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Session Overview 
 

Introduction & Learning Objectives 05m 
Lecture – Note Taking & Report Writing 45m 
Break 10m 
VIDEO - Arrest on Patrol 10m 
ASSIGNMENT – Written Report of Video Call 35m 
Questions / Wrap up 05m 
End of Session / Break 10m 

 
 
 
 
 

 

Facilitators Needed: 1 (CI) 
 

Locations: 
• Classroom 

 
Materials Needed: 
• PowerPoint – Note Taking & 

Report Writing 
• Video- Female Police Officer 

Makes Arrest on Patrol 
 

Students Should Already Have: 
• Notebooks 

[THUMB DRIVE] 
• Study Session – Officer Notebook 

& Note Taking 
• Study Session – Report Writing 
• Sample Reports 
• Article – The Art of the Police Report 

Total Session Time: 2 hours 

Main Topics of Session: 

• Officer’s Notebooks 

• Proper Note Taking 

• Proper Report Writing 
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NOTE TO FACILITATOR 
Using the PowerPoint slides and materials from the student study sessions, 
provide the students with a basic understanding of the following: 

 
• Who will be reading the reports? 
• What information should go into the report? 
• How to use an officer’s notebook for note taking & subsequent report 

writing. 
• Importance of using proper grammar and punctuation. 
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BREAK/END OF SESSION 

NOTE TO FACILITATOR 

Take the last few minutes of class to debrief; reiterating key points that students 
have learned during this session. 

*Stress that the student’s report can make or break a case. (A poorly written 
report can result in the guilty going free). 

GROUP EXERCISE – Video/ Write Report 

Time: 

Materials: 
 
 

Instructions: 
 
 
 

NTF: 

45m (10m video/ 35m report writing) 

• Video – Female Police Officer Makes Arrest on Patrol (6 min) 
• Notebook to take notes 
• Pen 

You will be watching a video of an actual call. During this video 
take the appropriate notes so you can go back and complete a 
police report based on what you observed. 

Instructor will determine when reports are due. The students will 
most likely not finish the report in class. It is recommended that 
the reports will be turned in no later than two days after the initial 
assignment. This may be altered due to scheduling and other 
possible mitigating factors. As the reviewer of the reports, key 
things you are looking for: 

• Chronological order 
• First Person 
• Factual information 
• Elements of crime 
• Grammar 

Revised 09-2014 WSCJTC Basic Law Enforcement Academy© 
 


	Session Overview

