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 Class Specifications 
 for the Class: 
  
 PUBLIC SAFETY TRAINING OFFICER 
 
 
Class Distinguishers: 
 

Managerial Responsibility:  Plans, develops, manages and evaluates a 
comprehensive training and staff development program for all employees in the 
Department of Public Safety.  Responsibility includes assessing needs; developing long-
range plans, policies and procedures; ensuring compliance with all federal and State 
laws, rules, and other requirements and standards; planning, development and 
management of training and staff development resources including budget, staffing, 
training facility, equipment and supplies; and aligning staff development activities with 
the operational needs of the programs in the department and coordinating training with 
program operations. 
 

Complexity:  This single position class reflects responsibility for planning, 
developing, directing, coordinating and evaluating a training and staff development 
program for all employees (managers, supervisors, Adult Corrections Officers, Deputy 
Sheriffs, security personnel, food service workers, and other administrative, 
professional, clerical and support personnel) in the Department of Public Safety.  Such 
responsibility involves assessing ongoing and emerging training and staff development 
needs; developing training curricula to provide departmental employees with the 
knowledge and skills necessary to perform their duties and responsibilities effectively 
(including coverage of health and safety issues and specialized training for Adult 
Corrections Officers and Law Enforcement Officers); overseeing the scheduling and 
conduct of training activity by the central training staff and by the facility-based trainers; 
and maintaining an awareness of incidents and current issues which may need to be 
addressed by the provision of training in order to ensure compliance with federal and 
State mandates, regulations, rules, policies, and professional guidelines and minimize 
liability to the department. 
 

Training work within the Department of Public Safety reflects an atypical level of 
complexity because of its close relationship with top-level management of operating 
programs and facilities and the human resources of those programs/facilities. Extended 
initial training and periodic refresher courses are closely related to the essential work of 
staff and cover a wide range of general knowledge, specific skills (e.g., firearms 
qualification), and physical abilities.  Satisfactory completion of such courses is 
required, while failure to complete the course satisfactorily imposes the requirement for 
other management action (e.g., dismissal).  
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Supervision Exercised:  Directs the provision of training and staff development 
activities through subordinate supervisors. 
 

Guidelines Available and Supervision Received:  Training curricula and activities 
are designed to meet American Correctional Association and other correctional 
standards, law enforcement and other related training standards, and various other 
professional standards, and to ensure that departmental personnel function in 
compliance with pertinent laws, rules, policies and legal mandates.  The position in this 
class works under general supervision.  

 
Full Performance Knowledge and Abilities:  (Knowledge and abilities required for 

full performance in this class.) 
 

Knowledge of:  Adult learning and/or education principles, theories, 
methodologies, and techniques; curriculum development; testing and evaluation 
methods and techniques; human behavior and motivation; basic philosophy, 
mission, principles, concepts, trends and practices of the department's 
corrections and law enforcement programs; administrative and legislative 
processes; pertinent State laws, administrative rules, bargaining unit contracts, 
training standards and mandates; departmental goals, objectives, policies and 
procedures; employee training and staff development needs, liability issues and 
other requirements relating to corrections and law enforcement personnel 
training/education; federal, State and other training sources; report writing; and 
principles and practices of management and supervision. 

 
Ability to:  Plan, develop, organize, direct, coordinate, implement and 

evaluate an effective and  comprehensive training and development program for 
Public Safety employees which is consistent with the department's philosophy, 
mission, principles, concepts, and practices and in compliance with federal and 
State laws, rules, mandates and other pertinent standards and requirements 
(e.g., American Correctional Association, law enforcement or other related 
training standards); keep abreast of developments in corrections and law 
enforcement that may indicate a need for training; develop long- and short-range 
plans, goals, objectives, policies and procedures relating to a public safety 
departmental training program; supervise and evaluate the work of subordinates; 
develop staffing, budget and expenditure plans for the department's training and 
staff development program; establish and maintain effective working 
relationships with subordinates, departmental employees and administrators and 
other county, State, federal and community agencies and individuals involved in 
corrections and law enforcement training; and communicate effectively, both 
orally and in writing, to individuals and groups. 
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Examples of Duties:  (Positions may not be assigned all of the duties listed, nor do the 
examples necessarily include all of the duties that may be assigned.  This does not 
preclude the assignment of duties which are not listed.) 

 
 1. Plans, develops, organizes, directs, coordinates, implements and evaluates a 

training and staff development program for all Department of Public Safety 
employees, statewide. 

 
 2. Oversees the collection and analysis of quantitative and qualitative data on 

program requirements, and analyzes surveys, department requests, grievances, 
incident reports, court rulings, etc., to identify training and staff development 
needs and propose and recommend training and staff development programs 
and activities. 

 
 3. Continuously monitors and evaluates the effectiveness of training and staff 

development activities; meets with operating officials to discuss and resolve 
training and staff development issues and problems; and determines whether 
objectives are being accomplished and whether training activities are in 
compliance with federal, State and other pertinent laws, rules, standards, 
guidelines and mandates. 

 
 4. Develops objectives, short- and long-range plans, and determines resources 

(e.g., staffing, equipment, facilities) and activities necessary to accomplish 
planned objectives.  Plans and schedules maintenance and repair of training 
facilities; and may plan for capital improvements. 

 
 5. Oversees the scheduling and conduct of training activities; and coordinates the 

use of other training facilities with various agencies (e.g., military, police firing 
range, etc.). 

 
 6. Prepares budget requests and expenditure plans.  Formulates, recommends and 

administers the training budget for the department. 
 
 7. Develops, interprets and administers all policies and procedures governing the 

departmental training program, including policies and procedures regarding 
employee participation in in-service and out-service training.  Oversees and 
approves the development and maintenance of a record keeping system for 
training activities. 

 
 8. Performs/oversees analysis and determination of specific training needs, 

curricula, mode of training/presentation (e.g., in/out service training, group vs. 
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individual instruction, lectures, demonstration, on-the-job training, conference, 
etc.), and evaluation methodology. 

 
 9. Develops standards/criteria for successful training performance for law 

enforcement and corrections pre-service (Adult Corrections Officer Recruit) 
training.  Recommends the dismissal/termination of recruits during pre-service 
training based on training performance criteria. 

 
10. Oversees the development of curricula and the implementation of training for 

managers, supervisors or assigned instructors in effective training techniques. 
 
11. Oversees the development of technical training manuals, multimedia visual aids 

and other educational materials and testing and evaluation procedures; and 
oversees the organization and maintenance of a reference library. 

 
12. Oversees the development of proposals for training grants and submits 

applications to grant funding authorities (e.g., federal government, private 
foundations). 

 
13. Approves/disapproves all requests for training for departmental employees.  

Justifies and/or approves out-service training or contracted training services for 
employees. 

 
14. Establishes, engages in and maintains cooperative liaison activities with 

educational and government agencies, criminal justice, law enforcement and 
other community groups and agencies for purposes of developing the training 
program, information exchange and to accomplish, promote or support objectives 
of mutual concern. 

 
15. Prepares written testimony and special reports regarding the department's 

training program; and reviews and analyzes proposed legislation and drafts 
testimony on measures relating to training and staff development. 

 
16. Recommends proposals or changes in laws, rules and policies to address or 

improve the efficiency and effectiveness of training. 
 
17. Prepares justification for new projects and studies, and reports on progress and 

results as required. 
 
18. Assigns and reviews the work of subordinate staff; and supervises training 

activities through subordinate supervisors. 
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19. Interviews and recommends the selection of applicants; evaluates the work of 

subordinates; resolves complaints; disciplines employees; takes/recommends 
personnel actions affecting training staff; and provides for training and staff 
development of subordinate employees. 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 

This is an amendment to specification for the class PUBLIC SAFETY TRAINING 
OFFICER, which was approved on March 25, 1997. 
 
 
 
  
DATE APPROVED: 5/3/00 /s/ Diana H. Kaapu 
  for    MIKE McCARTNEY 

Director of Human Resources Development 
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