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A ENGLISIH 43-1 S T

TECHNICAL.REPORT WRITING FOR POLICE

. ¢
Instruttor: Clarice R. Cox

Class: | Thursday 5:00-8:00 p.m. _ - .
llonolulu Police Station
_ 1455 South Beretania Street - .
’ Room 203 \

Office: ' Daily 8:00-8:50 a.m. | ,
/ lonolulu Community College ° :

Bldg. S5, Room 101 - |

COURSE TITLE: lLnglish 43-1 (Technical Report Writing for Police)

Principles and practice in organizing and presenting—the
information required in law, enforcemept.  Review of o
| English grammar will be used to supplement standard
| methods of referring to and describing people, places
; I and property involved in police action so.the student
will be able to tumm in correct, concisc, Complctc reports.
/ - '

/
SEMESTER INTTS: 3

\d IHIOURS LER WEEK: 3

Singe the course is basically a skills course regular
attendance -- or at the minimmm, media pack make up --
is required of all class menbers.,

/ i )

- : PREREQUISTTLS : "

Membership» in the Honolulu Policéc;kpartmcnt and
registration with Honolulu Cohmmpity College or joint
permission of the instructor and tlgy Police Scicence
Codrdinator. « . B
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CLASSNORK AND HOMEHORK: - ' o

" A student is cxpected to spend two hours preparing for
I each class hour, making a total of 9 clock hours a
x week; part of thlS preparation should be the usc of the
Tutor Tapc and other media developed by the Ln5t1ULtor
and located in the library adjacent to the Training ©
Division at the pelice station.

t

. Since no text exactly fits the clasg neceds, writing a
text has been an ongoing class project. Textbook from

.~ 1970-1971 is availahle in the Training Division Library.

The {ollowing inexpensive paperbacks arce recommentded,
the {irst should be purchased, the second is thional:

. &%ﬂicc‘Report.Writing; Burcau of Industnrial Education,
~California Peace Officers’ Training Scries 74,
“Califgrnia Department of Bducation, Sacrament
1962.

Office Encyclopedia compiled and cdited by N.II. and-"
S.K. Miger, Pocket Books, Simon and Schuster, Inc.
630 Fift Avenue, 1900, 498 R .

Other reference materjal, 1nu1ud1no boo] , prograumied

study with texts or media arc d\al1ablc cither at the

police library or the one at lionolulu Comnunity College.

Pleasc request help, if needed, from the instructor.

' AL
MATLRIALS:

\

4
The ‘student is requested to work as much. as possible

with actual reports/ prepared on sn ongojng basis in o

thd d1v1:kpn in \high he yorks or to hh)(h he may 7

expect trénsfer. e shouly huve acecess to the felltwing:
\ :

/

"1 Honolulu Palice Department Recruit Training Pachet.

2 Standard dictionary. .
3 Extra forms nceded 1n his own work arca. T

o
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To organize and present efficiently the information needed
in law enforcement so that only the precise and intended
meaning is conveycd, both accurately and objectively.

Té write clecarly the following styles of presentation: form,
narrative, chronologicgl, specialized and combination.

To write the following recports detemined by the stage of
&he investigation: initial, supplemental and attachments.

To use cffectively other modes of commmication: tape
recorder, ovefhead projector, slide projector and movie -
when required for presentation of information or instruction,

To usc both standard and lotally accepted fomat and
nomenclaturc in writing reports concerning these basic
palice functions: prevention éf crime, protection of life,
and property, preservation of peace, apprchension of
criminals and recovery of property and prosccution of
crininals. -

To be an effective menber of a comnittec in all of the
following roles: chairman, memher and rtcorder.

To take personal resppnsibility to help achieve the goals
of the Honolulu Policqﬁﬁrpurtnwnt_through'improving thelr
own reports. v

' \
To be able to point out crrors in report writing to those
under the\direction -or supervision of the class menber.
i ) ) ' 4

?

OBJICTIVES:

1

- ’ . .
Visually clear organization of face page

Task: To organize the face page, using correct allignment,

' clear lettering or typing, capitalization, abbreviation
and indentation so that report ¢im be quickly and
accurately read.
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Objectives continued: /

;

Conditions: , On Vchicle Report {orm lIPD-197R, using matcrial
rccorded ‘'on a cassette tape, the student will correctly

+ fill all blanks within 30 minutp?n either using a
typewriter or lettering with a black ball point pen.

. .

Criteria: Within the allotted time, the student will producc
a face page with no mumbers_ blank, with no gross crrors
and a maximun of two minor crrors. The report will be
judged by the instructor foy grammar and presentation
and by two fellow officers for infonnation.

2 Visually clear organization of narrative attachment
Task:" To organize and present material on narrative page,
using topics, subtopics, indentation, capitalization
and arrangement so that material is quickly and
accurately conveyed. A

Conditions: On narrative attachment tQ Vehicle Report formm
HPD-A97R, the student will organize material jresented
. to hif on a cassctte tape as given by two witnesses
to an accident. -Within 45 minutes,; using either a
typewriter or a black hall .point pen the student wilkl
arrange irportant information in a contincution of the/
fopm report. :

Criteria: Within the alloted time, the student will nrfﬁnge
sinfomation under topics and subtopics, using jropér
capitalization, 1.c. surname completelys in capital
letters, spelling, punctuation and sentencge stluctugo,
with no gross errors and only three minorferrors. The
report will be judged by the instructor for grimmar
and presentation and by two {ellow officers for
information. :

4

)

3 Quick and cfficient reporting cf observed incident

Task: To observe, organize and record information witn
student as witness to the actjon.

’ +
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Objectives continued: Quick and efficient reporting of obscrved incident
s © "Conditions: On Robbery Report form 1PD 196 after’ v1cw1ng on
C ' film a robbery involving onc victim and two suspcects,
o the student will write a witness rcport within 45.
minutes with additional narrative using ‘gither a
typewriter or a black ball point pen.

Criteria: Within the allotted time, the student will arrange
inforpmation on face page w1th all initial ipformation
and cach blank accounted for (where information is not

~ given. it should be marked NONE, REFUSED or UNKNOWN) and
: accurate Synopsis glvo Supplomcntal pages or attach-
ments may be added as 1cqu1rcd Information will be
judged for facts not assumptions, easc of rcading and-
correct form. Instructor will judge for grammar and
two fcllow officers for information. Only thrcé minor

, ; . . crrors will be allowed.
-~ 1

“4 Accuracy in spelling words uscd in law enforcement

Task: - To master a list of 750 words most conmonly misspelled
in police rOport,yyiting and usc words accurately in
sentences. ’ .

Conditiops: In a serics of tests given after sLUU) of word
Jists, twenty of the fifty words studicd are dictated
in a senténce context. “Words muy be dictated by
the instructor live or on Ld&sottc Students correct
lists by Iofcxrlng to prlntout of words, marking cach

. error in rod and keeping' list of crrors. After serics

* ' has been given, words most comnon]y misspelled by

. <r : . entire group u;fl be dictated in group of twenty.

Criteria; Student will reccive A for 1 or 0 error
B {for 2 to 3 errors
C for 4 to § crrors
< ) D for 6 to 7 crrors
' I' for 7 or morc crrors

S
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5 Ability to recognizc decadwood in reports

J Task: To climinate unneccssary words 1n rcports of others and
;- . in their own rcports

* Conditions: Sentences contalning unnccessary words are taken
from reports turned in by officers and used for this’

| ' test: Given 5 such sentenccs the student will climinate
woxrds, rcewriting, if necessary, to produce 5 clear and
cxact sentences within 25 minutes time. Work will be )

done in class .using black ball point pen.

Criteria: All five scentences must - in the judgement .of the
instructor and fellow officers - be clcéar and uncluttered
Only threce minor crrors may be allowed in revision.

e -Exercises judged best by class will receive A, Others
i will be assigned relative grades by instructor, opinion
. // being that of the time rcad. Reaction of fellow police
o ' » officers will be criterion for meaning,
‘ , .
| . - 6 Ability to recognize sentence structurc

, , Task: To differcntiate simple, complex, compound.and compound-
- ‘ : complex sentences.

¢ Conditions: l’lc student will use the folleowing symbols to
andlyzg scntences in class:

il

independent clause

N > ) | e [l
\ 0

dependent clause

\ ® . - [ = simple sentence
Jgeg J) = complex sentence
' (1 Oc [j) = .compound sedfence

fl

IRERENQIREDE
(Parenthescs indicate optional additional -clauscs)

~
/ . \
‘ \

compound -complex .sentence

st e
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y Objectives continuced: Ability to rccognize?scntcnce struqture

» Using a group of ten Qentcnces prOVJdcd by the
; " instructor, the student wtll indicate with abovc Covow
| _ : symbols the kind and number of clauses in'the
' - margin. From this he will then identify the
« . type of sentence. Time allowed, 30 minutes.

Criteria: Each scentence must be identificd correctly as to
structure, number and kind of clauses. The number of
correct sentences and the corrcgpondjng grades follow:

for 9 or 10

for 8

for 7

. "D for 6

for below 6

oW >

1

’ 7 Ability to corrcct punctuation on reports

. ' Task: To rccognize incorrect punctuation and correct -it.

ew®  Conditions: Using a group of twenty sentences gathered b)’ :
the instructor from reports handed in by the class,
student will make corrections on mimcographed pages.
No references arce allowed .and task must be completed
L in 45 minutes. Student should circle excess punctuatioh
P .. and add needcd punctuation as well as change position
‘ of punctuation if required. There may be two or morc ©
_errors in a sentence but cach sentence will count five.

b ' Critceria: Instructor will decidg correct éorm with reference -
: , to handouts supplied cdrlidy for the” purposc of studying
: . proofrecading. Student wxll ] ’ )
¥ A for 0 to 2 crrors ' . ,
’ B for 3 to 4 crrors : oo «
f ' C for S to 6 crrors . ' -
: ) for 7 to 8 errors
= F for 9 or morc errors

AY
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8 Ability to use other moded of communication

! . ‘Task: To use tape rocdrder,” ovefhead projector, slide
projector and movic projector when required for
presentation of information or instruction.

. Conditions: Divided into five groups, cach student of cach

‘ - group will take turns in class demonstrating facility

with cach of the above modes of communication. Chairman

in cach group will sign that student - is able to sct up

cquipment in five minutes and operate. for thrcc minutes
~along with- comnentary deemed valuable at the time by

the chaiman. The chairman may solicit opinion from

other members of the group to arrive at decisions.

Criteria: Rapdom checks will be made by instructor, rcque%tlng
that- various class members demonstrate fatlljt) to b
class, following a discussion of uscs ~0f conmunication

- in police work.

3

4
COURSI: ORGANIZATION:

Listing beclow 1is by week®.  Changes may be made to take advantage
of special speakers or activities. Preparation of a student
written text or brochure on poljcc report writing JﬂClUdCSmD]oCthC
on all thec above objectives. Mininum of {ive reports is required,
Cn also one log on day assigned and ongoing listing of errors. ‘Class”
' lectures, quiz corrections and other materials will be rccordcd for
use in thc carrcl of 1IPD library.

" 1 Organizational mecting. Explanatlon of media pack ]OthCd in
llonolulu Police Department library. Illandouts: bpcllnn
booklet, check list, coursc description, last term's brochure .
Discussion of Chapter .1, Police Report Writing. Pictures
taken for ID cards. Opening spcaker from liomicide, stressing
nced for accurate reports by beatmen, detectives and others
involved. ‘
$

2 Chapter 2, Requisites df a Good Report. Grammar pretest.
Review of grammar, wnalysis of nceds. Transparcencics on
requirements of group menber, rccorder and chairman.
Formation of five (5) groups. ‘

A )
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Coursc Organization continucd:

3

10

‘Chaptcr 3, Kinds of Police Reports.

.Chapter 5,Llements of a Report.

- facial and other characteristics. Quiz\irom transparcncics.

Grammar review and new handouts as required.

1

Second quiz on grammar. Analysis of _ )
Spelling quiz. R

~ /
Handouts on gramnar.
parts of specch and types of sentences.

Division of class groups : |
patrolmen, vice, Malcon, ctc., - |
writihg of report in work arca. . ' ‘
'
Chapter 4, The Writing Process: physical arrangement of '
infonnation, scquence, gramuar and word use. Analysis of
reports handed in. Spelling quiz. .

accordlng to work area:
Discussion of forms used.

Quiz on errors taken {rom
Spcllinp quiz.

r)‘”
ChaptCI 6, Prcpalatlon of NJlrdthL Reports. Guest %pcakcr
to CmthSIZ content and format, Spclllng quiz.

Group discussion.

reports handed in previous weck.

Report writing for mid term grade. -Robbery picture filmed
last tcrm on Super 8 caniera with Tri X film will be presented.
Class will have robbery form and gxtra p‘ﬂcr for narrative
and will write. ¥eport from standpoint of witness. Film is

3 minutes with only 1 minute of actual act¥on accompanicd by
sound tape also prerceorded.  Class time dllowed to write
report 1s 45 mlnutes Topics and subtopics must be used in
narrative. All boxes nust be filled on forp report. - *

Instructor will judge grammar. Only 3 minor crrors and no .

gross crrors allowed in ndrlatlve form. Class will divide in o -
groups ‘to discuss and scleCt best examples from standpoint '
of information. -

Chapter 7, Description of Persons. Transparcencies maac {rom
fcaturc analysis shown. Discussion of adjectives to explain

Guest lecture stressing accuracy in descriptions and
avoidance of such temms as the often recurring "Unknoim lecal
Male.'' CGroup discussion using members to analyze and describe

Cornmittces
formed to. revisc brochurc written by prcv1ous class. . '
Qpclllnq quiz..
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Course¢ Organization continucd:

11

12

13

14

15

16

17

f\
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Chapter 8, Description of Vbhiclcs. %pcakg from Malcon.

Chapter 9, Ibscr1pt1on of Propcrty other than Vehicles.
Group study with catalogs. mennstrat\sns prcpa1cd in one
grop to give to another group Spclling Quiz. 7=

<
Chapter 10 first part- of Crime Reports as Required by
Statutc, p. 69-83. Vocaau&ﬂry study and group discussions.
Quiz on crrors culled from reports handed in. Spelling quiz.

Chdptcr 10, p. 84-94. Comittcc meetings on text., Speaker
on crime reports. Spelling quiz. Editors chosen for text.

Chapter 10, p. 95-104. Committcc reports for text. Revisions
due. Committees go over revisions and hand to editors.

" Demonstrations of audio visual aius by all groups.

Review. Clarification of final nced® for text before handing ¢
to typist. Tlurther discussion of problem and solution format
for all scatlons of text.

No final. defﬁﬁ don of course and instructor ugddye {orms
from Lvaluatibn Oh§kccr, Un1\01x1t\ of Hawaii. SYgucstions
for improving the,.course. Students will pick up their copies
of text upon comﬂﬁctlon of typing and xcroxing. Students
who have misscd any classes will turn in makeup vork on an on
going basis wnd this will*be considered also for' final grade.
Main basis for grades will bc‘;mprovcmcnt in report writing.
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