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CHAPTER X 

DICTATING

Arrange for dictation when feeling reasonably fresh and 
being reasonably free from interruptions, preferably early in 
the day (and not the last thing) bearing in mind that typing of 
the material has to be done after dictation is finished.

When about to begin inform the stenographer, or speak 
onto the tape, the reason for the dictation, how the layout is to 
be structured e.g. line spacing and number of copies, the 
date at which dictating is done and by whom for what 
purpose, ensuring that every speech, report, submission has 
a title and every letter has both an address and a statement of 
author for signing purposes.

When dictating, the following guidelines should be 
observed:—
•  speak more slowly than in normal conversation and more 

slowly than public speaking pace, giving equal weight to 
each and every word, avoiding ‘swallowing’ or sliding 
over any word however small, short or apparently 
unimportant.

•  spell out clearly and distinctly any technical word, unusual 
word or a word of many syllables, to ensure good com
munication and accurate typing.

With stenographer and with taping, ensure saying please 
and thank you, there is a human being taking the material; a 
pleasant, friendly tone is, if not obligatory, highly desirable in 
all dictating, since a cold impersonal monotonous or brusque 
tone is unlikely to stimulate interest of the stenographer or 
typist and may cause resentment and simmering hostility, 
likely to cause unnecessary errors.

As with dictation to stenographers, dictating onto tape 
requires careful preparation and experience, a positive 
approach to learning how to operate the machine and ‘get the 
best out of it’ makes for better dictation, less errors and 
minimum frustration for all concerned.

CHAPTER XI

SPECIALISATION

One of the controversial matters in the area of training and 
development of police officers is the question of whether 
police officers should be made ‘general practitioners’ or 
‘specialists’. A ‘general practitioner’ is a policeman called 
upon to do a considerable range of duties as in country (rural) 
service. The specialist usually has special technical qualifica
tions, or has gathered knowledge or skills which makes him 
an ‘expert’ in a particular police area of work.

* * * C hapters I to IV are published in Vol. 4 No. 3 1981, 
A.C .P.C. Forum, and Chapters V to IX in Vol. 5 No. 3 July, 
1982.

The work of the country policeman includes many varied 
activities. In addition to preserving the peace and ensuring 
that law and order is maintained, he is required to attend to a 
multitude of public service activities required of him by a 
variety of statutes, particularly in areas where there are no 
public service employees of the departments administered 
under those statutes.

There is an even greater demand on the country policeman 
with regard to his behaviour than the city officer. Since he 
spends the whole of his life before the eyes of others and his 
complete life is virtually an open book to those who live 
around him, he has to be correctly behaved at all times, 
Under all circumstances. Similarly he is required to be honest 
in his dealings with all people and be a man of good sense, 
able to temper justice with reason so that he may ensure best 
behaviour within the hamlet, township, town or rural area for 
which he is responsible.

The city policeman is not a general practictioner to the 
same degree. Where the country officer has to deal with 
offences including those involving stock, liquor and gaming 
activities, the city policeman seldom has contact with these, 
unless he moves into a specialist area.

Experienced police officers who have seen both city and 
country service hold that country service is an excellent 
segment of experience for a police officer, particularly for one 
who wants to expand his knowledge of people and places 
and who wishes for his later administrative years to have 
knowledge of a variety of police backgrounds.

Although the work pattern may be different, there is little 
difference between city and country work in the administra
tion pattern to be followed. Administrative requirements 
remain the same no matter where an officer lives and works, 
and the same procedures must be followed. The same rules, 
and regulations must be observed, the same types of reports 
filled in and forwarded in the same manner to the same 
central point. The same complaints, queries and requests for 
explanation from senior levels and persons must be attended 
to.

THE GROWTH OF SPECIALISATION
As a police force becomes larger and demands more 

specific technical knowledge in certain areas, specialists 
tend to be employed or officers tend to be trained as 
specialists. Officers who have special knowledge or skills in 
field work tend to be used only or mainly in that speciality. 
How far and how often should any officer be trained as a 
specialist; should a fingerprint or photographic expert work 
only in that area day by day, and should he work there for the 
rest of his police life — should an expert police driver under
take this and no other duties until such time as he becomes 
senior enough to be given supervisory or management or 
administrative responsibilities?

Specialisation tends to ensure that a high level of skills and 
knowledge is developed so that the work is done better and 
more speedily. A specialist is capable of being used for guid
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ance and development and instruction of other personnel. 
The disadvantage of specialisation lies in the fact \hat it limits 
the usefulness of an officer in general police duties. It keeps 
the policeman or woman away fronyihe broader range of 
duties and experience, and tends to make him or her identify 
too closely with a narrow segment of police function. It can 
constitute a significant handicap to promotion and carrying 
out later management duties effectively.

The administrative decision in this matter is not easy to 
make in view of the significant contribution made by the full
time specialist, and the time and money spent in bringing the 
person to that degree and level of expertise.

The answer appears to lie in the first-hstance in giving all 
police officers some degree of training in a number of special 
skills while keeping fulltime specialists to a minimum, not to 
the degree of making therh specialists, but to make them 
knowledgeable about, and have some elementary skills in 
these areas. Some authorities believe that all police officers 
should be knowledgeable about fingerprinting, much as all 
police officers should be trained in the skilful use of a motor 
vehicled addition to possessing competence in the handling 
of firearms and iiTgiving first aid and resuscitation.

The consensus of opinion appears to be that a police 
officer should be traind in a number of areas with sufficient 
basic skills in these areas to enable him to function effec
tively, understand the implications of fingerprinting, of fraud, 
or related scientific'work, of photography and of many other 
skills and techniques. This in effect makes him ‘generalist’ 
with specialist insight and occasional skills, a versatile police
man capable of carrying out all operational tasks.

The larger the Force, the more complex the organisation 
will become with a greater need for specialised services. 
However, specialisation can only effectively take place on 
sound grounds of proper information-gathering and research, 
followed by a considered decision. This has to be comple
mented by long-range planning for interchange of personnel 
in the form of carefully organised rotation, to avoid 
‘specialisation for life’. The exception here may be in the 
case of a person who comes to specialisation late in his 
career, who expresses a wish to remain in that area, and who 
possesses skills and temperament appropriate to it rather 
than to management or administration.

When a chief executive in the form of the Commissioner, or 
an officer or group delegated by him to the task, examines 
the question of specialisation, considerations are given to 
several overlapping or integrated factors in reaching a 
decision —
•  the size of the.force
•  the special skills required
•  the calibre of men available
•  the urgency and importance of the work to be done
•  the amount of work to be done *
•  the likely difficulties caused for conventional police work 

by setting up specialists or specialist units.
•  the cost in financial and human terms in separated or 

narrowed job situations for long periods of time measured 
against the contribution made.

Chapter XII

The Use of the Interview in Counselling *
• Craig Proctor
Management o f Personnel in Australia. M cG raw-H ill Sydney, 
1977, p. 186.

The difference between the ‘helping’ interview and the 
practice of interrogation is best illustrated by looking at the 
mode of questioning involved. In the first instance, questions 
are worded so as to: v

•  Prove not cross-examine,
•  Enquire not challenge,
•  Suggest not demand,
•  Uncover, not trap,
•  Draw out not prompt,
•  Guide not dominate.

It is essential that non-verbal elements be appropriate to 
the purpose of the occasion. Thus in a counselling interview a 
senior person would refrain from showing too much evidence 
of authority. He would instead, endeavour to be as relaxed as 
he could within the circumstances, displaying a friendly 
attitude in his posture and facial expression and in the tone of 
his voice as well as in eye expression and general bearing 
and ‘flying signals’. Should the non-verbal elements indicate 
any feeling or attitude different from the words he is saying, 
the interview will fail in its purpose.

The interviewer has to be well briefed beforehand on the 
background and personality of the man or woman being 
counselled, and has to avoid adopting a lecturing, disapprov
ing or moralistic stance, appearing rather to be concerned 
about the situation in which the other person is placed, 
having a desire to help that person. Any thought qf this being 
unduly soft or permissive is cancelled out by the fact that 
whatever help can be given to a failing or erring staff member 
should lead to that person’s better performance, and thus to 
more harmony and effectiveness in the working team. 
Improvement in behaviour is not necessarily gained by 
authoritarian command and accusing approach; particularly 
where the person is trying hard, but where for reasons 
temporarily beyond his control, which may be those of inade
quate knowledge or lack of awareness of his/her behaviour, 
or inability to handle the current working situation, is not 
performing at the standard required.

In addition to ensuring that a proper attitude and manner is 
used and that questions are used appropriately, the 
counsellor must ensure that he does less talking than the 
person whom he is interviewing. The aim of the interview is 
essentially to assist the other person to talk about himself and 
his problems, and whatever doubts and concerns he has as 
well as, perhaps, his hopes for the future and his current 
attempts to reach this goal. The interviewer must resist at all 
costs any tendency to teach, preach, or lecture. He must also 
restrain from giving advice to the person whom he is inter
viewing, unlessrth.is needs to be done at the end of an inter
view and is related directly to the needs of the person being 
helped. In this case the advice should not only be relevant, 
but should also be clear and simple and delivered with confid
ence, without suggestion of instruction or dominance.

This type of interview demands considerable skill and 
flexibility on the part of a supervisor or manager and the aim 
is not to make an example of a person to give him direct 
instruction or reproof.

Since persons who have shown failure to achieve best 
standards in their performance, or who for other reasons 
need assistance in ensuring that they perform well, are 
usually in a state of concern, resentment, or defiance, or are 
in general defensive because they fear criticism or attack. 
Considerable care must be taken to show appropriate 
interest in and concern for the person, and to avoid making 
any assumptions from his early comments, questions or 
challenges. The interviewer requires considerable patience 
to build an atmosphere of interest and support to give 
reassurance as to the purpose of the interview, and to 
establish a situation of trust so that the person being inter
viewed may be helped to relax, to confide, and to co-operate 
eventually in whatever plan of action is suggested.

Interviewing is often taken lightly, and would appear to be 
easy to those who have never undertaken this responsibility, 
whether for selection, promotion, counselling or any other
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reason. It is one of the more complex tasks in the human 
scene — difficult and often tiring process which has to be 
learned from hard experience, and which demands constant 
revision of understanding and techniques.

In the counselling interview, in addition to avoiding giving 
the appearance of haste, the interviewer has to guard against 
feelings of prejudice he may have with regard to the age, sex, 
interests, background and behaviour of the person he is inter
viewing, since these can influence not only his attitudes 
towards that person in the interview, but also the assistance 
and guidance which he may eventually give. Every effort 
must be made to understand the circumstances in which the 
person has been involved and the reasons for his behaviour. 
Understanding should come through information including 
early difficulties, e.g. in family, schooling and neighbourhood 
and any more recent personal problems which may have 
affected his health, outlook or loyalty.

The use of silence from time to time with an obvious air of 
expectancy gives encouragement to a person to elaborate on 
a previous statement and give further information. Silence 
should not be prolonged if it makes him or her uneasy or 
more defensive. The use of questions such as ‘I don’t quite 
understand, can you tell me more’. Tell me more about 
what do you think . . .’ are all useful in gaining further 
information without antagonsing a person (as well as ‘what 
happened then? . . .’).

N.B. Counselling is given when —
•  Reports upon an officer indicate that he or she is having 

difficulty in carrying out duties as effectively as is 
expected of him or her, or is showing increased difficulty 
in getting on with workmates.

•  Or is showing some form of personal apathy or irritability 
or being unduly pressed upon by personal problems, 
drinking too heavily, becoming quarrelsome etc. (as 
revealed by reactions of workmates, or observations of 
superiors, or through complaints made by members of the 
public).

•  Or seeks help spontaneously for what ever reason. 
Counselling can be a substantial help in building an effec

tive work team and is one of the basic skills needed by the 
effective administrator manager or supervisor concerned with 
the harmonious interactions and effectiveness of his unit.

Training for In terview ing
In addition to understanding the requirements of the 

interview as detailed above, the interviewer should have a 
prepared approach to the interview which involves —
(a) an interviewing plan, listing all the requirements which 

he needs to fulfil, and the information he needs to gain 
during that interview.
The aim here is not to produce a list which should be 
rigidly followed and checked through an interview, but 
rather to produce a guide to the interviewer as to the 
information he must obtain for best outcome.

(b) a reminder of appropriate techniques which will enable 
him to get the information which he seeks. These include 
particularly the type of questions which must be used 
and questions done, as well as the circumstances formal 
or informal, in which the interview takes place. It includes 
the welcome which the person being interviewed 
receives and the attitude which the interviewer adopts 
throughout.

(c) a plan for interpreting the facts gathered, so that appro
priate understanding of the person and the circum
stances can be gained.

(d) a method of reminder to avoid personal biases and 
prejudices.

During the interview he/she should —
•  Avoid making value judgements,
•  Listen to the full story,
•  Recognise feelings and emotions,
•  Restate the other’s position, so that both persons are 

clear on the difficulties and issues involved,
•  Question with care, and sensitivity for the other person’s 

feelings, embarrassments, worries and fears.
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