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GLOUCESTER TOWNSHIP POLICE DEPARTMENT 
 
TO:_____            _DATE OF ISSUE ____EFF. DATE_________ORDER NUMBER 
Those Listed Below      02/28/11  02/28/11                 G-2011-4  
            
AUTHORITY: 
Chief Harry Earle 
 
SUBJECT: 
Training Time Tracking Sheet 
 
 
 
 
 

Purpose  
 

 To provide all personnel of the Gloucester Township Police Department with guidelines 
for the proper completion of the Training Time Tracking Sheet, PD Form #187, which will 
assist police Commanders document and account for the actual training time of subordinates 
under their commands.       
 
Policy 

  
 It is the policy of the Gloucester Township Police Department that all officers will 
complete a Training Time Tracking Sheet, PD Form #187, upon completion of any scheduled 
training course assigned by this department for an officer to attend.  Because of the unique 
work schedules in this department, an accurate time tracking of training time is crucial to 
ensure the efficient use of our resources.  This policy is intended to provide information to all 
personnel, which will allow them to complete the tracking sheet in a professional manner.    
 
     All officers will adhere to the procedures as described in this policy.  Officers and 
employees of the Gloucester Township Police Department shall familiarize themselves with 
this policy and request assistance from their supervisor if they should be in need of further 
explanation or training regarding this policy.   
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Procedures   
 
Officer Responsibilities:   
 
     All officers when completing the Training Time Tracking Sheet will adhere to the 
following procedure: 
 
 1.   Upon notification of an assigned training course, the officer will determine if the 
daily hours of the course will potentially fall below their assigned shift hours and inform 
their Commander if they intend to use leave time to make up the time difference or report 
back for duty at the conclusion of the training that day for the remaining hours.  If the officer 
initially intends to work, but then on the actual date of the training requests permission to 
take leave, then the Commander working on that date may authorize the leave request if the 
officer is not needed to work. 
 
 2.  Officers are to be prepared in advance to immediately return to police headquarters 
following the training course if they have decided to work instead of taking leave time for the 
remaining hours.    
 
 3.  The officer will properly complete the Training Time Tracking Sheet as soon as 
possible upon completion of the training course, but no later than 0800 hours on the next 
Saturday morning following the training class.     
 
 4.  Falsifying a Training Time Tracking sheet is a violation of this policy. 
 
 5.  Officers will submit the fully completed Training Time Tracking Sheet, including 
signature, to their Commander, so that they can properly document any leave time used on 
the officer's time card for that pay period. 
 
Supervisor Responsibilities: 
 
 1.  When first receiving notification that their officer is scheduled to attend a training 
course, the Commander will determine if the officer intends to use leave time or return to 
work.   
  
 2.  If an officer indicates that they will return to work, the Commander will notify by  
E-mail, written memo or verbal communication the Commander working the specified 
training date in order to make them aware of that officer reporting back to work.    
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 3. Upon its receipt, the Commander will review the Training Time Tracking Sheet to 
ensure accuracy of the information supplied by the officer under their command. 
 
 4.  The officer's Commander will make and retain a copy of the Training Time Tracking 
Sheet for future reference if needed.  The original copy is to be forwarded to their Division 
Commander. 
 
 5. The officer's Commander will utilize the information provided to accurately document 
on the officer's time card any leave time used by the officer to meet his work hours for that 
pay period.   
  
 6.  Any issues with the information supplied by the officer or other questions are to be 
directed to the next level of command for review and determination. 
 
 

       Report Procedures:  
        
        1.  Using black ink, the officer will legibly fill in his name and badge number, the course 
name and location of training. 
 
        2.  For each day of training, the officer is to account for the requested information in the 
table on the Training Time Tracking Sheet.  If the course is longer than five (5) days, the  officer 
is to attach additional sheets with the required information. 
 
 3.  When attending a local training within the normal commuting area, which is to be 
considered the counties of Camden, Gloucester, Burlington and Atlantic, the officer cannot claim 
travel time in with their actual training time. Officers are eligible for travel time if they are 
required to report to the police department for an official reason prior to the training or are 
required to utilize a department vehicle as part of the actual training. 
 
                 Officers are also eligible for travel time to and from any training outside of the normal 
commuting area.  In those cases, only one trip to the training and one return trip from the training 
can be combined and claimed each day as travel time.  It should be noted, that travel time is 
considered not compensable and may not be used to increase time worked by an officer during a 
pay period.  Extenuating circumstances may arise with good reason and explanation, so each 
officer may bring to the attention of their Commander the issue of travel time that may be 
forwarded to the Chief of Police or his designee to make a determination on a "case by case" 
basis.   
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  3.  The officer will sign and date the completed Training Time Tracking Sheet and 
submit to their Commander.     
 
        
Listed below are areas that have additional instructions or clarification: 
 

Date The Officer shall insert the date of each day of the course up to five (5) days. 
Additional forms are to be attached for courses exceeding the five (5) days. 

Course 
Start 

The course listed start time of the training for the first day of class.  Thereafter is to 
be the actual start times of the course designated by the instructor.  

Course 
End The actual end time, not the course listed end time, for the date specified.   

Travel 
Time Insert amount of time if applicable.  If not check N/A.  

Time 
Remaining 

The amount of time during the training date that is below the officer's daily 
scheduled work hours, which is to be covered with the officer's leave time.    

Work Check Yes if the officer chose to work the time remaining.  Check No if the officer 
chose to utilize their own leave time rather than returning to duty. 

Leave 
Used 

Check the applicable leave time used by the officer.  Sick time may only be used if 
the officer is actually sick, otherwise another category must be used. 

 
 
 
      ____________________________ 
      Chief Harry Earle 
  
 

Distribution: 
Chief H. Earle Sgt. Barton  
D.C. D. Harkins E-Mail Distribution  
Capt. Weiserth Patrol Rm Board  
Capt. Minosse  Watch Commanders Book  
Lt. McKendry P.O.C. Book  
Lt. Quintavalle Dispatch Book  
Lt. Jones Signature Log  
4 Platoon Commander   
11 Deputy Platoon 
Commanders 
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