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208.1 VERSION

Review Date Effective Date Approving Authority
03/24/2021 07/09/18 Eric D. English, Chief of Police

208.2 POLICY AND PURPOSE

This policy establishes general guidelines for how training is to be identified, conducted and
documented. This policy is not meant to address all specific training endeavors or identify every
required training topic. The Department shall administer a training program that will meet the
standards of federal, state, local and the Virginia Department of Criminal Justice Services (DCJS)
training requirements. It is a priority of this department to provide continuing education and training
for the professional growth and development of its members.

208.3 ACCOUNTABILITY STATEMENT

All employees are expected to fully comply with the guidelines and timelines set forth in this policy.
Responsibility rests with the supervisor to ensure that any violations of policy are investigated and
appropriate training, counseling and/or disciplinary action is initiated. This directive is for internal
use only, and does not enlarge an employee's civil liability in any way. It should not be construed
as the creation of a higher standard of safety or care in an evidentiary sense, with respect to third
party claims. Violation of this directive, if proven, can only form the basis of a complaint by this
department, and then only in a non-judicial administrative setting.

208.4 OBJECTIVES
The objectives of the training program are to:

(@) Ensure that training is based on a curriculum that includes the most frequent
assignments and tasks of law enforcement activities and that appropriate evaluation
techniques are used to measure competency of required skills, knowledge and
abilities.

(b) Enhance the level of law enforcement service to the public.
(c) Increase the technical expertise and overall effectiveness of department employees.
(d) Provide for continued professional development of department employees.

(e) Ensure compliance with DCJS rules and regulations concerning law enforcement
training.

208.5 TRAINING PLAN

It is the responsibility of the Training Officer to develop, review, update and maintain a training plan
and to ensure that mandated basic, in-service and department-required training is completed by
all employees as needed or required. The training plan should include a systematic and detailed
method for recording and logging of all training for all employees.
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While updates and revisions may be made to any portion of the training plan at any time it is
deemed necessary, the Training Officer shall review the entire training plan on an annual basis.

The plan will include information on curriculum, training material, training facilities and scheduling.
The plan will address federal, state and department-required, minimum-mandated training of
officers and other employees.

The Training Officer will ensure that officers assigned to specialty positions, or officers that have
or require specialized certifications or skills, receive and maintain the requirements for such. If on-
the-job training is also required, the Training Officer is responsible for coordination of the training
and retention of all documentation.

208.5.1 GOVERNMENT-MANDATED TRAINING
The following lists, while not all inclusive, identify training that is required under state and federal
laws and regulations. Additional required training may be identified in individual policies.

(@) Federally mandated training:
1. National Incident Management System (NIMS) training
(b) State-mandated training for officers requires completion of (Va. Code § 9.1-102):

1. No less than 480 hours of academy training, within one year of their appointment,
in the following areas (6 VAC 20-20-21; 6 VAC 20-20-40):

(@) Professionalism

(b) Legal
(c) Communication
(d) Patrol

(e) Investigations

()  Defensive tactics and use of force
(g0 Weapons

(h)  Driver training

2. No less than 100 hours of field training within one year of their appointment (6
VAC 20-20-21; 6 VAC 20-20-40).

3. No less than 40 hours of in-service training biennially. Training shall consist of
(6 VAC 20-30-30):

(@) Two hours of cultural diversity training.

(b)  Four hours of legal training, which shall include training on new laws and
revisions to existing laws that affect the department's responsibilities.

(c) 34 hours of career development/elective training.

4.  Annual in-service training must be completed by December 31 of the calendar
year (6 VAC 20-30-40).
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5.  Annual DCJS-approved firearms training and qualification (6 VAC 20-30-80).

208.5.2 NON-SWORN PERSONNEL

(@ Allnewly appointed non-sworn personnel will receive orientation training. This training
will consist of an orientation to the Department and City, our agency role, purpose,
goals, policy, procedures, working conditions and regulations, command structure,
building, city government, duties/responsibilities and rights of their position.

(b) Non-sworn personnel will receive on the job training for their specific position. This
training will be conducted by a senior employee or a supervisor who is knowledgeable
of the position.

(c) Non-sworn personnel will attend any mandated State, City or specialized training
required for their position, especially the:

1.  Animal Control Officer
2. Records Specialists/Supervisor

3. Major Crimes Unit Secretary

208.5.3 REMEDIAL TRAINING

(@) Upon the direction of a Division Commander and/or the Professional Standards
Supervisor, the Professional Development Unit shall schedule training for those
employees who:

1. Consistently demonstrate a lack of skill, knowledge, or ability in job task
performance, based on evaluation reports and recommendations by a
supervisor.

2. Have received a disciplinary action that may be corrected through supplemental
training.

(b) Personnel scheduled for remedial training will be notified in writing by their Division
Commander and/or the Professional Standards Supervisor. Upon completion of such
training, evaluations of participants shall be forwarded to the Personnel Development
Office.

208.5.4 SPECIALIZED TRAINING
(@) Specialized training is conducted:
1.  To prepare personnel for new assignments
2. Upon assignment of personnel to specialized units
3. In response to when a specialized need has developed
(b) Specialized Training shall include but not be limited to the following:

1. Development and/or enhancement of the skills, knowledge and abilities
particular to the specialization.

2. Performance standards of the function.
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3.  The Department’s policies, procedures, rules and regulations specifically related
to the function.

4.  Supervised on the job training.

208.5.5 COMMAND LEVEL TRAINING

(@)

(b)

(©)

(d)

Advanced training is considered the type of training provided at the FBI Academy,
the Southern Police Institute, Northwestern University Center for Public Safety, The
Virginia Chief's Association and the Senior Management Institute for Policing.

This training is designed to improve the professional competence of officers who have
demonstrated leadership capabilities.

Criteria and conditions for consideration of this advanced training are:

1. Bein a supervisory or command position.

2. Approval of the Chief of Police.

Training requirements to be satisfied by the advanced training should include:
1. Management theory.

2 Utilization of resources to their maximum efficiency.

3. Supervisory techniques.
4

Problem identification, evaluation and solving techniques.

208.5.6 SKILL DEVELOPMENT

(@)

(b)

(©)

(d)

Supervisors will be provided skill development training through supervisory level
courses.

All promoted personnel will receive specialty training in leadership, management
techniques, performance evaluation, and skill development.

Personnel who elect to progress in non-supervisory positions (i.e, RUSH Drug Task
Force, Investigator, etc.) will be provided skill development training that is applicable
to the position.

Skill development training will be reviewed and modified as needed.

208.6 TRAINING COMMITTEE
The Training Officer may establish a Training Committee, on a temporary or as-needed basis,
which will assist with identifying training needs.

The Training Committee should be composed of at least three officers, with the senior ranking
officer of the committee acting as the chairperson. Committee members should be selected based
on their abilities at post-incident evaluation and at assessing related training needs. The Training
Officer may remove or replace members of the committee at his/her discretion.
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The Training Committee should review certain incidents to determine whether training would likely
improve future outcomes or reduce or prevent the recurrence of the undesirable issues related to
an incident. Specific incidents the Training Committee should review include, but are not limited to:

(@) Any incident involving the death or serious injury of an officer.
(b) Incidents involving a high risk of death, serious injury or civil liability.
(c) Incidents identified by the Department to determine possible training needs.

The Training Committee should convene on a regular basis, as determined by the Training Officer,
to review the identified incidents. The committee shall determine by consensus whether a training
need exists and then submit written recommendations of its findings to the Training Officer. The
recommendation should not identify specific facts of any incidents, such as identities of employees
involved or the date, time and location of the incident, but should focus on the type of training
being recommended.

The Training Officer will consider the recommendations of the committee and determine what
training should be addressed, taking into consideration the mission of the Department and the
available resources. Training recommendations as determined by the Training Officer shall be
submitted to the command staff for review.

208.7 TRAINING ATTENDANCE

(@) Allemployees assigned to attend training shall attend as scheduled unless previously
excused by their immediate supervisor. Excused absences should be limited to:

Court appearances.
Previously approved vacation or time off.
lliness or medical leave.

Physical limitations preventing the member’s participation.

o > w N

Emergency situations or department necessity.

(b) Any employee who is unable to attend training as scheduled shall notify his/her
supervisor as soon as practicable but no later than one hour prior to the start of training
and shall:

1. Document his/her absence in a memorandum to his/her supervisor.

2. Make arrangements through his/her supervisor or the Training Officer to attend
the required training on an alternate date.

208.8 PROCEDURE
(@) Lesson Plans

1. Police Department in-service training programs shall require lesson plans.

2. In all training courses, lesson plans will be developed. These plans will include
the following:
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(@)
(b)
(€)

(d)

(€)

(f)

()]

(h)

0)

Guidelines and format for lesson plan development.
A statement of performance objectives.

Content of training and specification of the appropriate instructional
technique, such as lecture, group discussion, panels or seminar.

Lesson plans will ensure that the subject to be covered is addressed
completely and accurately, and is properly sequenced with other training
materials.

Instructors shall ensure that all periods of instruction are adequately
covered by a lesson plan outline.

Lesson plans will be required of all Departmental and non-Departmental
instructors.

Responsibility for proper lesson plan development rests with the Training
Officer.

Lesson plans shall include, as applicable, statement of performance
objectives, field experiences (operational experiences, observations),
problem solving (as reviewed by the Training Officer), and simulations
(case study and role play).

Lesson plans shall be submitted to the Training Officer prior to the training
date. All lesson plans must be approved before training begins.

The Training Officer will be responsible for the approval of lesson
plans. This process is to ensure that lesson plans are consistent with
Departmental guidelines, policies and procedures.

(b) Testing Procedures

1.  Formal classroom instruction may include written examination. Questions will be
derived from instruction presented, shall have validity, and be job related.

2. The testing format may be a written exam or a performance exercise. Written
exams can include multiple choice, true or false, fill in the blank or essay
questions.

3. Personnel failing any written test shall be given additional training in areas of
deficiency and retested.

4. Test development should be a cooperative effort between the instructor and
the Training Officer. Final approval of all test questions and format will be the
responsibility of the Training Officer.

208.9 DAILY TRAINING BULLETINS

The Lexipol Daily Training Bulletins (DTBs) are contained in a Web-accessed system that
provides training on the Harrisonburg Police Department Policy Manual and other important topics.
Generally, one training bulletin is available for each day of the month. However, the number of
DTBs may be adjusted by the Training Officer.
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Employees assigned to participate in DTBs shall only use the login credentials assigned to
them by the Accreditation Manager. Employees should not share their password with others and
should frequently change their password to protect the security of the system. After each session,
employees should log off the system to prevent unauthorized access. The content of the DTBs is
copyrighted material and shall not be shared with others outside of the Department.

Employees who are assigned to participate in the DTB program should complete each DTB at
the beginning of their shifts or as otherwise directed by their supervisor. Employees should not
allow uncompleted DTBs to build up over time, and may be required to complete DTBs missed
during extended absences (e.g., vacation, medical leave) upon returning to duty. Although the
DTB system can be accessed from any internet-enabled computer, employees shall only take
DTBs as part of their on-duty assignments, unless directed otherwise by a supervisor.

Supervisors will be responsible for monitoring the progress of those under their command to
ensure compliance with this policy.

208.10 TRAINING RECORDS

The Training Officer is responsible for the creation, filing and storage of all training records to
include the type of training, dates/hours attended, instructor/location and employees attending.
Training records shall be retained in accordance with the established records retention schedule.

The Training Officer shall maintain records of training conducted by the Department to include:
(a) Date, course title, content and instructor
(b) Lesson plan
(c) Names of attendees
(d) Hours of attendance at instruction

(e) Individual results of any tests administered

208.11 TRAINING OFFICER

(@) The Chief of Police shall designate a Training Officer who is responsible for
developing, reviewing, updating, and maintaining the department training plan so that
required training is completed. The Training Officer should review the training plan
annually.

(b) The Training Officer shall provide the DCJS with verification that officers have met
minimum standards set forth in Va. Code § 15.2-1705 (Va. Code § 15.2-1706).

(c) The Training Officer is responsible for the selection of instructional staff for internal
training programs. Instructors should possess demonstrated skill and knowledge in
the topic they will instruct, as evidenced through their work, their formal training and
previous instructing.

(d) Post training course evaluation:
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1. The Training Officer shall provide all personnel with a Training Program
Evaluation Report form upon completion of any training course. These forms,
when completed, shall be routed to the Training Officer.
2. Copies of all evaluation reports shall be provided to the Training Committee for
review.

(e) Personnel assigned as instructors for specific training will provide the instruction until
the completion of the assignment. Training that needs to be repeated annually to
ensure competency will necessitate continued training for the instructor.

()  Outside resources for providing instruction are necessary to meet many specific
training needs. The selection process for these instructors is based on their
experience, reputation and instructional material supplied to the Training Officer. This
material is not limited to, but should include a lesson plan listing:

1.  Training goals
2. Performance objectives
3. Instrument for testing

(@) The level of compensation for outside resources will be within the training budget, and
approved by the Chief of Police.
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