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Introduction

The InHouse Training Program for newly promot8dpervisorss. intended to facilitate
the S u p e r vtrarsiton &on thedispatcherposition to the supervisory duties of the San
Leandro Police Department.. The-House Training Program introduces the newly promoted
Supervisorto the personngbrocedues & policies of the San Leandro Police Department and
provides the informal training specific to the San Leandro Police Department and -toedagy
duties of its supervisors.

This manual is meant to be an ever growing resourc&udpervisors As pdicies and
procedures change, so will the manual.  The manual is hot meant to be all intusnrather to
be an overview and resource of some of the most frequently encountered duties the first line
supervisor will experienceSupervisors should addyapolicy orreferenceshey feel is important
and have it readily available in the field.

Newly promotedSupervisorswill receive daily training with aSupervisor Civilian
Managerand/or other qualified individual as appointed by the Chief of Poliogether they will
review the individual training blocks artde newly promote&upervisowill receive input and
experiences from their instructors. As each training block is completed it shall be initialed and/or
signed by the instructor and the n&upervisor. Many training blocks reference SLPD poligies
referencesand/or required documents that are used by the City of San LeaRdese policies,
references, and/or guides should be reviewed by the newly pro®opsavisorprior to being
signed of as completed.



Role of theDispatchSupervisor

The DispatcherS u-p e r vhascofunétien is to develop a team. - TBepervisor
understands the different personalities of each team member and is-able to adapt to his or her
communication style to ensure complete understanding of the mission.

The DispatchSupervisomust do their part to develop a team within their own rank. It is
essential that th8upervisorsvork together in a consistent manner-to keep each other apprised of
current and changing work conditions, events, staffing and other issues, including policy issues
and training needs, to ensure success and congistetinse whom they supervise.

TheDispatchSupervisomust identifyand balance aftesources$o ensure that community
service provided by thdispatcheiis of the highest quality. This is provided through positive,
assertive leadership and by attitude ardmple. Thd®ispatchSupervisohas the knowledge to
make appropriate, timely decisions as they relate to events and employee performance.

TheDispatchSupervisomust identify and balance the needs ofdlspatcherswhich are
necessary for their suess, with the direction and needs of the organization. This is accomplished
by ongoing identification and clarificatiorf expectations of thdispatchershrough clear, direct
and cooperative communication.



DispatchSupervisoResponsibilities

Responsibilities of th®ispatchSupervisorconsist of but are not limited to the following:

1 Responsible for coordinating the activitieshad/her dispatch center.

1 ~Responsible for supervisingersonnel including arranging  angroviding: training;
assgning work priorities to be me&ind evaluating performance.

1 Responsible for implementing departmental, divisional policies.

1 Responsible for channeling information between subordinates and management personnel.

1 Responsible for inii a | i nvestigation of <citizenbs <co
May also be responsible for conducting internal investigations when assigned.

1 Responsible for other duties as assigned by competent authority.

1 Responsible for conducting dutiegith a demeanor and in a manner supportive of
organizational goals and objectives.

1 Responsible forecording, reviewing with subordinai@ydmanagingvehicle pursuits on
G drive.

1 Responsible for Customer Service Surveys.

1 Responsible for assisting subordies in accessing and interacting with other city
departments/resources.

1 Responsible for individual employee and team development to better serve the needs of
personnel, the organization and the community.

1 Responsible for ensuring adequate working comatinecessary and essential equipment

Responsible for staffing levels and scheduling.

Responsible for and maintains knowledge of curretityp and procedures, and dispatch

policy change directives.

Responsible for new hire training, scheduling and daily aivadelekly evaluations.

Responsible for yearly and probationary performance evaluations.

Responsible for all audiand video recording equipment and all dispatch equipment.

Responsible for ERF emgs/Blue Team.

Responsible for maintaining policy manuals (CLETS, NLETS,etc.)

Responsible for acting in Managerés positi

Responsible for monthly ECATS reports.

Responsible for attending quarterly Sergeant/Supervisory stafingee
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Managers Expectations of Supervisor



Professionalism:
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Adherence to Departmental Philosophy
Professional Appearance and Attitude
Accountability

Leadership/Role Model
Honesty/Trust/Credibility/Fair

Teamwork:
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Trust

Loyalty

Supportive

Mentor/Inspire

Peer Support

Identify Morale Issues/Problems/Solutions

Work Product
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Responsiveness
Follow-through

Quality

Thoroughness

Sense of Duty

Equipment

Policy & Directive Standards

Communication:
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Timely/Responsiveness
Keep Informed

Stop Rumors
Transparency

Continua@ Professional Growth

Education

Community Involvement

Professional Affiliations

Ongoing Supervision and Leadership training

Role Responsibilities



