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I. PURPOSE 
The Cadet Program is designed to provide enhanced training opportunities for young adults 
interested in a law enforcement career and provide the department with a pool of qualified 
candidates for the position of sworn police officer. The purpose of this order is to identify the 
organization and administration of the Police Cadet Program. 

II. POLICY 
It is the policy of the Park Ridge Police Department to provide an environment whereby young 
persons at least 18 and not yet 21 years of age are selected and trained for future positions as 
police officers. The primary emphasis of the program will be to provide training and experiences 
which will aid the cadet in determining if he or she is well suited for a possible career in police 
work. The program will also assist the Department in evaluating the cadet as a potential police 
officer. 

III. PROGRAM 
A. POLICE CADET ARREST POWERS 

Police cadets are not sworn officers and do not have power of arresi. They will not carry 
any offensive or defensive weapons. 

B. SELECTION OF POLICE CADETS 
Selection of police cadets shall be in accordance with the applicable City of Park Ridge 
Board ofFire and Police Commissioners Administrative Rules and applicable City 
Ordinance. 

IV. REQUIREMENTS OF POLICE CADETS 
A. Educational Requirements 

I. Cadets will attend an accredited college or university on a full time basis and 
enroll in a degree program. 

2. Police cadets must submit a class schedule to the cadet supervisor after they have 
enrolled each semester, and they must submit to the cadet supervisor a copy of 
their transcript reflecting the courses completed and the grades achieved each 
semester. 

3. Cadets will not be allowed to drop or withdraw from any course unless prior 
approval is received from the cadet supervisor. Such approval shall be given in 
the rarest of circumstances and then for good reason only. Academic 
performance will be one of the criteria used for evaluation. 

4. While enrolled in college classes pursuant to the cadet program, cadets must 
maintain a grade point average of at least 2.5 on a scale of 4.0 and achieve a 
grade of at least "C" in all courses 
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B. Employment Requirements 
I. All cadets will work at the Park Ridge Police Department part time ( up to 19 

hours per week) while attending college full time. During the summer vacations, 
the cadets may work hours in excess of 19 hours per week at the discretion of the 
Chief of Police. The cadet supervisor, under the supervision of the Executive 
Officer of Administrative Services, will have the responsibility of providing 
overall supervision of cadets as well as scheduling their work assignments. 

2. During the time cadets work at the Department, they will be assigned to different 
sections of the Department for training and performance of duties. The 
supervisor of each section, or his/her designee, will assure that the cadet is being 
exposed to as many training experiences within the section as possible. The 
section supervisor will complete the Cadet Monthly Evaluation form in order to 
provide feedback on the cadet's performance. The form will be forwarded to the 
cadet supervisor, for use in the cadet's annual evaluation. The evaluation criteria 
will be fully explained to all cadets upon initial appointment to the Department. 
All cadets will receive a copy of the guidelines and criteria used for evaluation. 

3. A cadet liaison will be designated from each section of the Department where 
cadets normally work. This person will act as the cadet's training officer and will 
be responsible for exposing the cadet to the normal activities of that section. 

C. UNIFORMS 
I. All police cadets will be required to wear the regulation police cadet uniform as 

described in General Order. The only exception to this requirement is where the 
cadet will be working a special detail and a supervisor has authorized the use of 
other attire. 

2. Uniforms shall be provided to each cadet. Cadets will be responsible for the 
maintenance and upkeep of their uniforms. Uniforms will be worn in the 
prescribed manner. Cadets will not wear any stars, badges, shields or other 
police insignias. 

D. DUTIES OF POLICE CADETS 
1. Police cadets will be assigned to duties and tasks which emphasize their need for 

training and familiarization with department practices. Areas of the police 
department needing the assistance of cadets will make their desires known to the 
cadet supervisor, who will attempt to schedule available cadets to fill their 
requests. However, primary emphasis will be given to those areas which will 
enhance the cadet's overall training experience. Cadets will receive their duty 
assignments from the cadet supervisor and will be carried on the Administrative 
Services organization cha11. 

V. EVALUATION AND JOB PERFORMANCE OF POLICE CADET/ COMMUNITY SERVICE 
OFFICER 
A. All police cadets will receive monthly written evaluations from supervisors in each area 

the cadet has worked during the past month. These evaluations will be conducted 
pursuant to criteria established by the Administrative Services Division. In addition, the 
cadet supervisor will conduct an interview with the cadet at least every six months for the 
purpose of evaluating the cadet's general performance. The supervisor will discuss the 
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cadet's scholastic standing, academic performance, and any other pertinent matters with 
the cadet. The cadet supervisor will meet with each cadet at least once each semester to 
review the cadet's academic progress and to assure that the cadet is meeting all the 
educational requirements of the program. In addition, overall counseling and guidance 
will be provided for each cadet on an individual basis. After six months of employment 
and every six months thereafter, the cadet supervisor shall complete a performance 
evaluation of each cadet that will be forwarded to the Chiefof Police via the chain of 
command, which will assess the cadet's work and academic performance, and make a 
recommendation as to whether the cadet should remain in the cadet program. Failure to 
meet the criteria and standards established by the Chief of Police for the cadet program 
may result in termination from the program by the Chief of Police. 

B. In order to successfully complete the cadet program, each cadet must have earned an 
associate degree or have completed at least 64 credit hours of study at an accredited 
college or university, must have met all of the educational and work performance 
requirements as set forth above, and must complete all other requirements for 
appointment as a Park Ridge Police officer pursuant to the City of Park Ridge Board of 
Fire and Police Commissioners Administrative Rules. 

C. Upon successful completion of the cadet program and approval of the Chief of Police, all 
cadets shall be eligible for appointment as a police officer for the city based upon the 
criteria established by City of Park Ridge Board of Fire and Police Commissioners 
Administrative Rules and applicable City Ordinance. 

VI. APPOINTMENT AS POLICE OFFICER 
A. Police Cadets shall be appointed to positions of police officer only if they qualify under 

criteria established under city ordinance. 

Attachment "A" Monthly Evaluation 
Attachment "B" Semi-Annual Evaluation 

By order of 

Frank J. Kaminski, Chiefof Police 



Attachment "A" 

Cadet Monthly Evaluation 

Cadet: Rating Period: 

Rater: Assignment: 

Attitude (Enthusiasm - Initiative - Effort) 

Exceeds Expectation: __ Meets Expectation: __ Needs Improvement: __ 

Comments: 

Aptitude (Performance of Tasks. Problem Solving Ability. Seeks Appropriate 
Information) 

Exceeds Expectation: __ Meets Expectation: ___ Needs Improvement: __ 

Comments: 

Reliability (Punctuality -Attendance -Timeliness - Follows Through) 

Exceeds Expectation: . __ Meets Expectation: __ Needs Improvement: __ 

Comments: 

Communication (Clear & Articulate Verbal Skills. Telephone Skills. Written Skills. 
Displays Courtesy & Professionalism) 

Exceeds Expectation: __ Meets Expectation: __ Needs Improvement: __ 

Comments: 

General Comments: 



Cadet Performance Evaluation 

Semi-Annual 

Attachment "B" 

Name: ----------------- Employee Number: _____ _ 

Hire Date: _________ _ Reporting Period: _____ to ____ _ 

Certifications: 

LEADS __ _ 

Accomplishments 

Recognitions: 

Education: 

Blood Bourne Pathogens __ _ 

Personal Development: 

Training 

Hazardous Materials 

Vehicle Operation:__ Traffic Stops:__ Traffic Control: 

---

City Ordinances: __ State Statutes: Range & Firearm Safety: __ 

Department Policies & Procedures: __ Department Organizational Structure: __ 



Attachment "B" 

Cadet Performance Evaluation 

Semi-Annual 

Quality of Work 

Exceeds Expectations __ Meets Expectations __ Needs Improvement __ 

- Assignments are carried out - Reports are accurately - Reports are often in need of 
to completion with attention completed and are acceptable. corrections. 
to detail. - Assignments are completed - Assignments are not 
- Work is accurate. well accurately. completed accurately. 
prepared, thorough and neatly - Assignments are completed - Assignments are not 
prepared. on time. completed on time. 
- Self monitors own work to - Little attention is given to 
ensure quality. work completed. 
- Consistently exceeds 
exoectations. 

Effort and Initiative 

Exceeds Expectations __ Meets Expectations __ Needs Improvement __ 

- Regularly seeks additional - Exhibits good work habits - Requires prompting to 
work and responsibilities. and completes assignments. complete work. 
- Uses time in a productive - A productive member of the - Is capable of being more 
and efficient manner. team. productive. 
- Demonstrates a positive - Exhibits a positive attitude. - Generally maintains a poor 
attitude in both work and attitude toward work. 
community. 

Service Quality 

Exceeds Expectations __ Meets Expectations __ Needs Improvement __ 

- Attitude of service to - Provides adequate service to - Often places self above 
community above self. the community. others. 
- Demonstrates courtesy and -Aware of others' concerns. - Lack of empathy when 
professionalism toward - Maintains a professional interacting with the public or 
coworkers and community. attitude. colleagues. 
- Projects a positive image of - Good temperament toward - Does not exhibit a 
self to department and the community and professional demeanor. 
community. department. - Listening skills need 
- Provides service beyond - Easily identifies and improvement. 
what is normally expected. resolves issues. - Difficulty identifying or 

resolving nroblems. 



Attachment "B" 

Cadet Performance Evaluation 

Semi-Annual 

Dependability 

Exceeds Expectations __ Meets Expectations __ Needs Improvement __ 

- Always assumes - Generally assumes - Sometimes is excuse 
responsibility for own work. responsibility. oriented. 
- Work is always completed - Completes work within a - Requires additional time 
timely and efficiently. reasonable amount of time. required to complete work. 
- Always punctual and with - Acceptable attendance and - Poor attendance and 
little time off taken. punctuality. punctuality. 
- Accepts instruction and - Accepts instruction but - Does not accept instruction 
retains information. required occasional or supervisory assistance. 

supervisory assistance. 

Job Knowledge 

Exceeds Expectations __ Meets Expectations __ Needs Improvement __ 

- Demonstrates thorough - Has a good knowledge of - Needs to develop an 
understanding of job job responsibilities. adequate understanding of job 
responsibilities. - Generally understands and responsibilities. 
- Possesses an ability to fully applies statutes, ordinances - Lacks an understanding of 
understand and apply statutes, and policies. statutes, ordinances and 
ordinances and policies. - Continues to improve skill policies 
- Committed to improving level. - ls not motivated to improve 
knowledge base. - General knowledge of skill level. 
- Fully understands depatiment functions. - Does not display knowledge 
department functions. of department functions. 

Communication Skills 

Exceeds Expectations __ Meets Expectations __ Needs Improvement __ 

- Effectively communicates - Communicates well with all - Written communication is 
with all groups of people. groups of people. sometimes unclear or 
- Written communication is - Written communication is inappropriate. 
clear, concise and generally clear and concise. - Unable to effectively 
understandable. - Able to generally communicate orally with most 
- Oral communication is communicate in a clear and groups 
tactful, understandable and concise manner. - Fails to adequately keep 
rarely misunderstood. - Keeps supervisors supervisors informed. 
- Always keeps supervisors adequately infonned. 
informed. 



Attachment "B" 

Cadet Performance Evaluation 

Semi-Annual 

Additional Comments: 

Cadet:-------------~ Date:. __________ _ 

Program Supervisor: _________ ~ Date: __________ _ 

Deputy Chief: ____________ _ Date: __________ _ 

Administrative Services 

Recommendation to remain in Cadet Program Yes: __ _ No: ---

Police Chief: ____________ _ Date:. __________ _ 




