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Purpose:	The training of new Communication Officers is a vital supplement to the classroom training received in the 9-1-1 and Emergency Medical Dispatch courses.  The initial exposure to Communications provided through training and evaluations often shapes the future careers of new Communication Officers.  Communications Training and Evaluations also serves to confirm the knowledge and abilities of those new Communication Officers who have previous experience.  The program is a highly structured and closely supervised process and must be satisfactory completed by all new Communication Officers prior to their Communications Center assignment.
Our program is intended to provide the optimum utilization of training resources and personnel in an environment that will facilitate an introductory level of on-the-job training to probationary Communication Officers.

I. Policy
In keeping with community expectations for professional communication service, the objectives of this Communication’s Training and Evaluation Program are to:
A.	Prepare Communication Officers in Training to perform the essential duties of a Communication Officer in a safe, skillful, productive and professional manner.
B.	Produce highly trained and positively motivated Communication Officers.
C.	Provide standardized training to all Trainees.
D.	Enhance the education the Trainee received at the 9-1-1 and Emergency Medical Dispatch course.
E.	Increase long-term department effectiveness by enhancing the professionalism, competency, and knowledge of its Trainee.
F.	Identify essential job functions where the Communication Officer’s performance is critical.
G.	Improve the assessment of Trainee by mandating specific levels of performance related documentation.
H.	Provide specialized, extended training when Trainee performance in an essential job function is unacceptable.
I.	Ensure that performance related job action taken by the department complies with all laws and will meet the challenge of judicial or administrative review.
J.	To provide recommendations to the dispatch supervisor regarding the performance and status of Trainee as it applies to their retention or release from the agency.
K.	To identify weaknesses or areas of improvement in Communication Officer hiring qualifications and required training.
L.	To provide the Hiring Section of the communications Division with observation and feedback of Trainee performance.

II. Procedure:
A. Responsibility for Manual Content - The following areas within the department shall familiarize themselves with the content of the TRAINING OFFICER Manual:
1. The TRAINING OFFICER or designee shall:
a. Provide a recommendation to the dispatch supervisor release the Trainee to work in a solo capacity in the Communication’s Center.
b. Recommend Trainee advancement through each phase of this Program.
c. Review and forward appropriate forms and reports to the dispatch supervisor
d. Make recommendations concerning a Trainee performance to the dispatch supervisor as appropriate.
B. Duties and Responsibilities of the Communication Training Officers
1. The Communication Training Officer is the essential means by which the goals of the program are achieved.  The Training Officer has two primary roles to fulfill;
a. That of a Communication Officer assuming full solo responsibility;
b. And trainer of new Communication Officers.
2. The Training Officer is required to make recommendations to the Communications Supervisor indicating when the Trainee has gained sufficient skill and knowledge to operate as a solo Communication Officer.  The Training Officer is also charged with the responsibility for recommendation for remedial training of a Trainee.
3. The Training Officers performance is also subject to evaluation, the Training Officer’s professional and personal conduct should be exemplary.  The Training Officer understands that the effectiveness, image and future of the department are substantially decided by the quality of its personnel.
4. Training Officers shall:
a. Participate in this program as an essential function of their jobs; identify problems in the program and assist in solutions.
b. Perform administrative functions as required by the communications supervisor.
c. Maintain instructor/mentor relationship with the Trainee.
d. Perform duties of a Communications Officer as described in general and special orders.
e. Act as a trainer, leader, mentor and role model for Trainee.
f. Identify and provide remedial training needs.
g. Review all Trainee reports before submission to the communications supervisor.
h. Complete the Toms River Fire Dispatch Trainee evaluation forms.
C. Program Structure
1. Currently comprised of 3 phases and a built in Remedial Training block if necessary.
2. Every effort will be made to assign the Trainee to one Training Officer during Phase 1, a second Training Officer during Phase 2, and the original Training Officer for Phase 3.
3. Every effort will be made to rotate the Trainee through all shifts.
4. Trainee is not permitted to work alone during any Phase of the training program.  If the main Training Officer is unavailable, the Trainee will work with a designee assigned by the dispatch supervisor.
5. The Dispatch Supervisor may authorize early release from the program, upon recommendation Training Officer or observations. This includes but is not limited to; prior dispatch experience or performing exception during the training as documented in the Training Officer’s paperwork.
6. Trainee will not be released from the training program until all Training Officer paperwork has been completed properly and turned in.
D. Program Phases
There are 3 phases to complete the training program a total of 160 hours, with remedial time allotted if requested and approved.  The Trainee will be required to commit to complete the program within 4 weeks.
During each week the training officer must complete a TRFD Trainee evaluation form.
1. Phase I: 
This phase begins with the primary training officer.  The first week of this phase are designed to allow the Trainee to become familiar with the daily routine and Standard Operating Procedures of the Department. 
2. Phase II:  
During this phase, the Trainee is assigned to a secondary Training Officer on a different shift (if available.) This phase will be doing the primary of the work load with the training officer over seeing and assisting as needed.
3. Phase III: 
During this phase, the Trainee is assigned to the original Training Officer and assigned to a Console. During Phase III the Trainee will operate in a quasi-solo capacity.  The training officer will allow the Trainee to handle all of those situations for which the Trainee has been prepared.  Intervention by the training officer should be on an as needed basis, will include, but should not be limited to, the following situations:
a. The Trainee is, or is about to violate a Department rule or regulation, local ordinance or state law.
4. At the end of Phase III the dispatch supervisor, training officer and trainee shall meet and review the training period.
5. After the successful completion of Phase III and with the approval of the dispatch supervisor, the Trainee shall be granted Solo Communications Officer status.
E. Remedial Training
1. If remedial training is needed the trainee shall be granted by the dispatch supervisor a 2 week period of remedial training with the original training officer.  
2. Trainees are not guaranteed the right to a training extension. The decision ot grant a remedial extension shall be based on a review of the performance and other information as well as input from the training officers.
a. Documentation Requirements
i. Training Officer Documentation addresses deficient, acceptable and exceptional performance and provides a reference concerning the Trainee performance.
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