A weak rating means that the participant, based on performance in the assessment center, is not capable of performing adequately when promoted. If promoted, his/her performance is likely to be consistently substandard, even with direct and frequent supervision. The participant is simply not ready for promotion at this time. 

Distribution of Scores 

While there is no quota, and scores are assigned based on the assessors' judgment of performance, experience indicates that the following distribution of scores can be anticipated. 

	SCORE
	DISTRIBUTION

	9-10
	Less than 10 percent

	7-8
	10 to 20 percent

	5-7
	40 to 60 percent

	3-4
	10 to 20 percent

	1-2
	Less than 5 percent


This distribution is not a standard distribution. It is skewed because of the nature of the participant population. Persons applying for promotion have usually taken some steps to prepare themselves, and in addition have been exposed to police or fire operations. Consequently, they will usually perform higher than the weak category, and if not capable of doing so, will screen themselves out. 

In addition, there has often been some screening of participants prior to the assessment center, so the most unqualified will have probably been eliminated. However, for a variety of reasons, it is possible that some participants will perform at such a level in some of the areas that a weak rating is justified. 

While a strong rating is more common than a weak rating, it is still somewhat limited in the normal participant population. This is because participants are being rated at performance at the higher level. Few participants are capable of assuming a higher level job and immediately performing in a superior manner. Normally, there is a learning curve, and performance improves as experience is gained. However, in some rating dimensions, participants can easily obtain a strong rating, and such ratings are given when appropriate. 

Rating Standard 

There are two recognized rating standards. The first is a "comparative standard" in which participants are rated on their performance by comparing their performance against each other. The problem with this standard is that unqualified participants may be rated very high because their abilities are much better than even lesser qualified participants. 

The other standard is an "absolute standard" in which participant performance is judged against the performance required of the position. In this standard, all participants could be rated the same, although there is normally a difference because total ability is rarely identical in a large number of participants. 

One problem with using the comparative standard is that if all participants are unqualified, the best participant could be rated as qualified and be promoted. Furthermore, fine distinctions in performance may result in a difference in scores even though both participants are really equal in performance. 

Overall Assessment Center Score 

There are a variety of ways in which the overall assessment center score is obtained. A common procedure is for the individual assessor scores to be averaged across the exercises, dimensions, or both. If a scale of 100 is required, these scores are converted to such a scale based on standardized statistical processes. 

Some processes allow for the assessors to assign an overall score, either as a part of the final score or as the final score. In the former cases, the averaged score is calculated and computed as a weighted score (e.g., 70 percent). Then, the assessors can assign any score. 

Preparing for the Assessment Style Examination
One of the questions most frequently asked by those involved in studying the assessment center method is "How do I prepare for the assessment center?" This section will try to answer that question. While focusing on the assessment center method, much of this material also applies to preparing for any promotional exam. This section does not focus on an individual assessment center or a modified assessment process; it focuses on preparing for generally accepted professionally administered assessment center practices. 

This section will have more meaning if you have already read the prior information describing the assessment center process, assessment center exercises, and dimensions. It might also be helpful to refer to this information as you review this section. 

Preparing for Promotion 

Preparing for civil service promotion is never easy, and preparing for promotion in the fire service or law enforcement is one of the most difficult due to the competitiveness of the individuals. Public safety personnel for some reason, perhaps due to the nature of their job, seem much more competitive in seeking promotion than many other public employees. 

Hours are spent preparing for the examination, studying manuals, orders, and text books. Unfortunately, that is exactly the problem: people study for an examination-they do not prepare for promotion. The preparation for promotion is an arduous one that starts the first day on the job or the first day one is promoted to a new position, even though realistically the actual promotion is months or even years away. Those who study for an examination may make it, but those who prepare for promotion will greatly enhance their chances. 

The assessment center method, more than any other promotional examination procedure requires continuous preparation for promotion. 

Assessment Center Preparation 

There is some controversy, but the research seems to indicate that one cannot be successful in an assessment center simply by studying about assessment centers, but instead must possess more of the abilities in the relevant dimensions than do the other participants. 

A number of organizations and individuals have conducted assessment center training seminars, and others have written a variety of books to prepare candidates to perform well in an assessment center. As with all things, these resources range from excellent to little more than fraud. Training in the assessment center method might well give the individual a psychological edge, it may reveal possible strategies or tactics, and it may even hone skills that are already present. Nothing, however, will serve as a substitute for actual ability. The only way to prepare is to understand the dimensions and practice daily so the abilities are formed and become natural. 

Seminars in the assessment center method can be harmful, especially if they focus on preferred or recommended strategies without experiencing the assessment method, and without an understanding of the dimensions being measured. In these instances, some individual relates his idea of what is the best way to act. Unfortunately, that individual is not an assessor in the particular assessment center being used, and his ideas will not even be considered by the assessors doing the actual grading. 

Another problem is that the "preferred strategy" will not necessarily apply to the actual exercises and to the actual participants. What ever specific strategy chosen, it is sure to be foiled by something or someone, leaving the individual to either flounder around helplessly or to follow a course of action that is sure to create more problems than it will solve. 

This pessimistic view does not mean that one should not learn about assessment centers or attempt to learn strategies that will enable one to do better in an assessment center. However, such studying is not a viable substitute for the underlying abilities that are being measured in an assessment center. Those abilities, such as management and leadership skills, the technical aspects of the job, dealing with people, oral communications, etc., can be learned, applied on a daily basis, and most importantly - a long commitment toward practicing these newly learned techniques. 

Having said the above, and in direct conflict with some of those statements, there are very few organizations which understand the assessment process thoroughly, conducted a job analysis, understands the dimensions related to the job position, and are subject matter experts on the tested position. Such rare individuals or organizations can and have produced high scoring, top scoring and perfect scoring candidates. The results of that preparation training tell the whole story. However, one word of caution, there are some preparation groups who use false results and give the appearance of knowing what to do when in actuality, they don't. 

Obvious, the author of this website information does understand the assessment process thoroughly, conducted a job analysis, understands the dimensions related to the job position, and they are subject matter experts on the tested positions related to police and fire promotional positions. 

PASS is one such organization that has proven results, certified assessors, experience, and thoroughly understands the assessment process! 

General Guidelines 

Some general guidelines apply to all assessment centers and all exercises in any given assessment center. 

DO NOT PLAY A ROLE. Some candidates feel that it is best to try to guess what the assessors want and then try to act that way. This ploy has worked in some cases and in others it is certainly doomed to failure and likely to cause a lower rating. Unless you give the assessors key dimensional behaviors that are expected, the results can be disastrous. As was indicated above trying to second guess what a particular assessor believes is important, and difficult, however, it is not impossible, especially if you are familiar with the an assessment techniques and dimensions related to the tested exercises. In addition, assessors have their opinions influenced by their training as an assessor, guidelines established for the assessment center, each exercise, and the discussion that takes place during assessor discussion (if properly trained). In addition, the assessor's personality does influence his ratings. Further, professional assessment center exercises tend to be intense, and only a consummate actor can adopt a role distinctly different from his natural one for the entire exercise. Under pressure a person resorts to his natural characteristics. Only through well prepared training, can the individual demonstrate the required skills needed to score well. 

Where candidates attempt to assume a role different than how they would actually handle the situation, they tend to forget their role and revert to their true selves as the exercise progresses. This is especially true under the pressure of the moment. Thus, there is a disparity in performance that displays itself and causes rating problems. Finally, you should consider the reason for trying to adopt such a role. If you do not believe that your true personality and performance will not get you a high rating, then it may be that you are not ready for promotion and need to embark on a course of self improvement to overcome what you perceive to be your deficiencies. If you don't know your personality strengths and weaknesses and use those abilities to your fullest, you are doomed to the assessor locating them for you and rating you on them. 

The candidate must perform the required behaviors related to the exercise correctly in order to score well. For instance, if conducting a training session is one of the exercises, then knowing how to train by actually training subordinates properly helps tremendously. Preparing means using the nationally accepted training techniques that have been well documented in nationally recognized texts is a key to success. 

If you practice good management skills daily, and continue to learn the technical aspects of the job, those behaviors become part of your personality over time. Those learned good skills can be demonstrated during an assessment exercise. A leader or instructor who berates his students is an example of poor interpersonal skills (a commonly rated dimension), and cannot correctly teach because he does not know how or why such things are improper. One who cannot demonstrate proper techniques cannot teach those all important techniques. 

PARTICIPATE FULLY. Many times candidates do not fully involve themselves in the exercises, especially in the group discussions that require them to compete with others for time to demonstrate their abilities. Lack of participation is equivalent to inability. Thus, if a participant doesn't demonstrate his abilities in the exercises, the assessors have to assume that he doesn't have the relevant abilities. On the other hand, it is not necessary to hog the entire conversation in a group exercise. Such action becomes an oral presentation and not a group exercise. 

Group exercises involve cooperation with others, and part of that cooperation is allowing everyone to have a fair share of the time. Full participation also involves a variety of activities. Properly run assessment centers measures several different dimensions (an average of ten in the public sector). Thus, assuming a single or limited role might get a high rating in one or a few dimensions, but it will also mean a low rating in the dimensions in which participants are not demonstrating their abilities. Thus, consider all the dimensions being measured and attempt to perform well in all of them. What is it the dimensions are stating are the key behaviors? Learn them well and demonstrate them in the exercise. 

BUDGET YOUR TIME. All assessment center exercises, of necessity, have time limits. Properly constructed exercises have been pretested and a realistic time for completion has been established. Usually the time limits are longer than is actually required to perform well in all dimensions being measured, although most participants believe that the time limits, whatever they may be, are unrealistically short. Generally, however, a few minutes spent getting organized at the beginning of the exercise, establishing a plan of action, and developing a time table will more than return the investment during the exercise. This is especially true for in-basket and written problem exercises, as well as properly conducted oral exercises. 

FOLLOW INSTRUCTIONS. Each exercise has differences in instructions and objectives even though they might seem identical. Make sure that you have a clear understanding of the conditions and limitations under which you are operating. More importantly, make sure that you completely identify each task and sub-task that is required and that you accomplish all of them. If there is anything you don't understand or are not sure of, ask questions for clarification. 

PLAY BY THE RULES. Each exercise has certain constraints dictated by different influences. An in-basket, for example, requires a participant to delegate sensitive matters to subordinates without having all of the necessary background information. One reason is that it is virtually impossible to provide the kind of knowledge that is obtained in an actual working environment, and another is to ensure that certain behaviors are displayed so that dimensions can be properly assessed. If a participant makes up information that is not present, it is possible to change the entire exercise and create a situation in which necessary behaviors are not displayed. 

The general rule is that information that is a natural extension of the exercise but that does not change the conditions, or factual information that is common knowledge or knowledge known to the group may be added to the exercise, but other information may not be added. Exercises force participants to work in less than ideal circumstances which is a part of the assessment center process and is considered by the assessors in evaluating performance in dimensions. 

As an example, if the exercise is a subordinate interview and the candidate states the reason for the meeting is because it is that monthly evaluation time, the candidate is changing the conditions of the exercise and entering non-factual information. Such actions result in lower scores. On the other hand, if the exercise material mentions illness, it would be appropriate to ask how he is feeling, or if he has seen a doctor; this is a natural extension based on factual information provided, and common acceptable interpersonal relation skills. 

PREPARE FOR PROMOTION. As was indicated above, those seeking promotion through an assessment center process must prepare for the position itself if they seek assurance for promotion. Several different methods of preparation are indicated below and are related to specific performance in an assessment center. They can be accomplished through college courses, enrolling in seminars, or by independent study. 

Promotional Assessment Skills Service (PASS) understands the skills, techniques and behaviors which are common to most assessment center exercises. These positive and negative behaviors are taught and pointed out during the individual assessment portion of the training. In addition, suggested responses based on the individual's personality are given which do enhance his performance. Molding one's personality into the oral exercise so one can receive a high or perfect score is a key learned skill. One thing is certain, thirty days before the oral exercise is not enough time to learn the skills required for the position for most candidates, however, it is not impossible if many of the required skills are already part of one's personality. 

Communication Skills 

Most performance in an assessment center, as on the job, is measured by assessing behavior that is demonstrated either by oral or written communication. If you cannot communicate your ideas adequately through either forum, then you cannot demonstrate your relevant abilities. 

Most persons are able to adequately communicate orally in informal, one-on-one situations, but when thrust into a group situation where they may be competing for time and attention, many individuals lose their ability to communicate adequately. This is especially true when they have not had much experience in participating in small group meetings and discussions. 

Proficiency in this case can be obtained by learning communication techniques that allow you to gain the floor, hold the attention of others, and to direct a group discussion. Courses in public speaking, or better yet, involvement in Toastmasters will provide both experience and training in techniques that will help improve one's oral communication skills under almost any circumstances. PASS also trains in these techniques. 

Written communication is another critical ability that is frequently weak and impairs performance. There are two elements involved in this dimension: technical and style. The technical element involves basic elements, such as proper grammar, sentence structure, spelling, punctuation, and so on. Style involves organization, format, and writing for effect. The technique aspects must be mastered before style. 

Individuals who are weak in the technical aspects of written communication cannot simply accept it as a weakness and expect to perform well, especially at the command and executive levels. If you are weak technically, you must take appropriate courses to overcome those weaknesses. 

Style involves polishing your writing and learning to write special types of reports, such as staff reports, persuasive arguments, performance evaluations, and budget justifications. 

Problem Solving Abilities 

Problem solving abilities, which minimally involve the dimensions of problem analysis and judgment, are as critical as communication skills. 

One of the best methods to improve or learn problem solving skills is to become proficient in "Management by Objectives" (MBO). MBO is a management style and its use as a management technique is a personal decision. Whether or not MBO is used, however, learning the technique will include learning how to identify problems, how to describe problems, how to prove that a problem exists, how to identify alternative courses of action, how to select among alternatives, and how to justify a recommended course of action. If one reads the dimensional description for problem analysis, it will be very similar to the above MBO techniques. 

In addition to improving one's problem solving abilities, MBO will aid in improving in other dimensions, such as development of subordinates, which is partially a problem solving ability, and planning and organization, which involves goal setting and appropriate use of resources sources. It can even help improve written and oral communication because it teaches how to present information in an organized, persuasive, and concise manner. 

Interpersonal Relations 

Interpersonal relations are almost always an important element of any supervisory or managerial position. An interpersonal relation is a rather difficult dimension to deal with because it involves conflicting demands: the need to interact well with others while maintaining discipline and taking unpopular actions, such as disciplining and instituting rules and regulations. Many times, interpersonal relations are "in the eye of the beholder" and the individual has limited ability to influence that perception. 

It appears that many actual or potential supervisors and managers can do one or the other well, but not both. Maintaining this delicate balance is not easy, but it is possible. Perhaps one of the best ways of learning how is to take several courses in assertiveness training. This type of training teaches how to be assertive and take unpopular actions or stands without being antagonistic or abrasive. Part of doing a supervisor job requires positive and negative forms of discipline. Politicians, as viewed on TV, demonstrate well interpersonal skills or they will not be re-elected. Give the people what they want and do it with style gets them re-elected. This is true for assessors. Give the assessor the proper behaviors as listed in the dimensions and do and say it with style will get the promotion. Learn from proven, experienced, skilled certified assessors what assessors are looking for and why one must demonstrate those techniques 

Delegation 

Delegation is sometimes a dimension in itself, but more often it is a function of other dimensions such as development of subordinates and planning and organization. 

Subordinates cannot develop their skills (and prepare for promotion) if they are not given the opportunity to perform some work themselves, especially work that might be related to the next higher position. Thus, in order to develop subordinates, those subordinates must be given assignments, work, and opportunities to learn. 

Delegation is also necessary to adequately accomplish work. No incident commander would try to handle an incident by containing the situation, staffing the perimeters with manpower and equipment, setting up the command post, and then entering the situation by himself while officers stood around and watched, except maybe Dirty Harry or Rambo. Yet, when it comes to administrative or staff work, this is frequently what happens. As a result, staff work takes excessive time to finish, it is often poorly done, and most persons seeking promotion and being promoted never develop proficiency in staff functions. 

Again, delegation can be learned, and a number of texts, seminars, and courses such as PASS exist to teach it. 

Summary 

The suggestions for performing well in a given assessment center involve extensive work, time, and commitment. For this reason, a course in assessment centers alone will not be sufficient to provide those skills if they are seriously deficient, nor can one or two personal suggestions realistically be the solution to performing well in any single dimension, let alone an entire assessment center. Indeed, even extensive experience as an assessor will not served as a substitute for ability that does not exist. 

This does not mean that such courses (or texts) are without value and should not be considered. Training in the assessment center method can be extremely helpful and valuable in performing well in an assessment center as long as it is recognized that such training or experience can only sharpen existing attributes that are necessary to the job and as long as the assessment center is a professionally developed one (that is, one that complies with In addition, the earlier statement that one must prepare for promotion is especially true given the course of self-improvement listed above and the fact that some studies have shown that it takes about two years to develop all the skills and attitudes needed when one is promoted into a management job. Therefore, it takes at least two years to gain those skills and attitudes in order to be prepared for promotion, hence, the topic Preparing for the Assessment Center. 

One final note, preparation courses for the assessment testing does enhance one's proficiency within the assessment center. However, realistically changing one's "poor" lifetime behaviors over night is next to impossible. Some individuals can adapt quickly, while others take years. Candidates waiting until the "last minute" (two to four weeks before the test) can and do improve their performance. Candidates who have continued to work at improvements over a long time period, generally out perform their competitors. Practicing acceptable behaviors and suppressing unacceptable behaviors is the key to winning that promotion. Knowing what those behaviors are and where and when to use them determines the quality of the preparation course. 
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A. PATROL AND INCIDENT RESPONSE


In response to a report of child abuse , observe and evaluate the physical or mental condition of the child, notify the appropriate agencies, and or place the child in protective custody to protect the child from physical or mental harm.

When confronted with victim(s) conduct patient assessment and administer immediate care toi prevent further injury trauma or death.

Communicate negotiate with hostage taker to reduce his/her anxiety and prevent the loss of life pending arrival of hostage negotiator.

Respond to a crime in progress and secure the area to effect an arrest.

Use communications equipment (e.g. radio, computer, telephone) to exchange information relative to official duties (e.g., reporting status and location to dispatcher, maintaining contact with other agencies.)

Operate a departmental vehicle at a high rate of speed , using emergency lights and siren and maintaining public safety, to respond to emergency calls for service.,

Appraise the situation, separate individuals and discuss grievances to restore order at a domestic dispute.

Respond to incidents requiring your presence as specified in Departmental policies.

Provide backup to other police personnel

Request assistance from other police personnel

Maintain current information such as names faces and previous arrest records of known criminals believed to be in the area.

Operate a department vehicle under non-emergency conditions within a specific geographic area to observe and detect unusual activities or circumstances or violations of law in order to deter crime and provide a service to the public.

Respond to an alarm , secure area and inspect for entry to protect life and property and apprehend violator or violators

Identify a person as disturbed (e.g., mentally or emotionally) or incapacitated (e.g., drunk, epileptic) and detain that person in order to provide for placement or treatment.

Participate in a large scale coordinated search for one or more persons(e.g. escapees, mental patients, lost people etc) to locate or apprehend the person(s).

Serve on special details to help maintain peace (e.g. abortion demonstrations, animal rights)

Erect physical barriers, bodily serve as a barrier, issue verbal commands, and or utilize the necessary degree of authority to effect the safe , peaceful and orderly flow of a crowd of people.


B. TRAFFIC ENFORCEMENT 


Make recommendations future on traffic enforcement activity based upon need determined by traffic analysis reports.

When outside of vehicle making (e.g., traffic stop) monitor pedestrian or vehicular traffic to reduce risk of injury to self or others and take evasive action when necessary.

Conduct field sobriety tests to determine probable cause for breath or blood test and/or arrest for alcohol or drug use.

Protect an accident scene to allow for a determination of the facts of the accident.

Direct/reroute traffic, place emergency signaling devices (e.g., flares) or take other necessary action to ensure a safe orderly flow of traffic when confronted with unusual traffic condition 

(e.g., accidents, stoplight out, parades, fires, emergency road condition, perimeter control)

Stop vehicles for cause and check for required documents, defective equipment (e.g., headlights, tires), and other violations to issue citations or warnings and to aid in the safe and legal operations of vehicles on the road.

Determine the status (e.g., stolen, disabled) of a stopped or abandoned vehicle, including checking for inhabitants (e.g., children, victims)

Issue a citation to a traffic violator.

Impound or supervise impounding of equipment or vehicles left.

Allocate resources to alleviate major traffic problems (e.g., major accidents, hazardous materials, special events, etc.)


C. 
INVESTIGATIONS



Make recommendations for disciplinary actions (as authorized) based on facts of investigation, Departmental policy and precedent.

Conduct investigations of subordinates who may be in violation of law or departmental policy and procedures.

Investigate citizen complaints involving subordinates

Investigate accidents/complaints involving police personnel and take appropriate action.

Make recommendations for disciplinary actions(as authorized) based on facts of investigation, Departmental policy, and precedent.

Identify and collect evidence at a crime scene to preserve that evidence for use in an investigation.

Investigate accidents and complaints involving police personnel and take appropriate action.

Protect a crime scene from contamination by controlling access to the scene and erecting physical barriers to preserve the evidence of a crime.

Evaluate evidence (e.g., article ,substance) to determine its relationship to an investigation.

Interview and take written statements from the general public , witnesses, victims or suspects to obtain and record information pertinent to the enforcement, regulatory, and service functions of the department. 

Inspect a suspected controlled substance to make a preliminary determination of its identity and request further lab tests as needed. 

Determine the probable facts of the incident from examination and comparison of statement and other evidence.

Documents the elements of a crime and identify potential witnesses and suspects to produce a prosecutable case.

Evaluate individuals to determine their credibility and/or manner in which they should be handled (e.g., during interrogations)

Observe one or more persons, places, and/or things to collect information and evidence of criminal activity.

Ensure the perimeter of a crime scene by adequate distribution of personnel until relieved by a superior officer or the Detective Bureau OIC.


C.  ARREST RELATED ACTIVITIES


Display or discharge a departmentally approved firearm to protect self and/or others.

Ensure prisoners are held and detained in compliance with Departmental policy and applicable statutes.

Display or utilize a departmentally issued non-firearm weapon (e.g., baton, oc spray, taser  etc.) In a defensive manner to control one or more persons in accordance with departmental policy.

Make judgments about probable cause for warrant less searches.

Search one or more persons for weapons fruits of a crime, or contraband to effect an arrest, protect oneself and the public, or to effect custody of an arrestee.

Determine whether suspects require medical attention.

Physically restrain or subdue a violent or resisting individual or arrestee to protect self, the person being restrained and the public, or to effect custody of an arrestee.

Operate a Department vehicle at a high rate of speed , maintaining public safety and in compliance with Departmental pursuit policy to pursue and apprehend one or more violators.

Distinguish between felony and misdemeanor classifications when making an arrest

Review computer records and Arrest reports to obtain information about booked suspects (e.g. criminal history, outstanding warrants).

Signal a felon to stop (e.g., emergency light, siren, PA ) in order to effect an arrest or contain the felon and await backup.

Determine the applicability of Miranda when arresting and detaining suspects.

 Physically restrain or control  a non- violent individual or arrestee to protect self, the person being restrained and the public, or to effect custody of an arrestee.

Pursue a suspect or violator on foot.

Legally force entry into a building to apprehend suspect and/or evidence.

Search a vehicle for weapons, fruits of a crime , or contraband to effect an arrest , protect self and public, and/or to obtain evidence.

Record the arrest of an individual (e.g., fill out forms, photographs, fingerprints, computer entry)

Search a building for individuals, weapons, fruits of a crime , or contraband to effect an arrest , protect self and public, and/or to obtain evidence.

Transport person(s) (e.g., witness, victim), maintaining safety, for some official purpose.


D. EVIDENCE/PROPERTY MANAGEMENT


Ensure the secure storage of evidence and property in the designated location

Ensure the maintenance of chain of custody for evidence.

Release property or evidence to authorized individuals.


E. RECORD AND REPORT MANAGEMENT


.

Complete administrative forms and reports (e.g., personnel schedules, observation reports, overtime) to record and document information needed for administrative purposes and submit through the chain of command as appropriate.

Review the content of logs to get an accurate overview of area conditions and subordinate activities.

Document incoming communications (e.g., requests for information, training ) and communicate that information to other personnel as necessary.

Place information (e.g., activity sheets, reports ) in files to ensure records remain updated and complete for future reference.

Summarize in writing the statements of witnesses and complainants.

Write formal reports (e.g., research reports, reports documenting special programs). 

Review reports of subordinates and own reports to ensure compliance with applicable policies.(e.g,. format, accuracy, timely completion) and for informational purposes and return reports containing irregularities.

Write narrative reports (e.g., incident reports, intelligence reports) providing complete, accurate and consistent information.

Record information required by Department guidelines in proper logs.

Integrate information from multiple documents into summaries and synopses (e.g., internal investigations) and submit through the chain of command as appropriate.

Write letters to citizens or others as a representative of the police department.

Fill in forms requiring specific information accurately and completely

Prepare periodic (daily and weekly) reports documenting significant activities and events in assigned operational areas and submit through the chain of command as appropriate.

Write and/or review press releases

Maintain logs (written and/or computerized) of activities occurring during the shift (e.g., accidents, significant incidents) to maintain a record.   

Design and/or modify forms to document and/or summarize activities.

Gather necessary data and compile statistical reports on unit activity,  productivity, etc.   

Prepare reports for review on the Field Training Officer Program (e.g., Training syllabus, officer status reports, retraining reports, FTO evaluations, etc.

F. COURT


Prepare search or arrest warrants

Review search and arrest warrants prior to presentation to judge/magistrate for signing.

Appear and testify as a witness in an official proceedings (e.g. Traffic court, trial, Civil Service hearing) to assist in fulfilling the departments role in the judicial and administrative process.

Review and discuss the details of a specific investigation with prosecutor to plan investigatory strategy, prepare for court presentation etc.

Gather information from the court officer regarding subordinates court room testimony to establish training needs.


G. COMMUNITY RELATIONS








Participate in cooperative operations (e.g., Task Forces, executing warrants ) to address community conditions and crimes.

Explain the disposition of citizen complaint incident’s to complainants.

Attend meetings (e.g., community meetings , concerned citizens) to discuss and exchange information , address problems, coordinate and develop plans of action etc.

Communicate with neighborhood youths to facilitate police-community relationships and deter criminal behavior.

Maintain current information about available social service agencies and their roles for use in referring citizens seeking help.

Interview community members to gain information concerning officers interactions with the community and community problems.

Provide information upon request to individuals and groups (e.g., business people, neighborhood groups to increase awareness of potential victimization and to deter crime.

Provide assistance and information to civilians seeking help (e.g., directions explanations of municipal codes and ordinances, referrals to other department personnel or other agencies/entities.)

Contact the immediate family of an individual (in person) or notify uniformed personnel to provide information to the family concerning an individuals injury or death.


I. POLICE DEPARTMENT PROPERTY MANAGEMENT


Maintain personal copies of directives as required by Departmental policy.

Clean and inspect weapons.

Maintain clothing and personal equipment to satisfy inspection requirements.

Assess equipment needs

Make recommendations for supply orders to replace or maintain an inventory

Recognize vehicle and/or equipment damage or malfunction(s) and ensure that necessary repairs are done.

Oversee the storage, distribution and maintenance of equipment and backup equipment (e.g., radios, shotguns) during your assigned shift.

Make periodic checks of subordinates equipment, vehicles and other facilities for damage, wear and functionality.


II. DIRECT SUPERVISION


.

Ensure investigative activities (e.g., affidavits, surveillance, court ordered wiretaps, searches )  are executed in compliance with legal requirements.

Direct the activities involving investigation of accidental discharge of departmental firearms according to policy.

Determine extent of vehicular pursuit in the absence of other direct supervisors.

Attempt to resolve conflicts that arise between subordinates. 

Field checks of subordinates to monitors performance and compliance with Department policies and procedures and applicable laws. 

Monitor subordinates who have contact with seized property(e.g., money, drugs, vehicles, etc)

Take steps to keep subordinate complaints from escalating into grievances.

Present roll calls as necessary

Monitor radio traffic to keep informed of personnel activities and ensure proper assignment (e.g., need for backup, reallocation of officers.

Supervise  Patrol Officers  and others under your command.


III. PERSONNEL EVALUATION AND COUNSELING


Request investigation of subordinates based on facts such as symptoms of possible narcotics use

Identify problematic behavior patterns and take steps to resolve the problem(s)

Recommend transfer or additional training for subordinates based on performance.

Recommend disciplinary actions from duty for violators of the law, rules or regulations, when appropriate.

Inform subordinate of disciplinary actions taken.

Discuss performance of subordinate with other supervisory personnel to obtain others input and ensure consistency in dealing with personnel matters.

Discuss job performance individually with subordinate personal during performance rating period and at other times , to recognize strengths, provide encouragement/guidance in areas of needed improvement and set performance goals. 

Counsel subordinates regarding personal problems and/or provide necessary referrals when requested by subordinates or when problems are affecting job performance.

Investigate incidents of superior performance or unusual heroism by subordinates to prepare a report for superiors.

Counsel officers about career development and advancement.

Conduct interviews with Department personnel to ensure compliance with polices and procedures. 

Complete formal performance evaluation procedures for subordinate personnel to identify and document strength and areas in need of improvement..

Inspect grooming (e.g., personal hygiene) uniform and personal equipment of subordinate personnel to ensure compliance with policies and procedures.


IV. PERSONNEL ASSIGNMENT AND COORDINATION


Ensure personnel attend and complete mandatory training.

Provide information regarding shift activities(e.g., cars tied up, situations in progress) to supervisor in charge of succeeding shift.

Assign or delegate tasks to personnel based on unit needs and priorities as well as personnel considerations (e.g., availability, workload, capabilities.) and make recommendations to the Patrol Lieutenant.

Maintain files on Personnel

Gather and review information regarding shift activity for use in planning future shift recommendations.

Keep track of assignments distributed among personnel as well as scheduled completion dates.


V. TRAINING DELIVERY


Provide orientation to new subordinate personnel.

Request external resources to conduct special training.

Provide informal instruction or guidance to department personnel to relay information regarding new policies and procedures, correct subordinates deficiencies and reinforce previous learning.

Identify training needs based on observations of personnel performance(e.g., report writing , policy and procedures ) and make training recommendations.

Provide formal training to departmental personnel as assigned.

Provide training services to reserve officers through Field Training Officers (e.g, law updates, policy and procedure changes patrol procedure changes.)

Identify training needs for personnel under your command and report to the Patrol Lieutenant.


VI. COMMAND


Assume command at incident scene during emergency and/or unexpected situations, issue assignments, orders and instructions to personnel to coordinate, direct and assist them with their activities(e.g., perimeter control, evacuation) until relieved by a superior officer.

Establish staging area at serious incident scene for briefing of personnel etc.

Recognize emergency situation and implement emergency mobilization plan.

Respond to major crimes and incident scenes or in sensitive situations to ensure that proper actions are taken by police personnel and that other law enforcement and public service agencies are contacted.

Establish a command post for the purposes of directing operations at a serious incident scenes (e.g., bomb threat, hostage situations, school based critical incident, etc.)

Direct evacuations to ensure the safety of the police and public.

Assume command at hostage/ barricaded suspect situations pending arrival of specialized units or until relieved by a superior officer.

Monitor police activity by radio.

Attend briefings to discuss tactical plans and assignments.

Assume command at incident scene during routine situations , issue assignments, orders and instructions to personnel to coordinate direct and assist them with their activities(e.g., rerouting traffic and operate under the National Incident Command System.


VII. INTERNAL/EXTERNAL COMMUNICATIONS AND COORDINATION


Ensure specialty units and external agencies are notified of situations warranting their attention and involvement (e.g., hostage negotiator, SRT Team, HAZMAT, Fire Department).

Respond to questions from the media regarding specific incidents in accordance with Department guidelines for release of information.

Consult with superior to provide/ receive assistance with assigned operational activities and keep him/her apprised of potential developments/problems. 

Provide guidance and suggestions to subordinate personnel to assist them in performing assigned duties and addressing any problems that arise.

Receive and relay directives assignments and special orders to subordinates.

Attend meetings to be apprised of organizational or procedural changes or to provide or exchange information.

Monitor and respond to routine communications(e.g., phone)

Communicate with other departmental personnel informally to discuss and exchange information (e.g., intelligence) ) address problems etc.

Communicate with individuals from other city/ state/ federal agencies to exchange information and accomplish and accomplish work objectives. 

Contact other police departments and law enforcement agencies for information and assistance.

Notify other police departments of unusual situations and conditions as necessary and appropriate.

Request documents in records systems,(e.g., pictures, BOP’s etc).

Respond to requests for information from superior personnel.

Attend governmental meetings to answer questions, provide information concerning budget, contract, purchase requests and proposed ordinances, bylaws, statutes at the request of the Chief of Police. 

Contact outside agencies and organizations for information (e.g., D.S.S., D.Y.S. etc).

Answer investigative inquiries from other agencies or refer inquiry appropriately.

Monitor and respond to routine communications.

Attend meetings, police functions, or ceremonies as Police Department representative and prepare deliver speeches as requested.


VIII. RESEARCH AND PLANNING


Review and maintain crime statistics and information to identify trends in criminal activity (e.g: Known trouble spots and individuals) for their shifts.

Read and review professional literature, technical journals and newsletters to determine their application to division operations and to keep abreast of current practices and developments.

Assist in writing policies and procedures.

Discuss controversial legal issues with department .

Make recommendations to improve the effectiveness or efficiency of  their shifts.


IX. FINANCIAL MANAGEMENT


Monitor Budget expenditures as assigned  by Patrol Lieutenant

Prepare Budgets recommendations for coming fiscal year for the Field Training Officer Program.

Advise superiors of Patrol staffing requirements


X. PROFESSIONAL DEVELOPMENT


Read and keep updated on federal state and local; statutes ordinances and court decisions to ensure appropriate enforcement and investigatory activities. 

Read internal reports and training materials to keep current on procedures and issues.

Assume duties of superior during superiors absence as assigned by the Chief of Police.

Read and keep up to date on Departmental policies and procedures to ensure appropriate enforcement investigatory and administrative activities.

Participate in in-service training and re-certification programs including firearms, policies and practical  Tactical exercises (e.g., defensive tactics to receive information and develop skills.)

Assume duties of superior during superior’s absence.
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C. PATROL AND INCIDENT RESPONSE


In response to a report of child abuse , observe and evaluate the physical or mental condition of the child, notify the appropriate agencies, and or place the child in protective custody to protect the child from physical or mental harm.

When confronted with victim(s) conduct patient assessment and administer immediate care toi prevent further injury trauma or death.

Communicate negotiate with hostage taker to reduce his/her anxiety and prevent the loss of life pending arrival of hostage negotiator.

Respond to a crime in progress and secure the area to effect an arrest.

Use communications equipment (e.g. radio, computer, telephone) to exchange information relative to official duties (e.g., reporting status and location to dispatcher, maintaining contact with other agencies.)

Operate a departmental vehicle at a high rate of speed , using emergency lights and siren and maintaining public safety, to respond to emergency calls for service.,

Appraise the situation, separate individuals and discuss grievances to restore order at a domestic dispute.

Respond to incidents requiring your presence as specified in Departmental policies.

Provide backup to other police personnel

Request assistance from other police personnel

Maintain current information such as names faces and previous arrest records of known criminals believed to be in the area.

Operate a department vehicle under non-emergency conditions within a specific geographic area to observe and detect unusual activities or circumstances or violations of law in order to deter crime and provide a service to the public.

Respond to an alarm , secure area and inspect for entry to protect life and property and apprehend violator or violators

Identify a person as disturbed (e.g., mentally or emotionally) or incapacitated (e.g., drunk, epileptic) and detain that person in order to provide for placement or treatment.

Participate in a large scale coordinated search for one or more persons(e.g. escapees, mental patients, lost people etc) to locate or apprehend the person(s).

Serve on special details to help maintain peace (e.g. abortion demonstrations, animal rights)

Erect physical barriers, bodily serve as a barrier, issue verbal commands, and or utilize the necessary degree of authority to effect the safe , peaceful and orderly flow of a crowd of people.


D. TRAFFIC ENFORCEMENT 


Make recommendations future on traffic enforcement activity based upon need determined by traffic analysis reports.

When outside of vehicle making (e.g., traffic stop) monitor pedestrian or vehicular traffic to reduce risk of injury to self or others and take evasive action when necessary.

Conduct field sobriety tests to determine probable cause for breath or blood test and/or arrest for alcohol or drug use.

Protect an accident scene to allow for a determination of the facts of the accident.

Direct/reroute traffic, place emergency signaling devices (e.g., flares) or take other necessary action to ensure a safe orderly flow of traffic when confronted with unusual traffic condition 

(e.g., accidents, stoplight out, parades, fires, emergency road condition, perimeter control)

Stop vehicles for cause and check for required documents, defective equipment (e.g., headlights, tires), and other violations to issue citations or warnings and to aid in the safe and legal operations of vehicles on the road.

Determine the status (e.g., stolen, disabled) of a stopped or abandoned vehicle, including checking for inhabitants (e.g., children, victims)

Issue a citation to a traffic violator.

Impound or supervise impounding of equipment or vehicles left.

Allocate resources to alleviate major traffic problems (e.g., major accidents, hazardous materials, special events, etc.)


C. 
INVESTIGATIONS



Make recommendations for disciplinary actions (as authorized) based on facts of investigation, Departmental policy and precedent.

Conduct investigations of subordinates who may be in violation of law or departmental policy and procedures.

Investigate citizen complaints involving subordinates

Investigate accidents/complaints involving police personnel and take appropriate action.

Make recommendations for disciplinary actions(as authorized) based on facts of investigation, Departmental policy, and precedent.

Identify and collect evidence at a crime scene to preserve that evidence for use in an investigation.

Investigate accidents and complaints involving police personnel and take appropriate action.

Protect a crime scene from contamination by controlling access to the scene and erecting physical barriers to preserve the evidence of a crime.

Evaluate evidence (e.g., article ,substance) to determine its relationship to an investigation.

Interview and take written statements from the general public , witnesses, victims or suspects to obtain and record information pertinent to the enforcement, regulatory, and service functions of the department. 

Inspect a suspected controlled substance to make a preliminary determination of its identity and request further lab tests as needed. 

Determine the probable facts of the incident from examination and comparison of statement and other evidence.

Documents the elements of a crime and identify potential witnesses and suspects to produce a prosecutable case.

Evaluate individuals to determine their credibility and/or manner in which they should be handled (e.g., during interrogations)

Observe one or more persons, places, and/or things to collect information and evidence of criminal activity.

Ensure the perimeter of a crime scene by adequate distribution of personnel until relieved by a superior officer or the Detective Bureau OIC.


H.  ARREST RELATED ACTIVITIES


Display or discharge a departmentally approved firearm to protect self and/or others.

Ensure prisoners are held and detained in compliance with Departmental policy and applicable statutes.

Display or utilize a departmentally issued non-firearm weapon (e.g., baton, oc spray etc.) In a defensive manner to control one or more persons in accordance with departmental policy.

Make judgements about probable cause for warrant less searches.

Search one or more persons for weapons fruits of a crime, or contraband to effect an arrest, protect oneself and the public, or to effect custody of an arrestee.

Determine whether suspects require medical attention.

Physically restrain or subdue a violent or resisting individual or arrestee to protect self, the person being restrained and the public, or to effect custody of an arrestee.

Operate a Department vehicle at a high rate of speed , maintaining public safety and in compliance with Departmental pursuit policy to pursue and apprehend one or more violators.

Distinguish between felony and misdemeanor classifications when making an arrest

Review computer records and Arrest reports to obtain information about booked suspects (e.g. criminal history, outstanding warrants).

Signal a felon to stop (e.g., emergency light, siren, PA ) in order to effect an arrest or contain the felon and await backup.

Determine the applicability of Miranda when arresting and detaining suspects.

 Physically restrain or control  a non- violent individual or arrestee to protect self, the person being restrained and the public, or to effect custody of an arrestee.

Pursue a suspect or violator on foot.

Make recommendations for a strip or body cavity search.

Legally force entry into a building to apprehend suspect and/or evidence.

Search a vehicle for weapons, fruits of a crime , or contraband to effect an arrest , protect self and public, and/or to obtain evidence.

Record the arrest of an individual (e.g., fill out forms, photographs, fingerprints, computer entry)

Search a building for individuals, weapons, fruits of a crime , or contraband to effect an arrest , protect self and public, and/or to obtain evidence.

Transport person(s) (e.g., witness, victim), maintaining safety, for some official purpose.


I. EVIDENCE/PROPERTY MANAGEMENT


Ensure the secure storage of evidence and property in the designated location

Ensure the maintenance of chain of custody for evidence.

Determine which methods are to be used to invoice and store property or evidence

Release property or evidence to authorized individuals.


J. RECORD AND REPORT MANAGEMENT


Review and file Departmental orders to maintain policy manuals and ensure appropriate procedures are followed when performing job functions.

Complete administrative forms and reports (e.g., personnel schedules, observation reports, overtime) to record and document information needed for administrative purposes and submit through the chain of command as appropriate.

Review the content of logs to get an accurate overview of area conditions and subordinate activities.

Document incoming communications (e.g., requests for information, training ) and communicate that information to other personnel as necessary.

Place information (e.g., activity sheets, reports )int files to ensure records remain updated and complete for future reference.

Summarize in writing the statements of witnesses and complainants.

Write formal reports (e.g., research reports, reports documenting special programs). 

Review reports of subordinates and own reports to ensure compliance with applicable policies.(e.g,. format, accuracy, timely completion) and for informational purposes and return reports containing irregularities.

Write narrative reports (e.g., incident reports, intelligence reports) providing complete, accurate and consistent information.

Record information required by Department guidelines in proper logs.

Integrate information from multiple documents into summaries and synopses (e.g., internal investigations) and submit through the chain of command as appropriate.

Write letters to citizens or others as a representative of the police department.

Fill in forms requiring specific information accurately and completely

Prepare periodic (daily and weekly) reports documenting significant activities and events in assigned operational areas and submit through the chain of command as appropriate.

Write and/or review press releases

Maintain logs (written and/or computerized) of activities occurring during the shift (e.g., accidents, significant incidents) to maintain a record.   

Design and/or modify forms to document and/or summarize activities.

Gather necessary data and compile statistical reports on unit activity,  productivity, etc.   

Prepare reports for review on the Field Training Officer Program (e.g., Training syllabus, officer status reports, retraining reports, FTO evaluations, etc.

K. COURT


Prepare search or arrest warrants

Review search and arrest warrants prior to presentation to judge/magistrate for signing.

Appear and testify as a witness in an official proceedings (e.g. Traffic court, trial, Civil Service hearing) to assist in fulfilling the departments role in the judicial and administrative process.

Review and discuss the details of a specific investigation with prosecutor to plan investigatory strategy, prepare for court presentation etc.

Gather information from the court officer regarding subordinates court room testimony to establish training needs.


L. COMMUNITY RELATIONS








Participate in cooperative operations (e.g., Task Forces, executing warrants ) to address community conditions and crimes.

Design and develop new community relations programs aimed at facilitating police-community relationships and reducing crime.

Explain the disposition of citizen complaint incident’s to complainants.

Attend meetings (e.g., community meetings , concerned citizens) to discuss and exchange information , address problems, coordinate and develop plans of action etc.

Communicate with neighborhood youths to facilitate police-community relationships and deter criminal behavior.

Maintain current information about available social service agencies and their roles for use in referring citizens seeking help.

Interview community members to gain information concerning officers interactions with the community and community problems.

Provide information upon request to individuals and groups (e.g., business people, neighborhood groups to increase awareness of potential victimization and to deter crime.

Provide assistance and information to civilians seeking help (e.g., directions explanations of municipal codes and ordinances, referrals to other department personnel or other agencies/entities.)

Contact the immediate family of an individual (in person) or notify uniformed personnel to provide information to the family concerning an individuals injury or death.


XI. POLICE DEPARTMENT PROPERTY MANAGEMENT


Maintain personal copies of directives as required by Departmental policy.

Clean and inspect weapons.

Maintain clothing and personal equipment to satisfy inspection requirements.

Assess equipment needs

Make recommendations for supply orders to replace or maintain an inventory

Recognize vehicle and/or equipment damage or malfunction(s) and ensure that necessary repairs are done.

Oversee the storage, distribution and maintenance of equipment and backup equipment (e.g., radios, shotguns).

Make periodic checks of subordinates equipment, vehicles and other facilities for damage, wear and functionality.


XII. DIRECT SUPERVISION


Visit hospital to check on officers involved in shooting incidents.

Ensure investigative activities (e.g., affidavits, surveillance, court ordered wiretaps, searches )  are executed in compliance with legal requirements.

Direct the activities involving investigation of accidental discharge of departmental firearms according to policy.

Determine extent of vehicular pursuit in the absence of other direct supervisors.

Attempt to resolve conflicts that arise between subordinates. 

Monitor activities of office staff and dispatch personnel through their direct supervisor to ensure appropriate performance of duties ( e.g., taking citizen complaints and identifying themselves correctly and courteously. )

Field checks of subordinates to monitors performance and compliance with Department policies and procedures and applicable laws. 

Monitor subordinates who have contact with seized property(e.g., money, drugs, vehicles, etc)

Take steps to keep subordinate complaints from escalating into grievances.

Attend roll calls as necessary

Monitor radio traffic to keep informed of personnel activities and ensure proper assignment (e.g., need for backup, reallocation of officers.

Supervise the selection, training, and evaluations of the Field Training Officers.

Supervise  Patrol sergeants.


XIII. PERSONNEL EVALUATION AND COUNSELING


Request investigation of subordinates based on facts such as symptoms of possible narcotics use

Identify problematic behavior patterns and take steps to resolve the problem(s)

Recommend transfer or additional training for subordinates based on performance.

Recommend disciplinary actions from duty for violators of the law, rules or regulations, when appropriate.

Inform subordinate of disciplinary actions taken.

Discuss performance of subordinate with other supervisory personnel to obtain others input and ensure consistency in dealing with personnel matters.

Discuss job performance individually with subordinate personal during performance rating period and at other times , to recognize strengths, provide encouragement/guidance in areas of needed improvement and set performance goals. 

Evaluate department personnel to determine suitability for specialized training , assignment or program.

Write questions for and/or participate on oral interview boards for promoting selecting of personnel to special units.

Counsel subordinates regarding personal problems and/or provide necessary referrals when requested by subordinates or when problems are affecting job performance.

Investigate incidents of superior performance or unusual heroism by subordinates to prepare a report for superiors.

Counsel officers about career development and advancement.

Conduct interviews with Department personnel to ensure compliance with polices and procedures. 

Complete formal performance evaluation procedures for subordinate personnel to identify and document strength and areas in need of improvement..

Inspect grooming (e.g., personal hygiene) uniform and personal equipment of subordinate personnel to ensure compliance with policies and procedures.


XIV. PERSONNEL ASSIGNMENT AND COORDINATION


Maintain personnel scheduling system for the department.

Ensure personnel attend and complete mandatory training.

Provide information regarding shift activities(e.g., cars tied up, situations in progress) to supervisor in charge of succeeding shift.

Assign or delegate tasks to personnel based on unit needs and priorities as well as personnel considerations (e.g., availability, workload, capabilities.)

Review requests for changes in days off , hours, or special duty and recommend approval or disapproval,

Prepare/ adjust work schedule in accordance with departmental guidelines and as needed to accommodate specials needs (e.g., absences, holidays training).

Maintain files on Personnel

Receive input on personnel allocation from other unit supervisors.

Gather and review information regarding shift activity for use in planning future shift recommendations.

Keep track of assignments distributed among personnel as well as scheduled completion dates.

Schedule the assignment of Reserve Officers with Field Training Officers for training and observation.


XV. TRAINING DELIVERY


Oversee the departmental training programs for all personnel.

Provide orientation to new subordinate personnel.

Provide orientation to Field Training Officers.

Monitor implementation of Field Training to ensure compliance with established standards.

Provide staff development in areas of functional specialization.

Request external resources to conduct special training.

Provide informal instruction or guidance to department personnel to relay information regarding new policies and procedures, correct subordinates deficiencies and reinforce previous learning.

Identify training needs based on observations of personnel performance(e.g., report writing , policy and procedures ) and make training recommendations.

Provide formal training to departmental personnel. 

Provide training services to reserve officers through Field Training Officers (e.g, law updates, policy and procedure changes patrol procedure changes.)

Identify training needs for personnel under your command.


XVI. COMMAND


Assume command at incident scene during emergency and/or unexpected situations, issue assignments, orders and instructions to personnel to coordinate, direct and assist them with their activities(e.g., perimeter control, evacuation).

Establish staging area at serious incident scene for briefing of personnel etc.

Recognize emergency situation and implement emergency mobilization plan.

Respond to major crimes and incident scenes or in sensitive situations to ensure that proper actions are taken by police personnel and that other law enforcement and public service agencies are contacted.

Establish a command post for the purposes of directing operations at a serious incident scenes (e.g., bomb threat, hostage situations, school based critical incident, etc.)

Direct evacuations to ensure the safety of the police and public.

Assume command at hostage/ barricaded suspect situations pending arrival of specialized units.

Monitor police activity by radio.

Attend briefings to discuss tactical plans and assignments.

Assume command at incident scene during routine situations , issue assignments, orders and instructions to personnel to coordinate direct and assist them with their activities(e.g., rerouting traffic.


XVII. INTERNAL/EXTERNAL COMMUNICATIONS AND COORDINATION


Ensure specialty units and external agencies are notified of situations warranting their attention and involvement (e.g., hostage negotiator, SRT Team, HAZMAT, Fire Department).

Respond to questions from the media regarding specific incidents in accordance with Department guidelines for release of information.

Conduct/Facilitate meetings with subordinate personnel to discuss and exchange information, review new policies, address problems, critique incidents, coordinate activities, develop plans, etc.

Notify dispatch of special conditions that may affect or are effecting operations as required by department procedures.

Consult with superior to provide/ receive assistance with assigned operational activities and keep him/her apprised of potential developments/problems. 

Provide guidance and suggestions to subordinate personnel to assist them in performing assigned duties and addressing any problems that arise.

Receive and relay directives assignments and special orders to subordinates.

Attend meetings to be apprised of organizational or procedural changes or to provide or exchange information.

Monitor and respond to routine communications(e.g., phone)

Communicate with other departmental personnel informally to discuss and exchange information (e.g., intelligence) ) address problems etc.

Communicate with individuals from other city/ state/ federal agencies to exchange information and accomplish and accomplish work objectives. 

Contact other police departments and law enforcement agencies for information and assistance.

Notify other police departments of unusual situations and conditions as necessary and appropriate.

Request documents in records systems,(e.g., pictures, BOP’s etc).

Respond to requests for information from superior personnel.

Attend governmental meetings to answer questions, provide information concerning budget, contract, purchase requests and proposed ordinances, bylaws, statutes at the request of the Chief of Police. 

Contact outside agencies and organizations for information (e.g., D.S.S., D.Y.S. etc).

Answer investigative inquiries from other agencies or refer inquiry appropriately.

Monitor and respond to routine communications.

Attend meetings, police functions, or ceremonies as Police Department representative and prepare deliver speeches as requested.


XVIII. RESEARCH AND PLANNING


Review and maintain crime statistics and information to identify trends in criminal activity (e.g: Known trouble spots and individuals).

Read and review professional literature, technical journals and newsletters to determine their application to division operations and to keep abreast of current practices and developments.

Assist in writing policies and procedures.

Discuss controversial legal issues with department or town legal advisor.

Prepare or direct the preparation of ordinances and bylaws for the town.

Review requests for policy changes and forward to appropriate personnel for recommendations.

Make recommendations to improve the effectiveness or efficiency of department units.


XIX. FINANCIAL MANAGEMENT


Monitor Budget expenditures as assigned .

Supervise the purchase and acquisition of supplies and equipment as directed.

Prepare Budget requests for coming fiscal year for the Field Training Officer Program.

Advise superiors of Patrol staffing requirements


XX. PROFESSIONAL DEVELOPMENT


Read and keep updated on federal state and local; statutes ordinances and court decisions to ensure appropriate enforcement and investigatory activities. 

Read internal reports and training materials to keep current on procedures and issues.

Assume duties of superior during superior’s absence as assigned by the Chief of Police.

Read and keep up to date on Departmental policies and procedures to ensure appropriate enforcement investigatory and administrative activities.

Participate in in-service training and re-certification programs including firearms, policies and practical  Tactical exercises (e.g., defensive tactics to receive information and develop skills.)

Assume duties of superior during superior’s absence.
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