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4. 

5. 

Training Director will advise all shift/unit supervisors when certification 
has been granted. 

b. New employees shall be assigned to a certified Field Training Officer 
for 30 working days of supervised Field Training, in accordance with 
AD 07.02. 

c. Field Trainers shall complete the appropriate Field Training Observation 
Sheet daily and submit it to the employee's supervisor for review. 

d. The supervisor shall meet with the trainee weekly to evaluate progress 
and make adjustments to the field training schedule as necessary. As 
appropriate, the supervisor shall update the Shift 
Commander/CJPS/MAII or ACFA on the trainee's progress. 

e. The supervisor shall review and sign completed Field Training 
Observation Sheets and forward through the chain of command. 

f Once reviewed and signed by the applicable Assistant Correctional 
Facility Administrator (ACF A), completed Field Training Observation 
Sheets shall be forwarded to the Training Director for inclusion in the 
training file. 

In-Service Training {ITP) 

a. Mandated employees shall complete a minimum of 18 hours of MPCTC 
approved In-Service Training each calendar year as outlined in the 
Annual Training Program Guide. 

b. Supervisors shall schedule staff for ITP as required and appropriate. 

Specialized Training 

a. Firearms 

1. The Training Director and Chief Firearms Instructor shall develop 
an Entrance Level Firearms Training Program and an Annual 
Firearms Re-qualification Training Program. The Training 
Director shall submit a Firearms Program Approval Form to the 
MPCTC for course approval every 3 years. 

u. The Training Director shall post a schedule for Firearms Training 
on the Training Calendar located on the DDF Portal. 
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111. Supervisors shall ensure designated staff are aware of the training 
schedule and shall adjust work schedules as necessary to 
accommodate attendance. 

1v. The Chief Firearms Instructor shall complete a score sheet for each 
training participant. The score sheets, along with attendance 
records, tests and evaluations shall be forwarded to the Training 
Director for inclusion in the Skills Manager database and 
employee training file. 

v. The Training Director shall submit a Notice of Firearms 
Authorization/Withdrawal for Correctional Personnel to the 
MPCTC for employees who successfully complete the entrance 
level firearms training program or whose firearms authorization 
changes due to any reason. 

v1. At the conclusion of each session of firearms training, qualified 
students shall have a weapons card issued to them, updated with 
their qualification and expiration date. The expiration date shall be 
December 31 st of the following year. Issuing instructors shall 

place their initials in the space provided on the reverse of the card 
for subsequent annual qualifications. New cards shall be issued 
when the current card is no longer valid. 

vu. At the conclusion of each session (Day Fire/Night Fire/Entry 
Level) of the annual firearms program, the Training Director shall 
prepare a report listing the Officers who have qualified to the 
Personnel Unit. 

viii. At the conclusion of annual firearms training, the Training Director 
shall prepare a report listing the Officers who have qualified to the 
ACF As for distribution to all Captains, Lieutenants, Sergeants, 
Jennifer Road Control Center, Ordnance Road Control Center, 
Jennifer Road Intake, Ordnance Road Receiving and the 
Compliance Office. 

b. Supervisors' Training 

1. The Supervisor Training Program, as outlined in AD 07.03 and 
the Annual Training Program Guide, shall be established to 
provide leadership, professional and organizational development 
training for the Department's managers and first-line supervisors. 

Lesson Plans and MCTC Program Approval 














