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How to Complete Part 5 (Sections 1–18)
INSTRUCTIONS TO ADMINISTRATORS
VOLUME 2 of the Field Training Guide consists of 18 sections WHICH MAKE UP PART 5. Each section is provided as a separate file on the POST website (https://www.post.ca. gov/field-training--police-training.aspx). Prior to submitting your FTP Guide to POST for review, you must complete all 18 sections and include them as part of your Guide. 
1. Set up:  Keep an unchanged copy of each section file as a master for reference. Make a copy of the file to use for your agency-specific entries. 
2. Front cover (optional): To keep a hard copy of Volume 2 for internal use, you can add your agency name and date to the front cover.
3. For each section (1–18):
· Open the applicable file and add your agency name and date to the header on page 1. (DO NOT change any other headers or footers or alter any other sections of the file.)

· Below each table:

· Part A:  Enter applicable references from your agency’s Policies & Procedure Manual. 
· Part B:  Enter your agency’s training details.  
4. After completing ALL sections (1–18), you MUST submit the following materials via flash drive, CD, or DVD to POST for review and approval 
(do not send printed copies): 

1) Your completed FTP Guide
2) FTP Approval Checklist (POST Form 2-230) 
NOTE:  Please sign and scan your completed copy. Guides submitted without this form will NOT be reviewed.   

3) Your Department’s Policy & Procedure Manual
5. mail your electronic media to:  
Commission on POST

860 Stillwater Road, Suite 100

West Sacramento, CA 95605

a. Attn: Basic Training Bureau (BTB) 

6. All applicants shall be notified in writing within 30 working days regarding the completeness of the package and application. A decision for approval shall be reached within 45 working days from the date the completed application is received. 
See next page for instructions to Field Training Officers.
INSTRUCTIONS TO field training officers (FTOs)
VOLUME 2 of the Field Training Guide consists of 18 sections WHICH MAKE UP PART 5. Each section has been customized by your agency administrator(s) to include references to policies and procedures and training details to meet your agency’s training requirements.  Each file is provided as a separate file. For each section (1–18), complete all tables for each topic.
1. Set up:  Keep an unchanged copy of each section file as a master for reference. Make a copy of the file to use for your training sessions.

2. Tracking your training sessions:
a. After trainee has received instruction, enter FTO’s name and trainee’s name and date to indicate that this portion has been completed.

b. Identify how competency will be demonstrated.

c. Enter any note-worthy comments related to performance.

d. After trainee has completed his/her demonstration, enter FTO name and trainee’s name and date to indicate that this portion has been completed.  
3. If trainee requires remedial training:
a. Identify how competency will be remediated.
b. Enter any note-worthy comments related to performance.
c. After remedial training is completed, enter FTO’s name and trainee’s name and date to indicate that this portion has been completed.

