Northeast Ohio Juvenile Detention

Professional Development Pilot Project

Lesson Plan Cover Sheet
MODULE TITLE  Report Writing

AUTHOR  Ohio Peace Officers Training Academy (Contact for List of Instructors)

	TIME

REQUIREMENT
	8 hours
	NUIMBER OF

PARTICIPANTS


	24-30

	SPACE

REQUIREMENTS


	Large training room, tables and chairs
	TARGET 

POPULATION


	New officers and staff in juvenile detention facilities


STUDENT PERFORMANCE OBJECTIVES:

1. Given a multiple choice question, the student will choose the option which defines the term “Report” as stated in the Corrections Basic Training Curriculum of the Ohio Peace Officer Training Commission.
2. Given a multiple choice question, the student will choose the option which identifies 3 of the 6 reasons why a well written report is important as stated in the Corrections Basic Training Curriculum of the Ohio Peace Officer Training Commission.
3. Given a multiple choice question, the student will choose the option which identifies 2 of the 5 requirements of a well written report as stated in the Corrections Basic Training Curriculum of the Ohio Peace Officer Training Commission.
4. Given a multiple choice question, the student will choose the option which identifies 4 of the 12 guidelines for effective note taking as stated in the Corrections Basic Training Curriculum of the Ohio Peace Officer Training Commission.
5. Given a written scenario which documents an alleged incident which occurred in the facility, pen and paper, the student will write a report based on the incident scenario as stated in the Corrections Basic Training Curriculum of the Ohio Peace Officer Training Commission.
INSTRUCTOR REFERENCES:

Report Writing Manual for Corrections, Bud Allen, Diane Bosta, David Esparza, Justice Training

Center, Vacaville, Ca., 1986

Report Writing, Lt. John R. Rearcy, Jr., Director of Training, Planning and Development, Bismark

Police Department, Bismark, N.D.

Peace Officer Basic Training Lesson Plan I-7, “Introduction to Report Writing”, The Ohio Peace

Officer Training Commission, 1999

Peace Officer Basic Training Lesson Plan VIII-11, “Reporting Writing” The Ohio Peace Officer

Training Commission, 1999

Peace Officer Basic Training Lesson Plan VI-17, “Investigative Report Writing”, The Ohio Peace Officer Training Commission, 1999

Unpublished manuscripts of Dennis Sterling, December, 1997: “Police Report Writing”, “Field Note

Taking”, “Elements of Report Writing”

Unpublished edit notes, Sub-Committee on Corrections Training, B.S.S.A., Summer, 2000.
COPYRIGHT CLEARANCE
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INSTRUCTIONAL METHODS/TECHNIQUES
Lecture, small group discussions, large group discussions, demonstrations, role plays, small group activities, scenarios for practice.

EVALUATION PROCEDURE

Instructor Observations, participant feedback, written quiz over content

PRE-TRAINING PREPARATIONS

Make copies

Prepare newsprint

Review slides and trainer notes  
	EQUIPMENT AND SUPPLIES NEEDED

As specified in Unit instructions


	PARTICIPANT MANTERIALS

	Student Worksheets

Handout #1: “Twelve Guidelines for effective Note Taking” SPO #4

Handout #2: “Words Frequently Misspelled in Law Enforcement Reports”

Handout #3: “Parts of Speech”

Handout #4: “Writing Style”

Handout #5: “Use of Quotations”

Handout #6: “Use of Punctuation”

Handout #6A: “Instructor Answer Sheet for “Use of Punctuation””

Handout #7: “Use of the Apostrophe”

Handout #7A: “Instructor Answer Sheet for “Use of the Apostrophe””

Handout #8 “Writing Clearly”

Handout #9 “Investigation Report of Cell Fire”

Handout #9A “Instructor Answer Sheet for “Investigation Report of Cell Fire””

	Amount/ Number Needed

1 per participant
	When Distributed

As indicated in Unit instructions
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