GA CIT Law Enforcement Coordinator
 Preparation Guide
· Approximately 10 days before the training NAMI CIT Program Administrator or NAMI CIT Coordinator will provide:

· Necessary forms:

· Georgia CIT Evaluations

· Sign-In Sheets (GPSTC and NAMI)
· Georgia Public Safety Training Center (GPSTC) Evaluation Forms

· De-escalation Checklists (3)

· Student Study Guide

· CIT Pins

· CIT Manuals

· CIT CD

· Approximately 7 days before the training:

· The NAMI CIT Program Administrator should receive a class roster depicting all officer names and departments to ensure adequate number of officers in attendance.  Failure to receive the roster may result in the cancellation of the class.

· Ensure the CIT Curriculum Schedule is forwarded to the NAMI CIT Program Administrator. 

· Approximately 5 days before the training:

· Secure De-Escalation Trainers, preferably consisting of:

· At least one clinician

· At least one NAMI Representative

· At least four CIT De-Escalation Trainers

Georgia CIT Coordinator Guide

	Tasks:
	Completed:

	Monday
	

	Ensure that classroom has operable computer and projector with sound capabilities.  Classroom should comfortably seat 25-30 students
	  yes      no

	Ensure that beverages (coffee, water) are accessible to students
	  yes      no

	Register each officer as he or she arrives via the GPSTC and NAMI attendance rosters
	⁯yes   ⁯no

	Ensure that each officer initials beside his/her name on the attendance roster for the morning session only
	⁯yes   ⁯no

	Provide a 30-minute overview of the CIT Program (using Georgia CIT slide presentation)
	⁯yes   ⁯no

	Distribute student manuals, course agenda, GPSTC class evaluation, student study guide, competency skills/de-escalation checklists and other class handouts to attending officers
	⁯yes   ⁯no

	Distribute the Georgia CIT Training Program evaluation forms to every officer
	⁯yes   ⁯no

	Confirm that transportation to and from site visits has been secured
	⁯yes   ⁯no

	Ensure that each officer initials beside his/her name on the attendance roster for the afternoon session only
	⁯yes   ⁯no

	Remind officers not to wear weapons or clothing identifying them as law enforcement on site visits
	   yes      no

	Tuesday
	

	Ensure that each officer initials beside his/her name on the attendance roster for the morning session only
	⁯yes   ⁯no

	Confirm departure times to ensure that officers arrive at the appropriate time to each site visit
	⁯yes   ⁯no

	Ensure that officers are not wearing weapons or clothing identifying them as law enforcement officers.
	    yes       no

	Account for all officers prior to initial departure for site visits 
	⁯yes   ⁯no

	Account for all officers prior to each departure from a site visit
	⁯yes   ⁯no

	Ensure that each officer initials beside his/her name on the attendance roster for the afternoon session only
	

	Wednesday
	

	Ensure that each officer initials beside his/her name on the attendance roster for the morning session only
	⁯yes   ⁯no

	Provide or assist in providing instruction regarding De-Escalation Techniques (Ensure that a P.O.S.T.-certified instructor delivers the instruction)
	⁯yes   ⁯no

	Ensure that role-players are available for the remainder of the De-Escalation Techniques block of instruction (10 hours/three-day period)
	⁯yes   ⁯no

	Ensure that the De-Escalation Techniques P.O.S.T. Instructor completes the competency/skills De-Escalation checklists for each officer in the class
	⁯yes   ⁯no

	Ensure that each officer initials beside his/her name on the attendance roster for the afternoon session only 
	⁯yes   ⁯no

	Thursday
	

	Ensure that each officer initials beside his/her name on the attendance roster for the morning session only
	⁯yes   ⁯no

	Ensure that a sufficient number of role-players are available for the de-escalation scenarios
	⁯yes   ⁯no

	Provide a brief review prior to or following the lunch break to assist officers in structuring their studies for the written examination 
	⁯yes   ⁯no

	Provide or assist in providing instruction regarding De-Escalation Techniques (Ensure that a P.O.S.T.-certified instructor delivers the instruction)
	⁯yes   ⁯no

	Ensure that the De-Escalation Techniques P.O.S.T. Instructor completes the competency/skills checklist for each officer in the class
	

	Ensure that each officer initials beside his/her name on the attendance roster for the afternoon session only
	⁯yes   ⁯no

	Ensure that P.O.S.T. certified proctor is available to score exams on Friday
	  yes       no

	Friday
	

	Ensure that each officer initials beside his/her name on the attendance roster for the morning session only
	⁯yes   ⁯no

	Ensure that a sufficient number of role-players are available for the de-escalation scenarios 
	⁯yes   ⁯no

	Provide or assist in providing instruction regarding De-Escalation Techniques (Ensure that a P.O.S.T.-certified instructor delivers the instruction)
	⁯yes   ⁯no

	Ensure that the De-Escalation Techniques P.O.S.T. Instructor completes the competency/skills checklist for each officer in the class
	

	Provide a course review (utilizing the student study guide) and answer any questions prior to administration of the P.O.S.T. written examination
	⁯yes   ⁯no

	Ensure that every officer has documented his/her contact information on the NAMI CIT class roster
	⁯yes   ⁯no

	Ensure that each officer initials beside his/her name on the attendance roster for the afternoon session
	⁯yes   ⁯no

	Provide a copy of the GPSTC attendance roster, the three original sets of de-escalation techniques competency/skills checklists, the NAMI class roster, and the completed Georgia CIT Training Program evaluation forms, written examination forms, and test answer sheets to the NAMI Regional CIT Coordinator or NAMI CIT Program Administrator
	⁯yes   ⁯no


General:

· The Local CIT Coordinator is responsible for planning and coordinating the curriculum/agenda with the Local NAMI Coordinator.  A proposed agenda depicting the names of the instructors and their respective topics, in addition to the dates and times for delivery of each block of instruction, must be submitted to the NAMI CIT Program Administrator.  The proposed agenda should be documented using the standard CIT curriculum/agenda template and submitted for final approval at least one week prior to the scheduled training. 

· A NAMI Regional CIT Coordinator and/or NAMI Host/facilitator should be identified prior to the training to assist the Local CIT Coordinator in the planning and delivery of the training program.  Should a NAMI affiliate fail to contact you, either the State NAMI CIT Program Administrator or the State GBI CIT Program Administrator should be notified immediately to ensure that the local CIT Coordinator is provided with the necessary assistance.

· Each instructor who is scheduled to provide instruction at the training must complete a P.O.S.T. Instructor Form (available from the Georgia Peace Officer Standards and Training Council website or from the State CIT Coordinator). The instructor should denote on the form that he or she is a GUEST instructor.  Additionally, a copy of any EDUCATIONAL (high school or college) diploma (not licenses, certificates, or resumes) the instructor has received must be attached to the instructor certification form.  Failure to secure these documents jeopardizes the officers’ receipt of approved training credit hours from P.O.S.T.  The Local CIT coordinator is responsible for securing all instructor certification documents and forwarding them to the State NAMI CIT Program Administrator prior to the conclusion of the training program on Friday.   

· Each morning and afternoon, officers are required to initial the Georgia Public Safety Training Center Registration/Attendance Roster to verify their daily attendance.

· The Local CIT Coordinator or NAMI Coordinator/host facilitator should introduce each instructor who presents during the training program, requesting brief biographical information from the instructor when he or she arrives at the training location.

· The Local NAMI host facilitator is responsible for providing light refreshments each morning of class..

· The Local CIT Coordinator should arrange for transportation to and from the site visits, and are responsible for securing accurate directions for each site.

· Sufficient copies of the de-escalation techniques checklists and evaluation forms should be made from the original documents furnished by the State NAMI CIT Program Administrator or NAMI Coordinator for use during the training.

· A course review guide provided by the State CIT Coordinator may be used by the Local CIT Coordinator to conduct a class review of the course in preparation of the written examination.

· A copy of the completed attendance roster (all five days of signatures for both morning and afternoon sessions), the three original sets of de-escalation techniques competency/skills checklists, the Georgia CIT Training Program evaluation forms, and the additional officer contact information forms should be provided to State CIT Coordinator.  

· A P.O.S.T. certified Proctor should arrive at the training site on Friday after lunch to administer the P.O.S.T. written examination.  The Local CIT Coordinator will need to provide the completed registration/attendance roster and the GPSTC evaluation forms to the GPSTC representative prior to his/her departure from the site.

