
 

EFFECTIVE DATE 
 

August 30, 2019 

OFFICE OF THE SHERIFF 

ST. MARY'S COUNTY, MD 

FIELD TRAINING PROGRAM 

Policy No. 

4.10 

Section Code: 

AFFECTS: All Employees A 

 

Amends: 08/23/19 Sheriff’s Approval: 
 

SMCSO POLICY A4.10 FIELD TRAINING PROGRAM Page 1 of 9 
 

 
4.10 FIELD TRAINING FOR PROBATIONARY, CONTRACTUAL, AND 

COURTHOUSE DEPUTY SHERIFFS 
 

The Sheriff’s Office is only as good as the people in it. The field training 
concept for post-academy probationary deputy sheriffs adds to the 
classroom training that all recruits receive. 

 
Probationary deputy sheriffs must confront and solve more than the 
classic, textbook problems experienced under controlled conditions during 
academy training. Exposure to real street experience and patrol situations 
can help probationary deputy sheriffs apply what they learned in the 
classroom to actual police work.  
 
Contractual deputy sheriffs are frequently hired to fulfill a specific role 
within a division (i.e. investigator). These specific assignments do not 
require the contractual officer to perform the various daily duties of a patrol 
officer; however, they must demonstrate the ability to perform the duties 
related to the position for which they were hired.  
 
Courthouse deputy sheriffs are hired to provide security to the St. Mary’s 
County Circuit Courthouse.  This assignment does not require the 
courthouse officer to perform the various daily duties of a patrol officer; 
however, they must demonstrate the ability to perform the duties related 
the courthouse position for which they were hired. 
 
Field training evaluates not only whether the new deputy sheriff has 
internalized sheriff’s office policy and procedure, but how he/she applies 
person-to-person skills in handling those policies and procedures. 
 

4.10.001 Definitions 
 

A. Probationary Deputy Sheriff: A newly hired deputy sheriff that has 
completed a Maryland Police and Corrections Training Commission 
(MPCTC) approved police academy and is on entrance level probation.  
The deputy sheriff will be assigned to the patrol division and will 
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complete a four phase Field Training Program. 
B. Contractual Deputy Sheriff:  An MPCTC-approved officer that is 

hired by the sheriff’s office as a deputy sheriff on a contractual basis.  
The deputy sheriff will be hired for a specific job assignment as outlined 
within their contract. The deputy sheriff will complete a Field Training 
Program that is at least 80 hours long and is specific to their 
assignment. 

C. Courthouse Deputy Sheriff:  An MPCTC-approved officer that is 
hired by the sheriff’s office as a deputy sheriff to be assigned to provide 
security at the Circuit Courthouse.  The deputy sheriff will complete at 
least an 80-hour Field Training Program that is specific to courthouse 
security and other assigned duties. 

 
4.10.002 Field Training Officer – Selection 
 

Personnel are selected for the field training officer position upon the 
recommendation of the shift supervisors and shift commanders in 
consultation with the patrol division commander. The field training officer 
will have exhibited consistent above average performance in 
communication skills, job knowledge, technical skills, and personal 
appearance and exhibited the ability to positively influence subordinates. 
Field training officers will also have demonstrated an above average 
aptness at building skills in leadership, and at motivation, evaluation and 
teaching peers. The field training officer will be above average in initiative 
and ingenuity, and in his/her performance of duty. At the request of the 
patrol division commander, supervisors will complete and forward the Field 
Training Officer Recommendation Form, SMCSO Form 199, submitting 
the names of any deputies interested in becoming an F.T.O and 
demonstrating the above qualities, who the supervisor feels would be a 
good candidate for consideration as a Field Training Officer. 

 
4.10.003 Field Training Officer – Training 
 

Once selected, Field Training Officers (F.T.O.) will satisfactorily complete 
a twenty-four (24) hour training course approved by the Maryland Police 
and Correctional Training Commission.  

 
F.T.O.s will attend four (4) hours of in-service training each calendar year 
that will be related to the Field Training Program. 

 
4.10.004 Field Training Program Structure for Probationary Deputy Sheriffs 
 

The St. Mary’s County Field Training and Evaluation Program will be 
divided into four (4) phases. 

 
A. Phase I - Orientation Phase
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1. During phase I of the program, the probationary deputy 
sheriff will be assigned to the Field Training Coordinator for 
a 2-week 8 hour per day period. 

 
2. The probationary deputy will receive firearms training, 

equipment issue, and orientation with various sheriff’s office 
divisions and sections. 

 
3. The probationary deputy will be given explanations to all 

items listed in the Field Training Guide. 
 

B. Phase II - Primary F.T.O.  
 

1. During phase II of the program, the probationary deputy 
sheriff is assigned to his/her first and primary field training 
officer (F.T.O.) for not less than twenty (20) work days. 
During the first three (3) work days of this phase, the recruit 
officer will ride with the F.T.O. in an observation capacity 
only. The probationary deputy sheriff will observe all calls the 
F.T.O. handles and is encouraged to take notes and write 
the same types of reports the F.T.O. writes. The F.T.O. will 
assist the probationary deputy sheriff by familiarizing him/her 
with the office and explaining the program during this period.   

 
2. The F.T.O. will complete Daily Observation Reports (D.O.R.) 

initial, and date any requirements demonstrated and/or 
performed by the probationary deputy sheriff in the Field 
Training Guide and maintain the field training guide.  

 
C. Phase III - Second F.T.O.  

 
1. After completing phase II with the primary F.T.O., the 

probationary deputy sheriff will be assigned to a secondary 
F.T.O. for not less than twenty (20) work days. This rotation 
is done to ensure the probationary deputy sheriff is 
objectively evaluated, and to identify the possibility of a 
personality conflict between the probationary deputy sheriff 
and primary F.T.O.  

 
2. Daily Observation Reports will continue to be submitted, and 

the secondary F.T.O. will initial and date any requirements 
demonstrated and/or performed by the probationary deputy 
sheriff. 
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3. All items in the field training guide will be marked as 
demonstrated and/or performed prior to proceeding to phase 
IV. 

 
4. During this phase, the probationary deputy sheriff will spend 

one twelve (12) hour shift at the Emergency 
Communications Center.  The shift will be scheduled during 
a traditionally busy period (i.e. Friday or Saturday from 1400 
to 0200).  It is the F.T.O.’s responsibility to schedule the shift 
with the Emergency Communication Center. The D.O.R. for 
this day will be completed by the Field Training Officer and 
will state “Emergency Communications Center”. 

 
D. Phase IV – Primary F.T.O. 

 
1. During the last phase, the probationary deputy sheriff is re-

assigned to their primary F.T.O. for not less than ten (10) 
work days. 

 
2. Daily Observation Reports will continue to be submitted, and 

the F.T.O. will continue to initial and date each requirement 
of the field training guide completed by the probationary 
deputy sheriff.  

 
3. During this last phase of Field Training, the probationary 

deputy sheriff must have achieved an acceptable level of 
proficiency in all areas evaluated on the Daily Observation 
Reports. The probationary deputy sheriff will demonstrate 
the ability to perform his/her assigned tasks without the 
assistance of the F.T.O. Note:  To be eligible for release from 
the Field Training Program, the trainee must achieve an 
average score of “4” on all rated categories in phase IV. 
 

4. Once the probationary deputy sheriff reaches their 50th day 
of training, meets the requirements for successful 
completion and are awaiting formal release, D.O.R.s are no 
longer required.   
 

5. While awaiting formal release the probationary deputy sheriff 
will ride with another deputy sheriff in an observation role. 

 
4.10.005 Field Training Program Structure for Contractual Deputy Sheriffs and 

Courthouse Deputy Sheriffs 
 

1. During the program, the contractual deputy 
 sheriff/courthouse deputy sheriff is assigned to his/her 
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 field training officer (F.T.O.) for not less than ten (10) eight 
 (8) hour work days. The F.T.O. will review sheriff’s office 
 policies and observe the contractual deputy 
 sheriff/courthouse deputy sheriff while he/she performs 
 their required duties as it pertains to the position they were 
 hired to fill.  The F.T.O. will assist the contractual deputy 
 sheriff/courthouse deputy sheriff by familiarizing him/her 
 with the office and explaining the Field Training Program.   

 
2. The F.T.O. will complete Daily Observation Reports 
 (D.O.R.), initial and date any requirements demonstrated 
 and/or performed by the contractual deputy 
 sheriff/courthouse deputy sheriff in the 80-Hour Field 
 Training Guide (SMCSO Form 178E) and maintain the 
 Field Training Guide.  
 
3. At the end of the ten shifts, the contractual deputy 

sheriff/courthouse deputy sheriff must have achieved an 
acceptable level of proficiency in all areas evaluated on the 
Daily Observation Reports. The contractual deputy 
sheriff/courthouse deputy sheriff will demonstrate the ability 
to perform his/her assigned tasks without the assistance of 
the F.T.O. Note:  To be eligible for release from the Field 
Training Program, the trainee must achieve a 
recommendation for release from the Field Training 
Coordinator, the F.T.O., and immediate supervisor. 

 
4. The contractual deputy sheriff/courthouse deputy sheriff 
 will receive firearms training, equipment issue, and 
 orientation with various sheriff’s office divisions and 
 sections. 

 
 
4.10.006 Field Training – Duties 
 

A. Field Training Officer 
 

1. The F.T.O. is responsible for the completion of the 
probationary/contractual/courthouse deputy sheriff’s field 
training guide.  Each requirement has to be explained and 
demonstrated or performed prior to the 
probationary/contractual/courthouse deputy sheriff 
completing the Field Training Program.  As the 
probationary/contractual/courthouse deputy sheriff 
demonstrates or performs each requirement, the F.T.O. 
initials and dates the appropriate block.  The field training 
guide will be placed in the back of the field training binder 
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and the primary F.T.O., secondary F.T.O. and probationary 
deputy sheriff will sign the first page of the training guide 
prior to the probationary deputy sheriff being released from 
the Field Training Program.   

 
2. The F.T.O. completes a D.O.R. and reviews it with the 

probationary/contractual/courthouse deputy sheriff.  The 
F.T.O. then turns the D.O.R. in to the supervisor for his/her 
review and signature.  The D.O.R.s will be submitted daily 
and immediately forwarded to the Field Training Coordinator 
for entry into the D.O.R. Summary Sheet. 

 
3. The F.T.O. is also required to maintain the 

probationary/contractual/courthouse deputy sheriff’s field 
training binder daily. The probationary deputy sheriff’s 
binders are separated into ten (10) sections.  Each section 
will consist of copies of five (5) D.O.Rs.  Behind each D.O.R. 
will be copies of all reports/paperwork/citations etc. 
completed by the probationary deputy sheriff on that day to 
include reports that had to be returned and corrected.  After 
each section a D.O.R. Summary Report will be completed 
by the Field Training Coordinator (F.T. Coordinator). An End 
of Phase Report (SMCSO Form 178C) will be completed at 
the end of Phase II, III, and IV by the employee’s shift 
supervisor.  The field training guide is the last item in the 
binder.  A contractual deputy sheriff/courthouse deputy 
sheriff’s field training binder will consist of a field training 
guide and the daily observations reports completed by the 
F.T.O and signed by the contractual deputy 
sheriff/courthouse deputy sheriff.  No end of phase reports 
are required for a contractual deputy sheriff/courthouse 
deputy sheriff.   

 
4. At the end of the Field Training Program the F.T.O. will 

complete the first page of the Release From Field Training 
Program Report (SMCSO Form #178D), and forward the 
completed field training guide and binder to the Field 
Training Coordinator.  

 
B. Supervisor  

 
The supervisor will supervise the F.T.O.s assigned to him/her. The 
supervisor completes the probationary deputy sheriff’s End of 
Phase Report for phases II, III, and IV.  The report is forwarded for 
review and signatures as indicated on the report. The supervisor 
will ride with the probationary deputy sheriffs assigned to them at 
least once every phase for an entire shift. The 
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supervisor is also responsible for the completion of the D.O.R. 
 

C. Field Training Coordinator  
 

1. The F.T. Coordinator will hold the rank of Sergeant.  The 
patrol division commander will make his/her selection based 
on the Sergeant’s experience and interest in the program.   

 
2. Upon receipt of the D.O.R., the F.T. Coordinator enters the 

numerical scores into the appropriate boxes on the D.O.R. 
Summary Sheet. The F.T. Coordinator takes special notice 
of any N.R.T.s or a series of fluctuating scores in critical 
performance areas.  

 
3. The F.T. Coordinator has the responsibility to develop and 

maintain a file on each probationary/          
contractual/courthouse deputy sheriff that contains the 
original D.O.R.’s, original End of Phase Report if applicable, 
and the original D.O.R. Summary Report.   

 
4. The F.T. Coordinator completes the Release From Field 

Training Program Report, reviews the field training binder 
and guide, and ensures it is complete and forwards all to the 
program manager.  

 
5. The F.T. Coordinator will be made aware of any newly hired 

deputies through human resources.  
 

6. The F.T. Coordinator or assigned supervisor will work with 
the Police Services Coordinator to ensure all equipment is 
available to the probationary/contractual/courthouse deputy 
sheriff prior to starting the field training program. 

 
D. Program Manager   

 
1. The program manager will hold the rank of lieutenant. The 

assigned division commander will make his/her selection 
based on the lieutenant’s experience and interest in the 
program.   

 
2. The program manager will keep the division commander 

apprised of all aspects of the F.T.O. Program and meet with 
the division commander bi-monthly to ensure that all areas 
are being adequately covered.  

 
3. The program manager is the liaison with the Southern 

Maryland Criminal Justice Academy. 
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4.10.007 Daily Observation Reports  
 

A. A Daily Observation Report (SMCSO Form #178A) is completed 
daily by the F.T.O. and is used to document the 
probationary/contractual/courthouse deputy sheriff’s   performance. 
Observations made by the F.T.O. are entered on the form using a 
seven-point scale, from not acceptable, one (1), to superior, seven 
(7). Midpoint on the scale is four (4) being the minimum acceptable 
level. N.O. (Not Observed) is used when an activity is not observed 
and N.R.T. (not responding to training) is used when the 
probationary/contractual/courthouse deputy sheriff is not 
responding to training. The numerical value definitions are 
contained in the standardized evaluation guidelines found in the 
field training guide. Specific narrative comments are required for all 
scores of three (3) or less and seven (7). The F.T.O. will not be 
required to be specific with items in which an individual has 
achieved the seven (7) score if the recruit is maintaining that high 
level of performance.  Specific comments are required when the 
F.T.O. checks the N.R.T. column of the evaluation form. The 
column is used to reflect performance deficiencies which continue 
to occur after remedial training.  

 
B. The F.T.O. will have the option and is urged to make any additional 

comments he/she feels would aid in the evaluation of the 
probationary/contractual/courthouse deputy sheriff.  

 
C. The probationary/contractual/courthouse deputy sheriff will be 

afforded an area on the D.O.R. to place any comments regarding 
the F.T.O.s assessment. 

 
4.10.008 End Of Phase Report for Probationary Deputy Sheriffs  
 

The supervisor completes the End of Phase Report on each of the 
probationary deputy sheriffs. The F.T. Coordinator will compute the 
average of the probationary deputy sheriff’s performance in each category 
as indicated on the D.O.R.’s.  On the back of the form the patrol supervisor 
will comment on the probationary deputy sheriff’s most and least 
acceptable performance of the phase and indicate if the probationary 
deputy sheriff was counseled on any specific deficiencies and remedial 
training.  Finally, indicate the probationary deputy sheriff’s overall progress 
to date. This report is to be signed, reviewed with the F.T.O. and the 
probationary deputy sheriff, and forwarded through the indicated chain of 
command.  

 
4.10.009 Notice Of Unsatisfactory Performance/Progress 
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The probationary/contractual/courthouse deputy sheriff can be extended 
on the field training program for up to forty (40) additional work days. If a 
probationary deputy sheriff is still not responding to training after the 
additional forty (40) days, termination of employment will be 
recommended. 

 
4.10.010 Procedure For Recommending Termination Of Employment 
 

If the probationary/contractual/courthouse deputy sheriff is not responding 
to training and has not improved after the Formal Notice of Unsatisfactory 
Performance/ Progress, then the F.T. Coordinator can recommend 
termination. The F.T.O. submits a detail report addressed to the sheriff 
through the chain of command beginning with the F.T.O. Coordinator.  The 
detail report will contain all documentation that supports the 
recommendation for termination. 

 
4.10.011 Satisfactory Release From Field Training Program 
 

The F.T. Coordinator completes the Release from Field Training Program 
Report at conclusion of Phase IV for probationary deputy sheriffs and at 
the end of the ten (10) days for contractual/courthouse deputy sheriffs.  
The F.T. Coordinator will ensure that the field training guide and binder 
are complete.  The F.T. Coordinator will forward the guide, binder and 
Release from Field Training Program Report to the program manager.  
The program manager reviews and forwards the information through the 
chain of command as indicated on the Release from Field Training 
Program Report.  

 
4.10.012 Holiday / Annual Leave 
 

No holiday/annual leave will be scheduled by the 
probationary/contractual/courthouse deputy sheriff until he/she has been 
released from the field training program.  Shift commanders may schedule 
leave to prevent an employee from losing use of holiday and/or annual 
leave.  
 
 
  


