
D. Preparation� 

E. Counseling Session� 

F. Progress evaluation� 

G. Conflict resolution� 

X. Employee performance appraisal� 

A. Evaluation� 

B. Define performance� 

C. Standards� 

D. Elements of a good appraisal system� 

E. Performance breakdown� 

F. Commonproblems with appraisal systems� 

G. Sources of information on performance� 

H. Preparation of evaluation� 

I. Presentation� 

J. Application� 

K. Sutmnary� 

XL Liability issues� 

A. Introduction� 

B. Historical� 

C. Anatomy of a civil lawsuit� 

D. Federal civil rights� 

E. Title Vn/CRA 1991� 

F. Supervisor's role� 
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6 Xn 	Discipline 


A. 	 Management overview
 

B. 	 Supervisor prepares for possible problems by maintaining an
 

awareness if work conditions that contribute to misconduct
 

C. 	 Supervisor recognizes substandard, standard, and exceptionaljob
 

performance
 

D. 	 Supervisor's role in administrative investigations
 

E. 	 The investigation process-Peace Officer Bill of Rights and
 

constitutional protection
 

F. 	 Due process/Skelly conference
 

G. 	 Files: personal/disciplinary
 

H. Role play
 

XIII Administrative support 4
 

A. 	 Where to find statistical data
 

B. 	 The communication and support policy
 

C. 	 Completed staff work
 

D. 	 Problem-solving and decision-making
 

E. 	 Fiscal issues
 

F. 	 Coping with rejection
 

XIV. 	Planning and organizing 4
 

A. 	 What is planning?
 

B. 	 Wliat is organizing
 

C. 	 You are already a planner
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D. Planning responsibilities
 

E. Why plan?
 

F. Why do not organizations plan better?
 

G. The planning process
 

XV. Training 


A. Instructional role of the supervisor
 

B. Techniques of instruction
 

C. Roll call Training
 

D. Training Resources
 

E. Accountability
 

F. Overview of field training program
 

G. Handout material
 

XYI. Report review 4
 

A. Supervisory responsibility
 

B. Report writing problems
 

XVn Investigations 2
 

A. Officer-involved shootings
 

B. Officer injury
 

C. Citizens injured
 

D. Officer-involved traffic accidents with serious injury or death
 

XVin The transition 1
 

A. "How I did it"
 

B. The difference between doing the work and getting work done
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through others
 

G. How to supervise
 

D. Integrity
 

E. Self development
 

XIX Testhig 


A. Recommended testing strategies
 

6. Methods of instruction
 

I. Lecture
 

n. Demonstration
 

nl. Discussion
 

IV. Visual aids
 

V. Practical
 

7. Methods of evaluation
 

I. Practical examination
 

n. Written examination
 

Summary
 

The curriculum for a 24-hour supervisory update course was developed for law
 

enforcement supervisors who directly supervise patrol or correctional officers. This
 

chapter showed how the curriculum was designed to update law enforcement
 

supervisors in current case law and how it affects law enforcement, supervisory skill
 

enhancement,how to counsel problem employees, and discipline. The course design
 

concentrates on information to update supervisors and can be taught by local middle
 

management in a three-day period which is less expensive than the existing course.
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The existing SO-hour course was shown as a POST validated program currently used
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Chapter IV
 

THE BUDGET
 

Introduction
 

This chapter contains a review of the budget for the 24-hour supervisory update
 

course. The budget is broken down into three parts, the first part contains
 

instructional costs to include course coordinator,law enforcement supervisor
 

instructors, miscellaneous instructional supplies, and the instructional cost per student.
 

The second part contains the fees charged by Riverside Community College. The
 

third part contains the cost of the course to Riverside Community College. Fidl-time
 

equivalent student(PTES)is defined and the formula to calculate PTES is explained.
 

Budget
 

The costs indicated for the proposed is based on 1995 estimates gathered
 

relative to the cost of the course in the 1995-1996 educational year. The cost
 

indicated for the presented curricultun are based on the current instructional costs and
 

instructional fees at Riverside Community College.
 

24-Hour Supervisory Update Course(1 unit course)
 

1. Instractional Costs
 

I. Course coordinator 24 hours @ $ 25.00 hr $ 600.00
 

n. Law enforcement Supervisor
 

instmctors 24 hours @ $40.00 hr $ 960.00
 

in. Misc. instmctional supplies (per student) $ 10.00
 

IV. Cost of instmction per student(20 students) $ 88.00
 

V. Cost of instmction per student(30 students) $ 62.00
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3. Cost to student
 

I. Per unit charge $ 13.00
 

n. Health fee $ 10.00
 

nr. Course materials(photo copying) $ 10.00
 

rv. Total cost per student $ 33.00
 

4. Cost of the course to Riverside Cpnununity College
 

1. PTES generated
 

a. 20 students X 24 hours ofinstruction
 

= 480 instractional hours
 

480 - 525 =.914 FTES or $2742.85* $2742.85
 

b. 30 students X 24 hours of instmction
 

= 720 instructional hours
 

720 - 525^ 1.371 PTES or $4114.28
 

n. Course coordinator - 600.00
 

ni. Direct Instructional Cost - 960.00
 

rv. Profit to Riverside Community College general fund
 

a. With 20 students $1182.85
 

b. With 30 students $2554.28
 

* PTES is a means of counting the number of students for funding purposes.
 

One PTES consists of 525 student contact hours. Each student registered to attend a
 

class for one hour, whether during a lecture,laboratory or final exam period, generates
 

one contact hour. The 525 contact hours that make up one PTES are the equivalent of
 

one full-time student registered in 15 hours instractioii per semester for a complete 35­
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week academic year. For accounting purposes, part-time students are considered
 

collectively (i.e five part-time students who each complete three units generate one
 

PTES.)
 

The amount of revenue per PTES unit differs from district to district. The
 

current range, based on Fiscal Year(PY) 1993/94 data, varies from approximately
 

$2,580($4.91 per student contact hour)to $7,742($14.75 per student contact hour).
 

Riverside Community College's scheduled amount is approximately $3000($5.72 per
 

student contact hour).
 

Summary
 

The budget review began with breaking down the budget for the 24-hour
 

supervisory update course. TTie budget was broken down into three parts, instructional
 

costs, cost to the students attending the course, and the cost to Riverside Community
 

College. PTES was explained and the formula for calculating PTES was shown.
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Chapter V
 

CONCLUSIONS AND RECOMMENDATIONS
 

Introduction
 

This chapter covers the coiiclusions and recommendations for the 24-hour
 

supervisory update course. The conclusions discuss what the curriculrun was designed
 

for and what the course should accomplish. The recommendations are the result of the
 

research information gathered during the development of the curriculurn.
 

Conclusions
 

POST has an in depth and extensive program of instruction in the initial
 

supervisory course. The course offering has been designed to train newly appointed
 

law enforcement supervisors with the ethics, skills, and knowledge to effectively
 

perform their new duties. This curriculum has been designed to augment the current
 

program by updating supervisors with current information on leadership, liability
 

issues, counseling^ and discipline. This curriculum willensure law enforcement
 

agencies maintain a W:ell trained management team. This curriculum will update the
 

supervisors on issues thaiare constantly changing with out having them expend the
 

time,and their departments the expense,of attending the introductory course again.
 

Recommendations
 

The following recommendations were derived from this project.
 

1. Law enforcement supervisors m Riverside County be required to attend the
 

24-hour supervisory Update course one year after completing the mitial 80­

hour supervisory course.
 

2. Law enforcement supervisors in Riverside County be require to retake the
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24-hour supervisory update course every 3 years after taking their first 24­

hour supervisory update course.
 

3. The 24-hour supervisory update course should be reviewed and update at
 

least once a year in order to make the most current information available to
 

the supervisors attending the course.
 

4. After two years the effects of the course should be evaluated. If the course
 

is successful the course should be required for aU law enforcement
 

supervisors in California.
 

Summary
 

This chapter covered the conclusions and recommendations ofthe development
 

ofa curriculum for a 24-hour supefvispry update course. The curriculum design and
 

objective was discussed in the conclusions. Four recommendations were made based
 

on the information gather durmg the development of the curriculum were presented in
 

the recommendations.
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Appendix A
 

THE CURRICULUM
 

24-Hour Supervisory Update Course
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Performance objectives
 

By the conclusion of this course students will have rriet all of the following
 

objectives:
 

I. 	 The student will describe the first-line supervisor's role from several
 

perspectives.
 

n. 	 The student will describe how to use leadership frameworks,
 

m. 	The student will describe how assertive leadership influences the
 

behavior and performance of subordinates.
 

IV. 	 The student will recognize potential problems in subordinates and use
 

effective counselmg methods to intervene,
 

v. 	 The student will describe the difference between civil and criminal
 

accountabihty.
 

VI. 	 The student will analyze the complex issues and the supervisor's role in
 

the disciplinary process.
 

Course Content
 

Hours
 

I. 	 Course overview and registration .5
 

A. 	 Goals and objectives
 

B. 	 Course history
 

C. 	 Class schedule
 

D. 	 Requirements for successful completion
 

n. 	 Leadership styles 2
 

A. 	 What is a leader?
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B. Characteristics of an effective leader
 

C. Theory X and Theory Y model
 

D. Situational leadership model
 

E. Heroic vs. postheroic style
 

m. Assertive leadership 


A. Motivation
 

B. Respect,responsibility, and accountabihty
 

C. Performance
 

D. The delegation process
 

E. The art of negotiations
 

F. Applying proactive leadership
 

G. Supervisory group relations
 

IV. Counseling 5.5
 

A. Types of counseling sessions
 

B. Goals
 

C. Barriers to successful counsehng
 

D. Preparation
 

E. Counseling Session
 

F. Progress evaluation
 

G. Conflict resolution
 

V. Liabihty issues 7
 

A. Introduction
 

B. Historical
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C. 	 Anatomy of a civil lawsuit
 

D. 	 Federal civil rights
 

E. 	 Title Vn/GRA 1991
 

F. 	 Supervisor's role
 

VI. 	 Discipline 


A. 	 Management overview
 

B. 	 Supervisor prepares for possible problems by maintaining an
 

awareness of work conditions that contribute to misconduct
 

C. 	 Supervisor recognizes substandard, standard, and exceptional job
 

performance
 

D. 	 Supervisor's role in adininistrative investigations
 

E. 	 The investigation process-Peace Officer Bill of Rights and
 

constitutional protection
 

F. 	 Due process/Skelly conference
 

G. 	 Files: personal/disciplinary
 

H. Role play
 

Vn. Final examination and course critique 1
 

A. 	 Final includes
 

1. 	 Written test essay
 

2. 	 Written test short answer
 

B. 	 Instmctor evaluations
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Course schedule
 

Time
 

0800-0830
 

0830-1030
 

1030-1230
 

1230-1330
 

1330-1530
 

1530-1700
 

0800-1000
 

1000-1200
 

1200-1300
 

1300-1500
 

1500-1700
 

0800-1000
 

1000-1200
 

1200-1300
 

1300-1600
 

1600-1645
 

1645-1700
 

Day One
 

Subject
 

Course overview and registration
 

Leadership Styles
 

Counseling
 

Lunch
 

Assertive Leadership
 

Cormseling
 

Day Two
 

Discipline
 

Counseling
 

Lunch
 

Liabihty Issues
 

Discipline
 

Day Three
 

Discipline
 

Liabihty Issues
 

Lunch
 

Liability Issues
 

Final Exam
 

histractor Evaluations/Final Comments
 

Instmctor
 

Course Coordinator
 

Sergeant or above
 

Sergeant or above
 

Course Coordinator
 

Lieutenant or above
 

Sergeant or above
 

Sergeant or above
 

Sergeant or above
 

Course Coordinator
 

Lieutenant or above
 

Sergeant or above
 

Sergeant or above
 

Lieutenant or above
 

Course Coordinator
 

Lieutenant or above
 

Course Coordinator
 

Course Coordinator
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