[bookmark: _Hlk83884058]CHAPTER 15	Pocomoke City Police Department Policy

TRAINING AND CAREER DEVELOPMENT



The directives in this chapter refer to the training/career development of both law enforcement and civilian personnel. Training has often been cited as one of the most important functions in any law enforcement agency.  Training serves three broad purposes.  First, well-trained officers are generally better prepared to act decisively and correctly in a broad spectrum of situations.  Second, training results in greater performance and effectiveness.  Third, it fosters cooperation and unity of purpose.  Furthermore, agencies may be held legally accountable for the actions of their personnel and for failure to provide entrance level, in-service and remedial training.  The Pocomoke City Police Department recognizes the importance of training and is committed to providing the best training available to all personnel consistent with the Departments mission and values, as well as with its goals and objectives. Career Development is a structured process to provide opportunities for individual growth and development at all levels.


15.1	TRAINING ATTENDANCE               

Personnel of the Pocomoke City Police Department are expected to attend any training program assigned.  Attendance will be documented by either the instructor, or in cases where the training is at a location other than the department, documentation will be furnished by those responsible for the training.  There are cases where attendance at a training program may be excused, i.e., court appearance or sickness.  Any absence must be properly excused by the administrators of the program being attended and must be in compliance with directives under which the training program is being operated.  The time lost must be made up before any certificate of completion will be issued.  A certificate of completion will be issued to those students who satisfactorily complete any training program.   A copy of such certificates will be provided to the Patrol Lieutenant for inclusion in individual training records.
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Personnel may wear the departmental uniform or civilian clothing for training assignments unless otherwise specified. Uniforms shall be worn in a manner that complies with departmental guidelines. Personnel electing not to wear their approved uniform shall wear attire appropriate for a court appearance. Shorts, athletic shoes, blue jeans, shirts without collars and old clothes shall not be worn except when specified for training purposes. Hats and caps will not be worn in the classroom. 

The Instructor or Patrol Lieutenant will be in charge of all personnel attending assigned training and shall be responsible for ensuring the proper attire and conduct of all departmental personnel attending, regardless of assignment or division.

15.1.1	TRAINING EXPENSES               

With the exception of paper and pencils or pens, all expenses incurred by department personnel as a result of departmental required training beyond 100 miles from Pocomoke City will be reimbursed based on actual expense (receipts must be provided).  The department will reimburse civilian employees for expenses to include mileage for any and all training. Sworn officer’s will use their assigned patrol vehicles to travel to training. 


15.1.2	LESSON PLANS               
[bookmark: _GoBack]
1.	Lesson plans are required for all training courses implemented.  It is the responsibility of the instructor, to provide the Patrol Lieutenant with a copy of lesson plans prior to the instruction.  The department provides each instructor with the guidelines and a format for lesson plan development.  The development of lesson plans should ensure that the subject to be covered in training is addressed completely and accurately and is properly sequenced with other training materials.  Lesson plans establish the purpose of the instruction; set forth the performance objectives; relate the training to critical job‑tasks; and identify the subject matter and instructional techniques.  Lesson plans should be required of non‑resident instructors as well as resident academy staff.               

2. 	The lesson plans should also include references, teaching techniques (lecture, group discussion, panel, seminars, debate), relationships to job‑tasks, responsibilities of the participants for the material taught, and plans for evaluation of the participants.  The instructional techniques that might be utilized are:                    

a.   	Conference (debate, discussion groups, panels, and seminars);                    

b.	Field experiences (field trips, interviews, operational experiences, and operational observations);                    

c.   	Presentations (lectures, lecture‑discussion, lecture demonstration);     
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d.   	Problem investigations (committee inquiry); and                    

e.   	Simulations (case study, game, and role‑play).

3.	The evaluation of in‑house training is handled by testing which may be written, oral, etc.; the passing and failing grades are announced in advance.           

The development of examinations directed and approved by the training officer, is similar to that used by the Eastern Shore Criminal Justice Academy in that they are competency based, use performance objectives and measure knowledge and ability for job related skills.  All tests will be identified in the lesson plan.

15.1.3	REMEDIAL TRAINING               

1.   	Remedial training is directed at solving a particular problem or improving the performance of an employee in a particular area within a given time frame with the expectation of improved performance.                    

a.	Criteria used to determine the need for remedial training will be at the discretion of the course instructor when failing to meet the minimum course requirement.
     
1) Instructors, when counseling employees in reference to substandard performance should confer with the Patrol Lieutenant if training is considered a remedy.  

The suggestions, etc. segments of the employee Performance Observation Form must contain this information.                    

b.	The remedial training should be conducted prior to the date of review noted by the supervisor on the Performance Observation Form.

c.  	Remedial training assignments, just as all other training assignments, are a duty assignment.  Employees who do not participate in remedial training as directed are in violation of Departmental Rules and Regulations.                 


15.1.4	TRAINING RECORDS ‑ INDIVIDUAL               

The Patrol Lieutenant will maintain updated records of training on all department personnel, upon completing training assignments as follows:                    

Individual training records will reflect:                    

	Date of Training;                    
	Type of Training received;                    
	Any certificate received;                    
	Attendance; and                    
	Test Score.

15.1.5	TRAINING CLASS RECORDS               

Training class records for all departmental training are also maintained and include but not limited to:               

1.  	Course content (lesson plans);               

2.   	Personnel attending; and                

3.   	Performance of individual attended as measured by tests, if administered.


15.2	RELATIONSHIPS BETWEEN THE DEPARTMENT AND ESCJA               

The Pocomoke City Police Department utilizes recruit, in‑service, and specialized training at the Eastern Shore Criminal Justice Academy (ESCJA), a regional police academy. 


The ESCJA is a facility of Wor‑Wic Community College and in 1979 the ESCJA was officially certified as a police academy by the Maryland Police Training and Standards Commission.  The ESCJA must meet the training mandates of the MPTSC, i.e.; The ESCJA must provide at a minimum, the MPTSC mandated Minimum Standards Entrance‑Level Police Training Program.  The ESCJA is subject to audit and has been audited by the Maryland Police Training and Standards Commission to assure that performance objectives are covered, etc.              

The department enjoys a symbiotic relationship with the ESCJA.  The Chief of Police is a member of the Program Advisory Committee which provides a viable vehicle for department input to the academy programs.  The Patrol Lieutenant enjoys a close working relationship with the Academy and through his recommendations specific areas of instruction have been included in specialized and in‑service programs provided by the Academy.  The Chief of Police, the Captain, and the patrol Lieutenant and other officers designated by the Chief have monitored instruction with the full cooperation of academy personnel.      

The Pocomoke City Police Department supports and actively participates in the training furnished at the ESCJA by providing instructors as well as curriculum input.  The department readily provides instructors as it wants its presence and philosophies felt by academy personnel and attending officers.  

Wor‑Wic Community College with input from the Program Advisory Committee makes a concerted effort to keep costs at a minimum.  

Officers attending the ESCJA are on‑duty and if injured during defensive tactics, etc., are covered by workmen's compensation.  

15.2.1	RECRUIT ORIENTATION HANDBOOK               

1.  	The Eastern Shore Criminal Justice Academy provides an orientation handbook to all new recruit personnel at the time basic training begins.  This handbook includes:       
        
a.   	The organization of the academy;                    

b.   	The academy's rules and regulations including testing;                    

c.   	Compulsory minimum training standards as mandated by the MPTSC;    

                          d.   	Daily training schedule; and                    

e.   	Physical fitness and proficiency skill requirements.               

2.	All Pocomoke City officers attending the entrance level training will comply with all ESCJA rules, regulations, policies, and procedures.


15.2.2	TRAINING ‑ DEPARTMENTAL POLICIES, PROCEDURES, ETC.           

The Pocomoke City Police Department provides in‑house instruction concerning policies and procedures that are specific to the department when personnel complete Entrance‑Level Training at the ESCJA.  

Instructors for all department operated training programs will meet the following requirements:               

1.   	Have a minimum of three (3) years police experience or; 

2.	Have successfully completed an instructor's course and be certified as an instructor by the MPTSC or;          

3.	Possess a demonstrated skill in area of instruction; or                

4.	Be knowledgeable of teaching theories, methods and practices and have some knowledge of law enforcement practices.

15.3	TRAINING INSTRUCTORS

15.3.1	INSTRUCTOR TRAINING               

Before being allowed to instruct any courses at the department, as the training officer or as a full-time assignment, instructors will receive, at a minimum, training in the following subjects:         
      
1.	Lesson plan development;               

2.	Development of Performance Objectives;               

3.   	Instructional techniques;               

4.   	Learning theory;               

5.   	Testing and evaluation techniques;               


6.   	Resource availability and use; and               

7.   	Attend a specialized instructor school approved by the MPTSC for instructor certification where applicable.

15.4	RECRUIT TRAINING

15.4.1	TRAINING PREREQUISITE TO DUTY ASSIGNMENT               

All newly sworn officers of the Pocomoke City Police Department who have graduated from entrance level training, must complete the departmental FTO Program prior to assignment in any capacity of enforcement duties requiring the carrying of a firearm or the making of an arrest, except as part of the formal FTO Program. 


15.4.2	RECRUIT TRAINING ‑ JOB‑TASK ANALYSIS AND EVALUATION               

ESCJA Entrance Level Training:     ESCJA provides performance-based training and evaluation as mandated by the State of Maryland.  The curriculum is based on tasks of the most frequent assignment associated with duties of officers who complete recruit training; and the ESCJA also uses evaluation techniques designed to measure competency in the required skills, knowledge, and abilities. A copy of the Regulations of the Maryland Police Training and Standards Commission may be found in the office of the Patrol Commander and the Administrative Commander.  Department‑related matters are covered in throughout the department's Field Training Program. 

1.   	The ESCJA provides for entrance‑level instruction as mandated by the MPTSC; pertinent practical problems are incorporated.               

2.   	Recruit officers receive instruction in the following or related subject areas during entrance‑level training at the ESCJA and/or during the FTO program upon graduation from the ESCJA.     

*    	Law Enforcement Role, Responsibilities, and Relationships (History of Law Enforcement; Agency Role and Authority; the Criminal Justice System; Mission, Goals and Objectives of the Agency; Agency Organization; Community Relations; Ethics in Law Enforcement).     

*    	Administration (Agency Written Directive System; Agency Record keeping; Agency Policies; Procedures; Rules and Regulations; Civil and Criminal Liability).     


*    	Operations (Constitutional Law; Criminal Law, Laws of Arrest; Alternatives to Arrest; Probable Cause; Rules of Evidence; Identification of Evidence; Search and Seizure; Laws of Interrogation and Interrogation Techniques; Warrants, Summonses, and Subpoenas; Civil Process; Juvenile Law and Court System; Prosecutorial Functions; Moot Court and Courtroom Demeanor; Techniques of Stopping Violators, Arresting Subjects, Handling and Processing Prisoners; Uncooperative Subjects; Patrol Observation; Domestic Disputes; Crisis Intervention and Conflict Management; Searches of Persons, Vehicles, Building, Premises, and Property; Crimes in Progress; Crowd Control; Hostage and Barricade Situations; Hazardous Materials Incidents; Drug and Alcohol Abuse; Crime Prevention; Communications Skills; Victim/Witness Assistance; Juvenile Operations; Preliminary Investigation; Motor Vehicle Code; Traffic Accident Scene Management and Investigation; Traffic Direction and Control/Driving while Intoxicated; Driver Safety Education for Officers; Crime Scene Investigation; Collection and Preservation of Evidence; Interviews and Interrogations; Fingerprint Identification; Crime Laboratory Functions; Surveillance; Narcotics; Special Investigative Matters‑Sexual Assault, Homicides, suicides, and Child and Spouse Abuse; Organized and White Collar Crime; Emergency Medical Training, including cardiopulmonary resuscitation; Use of Firearms, including range qualification and policies on when to shoot and not to shoot; Use of Force, including limitations on the use of force in general and the use of deadly force in particular; Physical Training, including fitness conditioning; Patrol Vehicle Operation; Defensive Driving; Pursuit Driving; Mechanics of Arrest; Officer Safety; Handling Personal Stress).     

In its Entrance‑Level curriculum, the ESCJA provides instruction in Emergency Medical Care as mandated by the MPTSC.


15.4.3	RECRUIT AND FIELD TRAINING PROGRAM               

Pocomoke City Police Department Field Training and Evaluation Program
Length of Field Training: (120 hours) for “Lateral Entry/Comparative Compliance” personnel; (240 hours) minimum for post-academy personnel
Purpose and Scope:
	The Pocomoke City Police Department Field Training and Evaluation Program is intended to help newly hired sworn officers apply the agency’s various policies and procedures, the laws of Maryland and the laws and ordinances of this jurisdiction as they perform their policing duties and fulfill their responsibilities to the community.
 ALL newly hired sworn officers will participate in the Field Training and Evaluation Program. Successful completion of the program will allow them to be certified by the Commission as law enforcement officers.
Definitions: The following terms used in this policy and procedure have the meanings as indicated:
CODE OF MARYLAND REGULATIONS [COMAR] is the official compilation of all administrative regulations issued by agencies of the state of Maryland.
COMMISSION means the Maryland Police Training and Standards Commission
FIELD TRAINING AND EVALUATION PROGRAM [FTEP] means the program adopted and/or developed by the Pocomoke City Police Department that is intended to assist newly hired sworn officers with the agency’s various policies and procedures, the laws of Maryland and the laws and ordinances of this jurisdiction as they perform their policing duties and fulfill their law enforcement responsibilities to the community. Successful completion of FTEP is required before certification/recertification as a law enforcement officer is given by the Commission. 
FIELD TRAINING OFFICER [FTO] means a sworn officer who meets the requirements set forth in this policy, is designated by the Head of the Pocomoke City Police Department as an FTO and is approved by the Maryland Police Training and Standards Commission as a Field Training Officer. A FTO will supervise, observe, evaluate, train and otherwise be responsible for an assigned newly hired officer, hereinafter referred to as a TRAINEE, during the Field Training and Evaluation Program.
FIELD TRAINING AND EVALUATION PROGRAM COORDINATOR is either the Head of the Pocomoke City Police Department or is an individual designated by the Head of the Pocomoke City Police Department who is responsible for coordinating, monitoring and otherwise overseeing the Pocomoke City Police Department Field Training and Evaluation Program. The FTEP Coordinator SHALL meet the standards set by the Commission for designation as a FTEP Coordinator as established in COMAR:12.04.01.17 C, i.e. shall have attended a Commission-approved supervisor training course and field training officer course.
FTEP PERFORMANCE EVALUATION REPORT refers to any written document used by a FTO to record or otherwise note the performance a TRAINEE during FTEP as described in this policy.
TRAINEE refers to any newly hired sworn law enforcement officer of the Pocomoke City Police Department. A TRAINEE may be:
a) a newly hired recruit who has successfully completed a Commission-approved entrance level law enforcement training program; or
b) an officer who was previously a certified officer with another Maryland law enforcement agency and has been recertified by the Commission and has joined the Pocomoke City Police Department (lateral entry officer); or
c) an officer from another state or federal agency who has been granted a waiver from attending a full entrance level law enforcement training program by the Commission but is required to attend a comparative training program prior to receiving full certification by Maryland (comparative compliance officer).
	Policy:
	It is the policy of the Pocomoke City Police Department that: 
a) ALL newly hired sworn officers, hereinafter referred to as TRAINEES, conform with COMAR regulation 12.04.01.17 (A) which states in part: an individual shall successfully complete Commission-approved field training as required under this regulation before receiving police officer certification or recertification under this chapter.

	EXCEPTION: 	
	An individual hired by the agency for a position identified                             			in PS 3-201 (f) (3) (i) or (ii) may be certified or recertified as a police 				officer without participating in the agency’s FTEP per the approval of the 			Head of the agency.  [COMAR 12.04.01.17.A (3)]
b) The Field Training and Evaluation Program will meet, at least minimally, the requirements established by the Maryland Police Training Commission and listed in COMAR – Title 12 – Subtitle 04- Chapter 01.17 including the administrative, coordination and record keeping requirements of set forth in that regulation.
      
	Selection and Designation as a Field Training Officer [FTO]:
	The selection, training, and oversight of Field Training Officers [FTO’s] are key elements 	to a successful field training and evaluation program.
	SELECTION OF FTO’S:
	FTO candidates will be evaluated, selected, approved and certified according to the 	below listed procedures:
1. Candidates for the position of FTO must be a law enforcement officer for at least two (2) years immediately prior to applying for the position. [COMAR 12.04.01.17 (D) (1) (b)]
2. Candidates for the position of FTO must possess outstanding interpersonal communication skills as demonstrated by their performance during their daily work activities including interaction with other members of the agency as well as the public. They should also possess a thorough knowledge of the agency policy and procedure as demonstrated to their supervisor by their daily work activities and performance.
3. Sworn officers who desire to be designated as a FTO shall submit a written request, through chain of command, to the FTEP Coordinator requesting they be considered.
4. A FTO candidate’s supervisor will indicate their concurrence/non-concurrence with the request based on their knowledge of the candidate’s performance and daily activities and forward all requests to the FTEP Coordinator.
5. The FTEP Coordinator shall review each candidate’s job performance evaluations, agency disciplinary record and other personnel records to include such records as: 
a. Annual performance evaluation during the past two (2) annual rating cycles:
must have received, at a minimum, satisfactory performance ratings; 		
b. medical leave records:     
must maintain a medical leave use rate that is in keeping with or below the agency average.
c. driving record:
had only one (1) preventable, non-personal injury, vehicular accident during the previous year;
d. no pending/outstanding disciplinary or administrative action;
e. not received an official reprimand or disciplinary action for:
using unnecessary or excessive force;
a violation of an agency equal employment (EEO) policy or an equivalent federal law or regulation;
willingly and knowingly making an untruthful statement, falsified an official record or report;
misuse of one’s official position or unlawful coercion of an employee for a personal gain or benefit; 
unwarranted law enforcement action;
f. has successfully completed all agency in-service training courses during the past two (2) years including skills training;
6.  After completing a review of the above files, the FTEP Coordinator shall establish a list of qualified FTO candidates and forward that list to the Head of the agency for action.    
7. Officers who are designated as FTO’s shall be scheduled to attend a Commission approved FTO Training Course by the FTEP Coordinator at the agency’s convenience but prior to serving as a FTO. [COMAR 12.04.01.17 (D) (1) (d)] 
8. Officers who are selected to be FTO’s must, at a minimum, meet the following standards as listed in COMAR 12.04.01.17D:
a. Meet the requirements established under COMAR 12.04.01.17D and by the Commission;
b.  be approved by the Commission as a Field Training Officer;
c. successfully complete a Commission-approved field training course;
d. successful completion of an initial FTO training course requires that an individual;    
attend a minimum of 90% of the total hours of the instruction established for the FTO training course; 
achieve at least a score of 70% on each test given as part of the FTO training course;
9. The FTEP Coordinator shall forward a completed copy of “Application for Instructor Certification- Field Training Officer” to the Commission in order to have the individual approved as a FTO. [COMAR 12.04.01.17D (1) (c)]     








MAINTAINANCE OF FTO DESIGNATION  

An officer who is designated as a FTO shall:
a. maintain satisfactory performance as a FTO as determined by the FTEP Coordinator;
b. within every four years, following initial completion of a FTO training course successfully, complete a minimum of 7 hours of cumulative instruction that have been approved by the Commission to be provided to an individual who has been approved as a FTO. [COMAR12.04.01.17D (1) (e)]

FTO TRAINING COURSE:

COMAR 12.04.01.17 A (1) (d) requires that a FTO attend and successfully complete a Commission- approved FTO Training Course consisting of at least twenty-one (21) hours of instruction. 

DOCUMENTATION OF ATTENDANCE AT FTO TRAINING COURSE:

An individual who attends a FTO training course approved by the Commission that is conducted by an outside law enforcement agency shall provide the FTEP Coordinator with a signed certificate of successful completion of the course and written documentation from the host agency that indicates successful completion of the FTO training course. This documentation shall contain the Commission approval number for the FTO training course and all test scores that the individual received as part of the FTO training course.

LOSS OF FTO STATUS:

Following the conclusion of FTEP, the FTEP Coordinator, in concert with the FTO’s supervisor, will evaluate the performance of the FTO during the field training and evaluation program just concluded. The FTO will be apprised of the results. 

The Commission will be notified by the FTEP Coordinator when any individual is removed from FTO status for any reason.

	FTEP COORDINATOR:

The FTEP Coordinator shall have attended a Commission-approved supervisor training course and field training course. [COMAR 12.04.01.17 C (2) (a) and (b)]

The role of the FTEP Coordinator is to ensure that the standards and objectives of the agency’s FTEP are adhered to.

	
	FIELD TRAINING and EVALUATION PROGRAM [FTEP]:

The Pocomoke City Police Department FIELD TRAINING AND EVALUATION PROGRAM (FTEP) is a standardized, structured training technique that exposes newly hired (and trained) members of this agency [TRAINEEs] to a variety of actual law enforcement activities and situations under the guidance and direction of an experienced Field Training Officer (FTO). The Pocomoke City Police Department FTEP will contain, at a minimum, the performance elements identified in Section IX B (FTEP OUTLINE) of this policy. [COMAR 12.04.01.17 H (6)]
Participation in the Pocomoke City Police Department FTEP is MANDATORY for all newly hired sworn members of the agency whether they are entry-level recruits or officers with previous law enforcement training and experience according to the schedule laid out in this policy. 
[COMAR 12.04.01.17 A (1)]

A. PRE-FTEP OVERVIEW:
Prior to the commencement of FTEP, the FTEP Coordinator shall conduct an OVERVIEW class for all newly hired officers who will be participating in FTEP.

B. FTEP OUTLINE:
The FTEP Coordinator shall obtain initial approval for the Pocomoke City Police Department Field Training and Evaluation Program from the Commission by submitting a Program Approval Application and obtaining Commission approval before FTEP begins. Once obtained, Commission approval for FTEP will remain valid unless the content of the Pocomoke City Police Department FTEP changes. If there is a substantive change to the Pocomoke City Police Department] FTEP Commission approval must be obtained.

The following OUTLINE for the Pocomoke City Police Department FTEP contains twenty-seven (27) major law enforcement areas/elements for which TRAINEE’s shall be evaluated during FTEP. These areas/elements have been determined to be of critical importance to officers assigned to the Pocomoke City Police Department as they perform their daily duties:

1. FTEP Orientation;
2. Agencies Policies/Procedures;
3. Law Enforcement Ethics;
4. Professional Demeanor;
5. Officer Safety;
6. Use of Force;
7. Radio Communications;
8. Vehicle Operations:
	*Routine;	*Emergency;
9. Post/Assignment Familiarization;
10. Response to Calls;
11. Report Writing;
12. Patrol Functions;
13. Criminal Law/Local Laws and Ordinances;
14. Civil Offenses; 
15. Control of Persons:
	*Prisoners;	*Mentally Ill;
16. Juvenile Procedures;
17. Search and Seizure;
18. Community Oriented Policing/Problem Solving:
	*Interactions with members of the community;	
	*Problem identification/Solving;  
19.  Tactical Communications:
	*Conflict Resolution
20.  Investigations;
21.  Interviews;
	*Victim;	*Witness;	*Suspect;
22.  Interrogations;
23. Evidence Handling/Processing;
24.  Charging Documents;
25.  Traffic:
	*Enforcement;	*Accident Investigation;	*Control/Direction;
26.  Case/Court Preparation;
27.  Self-Initiated Activity

	Each major area/element contains numerous objectives or tasks that will be observed and evaluated by an FTO. These objectives/tasks must be successfully understood, demonstrated, and completed by each TRAINEE during FTEP.

	As each area/element is completed, the FTO and TRAINEE will document its satisfactory completion on the agency’s various FTEP performance reports. [ATTACHMENT E:  FTEP PERFORMANCE EVALUATION DOCUMENTATION]   	

C. PHASES OF FTEP:
As is stated in section VII – Field Training Required, of this policy and procedure, the Pocomoke City Police Department FTEP for entry-level recruits will be a minimum of 240 hours. For lateral-entry/comparative compliance sworn officers FTEP will be a minimum 120 hours.

TRAINEES will participate in FTEP as outlined in [FTEP PERFORMANCE EVALUATION PROCESS AND SCHEDULE]

Based on the total numbers of hours/weeks of FTEP, the FTEP Coordinator shall determine how many separate PHASES will be included in FTEP. Each Phase will coincide with the amount of independence of action and responsibility that a FTO has determined the TRAINEE merits based on the TRAINEE’s performance to date.

After each phase of FTEP the FTO shall complete the FTEP evaluation contained and described in [FTEP PERFORMANCE EVALUATION]

D. TRAINEE FTEP PERFORMANCE EVALUATION PROCESS: 
TRAINEEs will be formally evaluated by their FTOs at regular intervals using the agency’s FTEP performance evaluation reports as described in [FIELD TRAINING EVALUATION DOCUMENTATION]

Any FTEP performance evaluation report completed by a FTO will be reviewed as soon as practical possible with the TRAINEE.

TRAINEEs are required to sign and date each FTEP Performance Evaluation Report acknowledging that they have received from and discussed the FTEP Performance Evaluation Report with their FTO.

After review and signing ALL FTEP performance evaluation reports will be forwarded to the FTEP Coordinator who will ensure that those reports become part of the TRAINEE’s training file maintained by the agency.

If a TRAINEE disagrees with a FTEP performance evaluation report, the TRAINEE shall sign the FTEP evaluation report prepared by the FTO and note the reason for his/her disagreement with the FTO’s rating on the report. The TRAINEE may appeal the FTEP evaluation to the FTO’s supervisor who may agree with, comment on or disagree with the FTO’s initial assessment.  In the event that the supervisor supports the initial evaluation and the TRAINEE wishes to further appeal the rating, the TRAINEE, through the FTEP Coordinator, may schedule an appointment with the FTO and the FTO’s supervisor’s commanding officer for review and discussion of the matter. The decision of the FTO’s supervisor’s commanding officer regarding the evaluation is final and no further appeal is available to the TRAINEE.




E.    REMEDIAL FTEP TRAINING

FTO’s shall report the need for REMEDIAL TRAINING as described in [REMEDIAL TRAINING & DOCUMENTATION] to the FTEP Coordinator. 

After reviewing the TRAINEE’s performance evaluations submitted by the FTO and consulting with the FTO and consulting with the FTO and members of the agency’s training staff, the FTEP Coordinator shall determine the appropriate REMEDIAL TRAINING steps/program that the TRAINEE will participate in:
a. The contents and method used for any FTEP REMEDIAL TRAINING program, including but not limited to, any lesson plan, exercises, tests/quizzes or other material will be documented and maintained by the FTEP Coordinator;
b. The results of any TRAINEE testing shall be documented and maintained in the TRAINNE’s FTEP file.

Any TRAINEE determined to need REMEDIAL TRAINING shall participate in such training as determined by the FTEP Coordinator.

Any “homework” assignment given as part of REMEDIAL TRAINING is time-sensitive and must be completed in the manner and in the timeframe established by the FTEP Coordinator.

Successful/satisfactory completion of REMEDIAL TRAINING shall be determined by the FTEP Coordinator in consultation with the TRAINEE’s FTO and any participating member of the agency’s training staff.

Successful/satisfactory completion of REMEDIAL TRAINING is required before a TRAINEE can advance in FTEP.
    
E. LATERAL ENTRY OFFICERS/COMPARATIVE COMPLIANCE OFFICERS:

Newly hired officers who are required to attend comparative compliance training or those who are lateral entry officers are required to participate in FTEP as outlined in Section VI – FIELD TRAINING REQUIRED.

F. EXTENSION OF FTEP:

At the direction of the FTEP Coordinator, a TRAINEE’s participation in the agency’s FTEP may be extended. Extension of FTEP shall be for cause cited by the TRAINEE’s FTO on the latest END OF PHASE EVALUATION with the concurrence of the FTO’s supervisor. The TRAINEE shall be advised of the reason for the extension of FTEP and will be given REMEDIAL TRAINING to ensure that the steps have been taken to correct the cited performance deficiency. The TRAINEE will also be informed of the anticipated length of the FTEP extension if possible.

Following the FTEP EXTENSION PHASE the FTO shall complete another END OF PHASE EVALUATION. The FTO’s supervisor will review the END OF PHASE EVALUATION and either concur/not concurs with the FTO’s assessment of the TRAINEE’s performance and makes a recommendation as to whether the TRAINEE should continue with or be terminated from the agency. The END OF PHASE EVALUATION will then be forwarded to the FTEP Coordinator who will review the evaluation and recommendation of the FTO’s supervisor and make his/her own recommendation. The FTEP Coordinator will then forward the END OF PHASE EVALUATION along with any additional relevant FTEP documentation to the Head of the agency or his designee for a final decision.

G. CONCLUSION OF/RELEASE FROM FTEP/CERTIFICATION OF COMPLETION:

At the conclusion of FTEP, the FTEP Coordinator shall ensure a CERTIFICATION OF COMPLETION/RELEASE FROM FTEP form has been completed as described in [ATTACHMENT G: CERTIFICATION OF COMPLETION/RELEASE FROM FTEP] by each FTO and TRAINEE. The CERTIFICATION OF COMPLETION/RELEASE FROM FTEP attests that the TRAINEE has demonstrated ability to satisfactorily perform all the functional areas or categories listed in the agency’s FTEP.

The FTO shall complete the CERTIFICATION OF COMPLETION/RELEASE FROM FTEP and review it with the TRAINEE who shall sign and date the form.

Each CERTIFICATION OF COMPLETION/RELEASE FROM FTEP form shall then be reviewed and signed by the chain of command for each FTO and Trainee prior to releasing each TRAINEE to full service.

The CERTIFICATION OF COMPLETION/RELEASE FROM FTEP form shall then be forwarded to the FTEP Coordinator. After reviewed by the FTEP Coordinator, ALL completed CERTIFICATION OF COMPLETION/RELEASE FROM FTEP forms shall be forwarded to the agency Head or designee for his/her review, signature and date:
a. A copy of the CERTIFICATION OF COMPLETION/RELEASE FROM FTEP form shall be sent to the Commission;
b. The original, signed CERTIFICATION OF COMPLETION/RELEASE FROM FTEP from shall be maintained in the TRAINEE’S training file.

H. FTO/TRAINEE RELATIONSHIP:

During FTEP, the relationship between the FTO and TRAINEE will remain professional at all times. As part of this relationship the following is expected:

	FTO:
A. The hallmark of a FTO-TRAINEE relationship will be mutual respect. TRAINEEs will be treated with respect at all times, and they will be expected to respect the FTO and to follow his/her directions.
B. Any relationship between non-related FTOs and TRAINEEs will be strictly professional.
C. If a FTO or FTO Supervisor is related to a TRAINEE, or if he/she has had a special relationship with a TRAINEE prior to when the TRAINEE was hired by the Pocomoke City Police Department, the FTEP Coordinator will be notified as soon as practical so that consideration can be given to placing the TRAINEE with a FTO and /or Supervisor with no apparent or perceived conflict of interest.
D. FTO’s/FTO Supervisors will not make discriminatory or sexist remarks towards any TRAINEE, as per agency policy.
E. FTOs/FTO supervisors will not make sexual remarks or sexual advances toward any TRAINEE, as per agency policy.
F. FTOs/FTO supervisors will neither live with nor rent a habitat to any TRAINEE while they are in FTEP and will refrain from entering into any financial transactions or arrangements with them while they are in FTEP.
G. FTOs/FTO supervisors will neither accept gifts from nor give gifts to any TRAINEE while they are participating in FTEP.
H. While on duty, a TRAINEE is always under the direct supervision of his/ her assigned FTO while in the field. In the event that the TRAINEE’s assigned FTO is unavailable, the TRAINEE will be assigned to another FTO. In the event that no other FTO is available a sworn member of the agency with supervisory standing will temporarily supervise the TRAINEE. [COMAR 12.04.01.17 G (2)]
I. While on duty, a FTO shall always maintain visual contact with a TRAINEE while the TRAINEE is performing a law enforcement function/activity.

TRAINEE

A. TRAINEEs are to be respectful to all members of the Pocomoke City Police Department. 
B. An FTO is a TRAINEE’s direct supervisor during FTEP. During FTEP, a FTO’s directions are to be followed at all times, in particular during emergency situations. If a TRAINEE believes that a specific instruction or order was improper or that a performance evaluation is not fair, the TRAINEE should request a meeting with the FTO’s Field Supervisor to discuss the matter. If the meeting can practicably be conducted prior to completing the assigned task, the FTO’s Field Supervisor’s may intervene in the matter. However, if the assigned task must be completed by the TRAINEE immediately then the TRAINEE will follow the directions and orders of his/her FTO, criminal conduct excepted, and question the order’s appropriateness at a later time with the FTO’s supervisor.
If after discussing the matter with the FTO’s supervisor, the TRAINEE still has concern or problem, he/she may request a meeting with the FTEP Coordinator to discuss the matter. The FTO’s Field Supervisor will notify the FTEP Coordinator and a meeting will be convened to discuss and evaluate the situation. The decision of the FTEP Coordinator is final.
C. TRAINEEs will complete all assignments in a prompt, timely manner and will follow all applicable agency policies and procedures, directives and orders. 
D. With the approval of the FTEP Coordinator, TRAINEES may be given homework assignments, at the direction of their FTOs, in order to assist in accomplishing a training objective. Such assignments will be completed in the manner prescribed by and according to the time table established by the FTO. Homework assignments are viewed the same as academic assignments given during entry- level training.
E. Incident reports pertaining to calls for service that occurred during a tour of duty may be completed by a TRAINEE on overtime as long as the FTO can justify a training need or concern. The FTO will be held accountable for any abuses of overtime.
F. While off-duty, TRAINEES in FTEP will not respond to police calls or initiate any law enforcement action except in a situation that is life-threatening or involves the potential for serious injury and occurs in the TRAINEE’s presence. In such cases, they are authorized to take action necessary to stabilize the situation. Once the situation has been stabilized, they are then to immediately notify the agency of the jurisdiction for assistance. They are to stand-by until relieved by the officer who responds to handle the situation. Additionally, they are to notify the FTO/FTO’s supervisor/FTEP Coordinator as soon as possible of their involvement in the emergency situation. If unavailable, the TRAINEE will notify the on-duty agency supervisor of the situation.
If encountering a non-life-threatening incident that calls for law enforcement action, a TRAINEE will contact 911/ or police agency in which jurisdiction he/she is in, identify him/herself and request law enforcement response. The TRAINEE shall remain at the scene until a law enforcement officer of the jurisdiction arrives and then provide information or assistance as directed by the on-duty law enforcement officer. The TRAINEE shall report his involvement in the incident to his/her FTO/FTO’s supervisor/FTEP Coordinator upon return to duty.
G. While off-duty, TRAINEEs will not conduct investigations or perform routine enforcement activities.
H. TRAINEEs will be receptive to counseling given by FTOs. They may verbalize an explanation for their actions; however, repeated rationalization, excessive verbal contradictions, becoming argumentative and/or hostile with their FTO is not acceptable behavior.
I. Information regarding the performance and/or progress of a TRAINEE while in FTEP should not be shared with individuals outside of FTEP.
J. ALL TRAINEEs will abide by all policy, procedures, regulations and directives of the Pocomoke City Police Department.

			J.  VIOLATIONS OF FTEP RULES:
			Violations of FTEP policy and/or any directives of the Pocomoke 				City Police Department by a TRAINEE may result in disciplinary 				action, up to and including removal from FTEP and/or termination 				from the agency. 
			If a violation is observed by an FTO, the FTO shall document the 				violation and report it to his/her direct supervisor. The FTO’s 					Supervisor shall then review the documentation of the violation and 				forward the report along with his/her recommendation to the FTEP 				Coordinator. After reviewing the documentation, and if necessary, 				conferring with the FTO and FTO’s supervisor, the FTEP 					Coordinator shall determine if administrative action is 				    		 warranted and follow through as per agency policy and procedure. 
			 Any formal disciplinary action taken against a TRAINEE during 				FTEP will be documented and maintained in the TRAINEE’s 					training file.
			Any violation of FTEP policy by an FTO shall be reported to the 				FTEP Coordinator and shall be handled in accordance with existing 				agency disciplinary policy and procedure if warranted.
	FIELD TRAINING REQUIRED:

Newly hired sworn RECRUIT officers shall participate in the Pocomoke City Police Department Field Training and Evaluation Program immediately upon graduation from their entrance level training program. Recruit officers shall participate in FTEP for a minimum of 240 hours as established by the agency.

Participation may be extended in FTEP for cause on the recommendation of the TRAINEE’s FTO with the concurrence of the FTEP Coordinator and the approval of the Head of the agency. The length of a FTEP extension shall be determined by the FTEP Coordinator.

Based on documentation of the TRAINEE’s performance provided by the FTO and his/her recommendation and the recommendation of the FTO’s chain of command, the FTEP Coordinator shall recommend to the Head of the agency whether the TRAINEE has successfully completed FTEP. 

Sworn officers who served with another law enforcement agency and who are seeking certification as an officer with the Pocomoke City Police Department shall also participate in FTEP for a minimum of 120 hours unless extended for cause by the FTEP Coordinator with the approval of the Head of the agency. The FTEP Coordinator, based on the FTO’s documentation of the officer’s performance and the FTO’s recommendation, shall recommend to the Head of the agency whether the officer has successfully completed FTEP.

	SUPERVISING A TRAINEE DURING FTEP:

During FTEP, a TRAINEE shall normally be under the direct supervision of his/her assigned FTO.

In the event that a TRAINEE cannot be directly supervised by his/her assigned FTO, the FTEP Coordinator shall be notified.

After consultation with the FTO’s supervisor, the FTEP Coordinator shall temporarily assign the TRAINEE to the direct supervision of: 
a. Another available FTO; or
b. A member of the agency who holds a supervisory rank; or
c. Under unusual/extenuating circumstances a TRAINEE may be under the direct supervision of an individual who is not an FTO or who does not hold a supervisory rank for a brief period of time:

c-i.   this exception cannot exceed ten percent (10%) of the total amount 	of time in FTEP:
c-ii.  under the unlikely event that a FTO or a member who holds 	supervisory rank is not available to directly supervise a TRAINEE 	for at least eighty-nine percent (89%) of FTEP the agency Head will seek 	a waiver from the Commission to allow another member of the agency to 	conduct FTEP with the TRAINEE: for a limited period of time and under 	certain conditions.

During FTEP, a TRAINEE may participate in specialized training or orientation that does NOT entail enforcement activity for up to five percent (5%) of FTEP such as dispatcher duty, administrative duties or non-enforcement duties. During such assignments the TRAINEE does not have to be under the direct supervision of an FTO or member holding a supervisory rank. 

	FTEP CRITIQUE/DEBRIEFING:

	The FTEP Coordinator shall ensure that a FTEP CRITIQUE/DEBRIEFING form is 	completed by each TRAINEE as soon as practical after FTEP has been completed as 	described.

The FTEP CRITIQUE/DEBRIEFING form should be submitted directly to the FTEP Coordinator.

In an effort the improve FTEP, the FTEP Coordinator shall review each FTEP CRITIQUE/DEBRIEFING.

In the event that there are any negative comments or observations about the agency’s FTEP or suggestions for significant changes to the program, the FTEP Coordinator shall contact the TRAINEE who made the comments/suggestions to clarify the comments/suggestions:
a. The FTEP Coordinator shall bring to the attention of the agency Head or his/her designee any negative comments made on the forms or the need for any significant changes to the agency’s FTEP.

Each FTEP CRITIQUE/DEBRIEFING shall be maintained by the FTEP Coordinator for a minimum of three (3) years following each FTEP and be available for inspection by members of the agency command staff or the Commission as required. 

The FTEP Coordinator may also request that participating FTOs and FTO supervisors summarize their experiences during FTEP.

	MAINTENANCE OF FTEP DOCUMENTATION/RECORDS:

The FTEP Coordinator shall be responsible for collecting and maintaining ALL FTEP evaluations and correspondence pertaining to the TRAINEE in the TRAINEE’s FTEP file.
For a minimum of three (3) years the following documentation related to the agency’s FTEP shall be maintained in file:
a. A copy of the agency’s current FTEP policy and procedure;
b. Rosters of the individuals (TRAINEEs) participating in FTEP;
c. Tests, test scores and evaluations of individuals (TRAINEEs) participating in FTEP;
d. A description of the evaluation process used for individuals (TRAINEEs) participating in FTEP;
e. Any FTEP lesson plan and/or guides;
f. An outline of the training for individuals (TRAINEEs) participating in FTEP; 
g. At least two-week summaries of the individual’s (TRAINEE’s) performance during FTEP;
h. The FTO’s FINAL COMPETENCE REPORT for each individual (TRAINEE) participating in FTEP
i. A copy of the RELEASE FROM FTEP signed and dated by the Head of the agency or designee;
j. Any other documentation required by the Commission.

	FTEP AUDIT:

Both agency’s FTO Training Course and its FTEP is subject to review and audit by the Commission.

The Commission may suspend or revoke approval of the agency’s FTO Training Course or its FTEP if the Commission determines that the FTO Training Course of its FTEP fails to meet the Commissions requirements.

The FTEP Coordinator is responsible for ensuring that the agency’s FTO Training Course and its FTEP remain in compliance with the Commission’s requirements as described in COMAR.


15.5	IN‑SERVICE, SHIFT BRIEFING (ROLL CALL) AND ADVANCED TRAINING

15.5.1	ANNUAL IN‑SERVICE TRAINING 

In‑Service Training:     All sworn personnel of the Pocomoke City Police Department will on an annual basis as mandated by the Maryland Police Training and Standards Commission, attend required training.  In addition, on a yearly basis, all sworn personnel will attend the following:    

              Classes required at the direction of the Chief of Police such as:                 

a.	Supervisory and management training;                    

b.	Policy and procedure training; and                    

c. 	Any other training as deemed necessary.               


Training of Sworn Personnel/Police Communication Operators:	

1.	The Patrol Lieutenant will be responsible for the training of sworn personnel. The Administrative Lieutenant will be responsible for any training involving Police Communications Operators The training of sworn personnel will follow their graduation from recruit training; Police Communications Operators will be trained before assuming their official duties and annually.


2.	The Patrol Lieutenant will ensure that Squad Supervisors and all Training Officers are appropriately trained in order to effectively direct officers in handling their victim/witness responsibilities.  Training Officers will evaluate recruits in this important phase of training.


15.6	SPECIALIZED TRAINING


15.6.1	POSITIONS CALLING FOR SPECIALIZED TRAINING               

1. All positions in the department call for specialized training and the development of skills.  Police Officers at all levels should build specialty skill areas as part of their individual career development.  Officers may volunteer to attend instruction consistent with their interests.  Squad Supervisors and the Patrol Lieutenant will nominate officers for training course attendance, subject to officer availability.  In most instances specialized training meets MPTSC mandates for in-service training.  
          

2.	Each Squad Supervisor should attempt to create a number of skill specialists on each squad, who are not only available to perform in these specialized skill areas, but who can teach these skills.  Each squad should have specialists, radar operators, specialized investigative specialists, crime scene processing specialists.  Opportunities for such training should be filled on the basis of both shift and individual officer needs and preferences.  Subsequent opportunities for advanced skills development should be sought for officers having achieved a basic skill performance level.  An officer or investigator who wishes an in-depth knowledge in crime scene processing might be selected for attendance at a short course in crime scene processing.  Such specialized training should emphasize development of skills such as recovery of latent prints and palm prints; foot, boot, and tire impressions; crime scene photography and sketching; and collection, processing, and transmitting physical evidence. 

Subsequent opportunities for additional related training should be provided to both refresh and expand the skills area; an officer or an investigator may be considered for advanced specialized training.  The trained officer should then be utilized at crime scenes, conducting on‑the‑job and roll call training for other squad members, assigned to teach at the ESCJA, etc.

Specialized training provided to personnel includes, but not limited to the following:   
  
A.	Development and/or enhancement of the skills, knowledge, and abilities particular to the specialized training.               

B.   	Management, administration, supervision, personnel policies, and support services of the function or component.               

C.   	Performance standards of the function or component.               

D.   	Supervised on‑the‑job training.               

E.	In addition to developing specialized skills, personnel assigned to specialized activities should be made aware of the Operations requirements and relationships of the specialized function or component to other parts of the agency.  Each specialty has associated with it, certain legal and policy issues that should be included in training.

15.7	CIVILIAN TRAINING

15.7.1	CIVILIAN TRAINING PROGRAM               

All newly appointed civilian personnel will receive the following training:               

1.   	Orientation of the Department's role, purpose, goals, policies, and procedures.  

             2.   	Working conditions, rules and regulations; and               

3.   	Responsibilities and rights of employees.


15.7.2	PRE-SERVICE AND IN-SERVICE TRAINING       

              1.   	The civilian positions that require training in addition to orientation, prior to the assumption of job responsibilities are:                    

A.   	Police Communications Operator                   
              
2.   	In-service/specialized training stresses not only the skills necessary to perform the technical aspects of their positions, but also the importance of the communication link they provide between the citizens and the department.  Emphasis is placed on the fact that a citizen's opinion of the department is based on the type and quality of service obtained.

15.8	CAREER DEVELOPMENT


15.8.1	CAREER DEVELOPMENT PROGRAM ACTIVITIES    

All commanders and/or their trained designees are responsible for career development of personnel assigned to their respective command.               

1.	Personnel assigned to career development activities have undergone a period of orientation to increase knowledge and/or skills in at least the following areas:               

a.   	General counseling techniques;               

b.   	Skills, knowledge and abilities (SKA) assessment techniques;               

c.   	Salary, benefits and training opportunities in the department;               

d.   	Educational opportunities and incentive programs;               

e.   	Awareness of the cultural background of ethnic groups in the department's program;     
f.   	Record keeping techniques;               

g.   	Career development programs of other jurisdictions;               

h.   	Availability of outside resources.

2.	Career counseling is a vital component of the career development program.  In addition, counseling is an integral part of employee performance evaluation, the supervisory process in dealing with performance, and the process of setting and achieving both departmental and individual goals and objectives.  All commanders are responsible for career counseling and development of assigned personnel.  

Supervisors in counseling (performance evaluation) sessions, should identify individual employee strengths and weaknesses; assist the employee in developing a plan of self-improvement including outside resources; and setting a timetable for performing key activities.  As part of the rating process the supervisors will utilize employee feedback in making recommendations for career development.


3.	The performance evaluation form as executed by the supervisors will be used as an evaluation checklist to determine whether the employee has reached an effective level of performance in career development.  The performance evaluation form will be used by the supervisor to assess the employee's strengths and weaknesses and will alert the supervisor to particular areas on which the counseling process must focus.  The supervisor will comment on the evaluation form on the employee’s skills, knowledge and ability inventory form as to the timetable for attainment of mutually agreed upon objectives.  The appropriate commander will initial the executed form to note approval.

Individual officers are responsible for self-analysis and identification of skill areas or other developmental goals they would like or need to fulfill.  Officers should consult freely with their supervisor and may at any time identify career needs in written memos sent via chain of command to the Patrol Lieutenant.

4.	All officers are required to attend state mandated in‑service training, 18 hours each year.  The Eastern Shore Criminal Justice Academy annually offers a number of different subject matter in‑service programs.  Course offerings will be posted and an officer desiring to attend a specific subject in‑service course may put such a request via chain of command to the Patrol Lieutenant.  Our department may also conduct annual in-service training to accommodate the requirements set forth.

Skill areas training which assists in developing career specialties and enhancing the overall potential of the employee for upward mobility is an essential part of the career development process.  The nature of the job, demands that our police officers be generalists and able to deal with a wide range of duties.  However, each officer should develop new areas of interest and specialization and, in turn, be able to share these with other officers, not possessing the skills. The department provides appropriate in‑service training opportunities for all positions classified as specialties.           

To further enhance the potential for upward mobility, officers who distinguish themselves through individual achievement, will be provided, as opportunities arise, supervisory training in such areas as oral and written communication, planning, measuring results, problem identification prevention and solution, counseling, and decision making.  Such instruction will be through training facilities as in-service training in management techniques.

The department, under the direction of the Patrol Lieutenant / Captain, maintains written records of all proficiency and career specialty area in‑service training of personnel.


The department, under the direction of the Patrol Lieutenant / Captain, maintains an annual inventory of resource/training opportunities available for use in developing in‑service training as part of the career development program.  This information is available to all career development program participants.



[bookmark: _Hlk526951396]15.8.2	CAREER DEVELOPMENT PROGRAMS ‑ SKILL DEVELOPMENT UPON PROMOTION
  
             Either just prior to or upon promotion, new supervisors and commanders will be provided specialized training in supervision, management, and specialized functional areas depending on assignments.               

The Maryland Police Training and Standards Commission mandates that all first line supervisors, attend an approved Supervisors Course and an approved Administrators Course (commanders) within a year of promotion.  The curriculum is set by the Commission in both courses.

15.9	COMPENSATION FOR FIELD TRAINING OFFICERS / COMMUNICATIONS FIELD TRAINERS
  
             Certified Police Field Training Officers will be compensated an additional 2 hours of pay daily during the days worked while Field Training Duties are performed. This is an intense time period and a high level of additional responsibility for the Field Training Officer. Only those officers that are certified as Field Training Officer will reap this additional benefit. This benefit only applies to either certified officers that require field training and entry level officers. This benefit does not apply to ride a longs or trainees that have not completed the entry level police academy.  

Communications field trainers are not required to receive additional training or certification as a Police Field Training Officer would be. However, there are still additional responsibilities for the Communications Field Trainer. Therefore, Communications personnel that perform the duties of Communications Field Trainer will receive an additional 1 hour of pay daily, while field training is conducted. 
















