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Designed to assist training caardinatorg in the
‘1;initill institutizn familiarization training for new employees in
¢gorrectional inst tutians. this manual consists of two parts: this
aaculent (Part I), thch is the training capzdinatar's gnide, ana the

the aﬂvantages of these course iaterials are outlined, streasin (1)
how their use within the first forty hours after an e:ployee's antry
on duty insures standardized, uniform training of staff at 1
federal prisons; (2) the instructor's capability of being fléxible
and creative in his approach because of the variety in types of
training materials; (3) that tests are included to measure wvhether or
not the training objectives have been met and that remedial lesson
plans are provided to correct low performance in any area. A -
reconmended sequence is given for the four subject areas )
(introduction, .security, working with inmates, and emergency) which

are covered in Part II. The major parts of this guide are as follow:

a lesson plan on evaluation ob<ectives to be wmet by the training
coordinator; a lesson outline, focusing on how to write, give, and

use evaluative instruments; practice and vritten tests for all four
subjects in Part II, including instructions for their use and answver
keys; a lesson plan to develop local training materials to meet

unique local institutional needs while being consistent with the

v overall goals and tone of this program; and an outline for resedial
training evaluation and design. (ELG)
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Also included, but under separate cover

are sets of slides, audio tapes, and vidEﬂ tapes which are TEfEFEnCEd

Y

L5

- 1n‘the lesson plans.
Every effort has been made taiprovjdé you with the Sest 1ﬁ
standardized materials, as well as the opportunity for you to
_"customize" topics which pertain to your particular institutional
“need.
The Staff Training Branch recognized that these materials
ﬁust be supplemented by your interest, instructional abilities,
and empathy for the new employee. With this combination, we feel that
the Institutiqnai Familiarization Training Program will be an
unqualified success.

A
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" BACKGROUND

4 ‘This guide has been prepared to helb'}@u use the attached, training

1

materials in the most effective, efficient way pcssib1e; P1é33é$?3ke .
a few minutes to read it before examining the other material. The

lesson plans, audio-visuals, tests, etci,;that'yau have been provided
b

. ,

Y were designed by a task force composed of institution Training
Coordinators, frepresenting all regions and types of institutions),

Staff Training Center instructors, and representatives ef the Staff

a Training Branch, Central Officea This task force has prepared this:

material with certain goals in mind:

STANDARDIZATION AND UNIFORMITY OF TRAINING

One of the concerns of the task force was that the quality and |
quantity of institution-based staff tra{ning varied widely from one -

; institution to another. Tﬁgre were also some concerns that the "right" s
kinds of training weren't being §e1ivered at the "right" times. The
topics in this first 40-hour package were selected and included because
they were identified as critical skills which an‘emp1ayee had to have

" before he could reasonably be expécted to perform well on the job. The

" Althﬂugh;éhe term "he" is used throughout this training program,

. it indicdtes all persons regardless of sex. It is anticipated

that both males and females will be involved in this training, )

as well as in presenting the training. ..

= . .




obje:tives for each tnpic were se]ected for the same reasans——
iﬁ*ﬁ*~*tn -measure wﬁether ér not an iﬁpla;inﬁhad bean given‘thosg criticq] o
m‘s = * v". 3 ) j:r‘ . ;
In order to insure that all empTayaes. no matter where they receive.
A their fnitial training. start out with the same basic 1eve1 of infgr— )

5 matiaﬁ and sk1115, we are requiring that the objeatives cantainad in

thesa mater1a1s be covered in the inftial.40 houra of training at all®

¥

P
inst1tutians You may expand the upits of study and deTiver more D

training to meat certain local objectives if you wish; but you must,
at a minimum, cover the atandard1zed obgect1ves wa hava provided.

Another important point: Since we have identified this material as

critical training, it ought to be delivered within the first 40 hours

] i
after an emp1oyea s entry on duty. The training standard requires tRat
.lpe raca1ve such training before he is actually- p]acad on a specff1c Jab

asaignmen;) (ﬁa - _

L

FLEXIBILITY OF DELIVERY ,

The institution which hiras a aéw emplayéa>5h1y once every six or
eight months, in contrast to a larger 1nat1tut1on which may bring on
five or six employees at a time, has traditionally had a d1stinct
disadvantage in providing formal training to new employees. Such an
institution has especially had difficulty in providing training during
the first 40 hours after £.0.D0. The advantage of these training
materials is that a Train{ng Coordinator knows what specific objectives

he has to teach; he can arrange & variety of approaches using everything

¢




fram traditiana] 1ectures (for large groups of trainees) to reading
- . waterials and an individual counse1ing/dis 55101552551an (with one .

* . employee) The Dbgectivesﬁfand the test que5t1onsé—rema1n the same.
v
“—¥We have provided additiana] training materials with some of these

@

‘S;esscn madu]es; in most cases, they can be used with one or more

trainees--it isn't always necessary to run a formal c]ass This,

of course, requires that the Training Caord1natcr exerc1se a little
. » - . i : : .
creativity and flexibility. .

EVALUATION AND R HEDIA;,FDLLDN-UP

- This is probab1y the mast s1gn1F1cant advantage that w111 be prov1ded

by‘these new t2§1n1ﬂg mater1a1s Included w1th the packaqe is a compre- -~
hensive written test and an actual practice test. We've already commented -
on the standardized ObjECtTVEE ahd thééé two tests are related to those
Dbject1ve5a-th?y measgfe whether or nat thaipbgeétiyes established for
the training haveygee%‘%et. The comprehensiﬁe writ€en test measures
Iéarning objectivésﬁat%at material which you attempted to pass on in
the-éctua1 training situation; the actual practice test measures per- =
formance objectives--how well the tréinee is $b1e.ta perfa€m specific

tasks during the training and when he returns to the job.

| When a tra%nee has completed training, a'copy of Doth tests should
be in his training file. The purpose of the fests is not foriuse as a
”paés/?ai]” document; no one "flunks" and is fired as a result of his
test scores. But if an individual doesn't meet a particular objective

for conducting shakedowns,. he and his supervisor can be s&'édvised; the
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performance discrepancy can be noted; dnd corrective steps can be .

st o 11

v using the Remedial Training Lesson Plap.

Admitted1y, this snrt gf‘aﬁanach will réqu1re more wﬂﬁk on your
&

i
1
i part and it will reQuire more follow- up on the part of the ‘employee's

v/

superviser, both in evaﬁuation and in ramedjaT training. However, q} —

fa]]awlng this pr@cess you, the, 1nstitutjcn, -and the eﬁployee wi]l *

< have a better recard of what/tra1n1ng the 1nd1v1dua1 actua1iy rete1ved
l
. and more 1mportant1y, how that tra1n1ng has been transferred to job

peformance. You will be ab1e to carrect brgblems befor& they resu]t
iﬁSE%ﬂECESSaFy dism1ssa15 ‘etc In short, you will be dﬁ1ng your joh

effect1ve1y as a Training toord1n?tar g : o

/

ADDITIONAL INFORMATION - . ) /

This section is provided to answer any questions that you may still
] - have regam’ing this matérial or clarify any areas that may still be

unclear.

.1. Who gets this training? Every new, full- t1mé employee must
o ., receive 40 hours of introductory training.
; Every employee shares responsibility for
! : ~insuring secug1ty and providing correctional
| programs, regdrdless of his particular job
! ' specialty.. This program is not just for
’ correctional O?F1cer5

2. Must 1 fQ11ow the: objectives or can I substitute? You must follow
the obgect1ves provided since that is the
~only way we can assure standardization
throughout the Bureau of Prisons. You may
- o add additional objectives related to specific
‘ Tocal .needs; (They, of course, should be
consi{tent with the standardized objectives)
in fact, spaces have been provided for you
to write in "local option" object1ves

‘k., 4
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4. Hhen does this.irainjpgrtake 'lace? During the first 40 hours ther
the new employee's entry on dut g N \
‘eimployee shoqu be agsigned 8 job \

% TE V —; " s tra\ln’l ng \\

@) ' ' A o
f 5. Hhere can I<g_; furtheg‘answers to questions about this mater1a1?
.o . Call your Staff Training Center Tiaison
i Cy ‘ and/or the Staff Training Division,
. » Central Qffice (724-3215, ‘6 or 7)
| ‘6. Is therJ a-reeqﬁmendéd sequence of classes? Yes; see the next page.
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RECOMMENDED_TRAINING\ SEQUENCE -

re 20 topics that have been identifed ae'ef critigal
equipping an employee to do his job in.the o

. | . )
yr sequence, of these topics may varry depending en

. importance ii
o

Eeg;instigg;jen,

-The order,

avatlability of instructors, facilities, ett Hewever, the tepics <\
QN

_‘\ have been grouped\1n to four areas that have a direct relationship 'S
‘one another and, tAps, should be presented tegether o o \
GROUP 1 -- INTRODUCT&RV

-- f;troduct1on te Inst1tut1en Familiarization
>’?'E -- Personne] Prdtess1ng and Cloth1ng Ieeue /f“ T
| \\_ -- Facility Tour \, ‘ |
v -~ Employee Conducl and Responsibility 1 ]
g Dety Roster and Aesjgements : _E\
ERDQF ij -- SECURITY \
J -~ Contraband Identification and Ceﬁtre1e
- Security Inépectiens
-~ Shakedowns--Area Search L,

Shekedewni—alnmete Pat and Strip

-- Tool and Key Centr01

s




"

GROUP 11 -- WORKING WITH_INMATES - | e

-- Inmate Programs and Services

-- Inmate Accountability and Custody

<- Writing IﬂCidEﬁt-RépDrtS
-- Administrative Remedies
-- Freedom of Information and Privacy Acts

GROUP IV -- EMERGENCY

-- Firearms and Gas Familiarization

-- tmergency Plans [#
Each group, and topic within the group, 1s presented as an .
g ot Q‘-
N
instructional package in & separate section of this manuel.

Contained in this instructional package are:

-- A lesson plan with the ijé&fﬁges, time frame, suggested
materials and methods:
-- A lesson outline; and

-- Visual aids or handouts supporting the lesson plan.



You should note that the lesson outline is not a word=-for-word
presentatién of the subject, rather it offers suggestions on ways to
present the material. Your experiences{iinstitutionai examples, and
situations are what will make this a meaningful learning experience
for the new'empiayee. The visual aids can be used to support your

o
lecture, or they can be used as hand-out material.

Once you have determined to present & ‘group (roughly equivalent
to one day's presentation) of tDpicsvtD yQQr new employee,:you’ should:
-- Review the ]essan’plan and lesson out1iné for each topic;
-- Check the Evaluations Section of this maﬁuai to deterping
the nature of the CDmpFehensive writﬁen Test and Actual
Practice Tésﬁ that will be given; and

-~ Review the handouts and supportive audio-visuals

(vu-graphs, slides, audio tapgsg and video tapes).

*
Fox
- -
W
i

i

e R

Ryt



Evaluations |




[
INTRODUCTION TO "EVALUATION" LESSON PLAN

&
& -

PLEASE NOTE: This lesson plan is for use_ by the institution
Training Coordinators to insure that they make
“the fullest possible use of the evaluation
“instruments included with the "Institution
Familiarization" package. In addition, it
will aid the local coordinators in developing
their own test questions to measure how well

"Local Option" objectives (which have been
. added to the standardized packages) have been -
communicated to the trainees.

[
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LESSON PLAN (EVALUATION)
LESSON TITLE: Evaluation -
TIME FRAME: Varied (depending.on needs of the individual Training .
Coordinator) ‘ /

MATERIALS: Copy of attached but1ine, blank copies of "Actual Practice
Test" g@d "Comprehensive Written Test;" Keys for both of the
preceding tests; writing materials.

PRIORITY: For use upon completion of any 40 hour introductory training
program at the institution.

LEARNING OBJECTIVES: After.self-study of this matakial, each Training
Coordinator will be able to:
A. Define "Validity," "Learning Objective," and
"Performance Objective" with 100% accuracy.

B. List, and briefly explain, three reasons, for

testing trainees. (1007 accuracy).

€. Correctly evaluate three test responses to
insure that thdy satisfactorily measure an
objective. (100% accuracy)

PERFORMANCE OBJECTIVES: During the course of conducting institutional
training programs, each Training Coordinator
) will be able to: '

A. Develop written test questions which meet
the criteria for "sound’ reliable questions
and which adequately measure training

/ objectives. (100% accuracy)* .
B. Insure that each trainee who completes the
40 hour institution introductory training
sequence completes both the "Actual Practice
Test" and the "Comprehensive Written Test,"
within eight hours after formal training
has been completed. (100% accuracy)*

L]

Correct, return, and discuss with each
trainee all "Comprehensive Written Tests”

- within five days after the test has been
' completed by the trainee. (100% accuracy)*

o)



ot
oo ol

D+ Keep the "Actual Practice Test" responses
up to date by following the "Actual Practice.
Test Schedule" to insure that supervisors
and other "testers' are meeting scheduled
dates for evqluation. (100% accuracy)*

Make written or oral notification of indi-
vidual supervisors regarding any problems
identified on either the "Comprehensive
Written" or "Actual Practice Test" within
five working days after either test, has
been corrected, (100%)*

[pal

Develop remedial training programs for
individual employees based on deficiencies
identified through either test, within

ten working days after the deficiency 1is
noted. (100.)*

haal

* A1l performance objectives will be evaluated by the S.T.C. faculty
member assigned responsibility for auditing tpe institution's staff
training program.

M- . -
] f
-
]
“" & \ .
- ﬁ\% =
. 1 )
L 3 A
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. LESSON OUTLINE (EVALUATION)

E

We have already expe@sed you to a lot of comments regarding the
evaluation process, its importance and purpose, in other material
included in this total package: "The Tgaining Coordinator's Guide
to Introductory Trainlng Sequence Materials;" "Overview of Introductory
Training For New Employees;" "The Remedial Training Lesson Plan;" and
on the instruction sheets for both tests. This lesson plan will briefly
review some of the important points made in those documents but will.
concentrate on some meshanics--how to write, give, and use evaluative
instruments.

¥

REVIEW: DEFINITION OF TERMS

X "VALIDITY" - Any means (tests, interviews, observation of on-the-
T job performance, etc.) used to insure that a trainee
has obtained certain skills and/or infarmation, and
that those skis and/or that information has had
an effect (hopefully positive) on how he or she is
able to do the job, is an attempt to measure the
"validity" of your training program.
[
ULEARNING OBJECTIVES" - What you hope the student will be able to
- accomplish during the formal training session.
The "Comprehensive Written Test" measures
the "learning objectives"” for each segment in
the Introductory Training Program.

"PERFORMANCE OBJECTIVES' - What you expect the trainee to be able to

do once he/she returns to the job. The
"Actual Practice Test" measures the
"performance-objectives” for each segment
idshe Introductory Training ?rogfaﬁg\

REVIEW: _PURPOSES OF TRAINING

A. Tests are not intended to “trap" or "get" trainees, but to
measure how well information was communicated from trainer
to trainee. (A hard test which no one can pass is not
necessarily indicative of either a good trainer or a good
training program. )

v
"B. Test questions should be based on objectives; those objectives
should be known by the trainees so that they can prepare
adequately to take the test.
C. Failures on tests to achieve a cerfain standard should be used
to:
- 1. Build remedial training programs for the individual

trainee who faileda particular question or set of questions.

17
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HOW

Alert the Training Coordinator and Supervisor to watch for
potential problems indicated by test failures and move tD
correct them. St .

[ V]

3. Alert the Training Coordinator to areas of instruction that
may be weak and need additional time or effort.
[ 3

D. The Bureau encourages testing in its training programs to

insure that all the steps in "C" above are carried out, as
well as to:

1. 'Insure consistency in training offered at all institutions.

f
A

2. Let the trainee know where he may experience difficulties
so that he can correct himself and become a more proﬂhct1ve

employee.

3. Give us a data base so that we can justify, or eliminate,
fhe material we deliver ip training. This helps insure
that the training we do deliver is of high quality and
applicable to actual )ob performance needs.

IMPORTANT: ALWAYS advise trainees, prior to testing, that we do

o not use tests as a pass/fail system for weeding out
employees. That we use it solely for the purposes
jdentified in "C" and "D."

TO_TEST "LEARNING

A. Go over the test questions yourself; make sure the students
know the objectives they will be tested on and make sure
those objectives are adequately covered during the training
session itself. '

B. Put the students at ease and allow ample time to take the
test.

> _
C. Insure feedback - Make sure the student gets a corrected copy
of his test to examine within a short period of time. (Within

5 days after he/she has taken the test in this program.)

D. Discuss deficiencies identified by the test with each student
individually; help him/her develop a plan to correct those
deficiencies. A copy of the completed test - in the individual's
training file - etc. - should always be available for his/her
examination.

F. Make sure that supervisors are aware of what skills-informatien
you test for, and that they actively follow-up to insure that
gnderstanding of objegctives is demonstrated on.the job. (They
have to take an active part in completing the "“Actual Practice

- Test.") :



\ﬁ! Check those questions that /are always missed; are they con-
' fusing, inadequately statéd, ewp.? If so, rewrite them to
adequately measure the objective. (Please check with the
Staff Training Divisdon, Central Office, beforg rewriting any
. /bf the standardized questions on the "Comprehensiye Written"
N — or "Actual Practice Tests.”

HOW_TO SCORE A TEST

The i;Ebrtant thifggto remember in scoring a test is that it is based
on objectives and each objective should have a performance standard built
in. (A11 of the objectives developed for the introductory training
program have such standards--100%, 80%, etc.) Your two standardized tests
for the introductory.program indicate what section of the training program
the questiens that follow are drawn from. Look at page one of the
"Comprehensive Written Test;" the first questions-are taken from
"Counting Procedures.". You check that section of the program amd see
that for question one, the standard is 80, thos,.if the trainee has 8,
9, or 10 correct principles written down, he has passed this question--

“if he has 7 or less, he has. failed this question. Obviously, he needs
to spend more time studying the material regarding the basic principles
for conducting counts.

Question two requires 100 accuracy; if the trainee's response
doesn't match the answers on the key almost exactly, he's failed this
question.

The "Actual Practice Test" is a little different, because you are
asking the supervisor or evaluator to observe whether or not an employee
demonstrates certain specific behavior. Either h8 can perform as
described in the test question or he can not; the key here is to make
sure that your description of what behavior you want the emplayee to
demonstrate is as exact and specific as possibTe. The standard Yor all
of the "Actual Practice Test" items is 100*. (The evaluator also has
to be extremely specific and exact in describing what the employee
cannot do--the "performance discrepancy.")

=

* HOW TO WRITE TEST QUESTIONS

At some point in time, either during this program in connection
with "Local Option Objectives” or "Institutional Option Training
Programs" or on some other otcasion, you are going to want to write test
items. The rules for doing so are fairly simple:

A. First, decide what you want to measure--what does your

objective say?

B. What's the best way of measuring this--with a written question,
actual observation of performance, production of a product, etc.?
(Remember: a test does not have to be a paper and pencil
exercise. ) )

“i




D. Don't make the mistake of having the wrong kind of test for a
~ particular activity--i.e., don't test whether or not someone
‘can drive a car strictly on the basis of a written test; take
him/her out in a car ag@ see how he/she pperates it. .
-
“Ask yourself, "is it really important that I try to test this--
is it critical to actually doing the job?"

[nai

Again, feel free to contact the Staff Training Division, Central
Office (202) 724-215 or 3216, if you want additional advice, ideas

on testing.

By the way, if you decide to add local option questions to the
institution orientation pacKage's standardized tests, feel free to
add them on to the last page of either document.

Doy}
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INSTRUCTION SHEET: HOW TO GIVE AND USE THE "ACTUAL PRACTICE TEST"
TRAINING COORDINATOR: J
First, all trainees should be advised of the contents of the
test (they may be given a copy) and how it will be used. \
_} The test contains areas of performance which must be observed by

thekevaluatcr either during the training session or on the job.
TheSe dreas are keyed to the Performance Objectives contained
in the instructional material. :

An evaluator may be the Training Coordinator, the employee's
immediate supervisor, or an associate instructor. ‘(Someone
selected by the Training Coordinator from the institution
staff who delivers a portion or portions of the training.)
The evaluator must sign and date each area eva]uated at the
time he evaluates the activity.

If & trainee has performed the activity described in a correct
manner and met the objectives. "Yes" should be checked.

[f the activity hé; rnot been performed in accordance with
* the objectives, "No" should beé checked; AND: -

In the space labeled "PERFORMANCE DISCREPANCY“; the evaluator
should concisely and specifically describe what it was that -

the trainee was unable to do.

The Training CDDrdinatér will check all "PERFORMANCE DISCREPANCY"
statements, and confer with the employee and supervisor re:
development of remedial training. (This should be done within

5 working days after the performance discrepancy is identified. )

re-evaluating the area previously failed and noting any -
positive/negative rhanqes that occurred as a result of remedial \
training. ’ : .1‘

The Training Coordinator will follow up remedial training by T
|

PLEASE: (1) Pay attention to time frames established for each ,
area evaluated -- after 30 days, within 90 days, etc.

(2) Discuss each page of the evaluation with the
trainee and have him sign and date it.

(3) Keep an UP TO DATE copy of this examination in each
employee's training file. [t will*be examined
during audits. The employee may see this examination
upon his request.
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ACTUAL PRACTICE TEST . 4

Attached is the Actual Practice Test that you will be evaluated
iy &

én during y0ur first year on the job. You should look over the
sghEﬂUWE Df when certain jtems will be evaluated and Lhéck w1th

your' supervisor. or Traiﬂ1ﬁ§ Coeedinator to be sure that your~

H

evaluation is on schedule.
Remember, the Actual Practice Test is an indication of how ‘
you are using the information gained from your training activities.

Each topic covered on the test hasta place for your signature

so you will know where you stand at all times.

= B .ﬁ_ ;:%r
SCHEDULE

Test Phase

-

1. DURING THE 40 HOURS OF TRAINING: Iltems 2,11, 14, 16, and-19,
~ 20, 24, 26, 29, and 31 will be
evaluated. e

2. IMMEDIATELY AFTER THE EMPLOYEE RETURNS TO THE JOB: Items 1, 5,
6, and 9, will be evaluated.

_3. AFTER 30 DAYS ON THE JOB: . Item 3 will be evaluated,
4. AFTER 90 DAYS ON THE JOB: Items 4, 8, 10, 12, 13, 17, 18,
21, 22, 23, 25. 27, 23 30, -and
32 will be eva]uated
5. AFTER ONE YEAR ON THE JOB: Items 7 and 15 will be evaluatdd.

1‘:4; -

:% [
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.
Take a few minutes and look over each of the items

that will be evaluated. You should have had training in each

[ 4
of the areas as part of the Institution Familiarization Course.
If you find an area that you did not receive training in, you

,should colitact your training coordinator immediately.




... ACTUAL PRACTICE TEST - @ )

i el et SNSTITUTION:

- 'AREA_EVALUATED: -EVALUATOR & DATE-:
. The trainee has actually . .3a;‘*

observed a count take

place. :
R

Yes ® No

B

, '?‘;g__,____éi,gi(;;f%_-gi-g_gg:g,i—,;_';,-_i_g‘sgg_-,-i.__—i-——;g-_____i | :

3

@ ) T =T “Evaluator
| . Thate ]
- PERFORMANCE DISCREPANCY: . e .
27 The trainee has conducted !
an accurate count-of a living
area (or section of a living -
area) while under super-
vision of an associate
instructor.
Yes No . ) e
Evaluator
Q )
Date T
PERFORMANCE DISCREPANCY: - -
R .
= ,,ti? = e mmee — = —_—— - = _—— = —_—— e e, ———= —
A
I have seen this evaluation and discussed it with the evaluator.

Trainee Signature/Date



AREA_EVALUATED:

3, After at 'Iea_fig-,BD days AR
"~ on the job, the trainee o a

: consistently -conducts S

: : accurate, timely, and - , .

D ' efficient counts of the ‘ S

- areas under his supervision.: Lt R

.. B

P Yes N -
" : ‘ - Evaluator.

. : Date

. 4, After © days on the
job, this staff member
is making correct
. ; referral of inmates
- ‘ requesting services
and/or program assistance
to the appropriate insti-
tutional officials at least
90% of the time.

2

PERFORMANCE DISCREPANCY: . .

-
— — —_— S — —— — — — = — = — —

- 0 -

~f
1 have seen this evaluation and discussed it with the evaluator.

“Trainee Signature/Date

nNno
-



gi“ E
-3
© BROAD TOPIC: . AREAEVALUATED: EVALATRR & DUTE:
e Facility Tout" This staff member has Cy
S JL *persnna‘l‘iy visitaf" S L
" and obséerved the following -
. : areas of the institution.

Federal Prison Inustries,
Classification and Parole,
L S L Education and Vocational :
[~ ol - ’ ‘ Training Areas, Food = L e s
. Service, Custodial foieES, . )
Mechanical Services, ° -
Medical-Dental Area,
Mental Health Offices,
Safety and Sanitation,
Chape?, Busipess OfF1ce
Functional Living Units, .
' \ » Executive/Administrative
- . © . Offices, Farm and/or Camp/ ,
w Myhimum Security Housing 4
e ) Area. (In the event that
~ your particulat institution
- does not have some of these

. o~ R operations/sections, feel :
: free to delete them from e
this 1ist.) -
o Yes%;_j No o -
: Evaluator
L Date
~ 7 \

PERFORMANCE DISCREPANCY: - o _ o o )
e e S . } _ .

,'xt gi\\/"\ — e - _

I3
I have seen this evaluation and discussed it with the§g¥§¥6%téri

Trainee Signature/Date

7
v 8

-



. > . / 2
, - ) -4 - /
. .. . BREM EVALUATED: EVALUATOR & DATE:
,mm s, Thisz;ff member has
et 1ari zation” , . \ correctly identified all

gas equipment and fire-
,arms used g the Bureau

1f;: B ‘of Priso d correctly i ! 7 i
) L | . matched the carresaand1ng
:’ o " ewivgmmunition with the
R - firearm. , '
a 4 ,
Yes No_

Evaluator

FH S
- Date
— L
PERFORMANCE DISCREPANCY: o _ B
"Firearms - . 7. “This staff member has fired
Familiarizatior’ all weapons issued to him/

Rl her during annual refresher |
training and has met or '
ceeded required qualifi-

cat#on scores.

Yes Noilgzz
~ " Date -
PERFORMANCE ‘DISCREPANCY: ~ -
i
.% Ny e 7, _

?Iﬂ-sume cases, employees are exempted from Firearms Tra1n1ng by the
Warden; not required to achieve a qua11fy1nq score ; or the ;
inStitution. due to its mission, does not issue F1reaﬁms to employees or

require their use_ .
(*Check a particular blank if appropriate for this employee or institution)

I have seen this evaluation and discussed it with the evaluator.

o ‘ G . Irainee Sighature/Date




-5 -

AREA_EVALUATED:

23

EVARUATOR & DATE:

‘¥his' employee hps handled

all weapons issued to

him in a safe and

T . oo responsible manner; and
. has followed all require-
C . ments for weapons use as
establ ished by Bureau/local
policy. ‘ i

. . Yes ' No

— . e

~Evaluator

1 Co ~ Date

* This employee does not routinely handle weapons and there has been no
opportunity to evaluate him/her in the area
4

* This institution does not normally issue weapons to employees or require
their use

*Check a particular blank if appropriate for this employee or institution.)

"Inmate Disciplimary 9,

1 This employee has actually
Procedures'

observed the institution
[.D.C. and U.D.C. process
Disciplinary cases.

o T ' T Evaluator

“Date

=
T
L _ _ ~ ——

I have seen this evaluation and discussed it with the evaluator(s). t

Trainee Signature/Date



o - H -
B .
v

=6 -

AREA EVALUATED:

te Disciplinary  10. This employee has.
fgres™ - ,. submitted reports,-,
testimony and other
reques ted assistance
to the U.D.C. and .
. 1.D.C. in a manner
consistent with current
e Bureau Policy rggarding
Inmate Disciplifary \
Procedures.

Yes No

EVALUATOR & DATE: ™

T - Evaluator
> {
““Date
PERFORMANCE DISCREPANCY: - o . _ _
] v :
i e ‘JT '7',;&%%*&’-55:—4;&-‘*—‘—’:‘7 *1—’7' ——— \7,,7 — —
"Contraband 11. The employee has correctly
Identification and identified ~ items
Control” insert #
of contraband as to
category and accurately
described their usual
illicit use. .
Yes No L -
A Evaluator
“Date "
PERFORMANCE DISCREPANCY:. -

1 have seen this evgluation and discussed it with the evaluator.

Trainee Signature/Date

e i

*M |

il



PeContraband 12. The employee, after at
B atiopn and . ‘least 90 days on the ..
« job, has recelved no / e W
negative comments .
(regarding his control
of contraband) on his
monthly/quarterly evaluation,

: AREA EVALLIAIE_D o -EV:ALVBE'IOR LDATE: *

" o v E ~ "Date

PERFORMANCE DISCREPANCY: -~

% I — e e - - - - —

"Duty Roster and 13. The employee, after at
Assignments" least 90 days on the
: job, has received no
adverse comments regarding
misuse of sick/annual
leave on his 'monthly 4
or quarterly evaluations.

Yes No

- T “Evaluator

“Date

PERFORMANCE DISCREPAMCY:

h=

. 1 have seen this evaluation and discussed it with the evaluator.

[}

“Trainee Signature/Date

i



o =8

AREA EVALUATED:- ~ EVALUATOR & DATE:

period, this employee
. correctly identifigd
- .. a lecking device
‘ problem and corrected it.

Yes . No B 74J‘ .

= e —

pe T . ‘ - | ' : Evaluator

T ; ~ Date

"Tool and Key Control 15. The employee has
‘ completed the probationary
- year without any negative
X comments from his

supervisor (im writing)
regarding poor key control

or inability to operate
locking devices.
Yes No

—

S - - —_ -,

I have seen this evaluation and discussed it with the evaluator. &

Trainee Signature/Date

bl

mgumw 14. During the training . e



R N .2
AREA_ EVALUATED: EVALUATOR & DATE:

§i§;§§§1gj } 16. While under supervision
T " : of an assaciat:-;nstructar.

o = ; .adequateTy and accurately
B searrched a vehicle and an S
: ' B ~ institution area which nor- . - _ , ‘

- . mally poses some security
« S . problems. In conducting e
- . s these searches, the )

L ' : - employee fu11@wed and
accurately filled out
the local security

TR inspection form.
Yes No

. | “~Evaluator

/

Mate .

PERFORMANCE DISCREPANCY: -

“Security 17. During the past 90 days,
Inspection” this employee has
S : conducted--all security

inspectiorfs as ordered,
in accordance with
¢orrect policy and
procedure. His monthh
quarterly evaluations
indicate no difficuTties®
in carrying out this
respgnsibility.

Yes No

Evaluator

" Date

PERFORMANCE DISCREPANCY:

I have seen this evaluation and d15cu55ed it with the evaluator.

o “Trainee Signature/Date




A Y
b . . e . . . ]
. . . C . A~ 28
r . ’ ii- -EV - 7/' VZ; ‘ - . ) . f}
) = *

 AREA EVALUATED: . EVALUATOR & DATE:

‘Emergency '‘Plans” IB To date’ (at Teast 90 i
-4 days after E.0.0.) this . T “
. ~ ' employee has conducted .
St himself appropriately e
and in accordance with "
: pn11cies and/or
TN . " instructions from his
. supervisoys, during
© ¢ "all emergency situations. = . . : o
He has received no - ' - é
negative comments ‘ -
regarding this area on his
k . ‘monthly or. quarteriy a
. . . evaﬂuat1ons

S —~ Evaluator{

- L . A

We have had no emergency sxtuat1ons, thus, it is impossible ta rate -
this area.

PERFORMANCE DISCREPANCY: o 7 e

{ ]
. -
e e e e e e I e —

I have seen this evaluation and discussed it with the evaluator.

“Trainee Signature/Date

ry == .
> , 9




Accountabi 11ty

21, For at least 90 daysi_ : _

‘ _emplayee
‘no negative eomments .

N )

AREA EVALUATED: EVALUATOR & DATE:

ot e e el

_after E.0.D., this
received

on his monthly or
quarterly evaluation
regarding his ability
to insure accountability
' the inmates under
i's supervision,

Jes No

Evatuator

Tate

~

I have seen this evaluation and discussed it with the evaluator.

/

L2

Trainee Signature/Date -
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&

*° . AREA A EVALUATED: VEVALIJATGR & DATE:

— g g pana . B R . . i i_:rt_s-xd‘,jﬁf;_&r--! 3
*Raport Writing" 22 This emp1ayee con-
e T . . sistently submits
L o ‘ ‘incident reports (as . . ‘
needed) which are - S oo
grammatically accurate o U _
and meet the fQTTQwing , I v’
! 'criteﬁa- ’ A , L

e

a. Describe. obser
behavior:or eyidence

. = obtained through
T 1nvest1gat1ei.

épﬂ;,_éénc1ude only facts
nd details. _
. Show no b1ases, | o .

pregud1;e§,rar
personal. judgement§
”

d. Identify staff and
2 1nmate witnesses.

Yes - No

“CEvaluator

“Date '

i

PERFORMANCE DISCREPANCY: _

- N : ' ;
1 nave seen this evaluation and discussed it with the evaluator.

Trainee Signature/Date



L TTAR T L T T e

 EVALUATOR & DATE:

AR vﬁEiI’ELL‘IATED-

ad Feparts prepared q¥ . e

“ this employee and - e e
those reports meet ~. = . v, |
° the characteriétit5"¥5-t, g o
of well written repor¥® *< = . . 0o
described in the . -

= " preceding performance ~
objectives.-

A y

LT L ot gecked at p o D
" east three incident- . (0 *

S ’ L. EvaTuator

"Shakeddwns - Inmate" 24. During the actual class, - :
. this participant "shook ' S
s;; :

down" another participant,
foldowed all of the

' pre§§¥1bed techniques
(see learning objectives
for specific techniques)
and discovered all items
of contraband hidden upon -~
the individual being
searched.

f

~Evaluator

“Date

PERFORMANCE DISCREPANCY: T s

1 haVE seen this eva1uat1cn and d1scussed it w1th the eva1uatar
. ~

ffféﬁnée'éiéﬁéthre7ﬁéfé’”’"

: 29



-/

‘ ‘iBSi

AREA EVAEUATED

o
i
ki
s
&

?Sﬁakedowns - Inmate" - 25. This employee regu1ar1y
b i _ conducts inmpte shake-
downs as required.’ His/
B, T : - her: prccedures and - ,
AR ; A techniques age consistent
o » . with local -and Bureau.
n o a : Policy and with the

standards covered in the .

wh o IR S \! " introductory tra1n1ng (.

J_f | package : ’ .

“Evaluator ©

Date

PERFORMANCE DISCREPANCY:® _  °~ \ e

—r——— ] — — - N - ]
. l X 2 : , ‘ e
= = - — = = - e ———= = dy————— R s S
F

- , o - -
"Shakedowns - Inmate" . 26. During the training <
' sessiom this employee
took part in searcfing . ‘
an inmate housing area.
During that search, all
previously hidden items
. : : of contraband were
: recovered. . @
A Yes . No e
' ) Evaluator
Date -
PERFORMANCE DISCREPANCY ) ) o R G

Lo i et the o ,
I have seen this evaluation and discussed it with the evaluator.

Thainee Signature/Date

o



BROAD_TOPIC:

~"Shakedowns - Area" 27.

1 have seen this evaluation

- 16 -

AREA EVALUATED:

This employee has con-

sistently-conducted
area searches as
requested and/or

required. - During those

searches, he/she has
consistently followed
the correct

procedures and policies
defined by the Bureau/

institution, and has
used the techniques

discussed in the "area

shakedown" segment of
the introductory
trainina program.

Yes No

Tod

L N

EVALUATOR & DATE:

~ Date
- B o e
s
E\ ‘
/
- gfjf;
and discussed it with the evaluator.
Trainee Signature/Date



BROAD_TOPIC:

"Freedom of
and Privacy

PERFORMANCE

1 have seen

———
'
ot
KT

- 17 -

AREA EVALUATED: - EVALUATOR AND DATE:

Information 28. During the last 90 days,
Acts" this ‘employee has
. released information
and restricted
access to information
in accordance with
provisions of the
Fggedam of Information
and Privacy Acts; and
has strictly followed
Tocal, Bureau, and
Department of Justice
policies with regard
to release of such
information.
F

Yes No

" Evaluator

Date R
DISCREPANCY: e -
thic evaluation and discussed it with the evaluator.

rainee Sighature/Date



BROAD TOPIC:

"Personnel Processing

| have seen this evaluati

- 18 -

AREA EVALUATED:

L
29. Imﬂediate1§ upon E.O.D.,

this employee completed
the following personnel
forms: SF-50, 54, 61,
71B, 86, 87, 144, 176,
2809, and W4; and the
~ following local forms:
(fi11 in blanks)

PERFORMANCE DISCREPANCY; ¢

EVALUATION & DATE :

"~ Evaluator

on and discussed it with the evaluator.

Trai

ne

. S
This emptoyee has taken the
path of office.
Yes No o -
N Evaluator
" Date

wd

v,
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BROAD TOPIC: AREA EVALUATED: EVALUATOR & DATE: -

"Personnel Processing 30. After 90 days on the

and Clothing Issue" job, this employee
is performing in a
manner consistent
with the major duties
and performance
standards described
in the, position
description and post
orders.

PERFORMANCE DISCREPANCY: =

"Employee Conduct and 31. This individual has
Responsibility" read and signed a
statement indicating
his receipt of
Policy Statement
_ 3735.1B and 3735.2,
{ "Employee Conduct
and Responsibility.”

——— e e e e . - e

I have seen this evaluation and discussed it with the evaluator.

Trainee Signature/Date

=l
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BROAD TOPIC: AREA EVALUATED: EVALUATOR & DATE:

"Employee Conduct and 32. During the last 90

Responsibility" days, this individual
has not violated any

— of the provisions of

.the policy statement
on Standards of
Employee Conduct and
Responsibility; as
indicated by no negative
action being taken
against him/her
formally or informally.

o o ““Evaluator
“TDate
PERFORMANCE DISCREPANCY: e L
4 7




1

J

. ACTUAL PRACTICE TEST KEY

NAML: L%Ql‘)h&é ,S(‘s\\\-ﬁhi*:?.,:h\‘éﬁs' ”\JT”H F:CI Auyp'ﬂéﬁ

. BROAD TOPIC; AREA EVALIATLD:
g_i .
iy “"Counting Procedures” 1. The,trainer has actially
observed 1 count take
alace.
RN gfﬁ i
K RAALSCE DISCRe VAN Y

? - 4 - .
g AN Be tegines hge concdyat e
A&*,V,i Al aCcurdte coagnt 0f 4 l1v1nq

e . amh j area for section of a livinag
e g ?@ﬁh&&u—) -—tﬂ—‘s —irtd) while nder sopore-
1:‘ x uagirJLHﬁé’“J visinn of an g.sactate

‘ ,"/71 aﬁ m.ﬁéa&““‘hm Tructm

T ui"‘f

fat;r\;rﬂf\\pu E D 5

I have sésn this «foal asrir a0 0 o1sc 0 et 8 the eyal

39

[ VALUATOR & DATE

Evaluator

%@ /9 P

tator.

‘ﬁi_gi_égéw 4h14]78

i e

igna ture/Date

%

.

f




lnstitutidn Familiarization

Comprehensive
Written Test

\

e i e o E 2T




INSTRUCTION SHEET: HOW TO GIVE AND USE THE "COMPREHENSIVE WRITTEN TEST"

Training Coordinator:

First, all trainees should be advis
they will be tested dn. You may choos

know the learning objectives for each uni
keyed to those objectives.

examination; its
*ficiencies which they

hen be taken through
se deficiencies.

Advise the trainees that this is pot a "pas
sole use 15 to help spot any 1ntarcation/ski
stil1l have after completing trainming. Otep
remedial training, counseling, etc., to cor

The test contaans all types ot questinnsg: t answer, f111 in the
blank, multiyle chodce, frue*alse, and fe5dy . Ihe questions
are gesigned tu r€asure all f tne Tedrrnang bhhectives contained in
the instructiongl ater o), ‘

Trainees should take thre ecaqeyreation irediately upon completion
D’F the ﬂf:\=k~,‘(\\;y' ty-j]y”ri[j ALMBEN SNEE oeapre 1 ?g!"@t‘)f‘ Y "HJ’ he ﬂPLE‘gSaFY
to finish the ecwgminatice  IPY a0 0 e Jiscretion in deciding

how much fime £ 40 low, .

The Traintrng foortinator <rney 0 correct Ue examindtion, using the
attached kes. . I ortery *o cyaluyate now syccesstully a trainee achieved
sheg ]

the obJectives “eaL et L, e wear

(B) -refer t ve deganr slan and obiective measured by the question.
{fach cw micn of too vxamination iy broken into specific ﬂD1ﬁ’ --
T DoHespunsihr ity Counting Procedures,
etc. ting objectives.) The key indicates
the card for s cessfully answerino tne nuestion --
150
N,
*

(C) Medsure tne Lraliice 5 dhiswer vs. the atan;ETd; 1f the key (ob-
jective) calls for 170 accuracy and the trainge did not completely
answer 1ty ne nasr’t et the aprective.  [f o1t calls for 75
accuracy, andg ne na. Crree Sutoof rne Fvuriw%rw%a@intf asked

‘ ' b i ve.  The answer on
“e must reet or

for in tAe a0t

(C) d r ubiectives, the
Training snaL, it evaiaate tne serinusness of the problem
and cor rrorerpssial o rreainins artor counseling
"Mlease cpdig feq ey owet kave to te lonn

) * e EE RN Tovee 3 noiicy

ERIC

Aruitoxt provided by Eic:



.y
[

Follow up in 30-days (or whatever time frame is appropriate)

to insure that the training problem has been corrected and is
causing no difficulty in performing the job. (Be sure to advise
the supervisor of such potential problems onc& they have been

identified.) /

\s



Name: 3. ) N Date:

F3

Institution:

COMPREHENSIVE WRITTEN TEST —~

Institution Familiarization

Learning Objectives

COUNTING PROCEDURES :

1. Tkere are ten baéic principles for conducting counts described
in the Custodial Manual. Please list them below:

A. e , o o

B. ] o R S

. . S \\
F. ) !

1. L L e

Jo_ S ——— —— 5{{ —— _
2. In writing; briefly and concisely indicatR/the basic criteria for
each of the following types of counts: 2

A. '"Formal"” o ) , e

Br "Census Checks" - 77: -

C. "Emergency Counts" o -




"
M.
L
B
[

Pleagg 1ist below, the times at wh1ch formal counts are conducted
at this 1n§t1tut1on

Briefly dESETTbE any spec1f1c problems at this institution (physical
structure of dormitories, ‘etc.) which hinder efficient, accurate

counts. . N

INMATE_PROGRAMS AND SERVICES:

5.

A . L . .
List five inmate programs and services offered at this institution,
along with the name of the individual staff member responsible for
each program/service.

Program/Service Staff Member

3

Qutline, in order, the steps that an inmate must go through at
this institution prior to appear1nq before the Un1ted States Parole

Commission.

-
- N [ U - B
.
— - S L N _




) -3- "

&

Briefly list the local policy requirements governing:

~dl

A. S'f;n,gdj,“lf‘l Release: _

B. Work Release: - o e

e e T T e e

C. Furloughs: -~ S o

B - : e e e

8 List five characteristics of the local inmate population which have
a bearing on the programs/services offered at this institution: ~

L]
B

9. 'Listiand briefly describe the characteristics of, each functional
unit at this institution.

(]

4
A
e i o o




10.

11.

Define "Social Education" and br1ef1g§exp1a1n how its 1mpact5 on
all institution program areas

SR U —
e % ;

—— g
Define the term "Volunteerism in Correctional.Programming" and
give at least three examples.

e Y 4.~




46

~ FACILITY TOUR: /

12. In the space below, sketch a diagram of this institutjon. (the
sketch does not have to be to scale but ought to include all

‘major structures - correctlyslabeled - and security features -

. fences and/or walls, towers, etc.) :

{
i
1%
2

~

, )

- s
\
;T
5

-k




sae 13 13. Describe, briefly-and spec1f1ca11y,ﬁlgy unique programs and/gr
Facilities at this institution whi ontrthute to inmate welfare
and/or institution maintenance. (IF THERE ARE NONE, PLEASE 9 *

SO STATE. ) e

. — = = —————— ————— = ’r{* —
FIREARMS FAMILIARIZATION .

14. In the spaces below, list the standard firearms issued and used
" at Bureau institutions. In addition, in the space to the right, =~ «-
briefly describe the characteristics (effective ‘range, general
use made of the weapon, etc.) of each of the firearms you have
listed.

Firearm: Characteristics:
L
P =
L

n

[




17.

15. .
=" and what are their characteristics?

7-. | S 48

What are th *three types ‘of gas commonly used in Bureau 1nst1tut1ans

List five types of gas weapgng and equipment fdﬁnd at a Bureau
institution.

.
[ - —— ——— = - e e — —
e - O - O —— —

What are two pieces of equipment eommonly found in an institution
which use ammunition,- although not normally considered weapons?

_ — “ === — =

Briefly describe the four major points in the Bureau's policy on
the use of firearms.



= x ¥

" 19. Briefly desctibeﬁany local considerations (nearness of civi?ians;

ool etes ) which affect the usg of firearms. (Optional Question)

" INMATE DISCIPLINE R B

20.  In the space below, give a bri¥¢ definition of "Discipline" which
corrésponyds to the definition used in the Bureau of Prisons.

21. What is the difference between formal: ahd informal disciplinary
~actions? Give two examples of each.

[}
=

22. List three examples of situations which warrant informal disgciplinary
r actions.

23. List three exampTes of situations which warrdnt Farma]sdiséip1inary
- actions. - )

T —_ U R




24. What is_the primary source of dOCumEhtat]Dn used in a formal
- -'diﬁf:ipﬁnary action? L .

25. Hhat is the difference between "Discipline" and "Punishment"?

26. “List two Positive Disciplinary actions and two Negative DiscipLinary
Actions: ' B

- "Positive" Negative"

© R ———— e —_—— ——— ——

REPORT WRITING .

27. A report can be defined as e ;7 B .
oo
28. The first step in preparing a report is 777;;4717 o

29. List the four types of reports regarding inmate canduct camman]y
submitted by line personnel: ,

30. List four requiremeﬂté for a well written incident. report:

- E
.
—= = — —
éﬁ T - - - )
S .




i»,jtj

CQNTRABAND IDENTTFICATION AND CDNTRQL r

31 List the th categcr1es of cantraband found in ip

titutions:

. o R

32.

33.

34.

Give five specific examples of the type of contraband that might

‘be.found in eath of the categories identified in question #31:

Categor)

"
¥
: ¥

Hhat are the three most common items DF cantraband found at this
1n5t1tut1on*

o
— e P o o _
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«  EMERGENCY PLANS -
- 35, Li elow, and briefly describe, all emergency signals used at.
.+ th™institution: ’
T 2

job specikity, and your "normal”

36. In terms of your own particula
teps are you to take in the

location in the institution, wha
event of:

" An Escape? . - - - ,
y -

_37. What are the key elements in the institution's escape and dis-
burbance plans?

Esgape: Disturbance:




(U

o 53
~12-

38. ldentify, be]aw, any - un1que problems posed by nst1tut1on layout,

population.characteristics, etc., that affect Staff actions
in the event of djsturbances or escapes

-
— —e I S _
4 : n
,;% y a I — —
i
—_— I _ —e e e

39. Are there any unusual local emergencies (i.e; hurricanes, earth-
quakes, etc.) that can be anticipated at this institution? If
so, please describe in writing, the steps to be taken in dealing

with such emergencies: - .
) g:
. o e
L

INMATE ACCOUNTABILITY AND SECURITY:

40. In terms of inmate agcpuntab1]1ty and your role as a correctional

worker, what does the ~term "Firm but Fair" mean?



41. List any specia1 requirements for, or any special problems in,

superv1s1ng the fo1lnw1ng act1v1t1es a
P - a -“i- L 9

* A Medical Furloughs_______ I i

& - . . _ .
w =
L 4

C. Escorted Furloughs (Deathbed visit, funeral, etc.)

=
b
e e = e — - —— — — — — = e —

1
v —— I S - J— .- e
E. Hospital and Pa1ll Line o L

(List Continues on next page)
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Call Outs_ . R

Record Office T , i _

e
7,,,1.77 SR — e e e = —

~ —
Legal and Reqular Library - " - B

K
Segregation/Detention L i e




- M. Clothing Room o I ) —

"42. "Specificéiiy identify the material found in a detail crew kit
and the information contained on a crew kit card.

~ R 1
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; o . B e | |
43. What are the security classifications used at this institution
and what do they mean in terms of an inmate's access to various
- areas of the institution and freedom of movement?

-+

R = s . . . . . . L

w/ _ - I G .
DUTA ROSTER AMD ASSIGNMENTS \¥5_

44, On my present assignment, my normal WQEEjng hgurs are:

nr

"85, Describe when, and if, these hours change (if your shift rotates)

— S — — —

: e )
46. MWhat are considered legitimate reasons for requesting a shiftssggfaxr
preference? Briefly describe how you make such a request. 4

) —— S L.‘ — - ——— —_— —
[ i I - — - _ _ R

47. List any written documents which specify how you are to perform
your job:

¥ i
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»
L]

;]'ji [

. 48. How do you rééuest sick and annual Teave?

T oy ol LA S A T

49. Who is the t1me/attendance ‘clerk responsible for ma1nta1n1ng
your t1me/attendance record? L ; \ -
v - * Lo “ »

50. List the major elements of: | -

A Post Ofder o e M

4.

-

) |

51. What.are the time frames for the three major shifts at this in-
stitution?

TOOL AND KEY, CONTROL:

52, List éﬁ{1éa§tyﬁ class "A" and 5 Class "B" tools commonly found
at this'institution.

C"iass "WAVH : = C"a E llBllﬁ

.
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| ¥nstitution policy. for hand1ing C1a,_s:; :

[ AN - e -
S W e
54, List, and br1ef1y describe, the commonly discovered problems with
Iock1ng devices at this 1n5t1tut1an, and one method (per problem)
of correct1ng -them. C e R :
— — = - — i — e — I

* _ _ — — Y - _ ,,, _
~ SECURITY INSPECTIONS:

§$§ \fieill list; below, all of the items covered on the institution's
"*-SEELr1iy 1nspect1an form; and briefly describe the elements con-

siderfed inskyaluating seecurity for each of these items.

#
0 /
] \
=




SHAKE DOWNS INMATE'

[

- '
.t - & S
2 =19~ oa g . 50,
- - - ] * : ; £ B
. . . . E \ ]

* security’ qnspectidns which are created by. the phys*lca’l laynut and/nr
b structure of the 1n5t1tutmn i ]

T
Ta .
: +
— — — - — — e S — - = ————
y ¥
- ——— —_— — — — - _
= i . .

58. Br“feﬂy descmbe the""pracadu' ushd for searchjng veh;ic]es moving,

1:4 and out of thw,i’;nst*ltun

— e —
£
B} — _ _ R
i
. _ . __ R )
hY
e

. .'89.. List at 1east 20 spec1j1c body/c1ath1ng 1ocatﬁans to check‘1n

conducting a body search ] £
- e - &
. ’ 2 ¢

60. Describe the proper procedure for canduct1ng a “pat-down" search;

and clarify how to conduct such searches in a positive manner
which does not =damage_ positive staff-inmate relationships:

— —— - - — S ~ -
=
H -
+
¢
‘\ L]

oy

I

", 57, List, and br1ef1y describe,,any special prcb‘lems in conducting =



61. What is the correct procedure to follow when:

(A) A male staff member searches a female inmate?

(B) A female staff member searches a male inmate?

[ R T S S PR —

Briefly describe the Bureau nolicy covering searches of a member
of the opposite sex by a staff member:

Pa '
[

1
[
W

ist, in crder, ai’ steps to be fullowed in conducting a strip

5

64. List three criteria for conducting an area shakedown 'n a mannew.
which does not ddmaqge positive staff-inmate relationsnips:

,,,,,, . W
¢ 7*
', U -
_ [ PR e —

ERIC

Aruitoxt provided by Eic:

Ty
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i

ro

.
1

o
L

Describe, in correct order, the steps for conducting:

(A) A one person search of a small area such as a cell:

— e ————— — [ —

S G S

¥ , , .
(B) A group search of a large area Sﬁch as an industrial’ work site:

L

{
- - ke S

66. You have just started searching a cell and you find a larqe cache
of inmate made "nome brew'; what should you do?

FREEDOM OF I CRLA‘JP,!FE}VA(Y ACTS

67. All requests for records ater a
monitered by: (Circle the correct response)

ht the institution.
‘ontral ﬁff?ﬁé

The Thief Evecutd
The Office of G Y
The Reqional Oirect
The Director, Burea
The Attorney Henera

T

[

v
N
—,
-,
—_
ﬁ%

i

—

0 f Prigons.,
or Nepartment of Justice designee

Py e 133 T

Requests for ineate and ftner records locatec at an institution
gr. Reginnal 0Offic 11 be referred to, and responded to, by:
(Circle the carrect response,

T

The (hief Fxecutive Officer at the institution.
The Office of General Counse:. “entral Office.
The Regional Director.
- The Director, Bureau of Prisons.
. The Attorney General gr Department of Justice designee.
o

Mo e o 3

ERIC o

Aruitoxt provided by Eic:



69. Bureau of Prisons' records sought by subpoena, order, or other
Court demand,®in congection with Court proceedings, may not be
produced without agproval from: (Circle the correct response.)

. A. The Chief Executive Officer at the institution.
B. The Office of General Counsel, Central Office.
C. The’Regional Director.
D. THe Director, Bureau of Prisons. ,
E. The Attorney General or Department of Justice designee.

=

«The four situations which follow describe instances in which soméone
.'requests you to provide information about an inmate. Based on your
know1edge of the Freedom of Information and Privacy Acts, indicate
if you would or would mot release the information FequEEth In the
Space *pr‘Dwded hriefly give the reason for your Jecision.

70, giﬁe Dail, Post editor calls you and wants to know 1f inmate Se -
& gligﬂﬁ vdtore 0'Brian is TDCked up at your institution, the lengt- of
E; - 5%3{1315 sentenu: and fcn xwhjft Lr@e he-Wwas committed. 4y

* V5

‘:! Ed

_x Egéck Oné: Would-~ Fe1pa5p 1nFD - Would not pef%afé infor
EE?'REESD“?;,;,;@i,*_ﬁéi!,éégzi,fi,,__,, S

Deputy Sﬁer1f€ L1ﬁne1 Ketchum, Polk County Sheriff's Office,

sehds you a letBer on sheriff's department stationary and requests
to know if inmaté 0'Brian has “een visited regularly by a M153

7 Lily Mattnews, 1119 Bluebird Lane, Sumner, Ohio.

Check one: Would re'mase 1nfor vould not release info:
Reason:

72. A Mrs. Mattie fribhle calls tne institution and identifies her-
elf as the aunt of inmate 7'Brian. She says she has heard that
her nephew nas neen confinec to tne institution hospital and she
wishes to know the seriousnese of his ailment.

Check one: Would release info Would not release info: )
Reason: o o ;,jtfﬁ,_,,,ﬂkéﬁgi,:,__‘_,
£
- i‘; e
A '
¥
0
'ﬁ‘ N
=1



73. Gomer McDowell, well known author, sends the institution a letter
advising that he is considering writing a book based on the criminal

oxploits of inmate Salvatore 0'Brian. He requests that he be

provided with any :dnformation regarding inmate O'Brian's 1insti-

tutiona! adfustmen®, job assigmments, etc. He indicates he is -
willing to pay for any expense involved i~ collecting this in-
formation, as provided for 1n the Freedom of Information Act.

Check Nne: Would release info: Would not release info:

Reason: 7 ) ) . o -

J4 . Some intornation recarding inmdtes s ocont tered to be "Pubiic
Rocort . arvee & eaar o das of o rase band f onformation: e

_ %

ol

AN npate 415he . TG oosdl e The Lgredu s records concerning him.
Cri-fl, o crite who ne contacto a-1 what information can be with-

Fee o Fae ey
, , R -
75 oy tual e o hae heen Jeried access to records
o i Ny dDthf trigh ! a4l tu o the Deruty Attorney
LF * ' T »Trfa,'@}p:
"2
¢k ! = R ¢ -
I R S G A TR . A N . «n1ch refer /
‘o . Lo , " i the Freedom of
Ir s s . *
™ 1 3
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e WHRAT 15 Trs il x o e b Ty far vioaaling tne E.r
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Aruitoxt provided by Eic:
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can the agency release

+ B0. What informati e 7
the Privacy Act?

i ; v
N without yous consent ur ler provisions of
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What are the criteria for giving you an "unsatisfactory" evalua-

[win]
|

s
S — oo e e o . - - — e = —

fe's]
oo
W

89, My firer na, da. wii! cocur on

90. What are three raior duties and four performance standards listed
in your pusition decoriptaon { .

E]

Major Duties: Performance Standards:
- B

¥

R 4 ) -

Q ‘ _'-"; " ? -

ERIC

Aruitoxt provided by Eic:
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92. Give an example whick shows a violation of policy for each of
the eight major artas listed in the preceding question:

F

Give three evamplees nt recent local virlations of the Standards

93.
af Frploayes Conduct and Pespepsihrlity policy:

, 31, select tharee ELE L, oompingee misconduct and state the ranae
Gt opena‘ties tnat tay he dusessed for each viodation according
, 1 o f iesizlinar, Offenses and Penalties:

Yo the Ctandacd Terded T o el

—4 =T

w
.

ERIC

Aruitoxt provided by Eic:



95. Briefly describe the process through which an "adverse action",
because of a violation of the standards of fmployee Conduct and
Responsibility, takes place:

ADMINISTRATIVE PEMEDIEC
=
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INSTRUCTION SHEET: HOW TO USE THE "COMPREHENSIVE WRITTEN TEST KEY'

TRAINING COORDINATOR:

;ic
There are thrée basic kinds of questions on this test: =

l. QUESTIONS WITH STANDARDIZED ANSWERS: The appropriate answers
ARSe 1temc are on the key and all you have to do is compare
the”trajnee's response with the key response to see if there is
AUTIDN Fill in the blank, short essay, example
rezﬁoﬂses do not have to match the key response xact]x how-
ever, the same basie information should be provided by the tra1nee
(Ytems: 1, 2, 10, 11, 14, 15, 16, 17, 18, 20, 21, 22, 23, 24, 25,
?E, L7, 28, 79, 30, 31, 32, 24, 40, d?; 50, 59, 60, 61, 62, 63

g6, 7, 68, 69, 70, 71, 72, 73, 74,75, 76, 77, 78, 79,
5@%53),w5, 47%A8. 91, 94. and 95.)

j””%

2. QUESTIDN( WITH AN;NEﬂS THAT MUST BE DETERMWINED LOCALLY: The
appropriate answers for these que;t1@nsgajﬁgpd on local policies,
conditions, needs, etc. Prior to using this~test, please check
these questions and write in the answers you feel are appropriate
on this Key, 1In some cases, we have sugqgested examp1gg and/or
sources for possible answers. (Items: 3, 4,5, 6, 7, 8, 9, 12,
13, 158, 33, 35, 37, 38, 39, 41, 43, 51, 52, 53, 54, 55, 56, 57,

%R, and 933 7

3. QUESTIONS WHOSE ANSWERS MAY VARY WITH INETVIDUAL TRAINEES: These

questions deal with specific information pertaining to y the
individual erployee, such as, "what are the major duties in your
position description?’ They will have to be evaluated indivi-
dually for every trainee. [Items: 36, 44, 45, 46, 47, 48, 49,
81, 22, 23, 84, 39, and 9C.)

. Please re.luw 07 TwhtoeE. Lt 0 Lo geliverirg the dn structional
4
material . e i arer St et iar shoasd aive yog osone 1::19@@1:
what martecial ~_ L7re . turir L yGL0 Lradn ingoprogram. 3b

L few itens indicate tney are optional, i.e., you may not have any
. e . T
unique local progra—s at your institution so you would ask your trainees
i }
to 1jmore questicn 17, rage ©.° ‘owever, dc not skip any of the guestions

with standarcizec ansser:. Cu may rot have ‘irearms at your institution
- =

but the reason questions acdt “ircar . d4re Or this test, and a unit on

-




/0
firea;ms is in th{s course, is that the yDuHé fellow sitting in the
i%ggt row may transfer to a penitentiary some day; we want to makeysure
he has at least a basic bit of knowledge about firearms when he gets
there.

One final point, the guicker you can correct your tests and get them
back to the students, the better, Rémembéfi a major purpose of testing
is to provide feedback to tre individual about his strengths and weak-

nesses--please don't delay in delivering the message,
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i DEVEL\DPING "INSTITUTIONAL OPTION" TRAINING PACKAGES - 94

4
‘ff/fr NDTE 10 THn TRAINING CDORDINATDR
/ Thisslesson plan is ﬁireg;' ' Traint fra tov ;
| not the trginee, and 4 0" e n the
total introductory tfa 1n1ni krogram-at A i institu-
. ttoh. g the initial 40 Pewrs™g ‘g1nlhg, the Yocal
coordinator will havé from one ¥ seVen hours that can be
filled with training that is sbe¢'f1;a11 aimed at meeting
un1que local, . nst*@ut1cﬁa1 needs. (The amouht of time a
given 1n5t1tuficn 'will have var1és because of different
emphasis put on such topics as "Firearms and Gas Familiari-
zation," "FaciNty Tour," eic.) This brief outline
should aid in Sé&édingﬂguch development of local training
programs and insuring.that they are consistent in tone and
format with the other segments in the introductory package.

ok

N
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LESSON PLAN (DEVELOPING "INSTITUTION OPTION" TRAINING PACKAGES)  #

LESSON TITLEE Developing "Institutional Option"’Training Packages

TIME FRAME: VafﬁedikdEDEﬂGéﬂt on the complexity of the subject, skill

and resources of the local Training Cgordinatcr;)

ﬁ . B i’

MATERIALS: Copy of "Training Program Development Guide," Writing
Materials, "Standard B.0.P. Training Format."

PRIORITY: For use at any time the local Training Coordinator identifies
T * a training need that is unique to the local institution and/or
which is not dealt with through delivery of an existing,
available training package.-
LEARNING OBJECTIVES: After studying this material, each Training
. Loordenator wil® be able to:

A. COutline the standard format used for Bureau
of Prisons' staff training programs (100" accuracy)
E. identify and explain, in correct seguence, the
Seven major steps in developing a training
srogram  1100.)

T, identifv, and briefly explain, the four types

of task analyses that can be conducted in

researching a training problem

FEQFDEMANU& OBIECTIVES:  After completing a review of this package, each
Training Coord¥nator will be able to:

. 2. Jevelop trairing programs aimed at impacting
nn local training needs, using a systematic
vee steps outlined in Learning Objective
"5 ) approach. and within a two week time
Frame ccessfulattainment of this

ctive will be evaluated by the $.T.C.
/ - assigned to audit the institution's

5

© otaff 1ininag arogram, (100 * accuracy)

e



TRAINING PROGRAM DEVELOPMENT GUIDE {
K

-
There are two keys to developing good, local training packages:

A. Use a systematic approach so that you insure that all
aspects of the problem are covered and that the material/
format fit smoothly with the other elements of your train-
ing program.

Make sure that you can measure if any benefits have actually
been derived from the training program as indicated by improved
ability to function on the job.

Lo

The system which we suggest you use i5 the following:

STEP ONE: IDENTIFY THE SPECIFIC TRAINING PROBLEM (SEE OUR EARLIER
DISCUSSTON OF MAGER AND PIPE) AND THE SPECIFIC INDI-
VIDUALS TO BE TRAINED,

Is this package for all employees? Probationary employees?
Specialists? /

STEP TWO:  DETERMINE ETRY/LEVEL PERFORMANCE ABILITIES OF YOUR
" TRAINEES. !

What are the specific skills and levels of knaw1éage that youyg
trainees should have when they report for training?

i

[T

TEP THREE: IDENTIFY JQB PERFORMANCE REQUIREMENTS OF YOUR
TRAINEES.

' &

g-are the minimum skills, abilities, areas of knowledge that
yslpr trainees should have when they complete training? This
should be adequate to insure that the employee can accurately
and successfully complete his/her job assignments,

There are four ways of determining Job Performance Require-
ments; all of them are termed "TASK ANALYSES" and YD@{&iLE
find one or more of use to you in determining "J.P.R."

OBSERVATION TASK ANALYSIS: You actually go to the job site and
view someone performing the task to
determine what skills/information are
needed .

SIMULATED TASk ANALYSIS: [If you have performed the task yourself,

reflect back on what you found to be the
necessary, significant skills and infor-
=atinn. {(Be ca.tinus--the inb may have
changed signiftcantly sinee you last
performed it. )



M

> T >~ e

PPN T O -
,5-_‘__. B N ‘,
A S " ,
. CONTENT- ANALYSIS: Are there any ur:*fen materials (post orders, manuals,
o .. etc. ,) which cover 'the job and which you shau]d :
LB o T review before developing your ttaining prograwt ,
4

INTERVIEM ANALYSIS: Talk to rec gnized "expérts" (people who perform’
CoE _ the task e eedingly well) and find out what. - 4
-+ they consider~important skills and information
that ought to be covered in the training program.

S!ﬁi— N
IDENTTEY YDUR TRAINING OBJECTIVES

This w11ﬂﬁbe fairly simple 1f you have identified Entry -
' Level Performance Requirements and Job Performance
Rggglrements, because: .
A X

« J0B" PERFORMAYCE REQUIREMENTS - ENTRY LOVEL PERFORMANCE
. . A3 .
£ N OBJECTIVES

e " Remember,, objectives ought to: . i
. &**

1. State specifically what is expected of the tga1nee
) during and after he EDmp1etéS training. ¥
) ?. Be measurable (can he or can't he .perform in a

- ’ certain manner?)
'33 Be realistic giving the t1mei5§d ressurces you
have available and .the skill level of the trainee.

| STEP FIyE: OETERMINE IF YOUR TRAINING HAS VALIDITY.

‘How will you test or otherwise measure if your training
“-has had a positive effect on the frainee's ability to

?“péfform the job?
STEP SIX: ANALY/F THF‘TRAINING POPULATION AND JOB SETTING. \

Are thPfﬁ any sfnificant characteristics of your trainees
- and/or ‘the job setting which will have a positive or
0 negative effect on your training program? How can you
‘ ﬂvPrtumE negative effects aﬂd make use of positive
b effects?

STEP SEVEN: PUT IT ALl TOGETHER BUILD A" COMPREHENSIVE PLAN.

ay out what you need to do 1ﬁi sequential steps, assign

' S a time frame for completinn of each step, and meet
e n your dead!ines. ldentify any special equipment and/or
e training aids which you need and make arrangements to =
L . have them on hand. (The Media Services Center, (entral
ey - Office,--FHONE (c02) 724- 3}0?——w111 be happy to give you
P advice and cognsel, as well as.nther kinds of assistance,
in securing instructional aids.)
14
] ) ‘ E

'



v% ‘
dized *Bureau tra1n1ng prbgrams: ’ ,
LESSON TITLE: 3 - i
oo TIME FRAME: L R
v o e T )
; -SUGGESTED MATERIALS TP L2
; e FRIDRITY; ~ (WHen thfé‘mater1a1 ghould be covered)

LEARNING OBJECTIVES - (What you expect during tra1n1ng)

PERFORMANCE OBJECTIVES: - (What you expect of the employee *
g i when he returns *to the job) -

BODY OF THE LESSON PLAN: - Make it as thorough as Yod" feel
is negessary to deliver the material.

J"’.\'

- If you run into any problems building your own pngFaﬁS, or if you
mer‘éiy want to try‘ out-an idea or get anmother opinion about yh
package, feel free ﬁzra11 the Train1ng Program Deve1opment 3???ﬂqr

2027572&'3215 or 3?16 for the1r ideas aﬂd‘ass1staﬂce
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s INTRODUCTION

‘you ask many people to define or describe what, *t 1s t"hat an
institu;ion Training qurdmatur yes they wliH say ' "Heﬁﬁhe puts __
on tra’lning yagrams and make: sure that emp'loyees get sent to the

required tFa‘ﬁ'ﬁrfg pmg ’;.‘ n time. He keees track of training ’

=

recﬁi‘ds wgkes *
SEAFF like that."

b

“Erainees get their ,per d1em money ‘on time

I

Al Df tmsvﬁ 1ng statemeng*ls true; Tram'ing Cogrdmatnrs .

]

aught to be carr_yingnut §11 of these tasks But a Training

i,.l* J (r:
training 155'He11v¢=red on ti'me, to the apprnpﬂate emp’laytés, 'Ls not
«ﬁ ey
really doing his job. There is another. extremely mportant facet QF
] '1 & #

t~e Jjob th‘at 15 of-en cveﬂoaked-ievemﬂy same w&m Coordinatars.

Tha faget involves "EVALUAPION," "FGLLOH UF’ " and "RETRAINJNG"%P :

- 4

LY

. i

"REHE")]’AL TRAINING " ' ) ¢ ' a

o~

S
Let s explore f6r a few minutes why th15 is suchaan important aréa

Eﬁp1ament, are given: the basic skills necessar!

rtc do t%fjc?, “This

tyaining is not a ‘privﬂeqe to be do1ed Duiz to a se1ect fgw as a reward;

it is a r1ght which every aﬂplgyee is Eptlﬂ ed to as a ;:Iart ofthis -
emﬁ‘ﬁymena\ \But Far- a var1ety Df’ reasons, some employees do natﬁ
agithing they siou1d from a training experience--they return to the

red to adequately carryaout\;tﬁe responsibilities of
]

“job stil1-unpre
T SN S

: . E . - v/
= - v, S ‘E“ ‘a Y F s - \J Lt N
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w. The n_rga_mzat‘lun still | has a respﬂﬂéibﬂit_x to ‘identiﬂ such .

_ 1nadquac1es ;nd corre ‘;them, ff at all pass1b’Le The Tra1n1ﬁg '
- A; i ' 5 - .
Cnordinator nccup'lgs thﬁkey pos1t1cm in th1§ identification and’

correction pmceas. ,Hmﬂm‘maﬂy happens is- that the emp’lpyée s

4 ¢ b
SQPansar wﬂ] adv%e the Ti‘almng Coordmator (or other ‘peorﬂe will

g

re v
' 1et the Train’ing Ccoori‘ha‘ter i?mw) that a partwﬂar emp]ayae isn't

o s

gperfnrmmg up to expectatm%s In many cases, this takes a rather -7~

-7
e

| ’direct;sm&]e form: “T‘h‘ls gu? isn't doing 1t “right; he.needs more"

gtraining“'- The h1dden?nessage 1‘3 fairty abvmus "0.K. aTza’inmg
-

X
. caerdmatcr, 1t s your‘ rgsp-an ﬁbﬂwgtnow -ndo somethmg tg make ﬁun .
Ao hér & good EW‘INDEE “;;é? - '
. » _
. 'Unfortuna;eu, it 1511"§ quite that -easr e

a ggad pmmL‘(ee“ is not Ju’ g.!the rgpcmsr' | .
Caordmgtw It s equa‘lly th,res.ponsmfhty of thE emp]e_yee 3 o
super‘nsor, and TE ngn_y case_s ' the most -vﬂiib’le serwce e Tr‘a1nin§g;
Cuordlﬁtamcan peffom J%to Jet thﬁ%‘uperwsar fully ’HBD{VEd 1n any
- ’ e

» oy
Q retr‘aMmg hat occur. . o . N
E ’ ~in-lj ' /

; -At fh1s point, you have an emmoyee and a ;upervucr--bath probabfy

unhappy because the emgloyee cannot jperform his/her gc:b, adequate]y!, \

Koy should you consdder setting up a gr‘et’r"‘a;iﬁing pragram? tet's look \
at several reasofs: v S L
. rd ;f; . . "
A, Tre fganigatmn already haes a large t1me and money 1nvest= \
_!-‘ - _

- mtﬁﬁt in this emrldyee; to ;113;1 5 h1m/her without first

™ 4
- attémptingto cnuct the Ernh]?ﬁ'\ is foolish just MR an \ =
» : 7
+ _ economic stindpoint. . ‘
. \.f ‘ o o~ ' = -

-




e - CE T L 3 I\ @
% ' B. -Individuals have different backgrnunds, tg'lerances *For- '

' len‘n'ing; etc. As a’ réSu]'E mst peaﬁle da make mistal!é.s . A
’ - o

A 4, ) :
: ";f‘ . f“* from 'tfme tb time re;rd’lgss of‘ th fac.t; that they havg had ‘ _

o prev*laus training. To’ ﬂsmfsg someone for é m:irunr mistaka
{r’ A automatieany, uithout off’ering further assmtahgg-. wun]d .
‘ - ?d }’lead to a. very ﬁﬁse, ,s_i;aff 'uitp fxtf‘ 7 ' ié?ﬂ‘l& s
; .G “An mdwid’uaT has a. r*ight to expagt's > !’\tﬁan a, & .
' ) Y -

‘summary dismissal if hé makes a m1nur iﬁis': 7'
. apbeals’ hidher ?ir’lng to the uﬁ‘{( ?fvﬂ Se%itammsfﬂ, :
E, E.O» examiner, Cnurt or athér _a&'jtén{ that arb1ter‘ 15

grabably gmng to ask: "What d1d ,yd’u do . to he‘lp th"is 'indiv1dua’l

overcame these defi c‘iencies prmr ta ‘dismﬁfsﬂ‘?“’\

,D. Yau will. sometmes get r‘equests ta re—nnreH someone 15 a,

(s training program and'qhake them repeaf therfn'le,pmgriﬁr If -
= t:he deﬁmenc‘gs are dealt w1th qp]iy in a mﬁﬁegment (say 10%)

* of that :lrugram this again becameﬁ, a mﬂ@er‘ Q‘F‘ poor ecomm‘lcs

Y 3
F ‘f‘. 1z

%' .. Consider the ratwinafe for tr‘aimng—at has Qas {cally one
) \

purpose--to help tee emplbyee betterz d@ bhis job. O‘Ften a very ..

\ U
P smp]f"shgrt. 1nexpen5\‘e prncedur‘e €an e devised that will (
q - v I

& ; . meet th1s requ irement if 1ndw1dua1 ne%gv_e Ment?f‘ied and

-.,‘ tﬂ
. /Z thasgj ndivigual needs are addressed q‘)v‘?\a'? t‘ advantages’

of a remedial tram‘lng progr—aﬂ"as DDDDSP#‘I to a reguiar tra‘rmng 0N

13 iy
pmgram hat 1t dea’ls \FLfth an 1nd1v.:du 1 not a gr‘nup of fi

. f )
prt down and Startganalym m
-

— £ *
sy e EA,\& - . -

fual 's
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| bovr

» & h

vy grvw

l!ck'lng skiﬂs or needing furthér training at 3”“1nstead ‘

|
.

\ I
4

it is a cmn’icwn breakdﬁwn. ‘Iack of proper, cl ear T ?1
%ﬁructians. a persona'ljty conflict, etc. Once: the o -

.~ problem has been 1den£iF1’ed it can be more readi]! dea1t s

with--even if formal training isn't the answer.

£

#

[et s turn our attentian ta A -specific gtructured syffem for' he'lping“

you. g:arr;y aut the JDb af "E\(a]uatmn -- "FoTlow- Up"r- and “Remedieﬁ

LAES

‘ &rajning." 7 _ ; .. E; . '&
.4 ,}%I 0 « w | * . : ] o r

w A,

_;_EVALIJATION i @

M1 tralmng programs that are: centra11y deveToped 1n the Bureau

of Prisons (either at a Staff Training Center or by theqTrain1ng

' lﬂsian Centr‘a1 Ofﬁce) have two sets of Dbgectwes "Lééirn’ing S 1*;

Zerfarmam:e Dbgectwes » ﬁﬁﬂ *F'u\d thesq@n .

ylan that preceed{ ‘the 1es~s§n ﬁﬁ‘m; and instructional 3
S . ‘.E
These cbﬂectwes_ have been des1gﬂ fo: @ IR

=¥ 1

Vmateriﬂ
*A. Gwe the liI.TUCtDF' and tra!nee spemﬁginformatmn aEDut

%
tthe purposes of the tramﬂ‘{g. and

i

3 F

< < B. Allow the instructer and,thé trainee to know how'wef¥!the”
. I3 o,

He information \n tme trainiﬂg{ has beeh dyi ssemindted . .

"Lgarnmg Objectives” deal with the kinds of tasks that the . ‘

tram&e:) ‘exp‘ected to carry put during the traininga ncxrrnaﬂy these

tasks nvolve something other than ietua_]g phvﬂ(ﬂw pe

=

- the JDb I(l\wany‘*s the. taskf are refatedﬂto prﬂviding backgr‘eund

y inFcrmatiéﬂ so’that the trdinee can,..better* ‘do the “job. An éxamp’le ef v



LT | learning ?b:jective is:’ w das;r‘ibe the basic criteria Far- 1)+ )J'

- i
.« forpal tounts*, (2) ;:ensus che«;ks. (3) emergency ceunts ’ (IDCR j"

A .
ﬁ;ccuracy) The assnmptinn is that -it wﬂ’l- be of useﬁn 2 ccrrectiﬂnal .

gﬂplayee, vtho’ hasiﬂg_‘;onduct ceuﬁts, tcr kncm what tbe three ks
af counts af’e and w"naé-they entaﬂ To eva1 uate haw we‘H th1s obch

. twe has beem}ﬂw‘ the trainee m'igh'{: ;\asked tn wri‘te a brief

Ao

de‘F*lnition af each (This- pirtitug question” is 1ncluﬂed in thg

—ﬁComprehﬁISﬁve Hritten Test for the’ st‘itutwn Fyhhar;"izatmn o ﬂ

Ve
Trammg ngram )‘JSmce ﬁtandard Q‘F perFormance is established -
T ¥ .

(100% accuracy) Tr&ining Coordinator coﬂd eva1uate succes 9 -

h‘m -

. deter‘mming that the trainee had thten an accurate deﬂn’ltmn‘ﬁfz i‘l’l . _‘
f .
threE typg{/of c:punts- I he . def’meqianiy two types? he Qb;v*lm;;sfly, has :

© not: Succ’%ﬁuﬂy met the obgechye ; & ,
— ;
S "Perfarmance Objecttves" are actuaﬂ_y more 1mpcrtamt ta the: Training

‘Cc’lg:r,di”na tor and the t;_qfamee. (Performance ngectwgs are measmed ah -

k] -

s
=

' the !c{ua"l Practice Testwhich ac:cm‘pan‘fés* the Tra
Gmde for the-Inshtutmn Famfhaﬂzatmn Trai '

;'St&téd that the purpcse of trataing is to -be 't#'q&m the emp]oyee
|

‘ ta do Phs job+-gmd perfar‘ma’ﬁc:e cb%eciq_ses 5?&11 out what 15 expegted f -

¥ E ]
L vin teﬁ’ns of actual perjar‘mance of a task. For examp]e, 'Concluct an

v | .
acgurate count of a living area or a'sectmn af a 11ving area whﬂ L3

Vunder' superv*lsmﬁ of an 1SSDi1atE instructor’ (;GO% accuracy)‘is a
' i,
perfarmaﬁce objectwve To evahate thig ob;le::twe, we would agﬂm

. chec.k our stinﬁ-nd 100% d\curity ‘and observe the trainee xtualle;ﬁ '1
A

perfgrrm ng “the Cauﬁt If 1t is accuratej the obgec:‘t’lve has)ﬁf?ét;

- N, . rL

: : \ /

[ =

- J} ‘ oon a

» . , g. - = . (W) L = - o




.
fnaccurate means &hat ‘the bbjéctiv'e ;1a5 not be’eri met and indi€ates,
fhat the tra‘lnee needs further ;raini’ aounseHng. E\’!Qjer super-
vision during caunts etc-. \ _ : ,’ /. Di\ . Do { -
-Learrﬂng and perfaman‘:e objec}ves are already establ ished far 7-
in- housJ training programs; _you will prehably want to estabhshpth&
to measure per‘forrnance that is re1atad\$ certe‘in special, local /

1n\s_§}tg.t*laﬂa] needs. Just remember %o ee™such objectives s ’EEi‘F’n:.

measurable, and abservab]e sd- that you can actuaﬂy evaluate their: ) t
' successful attal nment & And remembe; to let the trainee know what  °
4 ) A
- obgectwgs is ‘expected to achieve. e " v
~ % v e
#ut all DEFFQr‘manCE cbgectwes come fram tra1n1ng prcgr%rnsi Dthers i
, ~

2 ¢
N afe"estabhshedér %t ordé\rs, ora’l 1nstruc:t1ons From supervisor*s
.

= k-t

pohe‘y statemen ﬁd‘cperat*xqps m‘anda; etc. The DbJEEt'IVES

-

;wfbr tr‘anruﬁ prcgrams auqht to be cuns15tent and campahme »
g By e

_bﬁtw@ frgm Dthfr Saurces and a’|1 @bgectwes Dught to *

N F oA

1c. cﬁferyaﬂe? and measwamé Y they ar‘e ot, th‘en we ¢ )

camot r'”hst:'icaﬂy exg‘.“: the trainee Dr rﬁ:]@yee t eet our standards

’ @LLQN Up o _ . - v da= T
] H ’ ‘ ' i ?i,
We have eva/;ted an employee and determin}that he 1'}; not & ’

{ ' VN
nerfar*rnmg as desired., we may have determnej‘tmghecause of his
v

* because his su r‘vis&r

i . L}

Faﬂu\*e to meet Lertain training objectives
- - advises us that he . C.éﬁﬂDt dQ the -job. - The uuestmn Hh]Ch nQ ﬁaa:ss us

’ .
is how to fol T?‘Jw ugﬁ"’and move to. CDr‘r“ECt e duffﬁencms Dﬁe mSefu\)' /
. -t /

| .
way;_DF d1re(:t1_ng oa?effarts in thi= area is to use’the "Quick Reference
) : _ji . ) . “sr?"\ i j .
T S AN RO P
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S ey W g : * o105

L1 - i . * P ,;

f|[sUse in AnaLyzing Perfcrnance Problems." (Prior to using’ ~~
ing Per-C_ T ,3

S = i{i',

!' &, yuu“ipcufd read’ Mager and Pipe'8 book, Anal

' You ReaﬂL ughta Wanr' . There is a copyyin !
S ]

y tion's ‘staff 11brary ) "

¥ / ' ’ﬁ

R The first step th using tMs checklist, and a wise step even if?
y%g dan t use the check11st is to sit down w1th the employee and
his/her supervisor, and spec1f1c311y spell out - exact]y what it is
Epét “the empldyee is not do1ngi-the "performance digg ancy “This
des¢ription gh}H1d be 5pe¢1f1c and ‘describe abservab]e,,measurab1e

L]
behav1cr 1f the Superv150r cannot describe exact1y what' s Wrong -

wlth the behav1ar ne1th€% you, the %§p1gyee1 nor the superv15or w111

T

\ Rngw‘iﬂw to correct it. Bew?re DﬁgsgniemEﬁts 11ke "1 don't TTke his

attitudé!“. “He iSﬂ'txhard-nDSEd enaugh:", or "He's toa damned hard-

nosed "
-

Force the supervisor to te11 you--and the employee--how he knows

i Mg pr what it is abﬂut his éttltng r

- ' \ L A ’
R 8 FeeT’*i (althoygh *zuc:#’change‘f may take plaee). You can only be sure

that you have changed or - the-job behaLmr and perf@rmap&fﬁecase yDu

can see that behavior and meas’iurﬁj 1-tt.,;acja,1_jst prev%&us behavmn This '

is why a prec:ife description of tm?rFOFﬁMEPd1screpancy ts SO \
)

1mp¢3rt!t, “Bretimes jouewill ﬁ/"smvg‘r that the jemployee. has”’ ne&ér rgaﬂy

,been sure what it was that *he supervisor was unhaﬁpy about, Dnce 1t S

L [
=4

written dow;,ﬂ.éw thng 1nvo]ved unvjnr tands what thﬁrea cff A

R 77

.7 , " '-,'tz

- . - ‘! ZEJ I‘i’

. ' f+ . . \ ) '; n_
; . : :-i. & Tr ’ R 5

‘ ‘ }
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disagreement is, the problem may be solved. A great many performance

problems are simply mis-communicytion or non-communication between the

hi, supep¥isdr and the subordinate.

o ﬂ£’ “s assume for the sake of discussion that this sypérvisor/
subordinate problem goes deeper than just poor cemmunicationi_ Look at
the samp1e_“QuiEk Reference Checklist" included with ;his package;
notice shat after we have identified the specific performance éiscrepanﬂy,
we nust determine: :) ;w -

A Is it i;*orégﬁt? Not %Qer problem that employees have in
regard E@ job performance énd/ar training may be serious enough

- v to attack. . Your time, resources, énd ene§gy are at a premium;

- you have to make the decision--using the probe questions in
~ the chéck1ist=aﬁhethEF or not to take further action. (In our
2‘: | example, we state it is an important prab1em )

By Lizitfa skill deficiency? RE%ENBEF our warn1ng about state-
!& * hy .’ ' "‘ iy

* .4 . ments Vike: "I don't like his attitude--retrain h1m 'Hhen"i
-,: \ =
j?ﬁ? an individual has a definite skill deﬁmency--ar as Mager and \1

e‘{‘ .F‘1}e put it: "he couldn‘t perform as desired if h15"l1’\fé =

%

\ depepded on it"--then, and on1y“sthem is there a training _r
4 . problem. Puaf-neft Fudes, fears, !ﬂ153at15fact1on With the
i =
RN . tatusa quo, Ett’..“ eiese a lot of poor performance . Ijaﬂever, N
'~ «  that does not neces;fﬁﬁmean that’ t.hey should be addressed
B . -V i A f-ﬂ%’ ]
withya formal traMnifg program--since they are not necessariy
" Ly : R e
itiencies. Vo 9 p N,
. oo s B - Hf'
t, the pérfov‘m?m;e discrepancy ;due to a sk1€1
he¥e are Aome other que;t1on3 that you need -to ask (see
; h J
: 1
\



-t ; . . _»;i 7 - 9§§ R . - - K,ia ’ 1G7 :i'x
> N | IR S

» . ) T s 7 , = ,
key questions 4, 5, 6, and 7 on the "Quitk Referefice Chegklist") to ,
“helpiyou determine qi#:tiy what degree of effort is neédediiﬁ provide

adequate remedial traih-ir_zg to correct the problem.

Fo: a good many perf‘u xanc cililbrepancies, you jB going to find that

i

perform thejtask the corrett way i;'

't is not the result pf a 5k111 def1c"

B

neggssarijyrgeingftn be he]ped %y reméd1a1 (or aiy ather)jﬁraining

; ;tians 8, 9, 10, and 11 on the "Quick Reference Checklist.")

uch cases, the.role of the Training Coordinator seems to be one

€

mployee of thoséreagons S0

A.%Discovering the reasons foi;ioor performance; and c, \
\

ﬁB}f‘Advising the supervisor and

" , that they can correct them.

, :
The fanal section on the “Checklist" (Section IV) helps you zero = ..
N inon a possible solution to a given skill deficiency and/or performance

mind;

problem. The correct answer will no.

spring éutam'tiéa]1y to youp

o
but the probe qUEStTDﬂ51?1F condiden

_help you or\amze your thaugbtsi con j,»_’rjﬂ ;esour‘ces and- ﬁ‘uphcatmns;/

and'increase your cQanceg of Q?m1ng up with an effect1ve well- thaught— L TS

out 'nn. >(we hope that the sample "Checklist" included with this
mater e of assiytance to you in using this approach to development of

remedial traininj. Please keep in mind that some problems may <involve

both "skill deficiencies and/"performance prcb1éﬁa‘ ‘thiﬁ they will

have to be attacked on severa. levels.).

v - o

gha

o,
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¥

*I‘-:tna‘l responsil_;; ﬁdevﬁ.‘lqp and dg’liver some sort af‘ reqpedia'l
‘o Qa fess‘ JTheratare some” k;;s to 1n5ﬂ1n%effect1ve i
J‘&di‘l tra ¥¥ng takes place: - , g, |
5?; , A Tike sure athef training is individualtzed. N'her;"égdiecisian Lo
ii; - 2‘5 made tdWeffer écmeene remedial érﬁining, it implies that ,
- o a‘part’icu"lar individual is having trouble fﬁeéting a s_peg’ifié -4
_ N & standard of performance. Take th? time to év’a1uafte i:hat
.; ) individual, ’h1s needs, and design the pragram s0 that it is
, a ‘ uni'que‘ly suited to ‘meet those ﬁeedsi This is why we enfgurage oo
‘% o y‘gu':ta devl ép a néw "Quick Reference Checkld_ét"‘ far eqch K
. employee performance problem you érer;cgnfro;ﬁ"fec\! with; two #a
b employees may exhibit the same prob1emﬂ‘_ |
ac&:ra;e, useful reports, Fcr example. ,
- . ;he pmmem, and th'xt the necessary TEITIEd’IE]‘»‘ :
CC}T‘Y‘EEE it; nay be totally d1f‘fev‘ent (There ,;s PR of 8 5
» » };r %mnm gmmems which can be addnessed with theS’a,l . | '
* i Sfr‘{dﬁﬁr, ﬁemediat_tr!ai“m'ﬁg 3pp§caches; hawever,\j\pn't make”
‘ thi.g ésmm?‘;mﬂ until .you have carefully évélu;te&-the,pﬁﬁ
_!!'w on an Tndwwdqal basit. }j -
B\“ Es tabH,«,h th%_;bgﬂt cljmate foy F&* the traini e !cgjldr‘ ﬁar‘sh
fact that someone ‘B—&%QF e ‘e.chal V{:ra’lmng implies
T & \, o
N that; same V(ér‘y ﬂEgatlve ?eehng; a_y be oc:cu\'tmg -espécially ™
i ‘on the part,a*_t‘he tr’ameei hrﬁ maYy Feeﬂ he h\éf b;":‘ﬁ singled i , )
' . : \) ~ N : : ' !\ ‘ ,‘
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BT out?as a “dummy", as 1nadequatei and may Show reséntﬁi!}a

¥

ho;ti]ity;_and embarrassment. " Before yagrev%r beggﬁ»Fn 'v£§35=
deuglﬁp a remedial ‘tradining pragnam, ﬁé sgge'ta sit down with -  °
the patentiaJ ijpinee, exptain what you are gﬁing to do and //f/
why Make- sure that he understands that ynu are a "heiper“

. Hhose 0n1y role.is to help him'de his job-correctly. (It

. :\A . ) \

a EWX§ might also be gcse ;o make sure that-fie is well aware of the
- information contairied in item "C" below; it may help put him

at ease.) - : bn > L

) L - _ \ -
C. Involve both the employse Ind the supervisor.in the remedial

roel training process. Explain to both employee and superv156f \

A

that you cannot, and will nat be totally respans1b]e For the

delivery and effect1veness of this program. The emp]oyee has *

to want to help h?msETF and ‘the supervisor has to canscientiaasiy

follow up and suppart what happens in the remlp;a] tra1n1ng

process. Th1f is why égth indvv1dua?§ are involved in all steps

laid out in the FDHDw -up" process. Theyh ,’1nput 1ntu Sy .

B - . 1 i
’ “analyzing the Drotﬂem, the_y Shau’ld also have vtnput 1n1:0 devemp‘lng
v \ the solution. You should not issue an editt that certain 1\.3;‘

‘ remedial training will occyr without first explaining your

‘rationale, for the training and getting their cgncgfrence>aﬁai/
o . i? B S
agreement. (This is the reason we (rge you to get supervisor's

and employee's signatures on any training plan documents; and 4
? # ) . o -

. why you give a copy of those plans to the employee--after all, ‘
it is his 1h1dua11zed plan,) .
: : . 2
E )
!j
e —ca

[ . s ,




N ).. .Formaltize your tra q pla in uritin;; Jhis wild prabab]y N
L g i i;pfﬁ*i;,;f
.al séem to,be a great dea]‘%’f ggt ft1s Recessary and" 1k g, 8-’

doesn t have to be a camplicated document (See the sample_

.o 1ncTuﬂed uith this materiaﬁ ) Nriting it down and layipg out
%
spec1fic objectives and t1mé¢€%ames will he1p insure that you

!,,_ui‘;‘

' have carefuT]y thought autiﬂﬂhr respanse ta the problem, _;i

T "Providing a.copy of the p]an to Ehe supervisar apd employee

ﬁ

@again with spec1f1c5) will he]p insure tbat all ccncernedr ..

have the same objectives in, m1nd and will ‘move to’ meet those
4, ] ‘ . 2 o o

. objectives. L.

E. k:eep tﬁe remedial tra'ining aﬁiﬁnp]e as possjme Inc1uded .
with this package is a;]1st of same common remed1a1 tra1n1ng ' ‘
_j.k gftay1t1es Some of these do* nﬂt 1nva?ue a great deal af t1me-
pey, or other resaurtes hcwsger they cam be extremg]y

. /

,ifécfivei Nowhere is it Written tha; remedial tra1qug a7

4
be complex, painful, and expensiye. Good remedial _training
Ali" = 'i’-,aé

S correét(ﬁa prub1em and gets an employee back on the JDb as . /

N ' qu1§k]y and inexpensively as p0551b1 : 7 , ‘ . e

F, FBiTDW,@P?jQ%iiCEmEdiéL,trélﬂgqgs. Once yéu've de1ivere§ your .
saluticn to thé probtem, make sure that you Ehecklwfthﬂboth the

emp1oyee and the Superv1§or occapsionally over the next four to
L e ’
§1x mochs to make sure that the\tra1n1ng has had the des1red

#

Fegu1t

A gf ,-‘. - )
L 4 «
) 4 .
// g ‘ -
3 . , ,
i {3’ ,
\\ ."f"i? .



S . -13-7 R 111
) éﬁiv B . o ' * o
— E uqn‘t be afraid tq ég; “no“r This is the hardest of dll the :
taéks you have;to carry out as-a. Tra#ning Cnardfpatnr. Everyone .
. iffent1t1ed to, have their problem(s) discussed. and cansidereﬂ

B ; for correctian’thraugh remedial»tra1ning. However, ngt every-
one's prﬂb]em can be resplved through remedial train1ng. If
. a supervisgr cannat te]] you what 1t is that he dis11kes about

an emp1nyee s performance, other than, fI don't like his E‘
aftitgde." "You know how these fresh young kids are‘i;“; etc.,
then you cannot do anyéhingsfér the employee--or the supervisor--

hwifﬁ remediai training. Some folks will expect yau to éoTve
every prob]em frqm bad grooming tc suicidal tendencies with
training; don' t faT1 into. that trap--tell them ' f
If, after ana?ys15,vyau really do not f?E] the problem is ;
serious enough to expend tige and -money on, (Key Question #2
on theim?héck1{§t") advise the supe%visnr'én§‘empiozee of your

! - \feeling; and (if possible) suggest other alternatives to them.
ffi This canc1ud§§ our discussion of how té go about developing and using

-a remedial training proéram@ The "Retrainjng Checklist" will bé‘of use
to you in organizing your own efforts as you deal with actual cases. :
Remember, define ﬁhe praoblem, anajyze it, develop a péégram, follow

up, dnd document what you have done during each step. - Good luck.:
L} N
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S REMEDTAL: TRAINING OPTION . ‘ o
T B NDTE TOTHE TRAINING COORDIMATOR S,
i \‘ This Tesson plan fis !sémewh%at :c:liffer,ent ﬁha‘: the ethe%sa in this
| sgf since it ‘s fnea,n}pto serve as ?‘sefif-tnstructigha‘lﬁgq;lde fm- the”
" Training Coordinator. It should bé&used to géwel'ap and design
= r‘emed1a§1 training expérienéés'for individual emp1cyees who cgnnot
- 'satfsfactorﬂy ac‘meve the ob,]e:tﬂives establlished ‘Fo\Bureau training . “Q
programs; or t@ assist emp]a_yees who are- unable-to perfoﬁn (satisfactarﬂy)
tasks assigned them by their supernsor(g) ‘ '
) v
/. \
RN
F [
%
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 LESSON TITLE: Developing Remedial Training Flans . j

=

LES§QN PLAN (DE g_,PING REHEDIAL TRAINING PLANS)
¢ " TS

TIHE FRAHE Varied (Each 1n¢iv1dua1 case may require a different//

time frame to r35ﬂ1ve )

,MATERIALS: Copy of this lesson pTEn,tRetrainingrcheck115t, copy/of | E'

Analyzing Performance Problems or I
Wanpa' by Robert Mager and Peter Pipe. For eaghf /
~ individual case: A copy of "Quick Reference Checkl

for Use 1n Analyziny Performance Problems"; any qur
evaluative materials regarding the individual empl

to be assisted « f

o

PREGRITY: For de]1very at any point when an employee has/identifiable
training needs and/or deficiencies in performgnce.

Cross References: . /

Can-be used in‘conjunction with any S. J.C.s
“institution, 0-J-T, or other in- hauseftra1n1ng
program, J

LEARNING OBJECTOVES: After studying this lesson pian and associated
materials, each Training Coordinator will be

. ; _ﬁgﬁjﬁ]& to: g e
" A. Define and briefly explain theydifference
between a "skill deficiency" and a "performance
problem." (100% accuracy)

B. List, in order, the steps to be followed in
establishing an individualized retraining
or remedial training plan. (100% accuracy)

C. List at least three reasons for using time,
money, and other resources to correct an
individual training problem. (100% eccuracy)

PERFORMANCE iB.JECTIVES: After counseting with the individual employee
. and his/her supervisorés), each Training
Coordinator will be able to:

*A. Develop a written statement of the specific
performance discrepanay displayed by the
employee. .This description should be
exact and describe observable, measurable
behavior. Both the employee and his/her
supervisor(s) should review the statement
and sign it, indicating their agreement

-

’ ¥

Y
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~ C. o 14

E . with it. (This statement showld be developed
e within five working days after the Trafafng .

, ' Coordinator has been advised of the problem.)

N ‘; ' - (100% accuracy) * o

’ ' *B. Work through the "Quitk Reference Checklist

for Use in Analyzing-Performance Problems,"
developing accurate, written answers to each
probe question. ( ec
sh )

e employee and his/her supervisor s) .
should be consulted throughout the develop-
tent of these answers. The completed form ~
should be sYgned by the employee and super-

sor(s), ipdicating their approval and ‘

agreement with its analysis of the problem.
- This objecfive should be completed within
five working/days after the written state-
ment of the performance discrepancy has

been acceptedy) (100% accuracy)
' *C. Prepare a written training proposal based

T on the analysis made during the development
of the "Quick Reference Checklist...", '
This proposal will include specific, observable,;ﬁ
0 and measurable tasks to be completed and the
A dates for their completion. This proposal
will be signed by the supervisor(s) and
N employee, indgcating their agreement with
h ' t?% proposal and their intent to comply
With it. This step will be completed within
five working days after completion of the
checklist analysis. (100% accuracy)
4 *D. Within 30 days after the completion of the
tasks outlfned in the training proposal
(see Performance Objective "C"), the
supervisor will review the employee's
current level of performance and submit a
rief, written report (one paragraph) on

@t performance to the employee's training
The report should be signed, by both
ployee and his/her supervisaﬁ(s)_
ccuracy)

fi
the
. - (100%
In éach case where awritten statement regarding the training problem
is made and signed by the employee and his/her superviscr(ﬁ?; a copy
of the statement should be given the employee. The original should
be placed in the employee's training file. /f*ﬁ

10°
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' SAMPLE_REMEDIAL TRAINING PLAN

"-E;!P{DVEENAHE: _Lester Slow _° . DATE:___ October 9, 197-

CURRENT ASSIGNMENT: _“ “K" Dormitory, evenings -

i_SUPERVISDR\é _Harlan B. Surly, Correctional Sup. e ' \

PERFORMANCE DEFICIENCY: | |
e

According to his, supervisor and ‘himself, Mr. Slow has been unable to
submit satisfactory written reports. His reports are full of grammatical
errors, spelling errors, and poor punctuation. In addition, his hand-
writing is extremely. difficult to read and his reports appear to be
sloppily written. ’

ANALYSIS. OF PROBLEM: i : S
N — 3

to pressure on current assignment, he's rushed for time and doesn't
have the opportunity to closely examine his reports prior to turning
them in.

S{gw says he's always had trouble with grammar and spelling. ‘Eue

SUGGESTED ACTIVITIES :

=

Immediately require Mr. Slow to print all reports submitted.

—

2. Provide Mr. Slow with dictionary, copy of Elements of Style,
» and several samples of well-written reports to use as a guide.

4 3, Supervisor will forward copies of any unacceptable reports to
the Training Coordinator for editing and discussion with Mr.
Slow. (Commonly repeated grammar and spelling errors wfll be

noted.)

4. Mr. Slow to be assigned to a less time-consuming assignment
during next shift change. (To give him time to work intensively
on reports.)

- . .
OBJECTIVES: By Jan. 9, 197-, Mr, Slow will: < -

1. Reduce the number of grammatical and spelling errors inis
reports by at least 50% (as measured against current.reports).

2. Submit reports that are neatly written and readable, as indicated
by their acceptance by his immediate supervisor.

' o

1¢0
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3. Be referred for additional Civil Service Training (report
— - writing) if objectives #1 and #2 are not achieved.

. L]

TPERVISOR — ~ —

TRAINING COORDINATOR ——— ~ . .. .

()
-ty




RETRAINING CHECKLIST

L]
)

TEP “TAKEN: . o ’  TIME FRAME:
F—ﬁ_ﬁ = ?mﬁ
1. Problem Noted. Employee does not meet
- ‘training Dbjective(s) and/or employee or —
supervisor makes referral of problem to . é

the Training Coordinator.

Tnformal gaunse1ing takes place between Up to 6 warkin days
. employee and Training Coordinator. (Cummulative T Up
\ R S S v ta 5 working days)
2. Perfonmance Discrepancy Described in "

Written Parvgﬁéph Must include specific-

measurable, observabTe-behavipor. Super-

visor and employee sign written statement e

“indicating their agreement with identifidation

of problem. Copy of paragraph given to K

employee. . ,

i - L - Up to 5 working days
Decision made re: whether or not problem . (Cummulative Time: Up
is serious enough to require further action. to 10 working days)
3. "Quick Reference Checklist Prgpared in

Cooperation with Supervisor andemp1a1ge

Checklist signed by both indicating their

agreement with the analysis. Copy of

Checklist given to employee.
| _ e - Up to 5 working days

Training Coordinator checks available (Cummulative Time: Up
. resources. . - to 15 working days)

4. Training Plan Developed in Consultation
with Employee and Supervisor. Plan must
IncTude specific objectives to be completed
and specific dates for their completion. }
Plan signed by supervisqr and employee. .
Copy of p1an given to emp}oyee.

Up to 10 working da§s

Tralning Coordinator makes arrangements (Cummulative Time: Up
for delivery of training/materials, etc. to 25 working days)

- 5, Training begins, runs its course, and is
CQmE]eteq;f ) )
Training Coordinator conguets on-going — From One Hour to 30
evaluation; reports back to both employee days (Cunmulative
and supervisor. o Time: Up to 55 working

v ) o - days)

-
l S : »
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ﬁi‘ ]
6.
TFaThihg Toordinator traaks emponee s~ - - From 2 to 6 months--
progress after return to the job and « depending upom
makes reports as necessary to emp1oyee and  problem.
su ;irvisnr e )

\
S

*In the case of some pfcb1em5, né'fgrma1 training will be given,

The employee will be given a job aid, etc., and return immediately °
to the job, _

14
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. : T
- COMMON REMEDIAL TRAINING ACTIVITIES ,
e : - e . =

This Yist is by no means exhaustive; it 4s merely an attempt ‘to’
remind.you of some ways to conduct remed¥al training. We have .
-omitted some of she more obvious methods such as repeating a
particular class and being enrolled in outside or’in-house
programs quigned for remedial training.

E ]

JOB AIDS .

- ¢
A jok aid 1s a written, sequential list of all the steps .that
go into performing-a particular task. 1t can also be a diagram
which illustrates those same steps. The "Retraining Checklist"
which accompanies this package is an example of a job aid. Job
aids are especially gseful when there is a set routine to be T
followed.. The trainee merely refers to the job a#ll to insure

_ that he isn't omitting amy important steps.

MODELS/SAMPLES

These *especiii]_y uséfu1s¥uch areas as report writing ot
_préparation of data. You develop (or use an already existing)

copy of a standard report, data sheet, etc. Although the trainee's
report will not be exactly the same, there should be enough
similarities in format and content of the sample so that he can
write his' report by merely "fi11ing in the Blanks" or changing
specifid facts he wishes to report. '

-

STANDARD LISTS > N

v If you know there are certain words which are always misspelled,
or gertain facts that are always lacking, certain steps that are
) always ignored in performing a particular job, pIace%thgse errors
5 on a list (along with the right way of performing the -task) and
circulate to those making the errors. ,

- =

SELF_STUDY (BOOKS, DICTIONARIES, POLICY STATEMENTS)

Such resources should be available to the employee so that he can
use them at his own dace. to improve his performance. However, make
sure that you follow up and insure that the employee knows how to
use a dictionary, policy statement, etc., and that he is using
them. (Cafrying a pocket dictionary around in his pocket will not
automatically make Aim a better speller--he still has to look the

words up!) -\
105 \ b




v COUNSE!ING AND FEEDBAGK

™

e - e

‘ ignores so

ADAPTATION OF REGULAR TRAINING MATERTALS

Consider videotapind or audiataping theéT, tures and othe¥ class
= activzties that ya ;n@rmalli put on. - Stor& these tapes, and make
them (and playback/equipment) 3vailable so that an employee may
check them out, vigw or hear them-at his own Jeisuve, and rev1ew
those sections whith he still has troub1e Qﬂasping _

4

Before you do ah%;hing else, make sure that thE employee actually
*knows his supervi sor i's unsatisfied with his performance and why. .

Sometimes just /this ‘mich feedback is enough to correct the probTem.
Also, please r ﬁmber to tell the employee when he's doing "it"
ccrrect1y, ESR ? 11y after yeu havE d1scussed his shortcom1ngs
with him. |

/ , i

/; A . |
e |

ROLE MODELS ,/ Co.

F
Nhéﬂ an indi 1Hua1 just can t do -the job ccrpect1y, and gspe§1al1y
when it js d?ﬁf1cu]t to identify exactly what the performance
d1scﬁeBancy tesults from, try putting the emplebee with an employee
who's very good at pe#form1ng the task. Let him observe, ask
questions, and eniour?ge him to copy the ”good” emp1gyee\§§behav1ﬂr

USE GiMMICKS . )

—— = = j

Cards with rem1nders'wr1tten ons the, pieces of string tied around
a, finger, etc., seem a 1jttle hokey--but soMetimes they work:
Espec1a11 thén the emp]ayee has sufficient skill but he forgets or
aspect @F the task.

H

OTHER - :

As a ‘trainer, have positive expectations--the emftoyee can change
for the better. '

.. Don't harass or embarrass--remember, you're on his side.

Be honest but supportive; set reasonable standards and stick by
them,

Reward positive changes and j@mgdiatgji confront negative changes.
v . o
~Follow up,and give feedback; as often and as much as necessary.

i
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