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•PART 1

'INTRODUCTION

• This is a diary of an internship performed from 
' September 8, 1968, through March 75 19^9• The graduate 
internship was served with the Tucson Police Department on 
a part-time basis. Twenty to 24 hours per week were 
served, except for the last nine weeks, when only three 
hours per week were spent with the department. A total of 
4l6 hours were served during the course of the internship. 
Additionally, many hours were spent with various officers 
of all ranks in discussion of police problems and their 
effect on the community.

Assignment was made to Captain Francis R. Kessler, 
Commander of the Uniform Division. Close association and 
assistance were maintained with Lieutenant Richard T. Greer, 
Uniform Division Administrative Officer.

In addition to material reported in the diary, other 
varied tasks were assigned. These tasks offered insight 
into the problems faced by a modern police administrator. 
Such things as compiling data on overtime pay of police 
officers, working on radio communications problems, and

1



2
talking with different City departments offered exposure 
to what is occurring within a dynamic police department.

The following diary was written to accomplish three 
goals: First, to give an historical background of the
community and development of the Tucson Police Department 
and discuss the current organizational structure of the 
department where the internship was served; secondly, to 
give a summary of the administrative projects assigned 
during the course of the internship; thirdly, to give an 
evaluation of the internship. The diary is written on a 
project basis due to the type of work done and the organ
ization involved.



PART 2

HISTORICAL FOUNDATIONS AND ORGANIZATION 
OF THE TUCSON POLICE DEPARTMENT

History
Among the relics of the Mission of San Xavier there 

was found a stained and time-worn document written on vellum. 
This document recorded that a settlement would be estab
lished in the Santa Cruz Valley. Because of this document, 
it has been established that the settlement date of Tucson 
was 1555

Marcos de Niza wrote an account of the founding of 
Tucson. In it he states:

The town was never afterwards abandoned. It 
moved along the river, following the most fertile 
land as it was discovered, and finally located where 
it now is . . . The church neglected it and the 
government ignored it, but the Indians were friendly, 
and the European settlers, cut off from home and 
friends, dwelt among them and became almost as they 
were.

On April 28, 1700, Padre Kino laid the foundations 
of the original Mission of San Francisco Xavier del Bac.

_ 1. Frank C. Lockwood and Donald ¥. Page, Tucson-
The Old Pueblo (Phoenix: The Manufacturing Stationers, Inc.,
1930), p. 0.

2. Ibid.

3
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Father Kino had traveled through the area in the late 16001s 
and had brought cattle and grain to the Indians in the 
area.3

Padre Kino left the area and established missions 
in northern Sonora. Other priests came and went. Apache 
Indian raids haunted the European settlers and the Pima 
Indians. In 1776 Tucson became a Spanish presidio.

Tucson was a military community occupied by soldiers 
and their families. Few civilians lived in the walled city, 
but ranchers, mining men, and travelers often came for pro
tection and supplies.** The wants of these people were 
simple. What they could not grow and supply for themselves 
was brought from Sonora. Crime was almost unknown. It was 
a rare thing for a wrongdoer to be punsihed except for an 
occasional confinement in the calaboso.

The major threat to the community was the attacks of 
the Apache Indians. The Pima and Papago tribes joined the 
Spanish in defense of the settlement. The Spanish flag was 
later replaced by the Mexican Republic flag, which was 
finally yielded to the United States in 1846.5

3. Frank C. Lockwood and Donald W. Page, Tucson-
The Old Pueblo (Phoenix: The Manufacturing Stationers, Inc.,p.14.

4. Ibid., p. 28.
5- Ibid., p. 31.



In 1853 the Gadsden Treaty was enacted. In 1856 
the Mexican troops vacated Tucson and were replaced by four 
companies of the First United States Dragoons. American 
occupation brought an increased population with diverse 
backgrounds. Many writers make it very clear that un
desirable persons followed the American troops to Tucson.

Arizona was seen as a promising land for energetic 
young men. The prospect of mineral wealth in Arizona 
brought even more settlers. Many soldiers remained in 
Arizona after their discharges from the army. These men 
were the early citizens in the territory and formed a solid 
foundation for Tucson.

By 1856 the city of Tucson had begun to outgrow the 
boundary of its walls. The spread went to the west and 
south. A street was cut through the south wall to avoid 
going around to the main gate. Court Street was cut through 
the east wall. In a very short time the wall began to dis
integrate, and the blocks were used for buildings outside 
the old wall.̂

Farming and businesses prospered. In 1857 the Over
land Stage from San Antonio to San Diego began making trips 
twice a month. A year later the Overland Stage from St.

6. Frank C. Lockwood and Donald U. Page, Tucson- 
The Old Pueblo (Phoenix: The Manufacturing Stationers, Inc.
T9'3'0), p. 35.



6
Louis to San Francisco made stops twice a month. Tucson 
was no longer isolated from the other states and ter
ritories.?

Prior to i860 there was no formal law in Arizona.
Each man had to protect himself. Criminals were dealt with 
by direct action taken by those wronged. The unlawful

O
element in the town roamed at will.

From 1857 to 1863 Arizona was a part of the territory 
named New Mexico. In February, 1863, Congress passed a 
measure organizing Arizona into a separate territory.9

When the Civil War broke out, the Arizona Territory 
was proclaimed Confederate Territory, but this did not last 
long. Colonel Carleton, commander of the California Column, 
reached Tucson, declared Arizona a territory of the United 
States, and placed it under martial law. He is quoted to 
have said that "when a man does have his throat cut, his 
house robbed, or his field ravaged, he may at least have the 
consolation of knowing that there is some law that will 
reach him who does the injury."-1-0 He arrested nine gamblers, 
loafers, and cutthroats who had held the citizens in terror 
and sent them to Yuma to be imprisoned there until the end of

7. Frank C. Lockwood and Donald W. Page, Tucson- 
The Old Pueblo (Phoenix: The Manufacturing Stationers, Inc.,
1930), p. 3b.CO Ibid., P- 35 •

9. Ibid., p. 40.
10. Ibid., p. 4l.



7
the war. Colonel Carleton laid an occupation tax on mer
chants and required saloons and gambling houses to pay one 
hundred dollars a month each. The money collected was used 
to care for the sick and wounded soldiers.

The first city charter for Tucson was granted by the
territorial legislature in 1877. It provided for a mayor-
council form of government with a council comprised of four
members. The other city officials were recorder, treasurer,

1 Pmarshal, assessor, street commissioner, and pound master.
The year 1880 saw the first railroad train enter 

Tucson. With the railroad came business. Adolph George 
Buttner was chief of police at this time. He had been 
elected marshal in 1876 and was later named chief of police 
by the Mayor and City Council. Buttner was chief of police 
when the first jail was built and when the first law pro
hibiting the eating, smoking and inhaling of opium was en
acted. The population of Tucson in l88l was 6,700.^^

On March 7, 1883, Tucson received a new charter.
This charter contained Ordinance 47, creating and regulating 
the police department.̂  Ordinance 47 established the

11. Frank C. Lockwood and Donald W. Page, Tucson-
The Old Pueblo (Phoenix: The Manufacturing Stationers, 'Inc.,
i“93"0, p. 42.

12. An Act to Incorporate the City of Tucson, 1877, 
Article II, Section T.

13. William F. Hogan, "Adolph George Buttner:Tucson's First Chief of Police," Arizoniana, V (Summer, 
1964), pp. 27-28. . ----------

14. Ibid., p. 30.
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Committee on Police, which was comprised of two members of 
the city council. At this time the police department was 
comprised of a chief of police, a desk sergeant, and two or 
three patrolmen. The charter made the chief of police 
responsible to the council and gave him, with the approval 
of the council, power to suspend a policeman guilty of 
neglect of duty.

On February 14, 1912, Arizona was admitted to the 
Union as the forty-eighth state.

An article in the Arizona Star of 1928 pointed out 
that Tucson was one of the largest cities in the United 
States that maintained a police department not under civil 
service. The department at that time employed 23 men in 
summer and 33 men during the winter months. The breakdown 
of this force was the chief of police, three desk sergeants, 
a night captain, a fingerprint expert, two motorcycle of
ficers, and the balance as patrolmen. The working day was 
12 hours, and the monthly salary of a patrolman was one hun
dred and fifty dollars. The chief of police was Jack Dyer.

In 1931 the Charter of 1929 was placed in effect 
and the entire city government placed under civil service. 
This act updated and clearly defined the qualifications, dis 
cipline, and selection of recruits for the police department 
Mr. Don J. Hays was appointed chief of police in 1939. He
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was considered the first modern administrator, since he 
provided the first technical training ever available to 
the force members.^

With the start of World War Two, police ranks were 
thinned down. In order to fill the vacancies, the standards 
were lowered. The crime rate rose, and it became necessary 
for the military to furnish some assistance to the police 
department. The close of the war did not bring an end to 
the problems, however. Rising wage scales attracted men 
away from police careers. Employment in Tucson was very in
secure, and there was a great influx of families into 
Tucson. The population grew from 45,454 in 1950 to 212,892 
in i960.

Problems in personnel were also present in the 
police department. In 1957 Police Chief Hays resigned, and 
it was necessary to seek a new administrator. Applicants 
were called for, and Bernard L. Garmire was selected by the 
Mayor and Council as chief of police. Captain Paul Bohardt 
remained as acting police chief until 1958, when Garmire 
was placed in office.

Today, Bernard Garmire is the chief of the Tucson 
Police Department. He administers a police force consisting

15. City of Tucson, Arizona, Mayor and Council, 
Tucson Police Department Manual of Rules and Regulations, 
Resolution No. 53^7, 19b3.
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of four captains; 13 lieutenants; 52 sergeants; 214 patrol
men (including detectives); four policewomen; and 8l 
civilians.

The story of Tucson has changed through the cen
turies. From the walled garrison under martial law, Tucson 
has grown to a city with all the complex problems of our 
fast-paced world. The Tucson Police Department is keeping 
•step with the changes and is in a constant state of im
provement to better serve the community. The philosophy 
guiding the police department today demands that the police 
department be a "professional service with professional 
attitudes and techniques."-^

16. City of Tucson, Arizona, Mayor and Council, 
Tucson Police Department Manual of Rules and Regulations, 
Resolution No. 5387, 1963.
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Organization

Authorization for the existence of the Tucson 
Police Department comes from Chapter X, Section 7, of the 
1931 City Charter.

There shall be maintained a police department, 
the members of which shall be qualified and ap
pointed under Civil Service rules and regulations.

There shall be appointed a Chief of Police from 
the list of successful applicants certified by the 
Civil Service Commission. Such Chief of Police 
shall keep a public office to be provided by the 
Mayor and Council, which office shall be open day 
and night. The Chief of Police shall devote his en
tire time to the discharge of the duties of his 
office, and shall have full control of the police 
force of the city.

In addition to the Chief of Police, the Mayor and Council shall, in the organization of the 
police department, provide for a permanent police 
force which shall consist of such number of police
men as the Mayor and Council shall, from time to 
time, deem necessary to preserve the peace, protect 
the lives and property of the citizens, and enforce 
the laws and ordinances within the city.

The Chief and members of the police department 
shall have power to make arrests for violations of 
the ordinances of the city and shall have the same 
power and authority to make arrests and to serve 
processes within the city other than civil processes 
issued from the superior or justice of peace courts, 
as is or may be vested in sheriffs or other peace- 
officers by the laws of the state. They shall have 
such other powers and duties as the Mayor and Council 
may by ordinance provide.

As of January 1969> the authorized strength of 
the Tucson Police Department was 311, plus 88 and one-half 
(88.5) civilians (the .5 refers to part-time employees). 
Changes in authorized strength are made according to need 
determined by the Mayor and Council.
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The chief of police is the department commander. He 

answers directly to the city manager. Selection and general 
duties of the chief are dictated by the city charter.
Through his position, he has the responsibility of upholding 
the public peace and has jurisdiction in matters involving 
punishment of any member of the force. He makes promotions 
and appointments within the department based on the civil 
service regulations. The chief is charged with prescribing 
rules relating to the department.

Within the chief's office is a billet for an 
executive officer, who serves as an assistant to the chief 
of police. His regular duties entail the coordination of 
the divisions and their duties, plus general planning, ad
visement, and participation in budget preparation and 
execution. The executive officer position is designated 
the rank of captain, but at the present time it is held by 
a lieutenant. In the absence of the chief, one of the 
division commanders, who holds the rank of captain, is 
designated acting chief of police. Normal procedure would 
call for the executive officer to be named acting chief of 
police were the office held by a captain.

In May, 1968, an organizational change was im
plemented which established the Special Investigations Unit. 
This unit assumed some of the duties of the Intelligence 
Unit, which was eliminated. Its activities involve general
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community security, internal force security, labor liaison, 
and organized crime. The major jobs relating to the above 
areas are collecting, evaluating, and reporting information. 
The Special Investigations Unit does not normally par
ticipate in the actual arrest. Line forces are requested 
for assistance in the arrest procedure. The unit commander 
reports directly to the chief of police.

Functioning as a staff unit are the Administrative 
Offices which operate directly under the office of the 
chief. The offices maintain the police academy, the In
ternal Affairs Unit, and the Community Relations Unit. The 
Internal Affairs Unit is charged with the business functions, 
such as payroll rosters, purchasing, budget planning, and 
organizational changes.

Maintenance of the police academy includes initial 
interviewing and testing of the recruits. When the recruit 
is accepted, he is enrolled in the academy. All continuing 
education of commissioned officers, such as the university 
classes conducted at the academy, is managed by the Admin
istrative Offices.

When a complaint regarding an officer's actions is 
received, it is a matter for the Internal Affairs Unit.
Upon receipt of the complaint, this unit interviews the 
complainant, the officer involved, and his commander. When 
the matter has been investigated, a written report is
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submitted to the chief. If an officer is found guilty of 
misconduct, intradepartmental action is taken against him. 
The complainant and the officer each have a right to appeal 
the decision to the city manager.

In 1963 the Community Relations Unit was estab
lished. Problem areas are discovered, and this unit at
tempts to take preventive measures to avoid an incident.
The "rumor desk" is used to receive reports on potential dis 
turbances, and in this way Community Relations personnel 
are able to confirm or negate the report before uniform 
police action is taken. The purpose of the unit is not to 
issue information about the police department but, instead, 
to act as a ready source of public information upon public 
request.

The Records Section, Crime Laboratory and Iden
tification Section, Jail Section, Property Section, and 
Communications Section make up the Services Division. As • 
a patrolman calls the station to report his activities, the 
Records Section receives the call, takes a record of each 
call, and makes copies for distribution to appropriate 
agencies. At a later date the records are microfilmed for 
more efficient storage. In addition to the above, the 
Records Section is also responsible for the processing of 
traffic and criminal warrants in city court and justice of 
the peace courts.



In i960 the first locally operated crime laboratory 
was begun. It serves all the law enforcement agencies in 
Pima County, in addition to being the crime laboratory of 
the Tucson Police Department. The laboratory is operated 
by a criminologist who holds the rank of captain and has 
only one assistant. To aid in analyzing evidence and 
making identifications the laboratory employs the use of 
ballistics equipment, photographic and fingerprint equip
ment, ultraviolet and infrared machines, and various types 
of measuring devices.

Evidence collected through investigations or that 
seized in legal action is stored by the Property Section.
It is the responsibility of this unit to also maintain 
police equipment and store items of supply.

The Jail Section maintains the jail in the main 
station, plus the more modern jail annex on Silverbell Road. 
The guards employed are civilians. In addition to guarding 
prisoners, they also keep medical records, court appearance 
dockets, custody of inmates' personal property, and main
tain the files of bookings.

The Communications Section is currently in a 
transitional stage. The physical location is being changed 
from the Twenty-second Street communications center to the 
police station downtown. The relocation will provide for 
more rapid dispatching of officers and call decisions

15.
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•which are now being made by civilian dispatchers will be 
made by an officer checking each call. The reorganization 
will provide for more efficient service to the community.

With the 1968 reorganization came a change in the 
Detective Division. Before May, 1968, it had been divided 
into the Crimes Against Persons Unit, Crimes Against Prop
erty Unit, Fraudulent Check and Confidence Game Unit, 
Juvenile Unit, and the Fugitive and Missing Persons Unit.
The new organization broke it down into the Follow-Up 
Investigation Unit and the Youth Crime Prevention Force.

. The follow-up force is now divided into five sec
tions and in large part handles those areas formerly the 
responsibility of the Detective Division. They include 
the Assault, Fraud, Auto Theft, Burglary, and Larceny de
tails.

The newly established Youth Crime Prevention Force 
within the Detective Division is comprised of the juvenile, 
school resource officer, and narcotics units. The school 
resource officers' program is set up as a juvenile com
munity relations project. There are ten officers employed 
in this group, and they are selected, after meeting high 
standards, by the school in which they serve. Their job 
is to recognize developing delinquency areas but not to en
force the school regulations. The responsibilities involve 
interaction with other community agencies for the protection
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of the children. They acquaint the children with the 
workings.of the law enforcement agencies and patrol the 
school area while the students travel between school and 
home.

Because of the nature of its job, the Narcotics 
Control Unit operates, in great degree, under cover. It 
investigates all offenses involving narcotics, marijuana, 
illegal drugs, and liquor law violations. Its members work 
in conjunction with federal and state units involved in 
this phase of enforcement. Although the Narcotics Unit 
falls into the Youth Crime Prevention Force, this unit 
deals with persons of all ages involved with narcotics.

The Juvenile Unit encompasses all the juvenile 
cases not including narcotics, the bulk of the cases being 
runaways. Investigation and reporting animal bites, ob
scene telephone calls, malicious mischief, prowlers, mental 
cases, and attempted suicides also fall into the work load 
of the Juvenile Unit. This unit contains five detectives, 
plus the sergeant in command. Two of the detectives are 
policewomen.

The largest division in the department is the 
Uniform Division. This is the segment of the police de
partment with which the public is most familiar. It is 
divided into five units, three of which are the patrol
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forces, each assigned to a work shift. The Traffic Force 
is the fourth unit, and the fifth is the Tactical Unit.

Responsibilities of the patrol forces include en
forcement of traffic laws; investigation of persons and 
situations which affect the enforcement of laws and the 
prevention of crimes; arrest of offenders; and, in general, 
protection of life and property and preservation of the 
peace. The patrol force practices the concept of fluid 
patrol, which abolishes the former beat. Instead, squads 
are assigned to sectors, and they patrol the areas within 
the sector where the needs are the greatest. This organ
izational change from the assigned beat was initiated in 
1963 to make optimum use of the limited number of patrol 
personnel.

The Traffic Section is comprised of the motorcycle 
patrolmen and the traffic investigators. These officers 
control busy intersections, serve as parade escorts, and 
check for parking violations. They also analyze traffic 
problems and work toward solutions through engineering or 
legislative processes.

Two squads comprise the Tactical Unit. The men of 
this unit are selected by proven ability as police officers 
Names and descriptions of suspects are derived through dis
cussions with the Detective Division. Suspects are then 
chosen by the Tactical Unit for intensive investigation
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purposes. A known narcotics addict may be watched in the 
hope of apprehending him while committing a residential 
burglary or a similar offense. Members of the Tactical 
Unit usually work in plain clothes and use a variety of 
nondescript vehicles in conducting surveillances. The force 
is a mobile unit designed to be used in areas of con
centrated criminal activity or in emergency situations.

Assigned directly to the Uniform Division commander 
are the operational and administrative aides. They each 
act in a staff capacity. The administrative and operational 
aide billets were added to the Uniform Division in the 1968 
organizational change.

The operational aide reviews the daily summaries 
of Uniform Division personnel activity and of traffic and 
criminal activity. Through the reviews and their com
pilations, graphs and charts are constructed to measure 
trends in the community. The trends and deviations are noted 
for better personnel deployment. Inspections of the Uniform 
Division are made by the operational aide so that defi
ciencies can be pinpointed. He then meets with the force 
commanders for the exchange of information and review of 
performance. Reports and recommendations are submitted to 
the Uniform Division commander.

Working in a similar capacity is the administrative 
aide, who deals with administration management. Clerical



activities, equipment procurement, personnel, and budget 
preparation are his duties. He is accountable for pro
cedural matters and program development and also maintains 
records necessary to the various phases of personnel man
agement. The results of inspections and analyses are 
reported to the division commander. All auxiliary func
tions necessary to support the operations phase of the 
division are conducted by the administrative aide, also.

See Figure 1 for an organizational chart of the 
Tucson Police Department.



Fig. 1

ORGANIZATIONAL CHART OF THE TUCSON POLICE DEPART
MENT AS OF MAY I, 1968
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DIARY OF PROJECTS

Silent Alarm Inquiry and Study

In September, 1968, a request was received from 
Richard Heilman, director of the Small Business Admin
istration, for an estimate of on-site capture rate in 
burglaries and robberies. The study concerned those bus
inesses with protective alarm systems. The inquiry in
cluded the time of arrival of the police at the scene; the 
amount of time taken in on-site captures, including hot 
pursuit of the suspects; and the estimated total length of 
time of police work in each case. Captain Francis R. 
Kessler requested that this information be established and 
compiled in a table for the Small Business Administration.

To obtain pertinent data, interviews were held with 
personnel of the Arizona Protection Agency and the Central 
Alarm Company of Tucson, which are the two primary alarm 
companies in Tucson. Further information for this study 
came from interviews with police radio dispatchers, the 
Detective Division, and Pima County jail personnel. An

PART 3
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extensive search of police case reports covering a two- 
year span supplied the needed information for this study.

Through interviews with alarm companies, it was 
learned that the Insurance Underwriters of America requires 
that the police department be contacted within one minute 
from the time an alarm is received. Security personnel 
notify the police via a direct telephone line after the 
alarm has completed its third ten-second cycle. Further
more, it was estimated by police dispatchers that 30 seconds 
to one minute alapsed before police officers were dispatched 
to the scene.

During the two-year span covered for the study, 
there were Ik- burglary cases and one robbery case in which 
silent alarm systems had led to the apprehension of sus
pects. As it is not a departmental requirement to record 
the time of the alarm notification, only three of the cases 
noted time of the alarm activation. In all three cases, 
two minutes was the length of time from the time of the 
alarm until police officers were dispatched. For this 
reason, two minutes was used in the remainder of the cases 
studied.

Police department regulations state that an in
vestigating officer shall note the time of dispatch, 
arrival, apprehension, and clearance in each case report; 
and these times were taken from each case report. However,
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there exists a margin of error in the times recorded by 
the investigating officer, as they are often estimated 
when the officer is completing the case report.

The time of arrival at an alarm scene was the first 
item in the request from Mr. Heilman. This figure was de
rived from the first cycle of the alarm until the recorded 
arrival time of the investigating officer. The variance 
of arrival time of the officer was from three to ten 
minutes.

The second category of information was the per
centage of on-site captures including those captures through 
hot pursuit. The percentage was one hundred, as the study 
included only those cases involving an on-site capture.
The time consumed in the apprehension process was determined 
from the time of arrival at the scene until the time re
corded for arrest of the suspects. The amount of time used 
in the apprehension ranged from one to 50 minutes.

In estimating the number of hours of police work 
in each case, it was necessary to use the informed judgment 
of persons involved in each case. In every silent alarm 
case it is departmental policy to dispatch four patrolmen 
to the scene. Thus, the time recorded by the investigating 
officer from dispatch to clearance was multiplied by four.
This figure was used as a portion of the estimated total hours 
of police work devoted to each case.. Another portion was
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derived from interviews with Detective Division personnel, 
who calculated the average hours consumed by all men on a 
case to be 36 hours. Thirty-five minutes were added to the 
above two groups of information for the time entailed in 
booking a felon. In addition, 20 minutes were used as an 
average for transporting a suspect from the scene to the 
jail. The above four components were added together to 
calculate the total number of hours of police work spent in 
the cases cited.

The availability of information posed some dif
ficulties in complying with Mr. Heilman's request for co
operation in the silent alarm study. It was necessary to 
use estimates which could not be substantiated but which 
were derived from the informed judgment of police depart
ment personnel.

Specific time data was not available, as each case 
record does not contain the lengths of time spent in the 
transportation and booking of a suspect. Additionally, the 
cumulative time spent on the investigation by detective 
personnel was only an estimate and will vary greatly from 
case to case. In the arrival and clearance times there 
was only the report submitted by the investigating officer. 
Three other officers are dispatched to the scene; and they 
may arrive and clear the scene at different times, but
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their times are not recorded. Since the investigating 
officer’s report is used as a guideline, the estimated 
hours of police work per case was based on conjecture.

In that portion of the table referring to the on
site capture rate, only cases involving a completed in
vestigation contained sufficient information necessary for 
compilation in the table. The time of arrival of the 
police at the scene was recorded from the shortest to the 
longest length of time. Mr. Heilman requested the per
centage of on-site captures completed in varying time in
crements. However, as none of the cases reviewed fell into 
the categories of 15 seconds to two minutes, it was not 
feasible.

After telephonically contacting Mr. Heilman, it was 
still difficult to structure the information into the table, 
but he said that improvisations would be acceptable.

Appendix A contains letters of inquiry and reply 
for on-site capture rate.

Figure 2 is the table of requested information.
Figure 3 is the table of reply.



Fig. 2

SMALL BUSINESS ADMINISTRATION INQUIRY
TABLE OF INFORMATION REQUESTED BY THE TUCSON POLICE 
DEPARTMENT TO SHOW THE TIME ELEMENTS INVOLVED IN POLICE 
OFFICERS RESPONDING TO BURGLARIES AND ROBBERIES.
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SBA Study of Crime Against Small Business 

Submitted by Police Department of Tucson, Arizona
. September __, 1968

On-Site Capture Rate for Burglary and Robbery 
As a Function of Time of Arrival of Police

Note; Please estimate on basis of readily available data, 
otherwise on basis of best judgment.

Time of Arrival 
_of Police a/

% On Site Capture b/

Burglary Robbery
Estimated Hours of 

Police Work Per 
Case c/

10 minutes 
8 minutes 
6 minutes-" 
4 minutes 
2 minutes 
1 minute 
30 seconds 
15 seconds

INSTRUCTIONS:
«%/ Time of arrival of police starts from estimated moment of thief’s 

entry, as indicated by triggering of a sensor or other type of 
alarm..

• b/ On-site capture includes hot pursuit. .
cl This is the average for all cases, with and without on-site 

capture.
Fig. 2. Small Business Administration Inquiry.



Pig. 3

SMALL BUSINESS ADMINISTRATION INQUIRY
TABLE OF INFORMATION FURNISHED IN REPLY TO THE TUCSON 
POLICE DEPARTMENT REFERENCE RESPONSES BY OUR OFFICERS TO 
BURGLARIES AND ROBBERIES, SHOWING PERTINENT TIME ELEMENTS 
INVOLVED.



BURGLARY TIME RESPONSE 28
Alarm Dispatched Arrived Apprehended Cleared
0024 0026 0027 on scene 0030 0115
0158 0200 0201 it H 0204 0255
2322 2324 2325 n H 0015 0101
2355 2357 2359 ii it 2400 0200
0138 0140 0142 i i it 0153 03152357 2359 0001 t i it 0006 0120
0656 0658 0700 i i ii 0701 0955
0049 0051 0054 hot pursuit 0100 02070555 0557 0600 on scene 0603 0730
1759 1801 1805 If If 1820 19050018 0020 0025 hot pursuit 0050 0130
2222 2224 2230 on scene 2233 0200
0250 0252 0259 It If 0301 04150547 0549 0557 n II 0600 0705

ROBBERY TIME :RESPONSE
Alarm Dispatched Arrived Apprehended Cleared
1043 1045 1047 hot pursuit 1110 1230

% On Site Estimated Hours ofTime of Arrival Capture b/ Police Work Perof Police a/ Burglary Robbery Case c/
3 min. 3 min. 40 hrs. 11 min.
3 it 3 " 40 " 35 "
3 i i 50 " 42 " 53 "
4 VI 1 " 42 " 27 "
4 II 11 " 43 " 15 "
4 II 23 rain. 43 " 55 "
4 II 5 " 42 " 19 "
4 II 1 " 00 3 43 "
5 II 6 " 41 " 59 "
5 II 3 " 43 " 07 "
6 II 15 " 41 " 11 "
7 II 25 " 42 " 30 "
8 II 3 " 51 " 19 "
9 II 2 " 42 " 27 "

10 II 3 " 41 " 59 "
Pig. 3« Small Business Administration Table of Reply 

to Tucson Police Department concerning Police Response.
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Tactical Deployment Report

One project assignment was the standardization of 
the Tactical Deployment Report that is completed by the 
squad sergeants. For police deployment purposes the City 
of Tucson uses the fluid patrol concept. In this concept 
the officer does not work a fixed beat, but, rather, he is 
assigned a patrol area within a sector of the city.
Tucson is geographically divided into four sectors of 
approximately the same size. It is further subdivided into 
small squares, one-quarter square mile in size, and these 
are called grids.

A force commander is responsible, during his eight- 
hour tour of duty, for the general security of the city.
The direct assistant to the force commander is a senior 
sergeant, who is the first sergeant for the force. The 
first sergeant directs and assists the squad sergeants in 
the force. He reviews the sergeants1 tactical deployment 
reports and keeps the force commander advised of problems 
occurring in the field. Each squad sergeant is assigned 
to.one of the four sectors in the city. Normally, the squad 
complement is six to eight men. The deployment report com
pleted each week is for the assignment of squad personnel.

Each week the squad sergeants assigned to a sector 
research all data processing reports concerning traffic and 
Part One crimes. The squad sergeant looks for specific
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grids in which the offense occurred, the time of day, and 
any information the reports or pin maps give him showing 
possible trends that might be developing. The sergeant then 
assigns the patrolmen to general patrol areas within the 
sector, noting specific locations to be checked for traffic 
and crime problems.

After studying all the deployment reports for the
t

months of August, September, October, and November, 1968, 
many variations as to procedure exercised in completing the 
forms were observed. There was no standardization as to 
symbols used or the meanings of these symbols. Some ser
geants used a dotted line to indicate overlapping patrol 
areas while other sergeants used a dotted line to represent 
a street to be traveled by a patrolman in carrying out a 
strip patrol. Some sergeants used a dot to show the lo
cation of schools burglarized in the sector; other sergeants 
circled the grid in which the school was located and made 
mention of the specific location and any pertinent infor
mation in a footnote. In some cases a dot was used to 
represent business burglaries, and specific businesses may 
or may not have been recorded in some form of footnote, 
depending on the sergeant completing the report. While 
each squad member understood the symbol usage of his super
visor and his general area of responsibility and problem
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areas in the sector, other persons more removed from the 
patrol operations had difficulty in interpretation of 
some of the deployment -reports.

One of the duties of the Uniform Division oper
ations officer is the review of all sergeants’ deployment 
reports on a periodic basis to determine if the proper man 
power resources are appropriately deployed to meet the 
needs of the community.

After meeting with the operations officer, the first 
sergeants from each force, and various squad sergeants, the 
following suggestions were to be used for standardization 
in completion of the Tactical Deployment Report. They were 
set forth as guidelines but were not meant to be rigid 
requirements for the squad sergeants to follow.

See Figure 4 on pages 32, 33, &nd 3^ for Deployment 
Standardization Report.

See Appendix B for a sample form of a Tactical 
Deployment Report. The size of this departmental report is 
8 1/2 inches wide by 14 inches long. In order to conform 
with the prescribed margins for this diary, the bottom three 
inches (which contain no printing whatsoever) were cropped.



Fig. 4.

DEPLOYMENT STANDARDIZATION REPORT
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1. Use a solid line to denote an area to be patrolled. 
If a man goes out of his specific area to cover a 
certain street, use a solid line (arrow) with 
patrolman's number on the line to avoid the con
fusion of determining which officer is patrolling 
the street or streets. ,___ ______

2. If one patrol area overlaps other patrol areas,
use a dotted line to separate the overlapping area 
from the other patrol deployments.

3. If a grid has a high incidence of crime, use 
initials in grid:

KB - Residential Burglaries 
BB - Business Burglaries 
T - Traffic Problems

Fig. 4. Deployment Standardization Report

303
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If specific mention is to be made of one location, 
footnote the problem for the patrol units. Exam
ple: BB- El Con Shopping Center, Levy's Depart
ment Store:

BB- 11

BB - 9

4. If one grid is of concern because of a generally 
high crime rate but doesn't rate specific mention, 
such as residential burglaries, it should be 
circled for the benefit of the squad.

Pig. 4. Deployment Standardization Report— Continued



/

5. If the need to use a special symbol on the deploy
ment sheet should arise, footnote the fact in
the margin for the benefit of those reading the 
report.

6. List in the margin of the deployment sheet all 
traffic problem areas and times pertinent to your 
force for the benefit of squad members.

7. If a patrolman is assigned a strip patrol, use a 
solid line to represent the street limits to be 
covered.

Fig. 4. Deployment Standardization Report— Continued

34
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Fiscal Budget Preparation

Each year a new operating budget must be prepared. 
The City of Tucson employs a line-item supplemental system 
in preparing the budget. In this system, funds are added 
to the budget for the previous year to formulate the budget 
for the coming year. It is assumed that the monies appro
priated the previous year will allow the department to oper
ate for the coming year. However, funds are added for 
rising costs and additional needs while the discontinued 
programs are subtracted from the budget. With the adding 
to and subtracting from, an equitable operating budget is 
devised.

On December 10, 1968, Captain Francis R. Kessler 
assigned this writer to assist Lieutenant Richard T. Greer 
in the preparation of the 1969-1970 fiscal budget for the 
Uniform Division. Budget construction involves planning, 
and, therefore, budget requests were solicited from the 
three force commanders, the Traffic Force commander, the 
Tactical Force commander, and the administrative and oper
ational officers.

Each of the proposals was made independently accord
ing to needs observed at that particular level. All of 
these proposed budgets from the various forces were then 
reviewed and edited in cooperation with Captain Kessler and
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Lieutenant Greer. Duplications in requests were stricken 
from the budget proposal, and the unreasonable items were 
deleted. All remaining requests' were then itemized and 
placed in their proper categories so that they would be 
budgeted from the proper accounts. The accounts are num
bered from one hundred to four hundred and further broken 
down into increments between those numbers. Each item is 
placed in a numbered account within a general category 
heading; such as: The Services account number is 200, and
Request for Monies for Maintenance Service is numbered 230.

Justifications for each request had to be presented 
with the budget proposal. Mr. 0. W. Wilson refers to 
budget justification in Police Administration:

When budget requests are based on proposed work 
programs, they will be precise; they will not be 
inflated in order to permit a general across-the- 
board percentage reduction. Budget requests can be 
justified only on this basis and can best be de
fended on the ground that if the money is not 
appropriated, some part of the services to the 
public planned for the next year must be sacrificed.

With this basic reasoning in mind, justifications 
were gathered through talking with persons in the depart
ment, reviewing manuals and referring to old budgets. Each 
justification was set forth in a concise, easily understood 
manner and related the importance of the request.

1. 0. W. Wilson, Police Administration (2nd ed.;
New York; McGraw-Hill Book Co., 1963), p. 9^*



37

The total amount of the Uniform Division’s proposed 
budget had to be accompanied by costs of individual items. 
Through contacts with vehicle maintenance personnel, the 
cost of proposed new vehicles and their maintenance was 
determined. Police supply catalogs were used as sources 
for the prices of requested equipment. Lieutenant Maurer, 
of the Records Section, aided in making contacts with local 
businesses to find prices on supply items, as he was 
familiar with purchasing procedures and knew the avail
ability of various products.

Captain Kessler conferred with division personnel 
to determine the need for new personnel and to derive a 
feasible number for the request. The amount of money neces
sary to hire the additional personnel was determined through 
interviews with Internal Affairs Unit personnel. The es
timates for salaries were made according to the present pay 
schedule, but the base pay for patrolmen and sergeants was 
not used. Instead, a higher grade was used to provide lee
way for rising costs and promotional steps in grade.

A new personnel request was that for community 
service officers as envisioned in the Masters Concept.^

2. Keith R. Bergstrom and Charles D." Flagg, The 
Masters Concept, A Report and Recommendations to the Mayor 
and Council, City of Tucson, Arizona, on Police Personnel 
submitted February 28, 1967, p. 40.
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The community service officers would be assigned to the 
“non-police" tasks of the department, such as Crime Check 
desk duties and the serving of summonses and subpoenas.
The additional service personnel would allow the commissioned 
officers more time for operational activities.

At the present time, a commissioned police officer 
is used as a maintenance man to care for the mobile fleet.
The officer checks vehicle reports to ascertain which cars 
are in need of service and arranges for the service. He 
also supervises the cleaning and non-routine maintenance 
of the vehicles. The proposed Uniform Division budget re
quests that a civilian be hired to perform the above 
functions.

The estimated costs of many items listed in the 
division request may differ from actual prices at which the 
goods are obtainable. When the police department purchases 
a number of items of considerable cost, the department will 
request that bids be submitted by interested businesses, and 
the bid cost may be higher or lower than the estimate.

When all revisions had been made and the material 
had been edited, it was presented to Captain Kessler for ap
proval. The Uniform Division fiscal budget for 1969-1970 
was approved by the division commander and submitted to the 
Administrative Offices, where the department's budget is



compiled. In the 1968-1969 fiscal year, the Uniform 
Division was allowed a budget of $2,153,050. The 1969- 
1970 fiscal budget has not yet been finalized.

Refer to Appendix C for the 1969-1970 Uniform 
Division Budget.
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Hand Set Radio Project

In an organization or institution, situations often 
develop which from outward appearances seem to be insig
nificant; however, at times such situations may develop 
into complex problem areas. Hand-set radios or two-way 
walkie-talkies, as they are more commonly known, are a very 
helpful part of the communications system within a police 
department. They often provide the only link of commun
ication between patrolmen when they are carrying out special 
assignments or when they are away from their patrol cars.
A workable system for their control, use, and care must be 
established. Such a system was the direction for a project 
assignment during the internship.

The system in effect prior to the project assign
ment was felt to be ineffective. With the system, the 
hand-set radios were the responsibility of the Uniform Di
vision desk sergeant, and he dispatched the hand sets to 
those requesting them. A large ledger was maintained for 
the recording of vital information on issuance of the hand 
sets. The ledger contained spaces for recording to whom 
the hand set was assigned, what time it was assigned and 
returned, the condition of the hand set, and its number.

When the hand set was returned to the desk ser
geant, either the desk sergeant of the officer using the
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walkie-talkie placed it in the charging rack. Attached to 
the walkie-talkie was a three-inch-by-five-inch card, and 
on it was recorded the date and time the charging process 
began. At the end of the 16 hours, the battery was to be 
changed from a full charge to a trickle charge.

There were many weak points in the system. No one 
person was assigned to check on the hand sets in the racks5 
and often they remained on full charge after the 16 hours, 
or they were reassigned before being fully recharged. The 
radios had once been numbered by a system wherein each di
vision had its own hand sets and portable charging racks. 
The hand sets were still numbered according to this system. 
Often an officer would request a particular radio by 
number, and the charging period may not have been completed 
before its reassignment. This often resulted in an of
ficer's finding the hand-set battery dead after using it 
for a short period of time and having to return to the 
station to replace the battery with a charged one.

Often the hand sets were signed in and out in a 
haphazard manner because the desk sergeant was away from 
his desk, and the officers themselves filled in the ledger. 
Also, there was no formal changeover at the end of a shift, 
and therefore the on-coming desk sergeant often found a 
confusing situation to face.
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• Because of the above problems, the following 

recommendations were made. First, a new form was de
vised (see Figure 5 on page 44) to provide a differ
entiation among officers through the use of the payroll 
number. Then, if initials were not used, there would be 
some way to distinguish between officers with the same 
last name. Also, there was no need for the ledger, as 
once a hand set had been returned in good condition, there 
was no need for a record to be kept of the transaction. 
Secondly, the responsibility for all hand sets would be 
given to one person, such as one of the service aides on 
each shift. This would avoid the problem of too many per
sons being involved in the handling of the hand sets.
The third recommendation was that all hand sets be re
numbered according to a system with no relation to di
visions. This was necessary to eliminate requests for 
particular hand sets. Fourth, if it became necessary to 
issue a hand set before the battery was fully charged, the 
battery would be replaced with a fully charged battery.
The person assigned to care for the hand sets would also 
be instructed to change the charge from full to trickle 
after a l6-hour period. The fifth recommendation was that 
all hand sets be issued on a first-in, first-out basis.
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which would eliminate many of the problems of batteries 
not being fully charged or some hand sets being used more 
than others.

Although the above problem and resultant sug
gestions may appear inconsequential, this writer learned 
throughout the internship that it is such problems which 
involve much of an administrator's time. Finding workable 
solutions to the problems is time-consuming, but when the 
solution is found, it will aid in the functioning of the 
department as a whole.



Pig. 5.
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Pig. 5.1 Recommended Hand Set Radio Issuance Form
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Officer's Daily Activity Report

In October, 1968, an interim project assignment m s  
made. This writer was assigned to work with Lieutenant 
Richard T. Greer, Uniform Division Administrative Officer, 
on the revision of the Officer's Daily Activity Report.

The Officer's Daily Activity Report is a form 
designed to record general activity as well as specific 
calls, contacts, and incidents met by patrolmen during each 
shift. Its purpose is to chronologically record all ac
tivity by time and location. The report is also used to 
assist supervisory personnel in field performance eval
uation. Discussions with Captain Kessler revealed that 
the daily activity report in use was not fulfilling all the 
functions deemed necessary by the division commander. 
Additionally, it did not lend itself to data processing 
procedures envisioned in the future.

The daily activity report in use lent itself to 
only quantitative evaluation, such as the number of field 
interrogations conducted, the number of business checks 
completed, and the number of arrests made. It did not fur
nish information concerning the length of time spent in 
.fulfilling these duties. Each activity report was com
pleted in the handwriting of the individual officer, and 
an entry was required at least every 30 minutes. Each
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action was then placed in a category for later compilation. 
From this report it could not be determined how much time 
was available for preventive patrol by the various forces. 
Furthermore, the report was difficult to interpret into 
meaningful statistics.

Concepts considered in construction of the new 
daily activity report were the need of determining hours 
available for preventive patrol, the importance in travel 
time consumed in responding to a call, the ease with which 
information could be taken from the report, and the in
clusion of more detailed data for use in data processing.
The form shown in Figure 6 on page 52 was that one decided 
upon and was placed in use on January 1, 1969. Another 
suggested form was similar to the form agreed upon, but it 
was further broken down into categories of support and oper
ational activities with the idea that data for future 
studies would be even more accessible.

The new daily activity report enables patrol per
sonnel to record the amount of time spent in an activity, 
plus the number of times the activity was performed. It 
provides for easy computation of these figures for analysis 
and future studies. The newly initiated daily activity 
report eliminates the need for the officer to write in 
explanations of activities or resultant action taken. It 
therefore lends itself to quick review, and interpretations
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of meanings are no longer necessary. Spaces are provided 
for time notations and are totaled by the officer at the 
end of each shift. The reverse side of the daily activity 
report allows for the recording of specific information 
regarding calls received from the dispatcher. The amount 
of time used for travel to a call is noted so that later 
checks can be made regarding the deployment of the men.
If the time consumed in travel is too great, the officer 
deployment for the squad may need revision, and this can 
easily be determined through review of the new daily 
activity report. All information on the top portion of the 
second side of the activity report is then recorded in the 
breakdowns of criminal investigations, traffic inves
tigations, and other investigations and calls. All minutes 
recorded on both sides of the report are then totaled. 
Subtraction of this total number of minutes from 480 in an 
eight-hour shift discloses the amount of time available in 
each shift for preventive patrol purposes.

The new form also incorporates the daily vehicle 
report and equipment check list into the daily activity 
report. Through this incorporation, the division elim
inates the need of one form altogether. In this way, there 
will be a savings to the division and swifter expedition of 
filing procedures. The form is also used by supervisory 
personnel in determining difficulties being faced by patrol
men. For example, an analysis of the form may reveal that
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an officer seems to be spending too much time completing 
his officer case reports. Through counseling, the super
visor may be able to help the officer speed up this por
tion of his duties. The increased detail of the new 
daily activity report facilitates the evaluation process.
The reports are kept on file for one year and may serve as 
a reference source for both patrolmen and their supervisors.

When the new daily activity report was instituted, 
it was meant to better serve the operations of the division. 
Long-range goals were also considered in its initiation.
At the present time, service aides summarize the reports 
by hand and present the resultant information to the force 
commanders and the division commander for study eval
uation. Future plans include the use of data processing 
to ease the work load and to gather statistics for various 
uses. Some of the proposed uses will include studies on 
man power deployment, concentrations of particular crimes 
in the city, and the lengths of time spent in performing 
specific tasks. With the results of the studies, the 
department will be able to present accurate rather than 
estimated information in presentation of annual budgetary 
requests.

At the present time, patrol personnel perform sup
port activities, such as the issuance of summonses and
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subpoenas. With the new Officer's Daily Activity Report, 
the time entailed in support activities can be calculated. 
The eventual goal of the department is to delegate the 
summons and subpoena services to noncommissioned police 
personnel. The time now used in these services could then 
be channeled into operational needs of the department. The 
actual times involved, as recorded on the daily activity 
report, will be used to strengthen the argument for more 
civilian personnel.

The new daily activity report was not placed in use 
without some problems. The form was issued to three patrol 
squads and to the Traffic Force to be used on a trial basis 
for two weeks. At the end of the trial period the men were 
queried as to their reactions to the new form. The re
sponses from the personnel participating in the trial use 
were favorable. They felt the form was easier to fill out 
and more comprehensive.

A video presentation accompanied the oral expla
nation on the use of the new form. Subsequent to the 
inauguration of the form, a discussion in the pre-sergeants' 
training class revealed that morale problems had developed 
over the new report. Some of the patrol officers still did 
not fully understand the proper procedure in completing the 
form, and the squad sergeants had difficulty in giving 
further explanations. Some of the patrolmen felt the fora



50
was only being used to keep a close check on their acti
vities. Still other officers did not realize the value to 
be derived from the report in data processing. With this 
negative feedback, command personnel reassessed the in
structions originally given to the men, and all Uniform 
Division force commanders were directed to re-explain the 
proper procedure in completing the form. This was to be 
accomplished during the briefing session prior to the 
officers' going into the field. All forms incorrectly filled 
out were remitted to the proper squad sergeant so corrections 
could be made by the men assigned to him. Due to the lack 
of room available, the officers were called to the front 
of the briefing room and were instructed to correct the 
daily activity report. This caused a morale problem be
cause the men were being corrected in the presence of 
their peers. It would have been better for each officer 
to have been called in to discuss mistakes privately with 
his squad sergeant. After the report had been in effect 
two weeks, the operations officer found mistakes in approx
imately iJ-3 per cent of the reports. After five weeks, the 
mistakes being recorded decreased to approximately five per 
cent of the reports.

An anonymous critique by all members of the Uniform 
Division may have circumvented the morale problems that 
developed, and possible suggestions may have benefited the
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design of the form. The audio-visual presentation of the 
form may have "been enhanced has a written handout been 
used to more fully explain the activity report. The hand
out form would have reinforced what was being said and 
fixed procedures on its use in the minds of the officers. 
With a sample form, the patrol officers would have been 
able to pose questions concerning the new f o m  and thereby 
possibly avoid errors that did occur after inception of 
the new Officer’s Daily Activity Report.

See Figure 7 for old Officer’s Daily Activity
Report.

See Figure 8 for the suggested activity report. 
Note that this form is printed on both sides, with the 
"Calls" portion on the reverse.



Fig. 6

OFFICERS DAILY ACTIVITY REPORT INITIATED 
JANUARY 1, 1969
(Printed on two sides)



OFFICERS T O C  S O M DAILY ACTIVITY REPORT
)ay of Week 
S M T W T F S

Date Payroll# Name Force Veh.# Sector

1 2 3 4 5 6 7 Day Month Yr,
traffic activity
Hat (Non Acc)

ton Haz (Non Acc)

H Warnings

Repair Orders

Parking Citations

Point Control
Specialevents
worts

Ĵ ity (Criminal)
pity (Traffic)
Superior Court
Inquests

fummon's 6 Sup. Service
public Assists
transporting Prisoners
transporting Property
t̂her Special Assignmt.
Records Checks
^Hiding with other Off '

Report Writing
êsk Duty
êdio Dutv
îeld Interviews
N-tiicld Repair
âdio Repair
ôffee Break
•unch
‘asing Vehicles \_____________
Nebriefing

F Min.

F Min.

F Min,

F Min.

F Min.

F Min.
F Min.
F Min.

F Min.
F Min.
F Min.

:: f Min.

F Min.
F Min.
F Min.
F Min.
F Min.
F Min.
F Min.

F Min.
F Min.
F Min.
F Min.
F Min.
F Min.
F Min.
F Min.
F Min.

__F Min.
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F Min.

TRAFFIC INVESTIGATIONS Vehicle Condition-Finish /
Collisions F Min.

F Min. Unit Gas 
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F Min.
F Min.

Obtained
Other Traffic Calls Oil Change Interval v
Assist Other Officers . F Min.

: F Min. Equipment: — ----^
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F Min.
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Fire Ext 
Tools
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Assisting Other Officers .. ' F Min.
Total Time Traveling to all Calls F Mid.

Off.Sig. Supv.Sig.



Fig. 7

OFFICER'S DAILY ACTIVITY REPORT USED PRIOR TO 
JANUARY 1, 1969
(Printed on two sides)



N A M E .

FORCE. . SUB-SECTOR.
VEH NBR. .MILEAGE ON DUTY.

OFF DUTY.

OFFICER'S DAILY ACTIVITY REPORT

ON DUTY____________ OFF DUTY_____________

TOTAL MILES.

DATE.
COURT DATE.

TIME RECTO 
OR ACTION 

STARTED
TIME

CONCL. LOCATION OF ACTIVITY OR CALL

SOURCE OF 
ACTIVITY 
OR CALL

TYPE OF ACTIVITY OR CALL 
( I N C L U D E  M E A L S  A N D  C O F F E E  T I M E )

BKG. NO. OR 
CITATION NO.

CALL NO.
ACTION OR RESULTS  
(IF ARREST OR CITATION. 
STATE SPECIFIC CHARGE)

j -
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i C l A L  D E T A I L S _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

; | M I N A L  C A L L S _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

i l M l N A L  I N V E S T I G A T I O N S  —

i i M l N A L  A R R E S T S _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

> F F I C  C A L L S _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _

;k F F I C  I N V E S T I G A T I O N S _____

^ F F I C  A R R E S T S

^ E R  C A L L S — __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

H E R  I N V E S T I G A T I O N S _ _ _ _ _ _ _

R A T I O N S :  H A Z _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

N O N  H A Z _ _ _ _ _ _ _

W A R N I N G S _____

F A U L T Y — _ _ _ _ _ _ _ _

P A R K E R S . _ _ _ _ _ _ _ _

I D  I N T E R R O G A T I O N S _ _ _ _ _ _

S l N E S S  C H E C K S _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

H O O L  C H E C K S

) M E  C H E C K S _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

t f E R N  C H E C K S

m D O O R S _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

m W I N D O W S

e a k  i n s _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ :_ _ _ _ _ _

C O V E R E D :  A U T O S _ _ _ _ _ _ _ _ _ _

B I K E S

P R O P E R T Y _____

A R R A N T S :  S E R V E D — _ _ _ _ _

A T T E M P T S _ _ _ _ _

I B P O E N A S :  S E R V E D _ _ _ _ _ _ _ _ _

A T T E M P T S _ _ _ _ _

S C E L L A N E O U S  O N  V I E W

O F F I C E R S  N O T E S



Fig. 8.

SUGGESTED OFFICERS DAILY ACTIVITY REPORT



OFFICERS DAILY ACTIVITY REPORT 
TUCSON POLICE DEPARTMENT 54

Day of Week Date 
S M T W T F S 
1 2 3 4 5 6 7  Day Mo. Yr

Pay
roll
No.

Name

OPERATIONAL ACTIVITIES
Traffic

Has ( Non-1(Non-Acc.)Haz (Non-Acc.)
W Warnings 
Repair Orders Parking Citations Point Control Special Events Escorts

Field Investigation and Follow-Up
Records Checks 
Premises Examination 
Field Interviews 
Recovered Property 
Recovered Vehicles 
Public Assists

Court Appearances 
City (Criminal)
City (Traffic)
Superior Court 
Inquests

Miscellaneous Field
Summonses and Subpoena Services •
Transporting Prisoners 
Transporting Property 
Other Special Assignment

General Entries 
Report Writing 
Desk Duty 
Radio Duty 
Gassing Vehicle 
Vehicle Repair 
Radio Repair 
Coffee Break 
Lunch
Debriefing
Fig. 8. Suggested Officers Daily Activity Report

SUPPORT ACTIVITIES



CALLS 55

Received Arrival Travel Clear Total Location Type

TOTAL
Criminal Investigations

Initial Investigation w/o Arrests
All Misdemeanor Arrests except Traffic
All Felony Arrests
Follow-up with Other Officer on Call
Supplemental Investigation

Traffic Investigations
Collisionsj no DVJI, no Citations 
Collisions with DWI
Collisions with Citations Only 
H & R and Other Traffic Calls 
Assist Other Officers 
Traffic Arrests (no DWI) ■

Other Investigations and Calls
Initial Investigations 
Supplemental Investigations 
Assisting Other Officers

Total Time Responding to all Calls 
Total Available Patrol Time 

Fig. 8, Continued

Action
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Radio Dispatch Cards

Captain Francis R. Kessler made an assignment to 
work with Lieutenant Kenneth Maurer, of the Services 
Division, Records Section, on the radio dispatch card, 
which was to be revised. The old radio dispatch card was a 
5 1/2-inch by 8 1/2-inch piece of light-weight paper used 
by the radio dispatchers (see Figure 9 on page 60). The 
new form is a card of heavier weight, such as those used in 
data processing.

To obtain information on what should be included on 
the card, it was necessary to interview radio dispatchers, 
desk sergeants, and Records Section personnel. It was 
decided that the information contained in the old form did 
not allow for thorough review by supervisory personnel 
because the information was not complete enough to allow 
for an evaluation of performance. The old form was not 
made in duplicate, which allowed only one copy for Records 
Section uses. The former card was also completed in the 
handwriting of radio dispatchers and service aides, and many 
times the information recorded was illegible.

The old form also did not suit the communications 
system recently devised by the department. The complaint 
desk personnel who receive calls sit at a desk which has a . 
conveyor belt running down the middle. The conveyor belt



runs into the area where radio dispatchers work. Thus, the 
call is received, the information is recorded, and it is 
then sent to the dispatcher for deployment of officers. The 
old form was too light in weight to travel on the conveyor 
belt without easily being blown off. It was also too large 
to move smoothly, as the conveyor belt was approximately 
six inches wide.

A new form was then devised to eliminate some of the 
problems and also to aid in improvement of reporting pro
cedures. The new form was structured on a card compatible 
with data processing procedures (see Figure 10 on page 6l 
and its continuation on page 62). It was also made with a 
copy attached, so that the original could be routed to the 
Services Division, Records Section, for report writing; and 
the carbon sheet would be routed to the Uniform Division for 
report auditing. The new card is organized so only minimal 
information must be reported in handwriting. Most of the 
information can be recorded with the use of a check mark.

The new card is initialed by the complaint desk 
personnel when assistance from the department is requested, 
and an officer is dispatched to the scene. The items on 
the front side of the card are filled in by complaint desk 
personnel, and the reverse side of the form is completed by 
the radio dispatchers. The cards are made in two colors,
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but each contains the same information. The yellow cards 
are used in regular and emergency calls, and the red cards 
are used for Crime Check calls only.

Crime Check is a recently initiated community 
service. Any person seeing a suspected or real crime en
acted may call the Crime Check phone number and report the 
incident without revealing his name or other personal infor
mation. The person reporting the crime does not unwillingly 
become a witness in any following prosecution.

It is more economical to have the cards printed in 
two colors for differentiation than to change the infor
mation and have two different cards printed. Therefore, 
the Crime Check calls do not record information pertaining 
to the caller unless the information is volunteered.

The new card also contains a training feature which 
will be used by the Uniform Division. On the new form is 
reported the time the call was received and dispatched and 
the time the patrolman arrived at the scene and cleared the 
scene. With this information, the supervisory personnel 
will be able to determine whether the time from dispatch of 
the call to arrival at the scene was reasonable. If the 
time involved was too great, a deployment problem may exist. 
Also, if the time of arrival to the time of clearance was 
too great, the officer may be experiencing difficulty in



writing his reports, or some other problem may exist. In- 
service training can then be geared to problems discovered 
through the dispatch card.

The new dispatch card is equipped to have a 
notation made as to what type of report will be made by 
the officer dispatched to the scene. It also provides 
information for the Records Section as to vehicle des
criptions, personnel information regarding victims, and 
what assistance was required from ambulance or wrecker 
companies. All other pertinent information is written in 
•by the dispatcher or service aide.

Because of the added features, it is felt that the 
card will prove beneficial to the department. Its new 
features, as discussed above, will facilitate operations 
and provide more comprehensive coverage on calls dispatched. 
The future goals are not now measurable, but with the data 
processing possibilities, the advantages' are innumerable.
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63
Pre-Sergeant Supervisory Training

On September 28, 1968, Captain Francis R. Kessler 
made an assignment to work with Lieutenant Richard T.
Greer, Uniform Division Administrative Officer, and 
Lieutenant Keith Bergstrom, Uniform Division Operations 
Officer, on the establishment of a supervisory training 
class for prospective sergeants. The object of the class 
was to furnish the fledgling sergeants with the management 
concepts and tools of first-line supervisors.

Sergeants play a more important role as depart
ment disciplinarians than any other rank. Wisely 
selected superior officers need correctional action 
less frequently than do patrolmen and others at the 
level of execution. Sergeants supervise the greatest 
number of subordinates, including officers who are 
inexperienced and who have not been completely 
trained on the job, and those who have lost pro
motional opportunities because of weaknesses that 
need correction. Successful control of subordinates 
by the sergeants is reflected in an improved quality 
of work and in public relations5 when the sergeants 
maintain a close and firm supervision, the like
lihood of citizen complaints is lessened con
siderably. In addition to these immediate advantages, 
subordinates under wise supervision are thus schooled 
to become more effective superior officers, an impor
tant long-range advantage.

As can be seen from the foregoing quotation, 
probably the most momentous transition is from patrolman 
to sergeant. While subsequent promotions and transfers are 
very important, at no other time in a police officer's

1. 0. W. Wilson, Police Administration (New York:
McGraw-Hill, Inc., 1963), p~." 17'4'. -------
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career does he make such a shift from workman to super
visor. Uniform sergeants on the Tucson Police Department 
usually have six to eight patrolmen in their squads. Gen
erally, the squad has a large number of recruits or 
probationary patrolmen due to the rapid turnover of per
sonnel.

The main text for the class was Looking at Leader
ship, a book published by the International Association of 
Chiefs of Police. While lecture material followed the 
Looking at Leadership text, reading assignments from the 
supplemental text. Supervisory Methods in Municipal Admin- 
istration, published by the International City Managers * 
Association, were made.

Since there was no material from previous classes 
on textbooks used, summaries of discussions, or teaching 
outlines. Captain Kessler requested that a summary of each 
class be kept, along with an outline of material to be 
covered. This material would be used in the teaching of 
subsequent pre-sergeants* classes.

Lieutenants Richard T. Greer and Keith Bergstrom 
were to alternate each week in teaching the classes, with 
the sessions lasting one and one-half hours per week for 
16 weeks. It was decided the classes would be conducted 
.in the manner of a seminar, as the size of the classes was 
expected to be between ten and 15 men per week.



The men were encouraged to be very candid in their 
remarks and opinions. Through the ability of both lieu
tenants to disregard the difference in rank between them
selves and the students, plus the fact that they did not 
adhere to a strict lesson plan, many concepts of super
visory methods were brought down to the personal experience 
level. The classes were very unstructured in that the 
discussions often ranged far afield of assigned text 
material. Many of the class periods became spontaneous 
discussions of departmental procedures and policies.

Valuable feedback concerning the feelings and 
attitudes of the patrol force was obtained during class 
discussions. There was a confidential feeling during the 
classes which prompted the men to talk freely about de
cisions made at the command level. Additionally, many mis
conceived and erroneous ideas were displaced by the 
lieutenants which aided in opening lines of communication. 
As the men in the class were promoted to sergeants during 
the course of their pre-sergeants’ training, their personal 
experiences concerning their new responsibilities as squad 
supervisors afforded valuable discussion material.

One of the problems brought to light was the lack 
of understanding about the new daily activity report by 
the men. While a training film and instructions on its
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use were disseminated to the men, some of the officers 
still did not understand the need for the form or the proper 
procedure in filling it out. With this information made 
available to command personnel, they were able to rectify 
the problem by issuing a new set of more comprehensive 
instructions on the Officers Daily Activity Report to 
supervisory personnel. In this instance, feedback proved 
valuable in aiding morale and performance of the patrol 
personnel.

When the sessions were completed, the class members 
were requested to submit a critique of the class so that 
following classes might benefit from their evaluations..
Most of the critiques were candid and diversified sug
gestions were made. Some of the negative comments by the 
students were positive comments of other class members. 
However, there were some general agreements which would 
probably make the training more effective and informative 
if implemented for following classes.

The class was held at 7:00 A.M. each Thursday for 
l6 weeks. It was conducted in the police station. Most of 
the class members felt the hour of the morning was t/oo 
early to be conducive to concentration and hindered the 
learning process. With the police force necessarily 
working on a shift basis, it was difficult to find a con
venient time for all class members. Therefore, it was
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suggested by many of the students that the class be con
ducted for a 40-hour period lasting one week and that the 
class be presented at the Tucson Police Academy. It was 
felt by a few that the academy location would aid the pre- 
sergeants* training because the atmosphere would be better 
than that at the police station.

Most of the writers felt the text material could 
be best utilized as a point of initiation for the class
room discussions. Some criticism arose from the theoretical 
point of view presented in the text material. Most class 
members felt the discussion should involve practical field 
problems. A few of the students also pointed out that the 
exposure to theory was being gained in college curriculum, 
so was not essential to pre-sergeants* training.

A suggestion was made to eliminate an excess of 
theory and to concentrate on the practical problems faced 
by police sergeants. The suggestion was for a case study 
approach. Actual cases and hypothetical situations would 
be presented to the class, and the class members would 
discuss possible avenues of solving the problem in the 
class period. It was felt that this method would expose 
the men to real supervisory problems and improve their 
decision-making skills.

Many of the men who were newly promoted discovered 
difficulties in helping with personal problems of
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subordinates and felt that some discussion should be' 
focused in that direction. This could also be accomplished 
through a case study approach.

The atmosphere of the class was informal, and most 
officers did feel that this was conducive to the learning 
process. Some of the men felt an experienced sergeant 
should be used as an instructor, but most of the critiques 
noted no apprehension about discussing problems with the 
instructors, who were lieutenants.

All the officers stated that the training had been 
beneficial to their functioning. Many of the men who were 
already promoted to sergeant said they were putting some 
of their classroom learning into use in field operations. 
The feedback was positive for a continuation of the classes 
in the future.

This writer was able to attend the pre-sergeants * 
training classes through February, 1969. They were in
formative and interesting. The greatest value of the 
classes for this writer was the informal discussion about 
real police problems. Field practices and problems must 
be considered by an administrator, and the class shed 
light on field problems and how they were related to admin
istrative practices. This project was some of the most 
valuable in the internship because it provided an overview
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of situations encountered in police administration and 
because it involved line personnel. The class reinforced 
the idea that continuous in-service training is necessary 
at all levels of police work.



PART 4

CONCLUSION

Evaluation of Internship
Whatever future career endeavors are envisioned by 

a public administration graduate student, the student 
internship should complement classroom education. Through 
the internship program the student can observe the admin
istration of a dynamic organization. Serving with the 
Tucson Police Department allowed this writer to actively 
participate in policy decisions affecting the whole depart
ment. Theories and concepts learned in the classroom were 
discussed with various officers, and the practical ap
plication of these theories and concepts was observed.

This writer spent the entire internship assigned 
to the Uniform Division. While this limited the breadth of 
exposure to other divisions and their areas of respon
sibility, it allowed for an in-depth exposure to problems 
and decisions affecting the Uniform Division. While the 
project assignments were for the benefit of the Uniform
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Division, close association was maintained with the Services 
Division, as they process and record the paper work gen
erated by the Uniform Division.

The internship was served on a part-time basis from 
September 8, 1968, to March 7, 1969, and totaled 4l6 hours 
with the department. The length of time is the same 
whether the internship is served on a part-time or full-time 
basis. Since this writer was a part of the Tucson Police 
Department for six months, the changes brought about by the 
implementation of various projects could be observed over a 
longer period of time than if the internship had been served 
on a full-time basis of 40 hours per week for ten weeks.

However, in serving the internship on a part-time 
basis over an extended length of time, many projects could 
not be undertaken by this intern due to the lack of time 
spent with the department during any given week. For the 
intern to be most valuable to the department, it is this 
writer’s opinion that the internship should be served on a 
full-time basis to avoid any breaks in the continuity of 
the time served. This would enable the intern to complete 
larger tasks in a shorter length of time and avoid anxiety 
created in attempting to meet deadlines of projects scheduled 
a month in advance.

It is this writer’s opinion that a basic orientation 
and familiarization with the department prior to inception
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of the formal internship program would aid both the de
partment and the intern. Through this orientation the 
intern could meet people with whom he would be working.
He could learn about rules, regulations, and policies of 
the department and the responsibilities of the various di
visions. It would aid the department in that less time 
would have to be spent during the internship in familiarizing 
the intern with procedures currently practiced within the 
department. With a questioning mind, the intern might ob
serve problem areas within his division of assignment and 
be able to make suggestions as to possible project assign
ments. Without practical experience to reinforce what is 
learned in the classroom, the tasks of actual administration 
would be of little value. Many times practical experience 
is not possible until a position has been accepted with a 
department. The internship program sheds light on the many- 
faceted problems faced in working with a department and pro
vides an opportunity to explore the processes learned in 
the classroom.

The scope of the project assignments gave this 
writer the opportunity to deal with other divisions within 
the department and with other departments in the city. 
Through the varied spectrum of assignments, classroom theo
ries were observed in practice. Feedback, the informal
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organization, handling of morale problems, and general 
administration practices had real meaning.

The graduate internship program was the culmination 
of a complete learning process for this writer. All admin
istrative personnel discussed their duties and common in
terests with this intern in a very frank manner. It was 
this frankness that played a very large part in the success 
of the graduate internship. It was rewarding to be a member 
of an organization striving for a professional image.
Almost all projects worked on during the six-month graduate 
internship were projected toward the eventual goal that the 
material would be placed into data processing channels for 
assimilation into computer programs to better assist the 
police department in fulfilling its mission of providing 
better law enforcement to the community of Tucson.
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WASHINGTON, D.C £0416 74.
* r

August 29, 1968

Mr. Bernard L. Garmare, Chief -
Tucson Police Department 
Post Office Box 1071 
Tucson, Arizona 85702
Dear Mr. Garmare:
The Small Business Protection Act of 1967, signed by the President ' 
last October 11th, directs the Small Business Administration to 
study the impact of crime against small business and to report 
findings and recommendations to the President and the Congress by 
October 11th upcoming.
A major part of this study, dealing with protective device systems, 
requires an estimate of the on-site capture rate of burglars and 
robbers in terms of the time of arrival of police. With the help 
of the International Association of Chiefs of Police, w e have 
selected nine police departments in the United States, of whom you 
are one, to participate in this study. May we have your cooperation 
in filling out the enclosed table?
The table can be filled in from data already at hand, or, if not 
readily available, on the basis of the informed judgment derived 
from your experience.
Please telephone me collect if you have any questions, at 202-382-1917.
Would it be possible for you to submit your completed table in about 
a week? . •
Sincerely,

Richard Heilman, Director 
Study of Crime Against 
Small Business
Enclosure
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12 September 1968

Hr. Richard Heilman, Director 
Small Business Administration 
Washington, D. C. 20416
Dear Mr. Heilman: . ' *

Enclosed are the results of our findings 
.concerning the study dealing with protection device 
systems, which requires an estimate of the on-site 
capture rate of burglars and robbers in terms of 
arrival of police. ;*

The data compiled was a result of research in 
our records of businesses where alarm systems are 

.. used in which an apprehension was made, either at 
the scene or in hot pursuit.

Fifteen cases of burglary and one of robbery 
over approximately a two-year span were used, a break- 

... down of which is submitted for your evaluation. Time 
of alarm, dispatch, arrival time of officer, place 
of apprehension, time of apprehension, and time 
officer cleared are shown.

For calculating the total time of patrol 
... division in apprehension, interview, collecting evi

dence, subsequent transportation to detention, and 
detective follow up, it was necessary to rely on 
informed judgment derived from experience. Further 
breakdown will show, as your questionnaire requests, 
a breakdown as to a) time of arrival of police, b) on
site capture (burglary-robbery), and c) estimated 
hours of police work per case.

If we can be of any further assistance^ do not 
hesitate to call upon us.

Sincerely,

Bernard L. Garmire 
Chief of PoliceBLG/meq

I
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. Ymar 19^9"" 1970 Department ____ Police__________________ Division _____ Uniform_____  Activity No. _ 2021

1.
Account

2. State reasons for supplemental personnel, services, supplies & capital outlay requested: 3.
Requested

4.
Recommended Budgeted

100 PERSONNEL
Thirty-six (36) additional patrolmen, at $7,500 per year. The 
present call load of the patrol forces does not allow suf
ficient time for patrol. In studying the time expended by our 
personnel, it is found that there is less than one hour per man 
to check his assigned area for burglaries, traffic enforcement, 
and any other on-sight violations that might come to their at
tention. The recommended national average of free patrol time 
is four (4) hours. It is felt that the above-requested men 
will enable us to increase the patrol time, thereby reducing 
significantly the crime rate in the City of Tucson.

£270,000.00

Six (6) field sergeants, at $8,760 per year to supervise 
the requested number of commissioned Uniform officers who will 

. be assigned to the patrol force of the Uniform Division.
$52, 560.0C

Five (5) desk sergeants, at $8,760 per year to maintain, super
vise and control incoming and outgoing dispatches and phone 
messages received at the communication center. This is a 24- 
hour-a-day operation entailing the supervision of eight (8) 
people, working eight-hour shifts per day.

$43,800.0C

Four (4) service aides, at $4,747 per year. The increase in 
population and call load shows that we do not have sufficient 
personnel to answer the telephones effectively and to make out 
the appropriate paper work necessary for subsequent dispatch of 
personnel in the field. In addition, general clerical work 
has to be accomplished for each individual force.

$18,988.00

One (1) audit clerk, at $4,320 per year. Paper work and re
ports submitted by Uniform personnel have to be reviewed for 
correctness and completeness. It would be necessary for a 
clerk to spend eight (8) hours per day reviewing these reports 
for the three (3) forces that would be involved. By having 
the reports reviewed, this expedites the information going to 
Records and insures their completeness and accuracy.

$4,320.0C

.3

(Continued)



Fiscal Bucfqel

? Year,X9.̂ 9.rl970 Department______ Police Division__  Uniform_____Activity Ho.____ 2021
1.
Account

2. State reasons for supplemental personnel, services, supplies & capital outlay requested: 3.
Requested Recommended Budgeted

100 PERSONNEL (Continued)
One (1) file clerk, at $4,320 per year to handle increased 
volume of paper v/ork at the Administration Operations Office 
and Tactical Force.

$4,320.00

One (1) maintenance man, at $4,000 per year. It is requested 
that a civilian be hired to take care of our mobile fleet. 
This would include the checking and subsequent transporting 
of vehicles to the City shops for maintenance, both pre
ventive and breakdown. In addition, this person would super
vise the cleaning of these vehicles.

$4,000.00
•

Six (6) community service officers, at $4,320 per year for 
routine delivery of summonses and subpoenas. Also, to check 
vacation homes, particularly during spring and summer months.

$25,920.00

Ten (10) community service officers, at $4,320 per year for 
desk duties due to the addition of Crime Check and increased 
call load due to population increase.

$43,200.00

Ten (10) community service officers, at $4,320 per year for 
routine parking and meter enforcement to relieve other exper
ienced officer personnel for traffic enforcement and detailed 
investigation responsibilities.

$43,200.00

200 SERVICES
Four (4) additional telephone head sets for service aides, at 
$15.00 each. These are to be used as spares in the event 
there is a malfunction on other head sets. One spare for each 
force and an additional one for Force Two, who have an extra 
police officer to assist in Crime Check phone contacts.

$ 6 0 . oc

-<
Six (6) mobile telephone installations for sector sergeants, 
at $50.00 per unit installation, $57.00 pending for main
tenance on each unit.

(Continued)

$4 , 4o o .o c
•0 0



.Year 19^9~1970 Department _____ Police _________  Division______Uniform________  Activity No. 2021

1.
Account

2. State reasons for supplemental personnelt services, supplies & capital outlay requested: 3.
Requested

4.
Recommended Budgeted

200 SERVICES (Continued)
Many transmissions should not be handled by radio. Phone con
tacts to each supervisor in the four different sectors will 
enable the commander and the field sergeant to be in immediate 
phone contact. Tactical Operations Unit also could use phones 
for contact with commander, records checks direct to Records 
Section, and other communications connected with investigations 
At times of civil disturbance and major deployment, these units 
would be utilized at strategic locations to relay orders which 
specifically pertain to different squads deployed. For ex
ample, relaying confidential decisions and intelligence to the 
command center and vice versa, the command center to the de
ployed squads.

•

-

Four (4) Motorola Page-Boy telephone directors, at $275 each. 
Maintenance costs for four Motorola Page-Boy directors, at 
$5.00 per month, or

$1,100.00
$240.00

Command personnel are often needed during meetings or while 
traveling between appointments; also, while conducting staff 
work not in the vicinity of the office. This equipment would 
enable the commander and others to contact the person needed 
immediately so that he could, in turn, contact the office.
Maintenance of twenty-five (25) new vehicles for the fleet. 
Averaging 32,000 miles per patrol car, at $.08 per mile equals 
$64,000 per year (this $.08 per mile is figured with air con
ditioning).

$64,000.00

300 SUPPLIES
One hundred (100) military gas masks for training and riot 
control, with an additional extra canister per mask and $5.50 for each extra canister.

$2,050.00 -3VO

(Continued)



.Yftflr 1969-1970 Department ____________ Police_______________  Division______ Uniform________ Activity No. 2021
1.
Account

2. State reasons for supplemental personnel, services, supplies & capital outlay requested: 3.
Requested

4.
Recommended Budgeted

300 SUPPLIES (Continued)

•
One (1) Kodak slide projector— Carousel type. Model 800, F3.5 
lens. To be used to show aerial photographs of the city at 
times of major deployment. As a training aid for briefings 
showing mugs of known felons and suspected criminals.

$ 1 3 0 .oc

Six (6) ammunition holders for the shotguns and/or rifle 
shells, at $30.00 each. Presently, we have no carriers for 
our shells, and these are needed in order for personnel to 
have ammunition readily available to them when needed.

$ 1 8 0 . oc

One dozen (12) battery jumper cables, at $4.00 each, to be put 
in Uniform vehicles to be deployed throughout the city to 
assist citizens when they are stalled with dead batteries and 
also to start police units that frequently need assistance from 
another unit, as radio has drained the batteries.

$48. oc

Five hundred (500) plastic restraints to be used in case of 
mass arrest, at $.50 each. In the event of mass arrests, 
these plastic restraints are very useful, as they are small, 
light in weight, and enable us to mark for subsequent iden
tification.

$ 2 5 0 .oc

Fifty (50) face shields, at $8.40 each. These provide pro
tection to the eyes in case of foreign missiles that may be 
thrown during civil disturbances.

$ 4 2 0 . oc

Twenty-five (25) gas masks, at $38.00 each. We have a supply 
of tear gas and in the event it was used, we would need masks 
for officers who are on the gas dispersal team.

$ 9 5 0 . oc

Twenty-five (25) canisters as spares for the gas masks, at 
$5*95 each.

$ 1 4 6 .9 5
$

Five (5) shotgun grenade launchers, at $17.50 each. $87.5C

(Continued) ------- u
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Year 19̂ 9**19TQ neoartmpnt P013.C6 Division ________________ _ Activity No.__ 2021

1.
Account

2. State reasons for supplemental personnel, services, supplies & capital outlay requested: 3.
Requested

4.
Recommended Budgeted

4o o CAPITAL EXPENDITURES
Fourteen (l4) Uniform police vehicles, at $2,400 each, equipped 
with air conditioning. These units will be needed for the 
additional men requested for patrol duty.

1 _to, 6 0 0 .00

Fourteen (l4) electrical sirens, 75N, at $150.00 each. These 
sirens are requested to be added to the Uniform vehicles 
which will be needed for running under emergency conditions.

$2,100.00

Fourteen (l4) rotating beacons, at $90.00 each. $ 1 , 2 6 0 . 0 0

Fourteen (14) light bars, at $20.00 each. $ 2 8 0 . 0 0

Fourteen mobile radios, at $625.00 each, with four fre
quencies. $ 8 , 7 5 0 . 0 0

Fourteen (l4) sets of flashing signal lights, at $30.00 per 
set.

$420.00

Ten (10) 5W Transistor Citizen Band Transmitter and Receiver, 
at $125.00 each. It is necessary for the Tactical Operations 
units to be. able to transmit and receive independent of our 
regular frequency in order that they will not disturb the 
normal communications transacted by the Uniform Division units

$ 1 , 2 5 0 . 0 0

Fifteen (15) revolving red lights— Fireball Magnetic Flashing 
Red Light, Model FB-1, at $45.00 each. We are presently using 
unmarked police units in criminal matters3 situations occur 
where vehicles have to be stopped. To do so, we need emer
gency lights to accomplish these stops according to the law. 
Plastic lenses cannot be used on new type of spotlights now 
used on our new vehicles.

$ 6 7 5 . 0 0

'

.

One (1) Transmitter Magnetic Base Bug. This bug enables 
police units to maintain surveillance of a vehicle without the
suspect’s knowing of the surveillance. The vehicle is followed by signal rather than by sight, thereby minimizing the chances of being detected.

(Continued)

$ 2 8 0 . 0 0



■ Year 19̂ 9-1970 Department ____Police nivia i fin- Uniform Activity No. 2021

1.
Account

2. State reasons for supplemental personnel, services, supplies & capital outlay requested: 3.
Requested

4.
Recommended Budgeted

400 CAPITAL EXPENDITURES (Continued)
Seven (7 ) unmarked vehicles to he used by the Tactical Oper
ations Force at $2,400 each, equipped with radios (four- 
frequency, at $625.00 each). Presently, there are no vehicles 
available to the day Tactical Operations Force, which has a ser 
geant and three men assigned. More personnel could be used 
during daytime hours, but are not because there are no ve
hicles available. Men are doubled at night because of few 
vehicles available from the Detective Division. The night 
Tactical Operations Force has twenty men assigned during the 
summer months, with three sergeants. Seven vehicles would alio 
for fewer units needed from the Detective Division.

$ 2 1 ,1 7 5 .0 0

w
1

Four ( 4) stenographer chairs with naughahyde upholstery, at 
$ 6 5 .0 0  each. These chairs are needed in the service aide 
area, as the chairs now in use are not the proper kind for 
efficiency and comfort. Also, there are more needed due to 
increased personnel in this area.

$ 2 6 0 .0 0

•

Three (3) Royal 400 (or equivalent) typewriters (manual), at 
$250.00 each. Presently, sergeants have one (1) typewriter. 
With the increase in personnel, one typewriter would be added 
to the sergeants' area. Another is needed for the use of desk 
personnel for reports needed quickly. A third, to be used in 
the administrative office of the Uniform Division by the admin
istrative and operations lieutenants.

$ 7 5 0 . oc

Three (3) executive desks, metal, 30llx60", at $225.00 each. 
The desk presently used by operations, administration, and 
traffic are reconditioned and in need of repair which would 
cost as much as new desks which would afford better appear
ance, more working space, and drawer space.

$ 6 2 5 . oc

Three (3) executive chairs with arms, at $55*00 each. These 
chairs are in need of replacement, as they are old and without 
arms, which are needed.

$ 1 6 5 .oc 00ro

(Continued)
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. Year 1 9 6 9 " >1 9 7 Q  Department _______Police D i v i s i o n_______ Uniform Activity No, _ 2021
1.
Account

2. State reasons for supplemental personnelf services, supplies & capital outlay requested: 3.
Requested

4.
Recommended Budgeted

4oo CAPITAL EXPENDITURES (Continued)
Three (3) desk lamps, two-bulb, fluorescent, at $18.00 each.
No lights are available for close work, and for better eye 
protection, lighting should be available as required for close 
work and extensive reading.

$54.00

One (1) conference table. At present, there is no conference 
table available for the Uniform Division meetings which occur 
about once a week. Also, other conferences at which material 
is renewed and critiqued, there is no place to sit comfortably 
and work, making notes, corrections, etc.

$500.00

Twenty-five (25) chairs, at $17.00 each. $425.00
One (1) four-foot bookcase, with doors. In the Administration 

Operations Office, there is no facility to store books and 
maintain control. Doors would enable the bookcase to be 
locked.

$100.00

One (1) close-circuit TV. This will enable us to control the 
jail facility, the surrounding exits and entrances to the jail 
area, and police building in general, with the additional 
capability of spotting police units which are parked and 
unattended on the police parking lot. Capable of reporting 
from a distant area to the communications headquarters for a 
first-hand observation of a particular scene.

$1,500.00

Portable Concord VTR Back Pack System adaptable to audio tape 
machine. The adapter uses on the scene observation to the 
command post of areas that are having problems giving com
manders knowledge of the situation and a record of incidents 
as it can be utilized with our video tape machine.

$2,000.00
-

One (1) desk lamp for the sergeant’s desk (two-bulb fluorescent 
to provide additional and adequate lighting for close work 
and better eye protection, as is necessary for extensive 
reading and checking of material.

(Continued)

) $18.00
00.U)
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.year 19^9*~1970 Department______________Police Division____________ Uniform Activity Ho. 2021

2. State reasons for supplemental personnel, services, supplies & capital outlay requested: 3.
Account

400 CAPITAL EXPENDITURES (Continued)
Six (6) plastic shotguns with flashlights attached, at $160.00 
each. These are light-weight, very versatile guns. The flash 
light affords light to the area that is the target, thereby 
enabling better accuracy.

4.
Requested Recommended Budgeted

$960.OC

Two (2) folding chairs for desk sergeant’s area, at $6.00 each.
Two (2) straight-back chairs for force commander’s office, at 
$35.00 each.
One (1) metal bookcase for the traffic reference books and 
accumulated reference material.

$12.OC 
$70.OC

$90.OC

Twenty-five (25) car radio service contracts, at $22.50 per 
month. This includes replacement of these radios when they 
become obsolete.

$7,250.0C

Four (4) units of Vascar Speed Monitor, at $895.00 each... This $3,580.0C 
will enable a police Uniform vehicle to make an accurate and 
scientific speed check of violators, thereby giving a better 
conviction rate when appearing in court. It is a very simple 
device which affords an accurate speed check of vehicles.
Three (3) Craig cartridge-type tape recorders with micro- $l80.0C
phones, at $60.00 each. There are instances where a tape 
recording of a victim and/or a suspect could be taken and sub
sequently reduced to writing. Because of the nonavailability 
of this equipment, this has not been accomplished. It would 
be used on major investigations.
One (1) Hughes helicopter. Model 300, with night lighting and 
night flying instruments, including necessary radios.

Maintenance
Ten (10) Hallicrafter four-frequency Handy-Talky radios, at 
$900.00 each. Service charge for these radios —

$48,000.0C
->$5,000.0C
$9,000.00 
-» $600.00

00
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Year 1 Q 6 Q  — 1 Q 7 Q  Hepartmftnt Police_____  Division Uniform Activity No. _ 2021

1.
Account

2. State reasons for supplemental personnel, services, supplies & capital outlay requested: 3.
Requested

4.
Recommended Budgeted

400 CAPITAL EXPENDITURES (Continued)
Ten (10) Cushman Model 800-715 Police Scooters, with 18 hp, 
four-cycle engines, auto type steering wheel, fiberglass cab, 
42 amp. alternator, six-gallon gas tank, at $1,600 each.
These units would be used for meter and parking enforcement 
by the community service officers.
Sixty-four (64) push bumpers for front of Uniform police 
vehicles, at $26.00 each. To be used to push disabled ve
hicles due to traffic collisions or mechanical failure and 
to expedite the flow of traffic removing potential traffic 
hazards (not to be included in supervisors’ cars).
Two (2) Mitralux, Model 122, portable high-intensity light 
projectors, at $546.00 each. This light projector has the 
ability to enable the officer to see and identify persons 
involved in civil disturbances and riots to a range of one 
full city block. It will also permit film to be made of 
suspects in the same city block range.
Two (2) portable back-pack generators. Model 122, 110-volt,10 amp., at $150.00 each, furnishing power source for the 
light projectors.

$l6,000.0( 

$1,664.0( 

$1,092.0(

$300.0(

>

>

>

>
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1
RADIO DISPATCH CARD

GENERAL INSTRUCTIONS
86

PURPOSE OF THE REPORT
The Radio Dispatch Card is used to record information from the 

public which will enable the Department to accurately and expeditiously 
dispatch calls for assistance. The Dispatch Card also serves as a 
source document from which certain case report information is extracted, 
statistical and time study information keypunched, and report auditing.
WHEN AND BY WHOM PREPARED

This card is initiated by Complaint Desk personnel upon receiving 
a request for police assistance which requires radio dispatching of an 
officer.

Yellow dispatch card sets are to be used for regular and emergency 
dispatches not related to Crime Check.

Cherry-red dispatch card sets are to be used for Crime Check calls
only.

Complaint Desk personnel shall fill in items 1 through 14 on the 
front of the dispatch card set and those items related to vehicle and/or 
persons on the reverse side of the dispatch card, if applicable. Radio 
dispatchers shall fill in items 15 through 22.

The Dispatch Card Set consists of: one IBM tab card, carbon paper,
and one paper copy. The dispatch card set is to remain intact until 
the officer has completed the call. When the card is completed by the 
dispatcher (all appropriate entries made), the card set shall be 
separated. The IBM tab card shall be routed to the Service Division, 
Records Section (report writing). The paper copy shall be retained by 
the Uniform Division for purposes of report auditing.

FORM PREPARATION INSTRUCTIONS

1. Nature of Incident
.. Briefly record the nature of incident reported by person
requesting assistance. (Do not use 10 Series Code.)
In Progress

Check this box only if incident is in progress now.
2.



3. 8?Call Number
Assign call number from daily call number sheet. Daily 

number assignment begins at 0001 hours and ends at 2400 hours.
Crime Check calls shall have the letter "C" preceding the number.

4. Location of Incident . ’-----------------  -X
Record the exact address where police assistance is required. 

Refrain from just using a business name, etc., unless you cannot 
absolutely obtain a full address and street name.

5. Comer
Where intersection locations are used.for location of incident, 

attempt to establish the proper comer quadrant and check the appro
priate box.

6. Sector
Record subsector where assistance is requested.

7. Reverse Used
Check this box if suspect or vehicle description is filled in 

on reverse side of dispatch card.
8. Time Received

Record time (military hour and minute designation) that call 
for assistance was received.

9. Reported By . -
Record first and last name of person reporting incident.

10. Address
Record street address of person reporting. If address is same 

as location of incident, only check the box.
11. Telephone Number

Record residence telephone number of person reporting incident.
* NOTE: On Crime Check calls, Items 9, 10, and 11 shall be filled in

_only if reporting party volunteers information. Do Not
Solicit This Information.

12. Date
Record date, month and year that incident is reported. 
Example: 14 Feb 69.



13. Received By gg
Record employee number of Complaint Desk personnel receiving

call.
14. Remarks

" Record any other pertinent dispatch information.
15. Time Dispatched

Dispatcher is to record tine that officer is dispatched on
call.

16. Time Arrv’d' •
Dispatcher is to record time that officer arrives at location 

of dispatch.
17. Time Clear

Dispatcher is to record time that officer clears call.
18. Off Assign

Record employee number of officer assigned to call.
19. Foil. Off's

Record employee numbers of officers assigned as follow-up.
20. ReportCs) Submitted

Check appropriate box or boxes for type of report(s) as 
indicated by officer.

21. Dispatcher
Record employee number of person dispatching call.

22. Class. Code
Record numerical crime classification code for type of report 

submitted, as indicated by officer..

REVERSE SIDE OF DISPATCH CARD
This side of the Dispatch Card shall be used for recording 

descriptions of vehicles and persons. Use standard descriptions as 
outlined on pages 10 and 11 in this manual.

SPECIAL NOTE: DO NOT STAPLE OR FOLD THE RADIO DISPATCH
CARD'.



• APPENDIX E

CLASS OUTLINES— PRE-SERGEANT SUPERVISORY TRAINING

Part 1
Types and Methods of Leadership

During the introduction to the sergeants• training 
class. Lieutenant Keith Bergstrom explained that the 
International Association of Chiefs of Police text con
siders leadership from a human relations approach. The 
supplemental text. Supervisory Methods in Municipal 
Administration, delves into the mechanics of leadership.

There are three traditional types of leadership: 
authoritarian, democratic, and laissez faire. In ad
dition, the International Association of Chiefs of Police 
text discusses five other methods of leadership: telling,
persuading, consulting, joining, and delegating. Circum
stances will dictate how a supervisor will handle any 
given situation.

Lieutenant Bergstrom, the moderator, discussed 
three essential points to be followed by field super
visors during an emergency situation. The three are:

1. Don't over-react.
2. Delegate.
3. Double-check your information.
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Part 2

Authority and Responsibility
Individuals tend to enter a situation with a pre

conceived notion of how something should be done. After 
a period of time, habits may tend to be misconstrued as 
truths.

Organizations have many similarities, but each one 
is unique. No two police departments, for example, are 
alike, even though they have the same job to perform within 
their respective communities. Organizations are dynamic 
and constantly in a state of change, as are the people 
within the organization. Because of the ongoing small 
changes within organizations, policies are emanating at 
all levels, not just from the top of the hierarchy.

Lieutenant Greer discussed the six basic principles 
of the organization with particular emphasis on authority 
and responsibility:

1. Work should be allotted among various units 
according to some logical plan.

' 2. Lines of authority and responsibility should be 
made as definite and direct as possible.

3. There is a limit to the number of subordinates 
who can effectively be supervised by one, and it should 
be seldom exceeded.

4. Unity of command throughout the organization 
should be maintained.
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5. Responsibility cannot be placed without dele

gating commensurate authority, and authority should not 
be delegated without holding the user to account for 
the use he makes of it.

6. Efforts of component units and its members 
must be coordinated toward the accomplishment of the 
police goals.
The above six principles were taken from the book Municipal 
Police Administration^printed by the International City 
Managers’ Association, First Edition, 1958.

Part 3
Group Effectiveness

Group effectiveness is concerned with the inter
play of group members during the conduct of meetings and 
conferences. A collection of capable people doesn’t neces
sarily produce a capable group. For a group to accomplish 
its goals there must be a free exchange of ideas. Ex
pressed ideas or viewpoints of minority segments or 
cliques within the group must also be taken into consider
ation. If there is no commonality of background within 
a group, small factions tend to become defensive, protect 
their own points of view, fields of influence, and interests 

For example. Lieutenant Bergstrom has participated 
in civic discussions in which he has taken a defensive



stand when the police department is under attack by other- 
interest groups involved. Rather than accomplish a 
solution to a problem, the discussion then becomes a 
battle of interest groups.

Good public speaking techniques must be employed 
to accurately convey ideas to other members of the group. 
Additionally, the members of the group should also be 
good listeners and be interested in the participation by 
other members.

When a sergeant discusses a problem or a depart
mental policy with his squad, his projected attitude may 
influence the attitude of the men. This attitude can con
firm or negate the intended goals. Regardless of the 
techniques employed, it is the obligation of the super
visor to find a solution and make a recommendation in a 
problem area.
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Part 4
Individual Motivation

The knowledge of psychology is very important in 
properly motivating and stimulating subordinates. In order 
to motivate, it is important to keep lines of communication 
open to avoid misunderstandings between supervisors and 
subordinates.

Many patrolmen are currently being negatively 
motivated by the new daily activity report due to a lack of



communication between the men and the people who originated 
the report. Many of the patrolmen look at the new activity 
sheet as a means of further checking their activities, 
while the real purpose is to find out how much time is 
being spent on specific calls and assignments. The men 
did not contribute to the preparation of the new activity 
sheet and upon changing to this new form had a lack of 
knowledge in filling out the report correctly.

Motivation relates to the type of structure of 
which the individual is a part, and the person becomes 
socialized in this organization. An example of this is 
that police, who have certain biases, look for answers in 
a certain perspective which is based on their training and 
background. If the goals of the organization are wrong, 
people will have the wrong factors motivating them.

Policemen will attempt to make sense out of a 
situation, and when investigating a crime, an officer will 
try to reconstruct and hypothesize circumstances and 
events. People will seek answers and will then make sense 
out of the answers at which they have arrived, whether 
right or wrong.

Many times police officers do not associate in 
their off-duty hours with the citizenry. Their social 
needs are satisfied with other policemen; thus, they tend
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to reinforce their beliefs through their associations.
They are often unable to appeal to outside groups for new 
perspectives. The public, many times, is viewed as an 
obstacle between police officers and criminals.

Part 5
Planning for Change

An organization is a group operating within a 
structure. The function of the group is the attainment of 
goals set forth by the members of the organization.

When changes are instituted, the point to remember 
is that people are being changed, and it is usually bene
ficial to have their participation in the process of change. 
In striving for full participation in the change, one must 
remember that irrational or emotional attitudes enter in 
and may override the desired results.

Too much control or discipline will often inhibit 
change. Many times, patrolmen, if not actively partic
ipating in the change, will not support their sergeant or 
supervisor. If the sergeant does not exhibit a solid con
fidence in a process, most of the subordinates also lack 
this confidence. Their attitudes reflect those of the 
supervisor.

When structures in an organization are changed, 
there may be intended and unintended results. The



unintended results should be anticipated, if possible, when 
making a change. Some of the reasons people fear change 
are:

Fear of disorganization.
Vested interest.
Conflict of interest.

Part 6
Decision Making

In decision making, a person chooses between avail
able alternatives. Many times, not making a decision is 
more momentous than actually making the decision. To obtain 
full support for a decision, people should be involved in 
the decision-making process.

Since decision making is a process, the way in 
which the decision is arrived at is often more important 
than the decision itself.

Misconceptions of decision making:
1. Decision making occurs only at the top or high 

level of the organization.
2. Decision making can be separated from decision 

implementation.
3. Decisions are made by positive action on someone’s 

part.
4. Good information will lead to good decision making.
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In police work it is often the patrolman on the 

street who makes the decision and in so doing commits the 
whole department to a course of action. It is very im
portant to get subordinates interested in the decision
making processes if they are to become an integral part 
of the organization.

To make good decisions, organizational objectives 
must be known. This is one of the problems of the modern 
police department. Today, what is the role of the modern 
police department? Should a police department's conduct 
reflect contemporary society, or should their conduct be 
fixed in their policy of handling certain matters?

Part 7
Self-Development

Organizations are in a constant state of change, 
and a person must constantly strive for self-improvement 
if he is to advance in the organization. The individual 
must diagnose his own needs for further development, and 
he must determine the goals for which he is striving. The 
current college program at the academy available to of
ficers of the department is very beneficial in the career 
- development of the officers.

Many times the motivation of the older, more ex
perienced patrol officer is a problem, as they tend to feel



the work is routine, whereas the younger, less experienced 
officer needs supervision and assistance in completing 
his assigned tasks. In one case, an older officer in 
the squad was used to train the younger officers and help 
them at certain times when they might have been reluctant 
to call on the squad sergeant. This gave the older of
ficer an opportunity to develop his leadership abilities. 
Additionally, the older officer furnished valuable feedback 
to the sergeant, enabling the latter to improve his leader
ship abilities and maintain open lines of communication 
with his men.

9 7  .

Part 8
Personal Communication

Guides to Effective Communication;
1. Who should know the information?
2. Does the information relate to another 

person's job?
3. When delegating a task, it is better to give

a portion of the instructions and wait for feedback as 
to whether or not your instructions are being understood.

Patrolmen often communicate inaccurate information 
from the scene of a crime or accident due to the haste with 
which they initially assess the situation. To relate 
material at a later date, whether verbal or written com
munication, note taking is very important for accuracy.
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The ability to communicate effectively is an art. 
Communication cannot be one-way and continue to be ef
fective.

Part 9
Consultative Process

The consultant's job includes:
1. Definition of the problem

and
2. Finding avenues of solution.

The consultant should provide an atmosphere in which the 
workers feel able to relate to him.

The development of problem-solving capabilities in 
a subordinate is a prime responsibility of the consultant. 
Often this development is as important as the solution of 
the problem at hand.

Part 10
Creativity

Some characteristics of creative people that are 
not related to their intelligence are:

1. Sensitivity to surroundings— an ability to see 
things that other persons may not perceive.

2. Mental flexibility— an ability to adjust quickly 
to new developments and changed situations.
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3. Independence of judgment— an internal strength 

to insist on evidence, while at the same time recog
nizing the importance of deeply felt, but more vaguely 
defined feelings.

Many people lack perceptual ability and see a 
problem in only one light. It is very important to give 
people credit for any contribution that they make to the 
group, as many individuals will quit giving suggestions if. 
not recognized.

The "brainstorming” concept is one in which a group 
of people offer as many suggestions as possible to the 
solution of a problem, regardless of feasibility of the 
suggestion. The moderator engenders a game spirit in the 
participants and can regulate the depth and breadth of the 
suggestions. All participants are encouraged to build 
their suggestions on the contributions of others.

A written reminder system should be utilized by 
supervisory personnel to be used as a reference when formal 
evaluations are made. Both the positive and negative sides 
of performance should be discussed with subordinates, and 
both should be shown on the evaluation report. If a verbal 
commendation has been made to a patrolman, it should also 
be mentioned in the evaluation report. Mistakes made in 
the process of change are inevitable and should not be 
mistaken for poor judgment.
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Creative ideas are often born during leisure time 

or during discussions with fellow officers. Supervisors, 
such as the sergeants, should try to spend some time 
informally with their men, as this attention may produce 
better morale and elicit creative suggestions helpful to 
the force.

Part 11
Appraisal of Personnel

Before one can understand what motivates sub
ordinates, he must understand what motivates himself. 
Evaluation is not only a criticism of shortcomings but also 
an opportunity for the supervisors to discuss strengths of 
the subordinate. Areas of improvement should also be 
noted in the evaluation. Any criticisms of conduct should 
be brought to the attention of the officer prior to the 
time of the formal evaluation.

While the establishment of rapport is very im
portant in dealing with squad members, it must be remembered 
that the sergeant is the supervisor and must get the job 
done according to rules and regulations. Respect from 
peers can often be a positive motivation factor.

Elimination of subjectivity in the evaluation pro
cess is almost impossible. As human beings, we tend to



"size up" other people, and this is normal. Irrelevant 
prejudices should be eliminated from an evaluation, 
however.

Five principles to avoid in the evaluation
process:

1. Halo effect— tendency of the evaluator to rate 
a person in terms of one subject or action that over
shadows everything else.

2. Leniency— supervisor tends to rate a man too 
high.

3. Central tendency— a tendency to rate the vast 
majority in the center of the graph. It is easier to 
not rate a person low because of difficulties. The 
comparison should be against men of equal service and 
experience.

4. Contrast error— relates to the psychological 
problem of projection. Don't rate a person high or low 
because he is like you or has your good points or, con
versely, poorly because he is different.

5. Association error— rating according to a trait 
liked or disliked by the evaluator.
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Ethics
Part 12

Individualistic ethic stresses the freedom of the 
individual, competition between people, and self- 
determination as a value goal.

Social ethic assumes the group is the primary way 
of meeting man's needs.

What are the objectives to be accomplished by the 
department? Should the department define its goals which 
have possibly been in a state of change or flux? Many 
times the evaluation of goals or objectives is as meaning
ful as the statement arrived at. A group's peers are 
usually the most effective enforcers of desired conduct.

Group leaders should create an atmosphere for 
individual contributions to be able to influence the group 
whenever allowable. Each member should be able to release 
his creative best, to be able to dissent and hold a minority 
point of view.
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