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Instructor Guide 
Lesson 5: Report Requirements 

Purpose : To provide participants with a review of Screening of Passengers by Observation 
Techniques (SPOT) reporting requirements and the mechanics of a good report 

Lesson Time : 1 hour 

Instructor Materials Participant Materials 
• Instructor Guide • Participa nt Guide 
• Laptop • Pen or pencil 
• Projector and scree n • Flipcha rt an d easel 
• Flipchart and ease l • Marker s 
• Markers • Handouts: SPOT Referral Repo rt , Baseline 

Reporting, Referral Report Poor Examp le #1, 
Referral Report Poor Example #2, 

Icon 

Vers ion 1.2 

Na rrati ve Reports 

Description 

Activity identifies whe re activities take p lace during the de livery. 

Facilitated Discussion identifi es where discuss ions led by the instructor take place 
during the course. 

Reference identifi es materials for the par ticipant to reference for more or specific 
informatio n. 

Flipchart ide ntifies where the instructor should use already created flipcharts or 
whe re discu ssion points shou ld be captured on a flipchart. 

Question Mark identifies where the instructo r should ask questions . 

WARNING: THIS RECORD CONT AI 15 SENSIT 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 
/\DMINISTRATOR OF THE TRANSPORT/\ TION S 
TR/\ NSPORT /\ TION. UNAUTHORIZED RELEA 
GOVERNMENT AGENCIES, PUBLIC DISCLOSU 

INFORMATION THAT IS CONTROLLED UNDER 49 
E DISCLOSED TO PERSONS WITHOUT A "NEED TO 

EPT WITH THE WRITfEN PERi\,,fJSSION OF THE 
DMINISTRA TION OR THE SECRET /\RY OF 

JI N CIVIL PENALTY OR OTHER ACTION. FOR U.S. 
1ED BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 1: Welcome 
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Lesson 5: Report Requirements 

Slide 2: SSI Statement 
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Teaching Point : The s tatement on 
this s lide may be read aloud to the 
class or you may direc t 
pa rticipants to read it to 
the mselves . 

Slide 3: Objectives 
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Teaching Point: Ensure 
parti cipants W1derstand what will 
be learn ed . The class w ill rev isit 
the objectives dur ing the lesson 
summar y . 

In this lesson we will review Behavior Detec tion Officers' (BDO) 
reporting requirement s and the mechanics of a good report. 

"The presentation you are about to receive contains Sensitive SecurihJ 
Information (SSI). As a covered person receiving this information, you 
are required to protect it from unauthorized disclosure in the interest of 
transportation securi hJ of the United States. 

Handling, storage, reproduction, verbal repetition, and disposition of 
the information shown during this presentation must be in accordance 
with applicable statutes, implementing regulations, and TSA policies 
and procedures." 

At the end of this lesson participants should be able to: 

• Descr ibe the circum stances that requir e a SPOT Referra l 
Report 

• Describe the circum stanc es that require an Incident 
Repo rt 

• List pr eferred documentation that may accompan y an 
Incident Report 

• Describe Playboo k and Visible Interm oda l Prevent ion 
and Response (VIPR) reporting requir ement s 

Version 1.2 WARNING: THIS RECORD CONTAINS SENSITIVE 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RE 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 1 
ADMINISTRATOR OF THE TRANSPORTATION SE 
TRANSPORTATION. UNAUTHORIZED RELEASE 
GOVERNMENT AGENCIES, PUBLIC DISCLOSURE 

NFORMA TION THAT IS CONTROLLED UNDER 49 
DISCLOSED TO PERSONS WITHOUT A "N EED TO 
WITH THE WRITTEN PERivllSSION OF THE 

MINISTRATION OR THE SECRET ARY OF 
IN CIVILP ENALTYOROTHERACT ION. FOR U.S. 

ED BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 4: Why Learn About Report Writing? 
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Many incidents that occur at the airport require documentation. 
Depending on the incident, multipl e types of report s may need 
to be comp leted. 

Facilitated Discussion: Lead a brief discussion about why 
reports are necessary. 

Ask: Why are reports necessar y? 

Answer: Answer s should includ e: 

• Many reports feed into other systems that provid e for 
real-time tracking of incid ent s, anal ysis, and trending of 
incidents at a national level. 

• Reports generated by BDOs can lead to civil enforc ement 
and be used by other agencies in criminal proceedin gs. 

• The BDO's ability to assist in improving the quality of the 
reports dir ectly impacts Transportation Securit y 
Admin istration's (TSA) ability to fulfill its mission . 

• Ask: What typ es of reports do you compl ete? 

Answer: Answers shou ld includ e SPOT Referral Reports entered 
in the Performance Management Information System (PMIS) and 
Incident Reports entered in the Performance and Result s 
Information System (PARIS). If the BOO has received trainin g, 
reports must also be enter ed in the Transportation Informati on 
Shar ing System (TISS) databas e. 

Transition: "Now let's turn our attention to completing a SPOT Ref erral Report." 

Version 1.2 WARNING: TH IS RECO RD CONTA INS SENSITIVE RMATION TH AT IS CONTROLLED UND ER 49 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RECOI . DISCLOSED TO PERSONS WITHOUT A "NEED TO 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 152 WITH THE WRITrEN PERMISSION OF THE 
ADMINISTRATOR OF THE TRANS PORTAT ION SE NISTRA TION OR THE SECRET ARY OF 
TRANSPO RTAT ION. UNAUTHO RIZED RELEASE ESU C IVIL PENALTY O R OTHER ACT ION. FOR U.S. 
GOVERN M ENT AGENCIES, PUBLIC DISCLOSURE IS GOVERN ED BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Teachin g Point: Distribute a sma ll 
spiral not epad (if poss ible) to each 
par ticipant. Rev iew the basic use 
of a SPOT Referra l Report. 

Teaching Point: Ask pa rticipants 
to refer to the SPOT Referr a l 
Report hand out. 

Teaching Point: Not ebooks w ill 
require an SSI s ticker. 

.Ask: What are the SPOT threshold s? 

Answer: If an individu al ha s reached 
intend s to enter the screening process 
referred for SPOT Referral Screenin g. 

and 

If an indi vidual has reached-and intends to 
ent er the screenin g process~red for SPOT 
Referral Screening, as well as an LEO call. 

.Ask: When would you complete a SPOT Referral Report? 

Answer: BDOs mu st complete a SPOT Referral Report any tim e 
an indi vidu al und ergoes SPOT Referral Screening . 

- Reference: "SPOT Referral Report" handout 

Referen ce the criteria on this sheet to determin e whether an 
indi vidu al should undergo SPOT Referra l Screenin g. 

• For all indi viduals who go through the SPOT Referral 
Screening pro cess, you will complet e the applicable 
sections of this form at the end of your shift and submit 
them to your SPOT Coordinator per the SPOT SOP. 

• You will NOT carry SPOT Referral Report s on your 
person while performing BOO duti es. 

• You will use a sma ll not ebook to track the deta iled 
information required to complete the form late r. 

- You will be able to carry these on your person as yo u 
carry out SPOT activities and discrete ly use them as 
needed . 

Version 1.2 WARNING: THI S RECORD CONTAINS SENSIT!VE S URITY NFORMA TION THAT IS CO NTROLLED UN DER 49 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS REC ISCLOSED TO PERSONS WITHOUT A "NEED TO 
KNO W," AS DEFIN ED IN 49 C.F.R. PARTS 15 AND 15 WITH THE WRITTEN PERMISSION OF THE 
A DMINISTRATOR OF TH E TRAN SPO RTATION SECU MIN ISTRATION OR TH E SECRET ARY OF 
TRANSPORT A T!ON. UN AUTHOR IZED RELEASE 1 CIVIL PENALTY O R OTHE R ACTION . FOR U.S. 
GOVERNMENT AG ENC IES, PUBLIC DISCLOSURE I OVER D BY 5 U.S.C. 552 AN D 49 C.F.R. PARTS 15 AND 1520. 
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The SPOT Referral Repor t is divided into three part s: 

• Part I: Behavior Observation - Based on the behaviors 
and appeara nces-of an observed indi vidu al, yo u will 
obtain a point total that w ill det ermin e whether the 
per son shoul d und ergo SPOT Referral Screening . 

• Part II: SPOT Resolution - You will use this section to 
continu e your behavi or anal ysis during the SPOT Referra l 
Screening pro cess. 

Part III: Data Collection - Thi s part has several sections, which 
will be comp leted when an individual und ergoes SPOT Referra l 
Screening, or if an LEO is notified. This section includes the 
Resolution , which mu st be comp leted wi th n with not es/ The 
SPOT Referral Report promot es standardization by requirin g 
BDOs to apply SPOT criteria uniforml y. 

• BDOs must use the criteria establish ed by the SPOT 
program. Appl ying one's own standard s that are not 
defin ed in the progra m can lead to removal from BDO 
dutie s. 

• The form was created to ensur e that all BDOs are 
consistently app lyin g the same criteria in the same 
manner. 

Standardization also helps dete r decisions based on personal 
bias, which could lead to un equal treatment, for exampl e, racial 
or ethni c pro filing. 

Slide 6: Part I SPOT Referral Report 
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Version 1.2 

• Dat e (of the observa tion) 

• Time (start time of the observation-not the tim e the form 
was completed) 

• Airp ort 

• Location (include the terminal and checkpoint number) 

• Initi al obse rvation reported by 

• The names of all involved BDOs 

WARN ING: THIS RECORD CONTAINS SENSIT 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS R 
KNOW,'" AS DEFINED IN 49 C.F.R. PARTS 15 AND 
ADMINISTRATOR OF THE TRANSPORTATION 5 
TRANSPORTATION. UNAUTHORIZED RELEA 
GOVERNMENT AGENCIES, PUBLIC DISCLOSU 

FORMATION THAT IS CONTROLLED UNDER 49 
E DISCLOSED TO PERSONS WITHOUT A "NEED TO 

WITH THE WRITTEN PERMISSION OF THE 
MINISTRATION OR THE SECRET ARY OF 

IN CIVIL PENALTY OR OTHER ACTION. FOR U.S. 
ED BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 7: Section 1 SPOT Ref err al Report 
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Part 1 - Section 1 Enviro nm ental Baseline 

Provide a br ief narrati ve of the environm ent al baseline at the 
time of the referral. 

-Reference: "Basel ine Repor ting" handout 

Teaching Point: Usin g the 
handout, exp la in the corr ect way 
to document the Environmental 
Baselin e . 

.Ask: What information should you include in the 
env ironm ental baseline? 

Answer: Answe rs shou ld includ e: 

• Weather 

• General demeanor of individuals 

• Genera l appearance of individuals (excludin g race, 
disability, religion, or ethnicity) 

• Physical layout of area 

• Schedule of events (flight delays, departures) 

Slide 8: Section 2 SPOT Referral Report 

Version 1.2 

Part 1 - Section 2: (Observa tion and Behavior Analysis) 

WARNING : T HIS RECO RD CON TAINS SENSITIVE SE 
C.F.R. PARTS 15 AND '1520. NO PART OF THIS RECO 
KNO W," AS DEFINE D IN 49 C.F.R. PARTS 15 AND 1520, 
ADMIN ISTRATOR OF TH E TRANSPORTAT ION SECU 
TRANSPORTA TION. UNAUT HORI ZED RELEASE M 
GOVERNME NT AGENCIES, PUBLIC DISCLOSURE IS 

RMATION THAT IS CON TRO LLED UN DER 49 
SCLOSED TO P ERSONS WITHOUT A "NEED TO 

ITH THE WRITTEN PERMISSION OF THE 
ISTRA TION OR THE SECRET ARY OF 

IVIL PENALTY OR OTHER ACTION. FOR U.S. 
BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 9: Section 2 SPOT Score Sheet 

Part 1 - Section 2: (Observa tion and Behavior Ana lysis) 

Slide 10: Determine Point Value 

- After observing behav iors in Section 2, determine the Section 2 
point value. This is the total of all of the point s accumu lated in 
Section 2 including: 
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in the next lesson . 

Slide 11: Determine Sub-Total 

Vers ion 1.2 

After determining the point values discussed in Section 2, yo u 
will calcu late the Section 2 sub -total score. 

WARNING: THIS RECORD CONTA INS SENSITI INFORJ"IATION THAT IS CO1'ffROLLED UNDER 49 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS E DISCLOSED TO PERSONS WITHOUT A "NEED TO 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND ..._,,,.,. ,-..- WITH THE WRilTEN PER,\il!SSION OF T HE 
ADMINISTRATOR OF THE TRANSPORTATIONS· DMINISTRA TION OR THE SECRET ARY OF 
TRANSPORTATION. UNAUT HOR IZED RELE TIN CIVIL PENALTY OR OTHER ACTION . FOR U.S. 
GOVERNMENT AGENCIES, PUBLIC DISCLOSU ED BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AN D 1520. 
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Slide 12: Determine Follow-up Action 

The sub-tot al will det ermin e whether the per son will pro ceed, be 
referred for SPOT Referra l Screening, or be referred for SPOT 
Referral Screenin g and to an LEO. 

If sub-t ota l is: 

• allow indi vidual to proce ed 

• refer for SPOT Referral Screening 

• refer for SPOT Refer ral Screening and 

Slide 13: Prohibited Item Surrender Attempt 

If the item is an asteri sked item on the Prohibit ed/Permitt ed 
Ite 

Vers ion 1.2 WARNING: THIS RECORD CONTAINS SENSITIVE SECURJTY INFORMATION THAT IS CONTROLLED UNDER 49 
C.F .R. PARTS 15 AND 1520. NO PART OF THIS RECO AY ISCLOSED TO PERSONS WITHOUT A "NEED TO 
KNOW, " AS DEFINED IN 49 C.F.R. PARTS 15 AND 152 1TH THE WRITTEN PERMISSION OF T HE 
ADMIN ISTRATOR OF THE TRAN SPO RTATION SECURI INISTRJ\ TION OR THE SECRET ARY OF 
TRANSP ORTAT ION. UNAUT HOR IZED RELEASE , CIVIL PENAL TY OR OTHER ACTION. FOR U.S. 
GOVERNMENT AGENCIES, PU BLIC DISCLOSURE IS BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 14: SPOT Check 

', l' ( l l ( heck In working with Part 1 of the SPOT Referral Report you have 
carried out the three major steps of the SPOT proce ss : 

• Estab lish an environmental baseline 

• Behavior observation and ana lysis 

• WTL 

.!I ES.:: Determine the follow up action 

Teaching Point: Refer participants 
to handout "Using the SPOT 
Referral Report" . Explain that this 
is a qui ck reference sheet for the 
sub-steps to follow during 
Behavior Observation and wil l be 
useful in workin g with the SPOT 
Referral Report as the par ticipa nts 
begin to follow the SPOT process. 

For thos e individuals requirin g further screening, you wi ll 
continue wi th your behavior analysis, and come to your 
resolution at the conclusion of your interaction. 

.Ask: What is an environmenta l base line? 

Answer: The expected norm for the location in which SPOT is 
being conducted. It includes the demeanor, non-racial/ ethnic 
appearance, baggage , physical layout and the behaviors of 
individuals within that locat ion. A BOO will assign points to 
individual s whose behavior and/ or appearance deviates from 
the es tablished environmenta l baseline . 

• Ask: What are some examples of behavior s included in thi s 
section? 

Answer: Answers will vary, but they mu st be those on the SPOT 
Referral Report. 

Ask: Why are BDOs not permitted to includ e other 
behavi ors in this section ? 

Answer: Including other behavior s would defeat sta ndardization 
of the program, and it might also encourage unl awful profiling. 

Version 1.2 WARNING : THIS RECORD CONTA INSSENS ITIV 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS REC 
KNOW," AS DEFINED IN 49 C. F.R. PARTS 15 AND 152 
ADM INISTRATOR OF TH E TRANS PO RTATION SEC 
TRANSPORTATION. UNAUTH ORIZED RELEASE 

ORMATION THA T IS CONTROLL ED UN DER 49 
ISCLOSED TO PERSONS W ITHOUT A " NEED TO 

WITH THE WRITTEN PERMISSION O F THE 
INISTRA TION OR TH E SECRET ARY OF 

CIVIL PENALTY OR OTHER ACTION. FOR U.S. 

GOVERNMENT AGENCIES, PUBLIC DISCLOSURE I OVER BY 5 U.S.C. 552 AND 49 C.F.R . PARTS 15 AND 1520. 
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Vers ion 1.2 

Ask: How do you determine the sub-total? 

Answer: The sub-tota l is merely the total of Section 2 . 

• Ask: What are the crit eria for dedu cting points from the 
oint value? 

• ~ ~ ~II ~ ~ I I I I • I • _, "' • I -. I I _ ot 

Answer: Refer for SPOT Referral Screening . 

• Ask: When will the BOO refer the individual for SPOT 
Referral Screenin g? 

Answer: If the sub-tota l is: 

• 
• 

refer for screening 

utomatic LEO notification 

Determin e if the situ ation requires an autom atic LEO 
notification. 

• Regardl ess of the number of accumulated po int s on th e 
SPOT Referral Report, behaviors in Part II, Section 5 are 
criti cal enough to requ ire an auto matic LEO notificat ion if 
they occur at any time in the SPOT proce ss. 

• The behaviors in Part II, Section 5 are furt her descr ibed 
on the SPOT Referral Repor t and will be cove red in more 
detail later in the cour se . 

WARNING: TH IS RECORD CONTA INS SENSITIVE SEC 
C.F.R. PARTS 15 AND 1520. NO PART OF TH IS RECORD 
KNOW ," AS DEFINED IN 49 C.F.R. PARTS 15 AND 1520, EXC 
ADM IN ISTRATOR OF THE TRANSPORTATION SECUR IT 
TRAN SPO RTATION. UNAUT HORIZED RELEASE MAY 
GO VERNMENT AGENCIES, PUBLIC DISCLOSURE IS GO 

TION THAT IS CONTROLLED UNDER 49 
OSED TO PERSO NS WITHOUT A "NEED TO 

H THE WRITTEN PERMISSION OF THE 
TION O R THE SECRET ARY OF 
PENAL TY OR OTHER ACTION. FOR U.S. 

U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 15: Data Collection: Part III 
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Part III Data Collection on the SPOT Referra l Report is se lf
exp lana tory . Supply the appropri ate data indicated . 

With the excepti on of Sections 8 and 9, the information in thi s 
section will be record ed ONLY for indi vidu als who go th rough 
the SPOT Referral Screening pro cess, or if LEO notification is 
requi re d . 

-Reference: "SPOT Referral Report" handout 

Perso nally Identi fiable Inform ation (PU) is not includ ed in the 
SPOT Referral Re art. This ap pli es to any indi vidu al (pass enger 

d LEO involved in a SPOT Referral. 

Slide 16: Data Collection: Part m 
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Suppl y the followin g inform ation about the pas senger: 

• Air Carrier 

• Flight# 

• Or igination Airport 

• Next Destination Airp ort 

• Final Destination Airp ort 

T eachin g Point : Go to Section 6 
Pass enger Data on the SPOT 
Referral Repor t. 

Version 1.2 WARNING: THIS RECORD CONTA INS SENSITIVE 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RE 
KNOW ," AS DEFINED IN 49 C.F.R. PARTS 15 AN D 15-
ADMINISTRA TOR OF THE TRANS PORTATION SEC 
TRANSPORTATION. UNAUTHORIZED RELEASE 1 

GOVER NMENT AGENCIES, PUBLIC DISCLOSURE I O VER 

FO RMATION THAT IS CONTROLLED UNDE R 49 
DISCLOSED TO PERSONS WITHOUT A "NEE D TO 
WITH THE WRITTEN PERMISSION OF THE 

MIN ISTRATION OR THE SECRET ARY OF 
IN CIVIL PENALTY O R OTHER ACT ION. FOR U.S. 

ED BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 17: Data Collection: Part III 
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I 
Teaching Point: Go to Section 7 
Proh ibited Items on the SPOT 
Referra l Report. 

Record the type of pr ohibit ed item(s) that was found: 

• Gun s/ Firear ms 

• Sharp Objects 

• Club-like Objects 

• Explosive 

• Incendi aries 

• Disablin g chemicals or other dangerou s items 

How was the item(s) discove red? (Check app ropri ate choice) 

• X-ray 

• Property search 

• Surrender ed (before checkpoint) 

This section provid es room for recording extra detail s about the 
item(s) that were found. For exampl e, if the item was a sharp 
object, list what it was (a 5" knif e, box cutt er, etc.) Discuss the 
proper wa y to compl ete not es in this section by giving exampl es. 

Slide 18: Data Collection: Part III 
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Use the areas within Section 8 to record how the incident was 
resolved . 
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Resolution: 

• LEO responded / did not question 

• Resolved by TSA at SPOT Referral Screening 

• Denied boardin g by carrier 

Teaching Point: Go to Section 8 
Reso lut ion State ment in the SPOT 
Referra l Report . 

• Questioned an d release d by LEO 

• Que stion ed and arr ested by LEO 

• Referred for investigation by LEO 

Version 1.2 

• LEO did not respond 

• Identified by LEO or pa ssenger as : 

• Illegal alien 

• Self-deportin g 

WARN ING: TH IS RECORD CONTAINSSENS ITIV 
C.F.R. PARTS 15 AN D 1520. NO PART OF THIS REC 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 15 
ADMINISTRATOR OF THE TRANSPORTA TION SE 
TRA NSPOR TATIO N. UNAUT HORIZED RELEASE ES 
GOVERNMENT AGENCIES, PUBLIC DISCLOSURE I GOVER 

RMA TION THAT 15 CONTROLLED UND ER 49 
DISCLOS ED TO PERSONS W ITHOUT A "N EED TO 
WITH THE WRITTEN PERMISSION OF THE 
NISTRA TION OR TH E SECRET ARY OF 

CIVIL PENALTY OR OTHER ACTION . FOR U.S. 
D BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AN D 1520. 
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Slide 19: Data Collection: Part III 
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Teaching Point: Go to Section 9 
LEO Reso lutio n i.n the SPOT 
Referral Repor t. 

If indi cated in Section 8 that an LEO was involved, indi ca te here 
specifically which organization the LEO belon gs to and the 
reason for the arres t. 

Primar y LEO: 

• ATF, CBP, DEA, FAM, FBI, ICE, Local LEO, or o ther (list 
other LEO in space prov ided) 

Reaso n for Arres t: 

• Outsta ndin g warrant s, und eclare d curr ency, suspected 
dru gs, illega l alien, and/ or fraudul ent docum ent s 

Personally Identifiable Inform ation (PII) is not includ ed in the 
SPOT Referral Re ort. This appli es to any indi vidu al (passe nger 

d LEO involved in a SPOT Referral. 

Slide 20: Data Collection: Part III 
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Record last and first name of the Screening Manage r notified an d 
whether CCTV was copi ed (Yes/No). 

Tea chin g Point: Go to remaining 
a reas in Section 9, LEO 
Reso lution . 

Discuss how the narrati ve area in Sections 8 and 9 are to be used 
to explain and justify how the BOO came to the reso luti on 
indi cated. Reiterate the imp ortanc e of the five Ws and one H, 
clar ity, and legib le compl etion of the form. Explain how these 
form s an d notes are reviewed by the chain-of-comm and and will 
be scrutinize d. 

Version 1.2 WARNING: THIS RECORD CONTAINS SENSITIVE 
C.F.R. PARTS 15 AND1520. NO PART OF THIS RE 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 15 
ADMINISTRATOR OF THE TRANSPORTATION SEC 
TRANSPORTATION. UNAUTHORIZED RELEASE 1 

GOVERNMENT AGENCIES, PUBLIC DISCLOSURE I 

NFORMA TION THAT IS CONTROLLED UNDER 49 
DISCLOSED TO PERSONS WITHOUT A "l'\EED TO 
WITH THE WRITTEN PERMISSION OF THE 
INISTRA TION OR THE SECRET ARY OF 
N CIVIL PENALTY OR OTHER ACTION. FOR U.S. 

·D BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 21: Playbook and VIPR Requirements 
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BOOs involv ed in Playbook and VIPR deployments must be 
aware of additional reporting requirements. 

11o._,,,, .+,.,,.--,,..i,a,,1-.,0M1.-.e'>"Ptt.i,.,_,.,._,M. Reports mu st be ente red into PMIS when an incident result s as a 
direct result of BOO action . 

,..,..., .• ,.,_.,b<lo,• 1two....,,.. 1IOwl'(.,, ,~•r<t 
it•IICM'• .. MN-f--"1•1'"'..,"""'91 ' -,·R~~t•""--<n•-· 

•ri:ao\lf'f) 

ll""''• 11'11'•,i•ot>-u..., >l•G"I 1•'-".rft.'lt "'\.P~f;c-,' 

~, 1,,,1-c•-· .. ,-&..1=-----t, ... For Playbook: 

Version 1.2 

• Identif y initial observation report s as "Playbook BOO." 

• Include Playbook, the name of the Play, reso lution, and 
outcome of repo rtable incidents in "Resolution of 
Beha viors" section . 

For VIPR: 

• Identify initi al observation report s as "VTPR BOO." 

• Specify VIPR location in resolution not es sectio n. 

WARNING: THI S RECORD CONTA INS SENSITIVE 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RE 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 15 
ADM IN ISTRATOR OF THE TRANSPORTATION SEC 
TRANSPORTATION. UNAUT HO RIZED RELEASE 
GOVERNMENT AGENOES, PUBLIC DISCLOSURE I 

FORMA TION THAT IS CONTROLLED UNDER 49 
ISCLOSED TO PERSONS WITH OUT A "NEED TO 

WITH THE WRITTEN PE RMISSION OF THE 
INISTRA TIO N OR THE SECRET ARY OF 

CIVIL PENA L TY OR OTH ER ACT ION. FOR U.S. 
BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 22: Incident Reports 

Teaching Point: Part icipants 
should record the passenger's 
name and information required 
for the Incide nt Report from the 
ID or ticket informa tion. They can 
do this by record ing the relevant 
information into their BOO 
Notebooks whe n the time 
pre sen ts itself (for example , when 
the officer is talking to the 
passenge r). 

Incident Reports includ e many fields that require spec ific types 
of data to be entered . 

The Incid ent Report may be used as evidence in a court case, so 
it is essential that incident s are recorded thoroughly and 
accurately. 

Incident Reports also includ e a narrati ve section where the BOO 
describes the incident so that the data can be used by other 
entiti es who were not directly involved in the incident. 

Personally Identifiabl e Information (PII) is includ ed in an 
Incid ent Report. BDOs should document the behav iors shown 
and why that person became a LEO referral but should not 
includ e points on this report. 

Qw 
Facilitated Discussion: Lead a brief di scussion about 

Incident Reports, including the reporting requir ements and 
report writing. Instructors should capture the list on a flipchart. 

~ Flipchart: Report Issues 

Ask: What mak es an effective narrative report ? 

Answer: An effective narr ative report contains only the facts. A 
reader who was not pre sent should be able to easily understand 
the Who , What, When, Where, Why, and How of the incid ent. 

Ask: What should be excluded from an Incident Report? 
Should these same thin gs be excluded from a SPOT Referral 
Report? 

Answer: Incident and SPOT Referral Report s should exclude 
opinions, justifications, rationale, jargon, conclusions, and 
emb ellishment s. 

Version 1.2 WARN/NG: THIS RECORD CONTAINS SENSITIVE SECU 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RECORD 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 1520, 
ADMINISTRATOR OF THE TRANSPORTATION SECURI 
TRANSPORTATION. UNAUTHORIZED RELEASE MAY 
GOVERNMENT AGENCIES, PUBLIC DISCLOSURE ISGO 

MA TION THAT IS CONTROLLED UNDER 49 
LOSED TO PERSONS WITHOUT A "NEED TO 

1TH THE WRITTEN PERMISSION OF THE 
RATION OR THE SECRET ARY OF 

LT VIL PENALTY OR OTHER ACTION. FOR U.S. 
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Slide 23: PARIS Reports 

...,.,,.~th -•~""I..,,~- ""O f'Afll~ ,_,..._ lt)I' ~

o,Oill ,.,....,,, •• _ ,1.,1& •,r ..,..,, 11N1 •'IM')-C...,.,.... tt-• 

• -~ .. "'"-.,, ._.,lyt V.lw•• \\~ ...,"°' ~ H-n c~i,turNl 

• ,-ri1• C~1 ... ,1.,.,.,~ ,.,,. t "'1• I• I 

· ft.A t!"at>t•d -1-,r_t,..,, '™"i.,at,\1•, 

Correctly entering information into PARIS and utili zing the 
available data fields allows for accurate and effective sortin g, 
trendin g, and analysis. 

.Ask: Are Referral Report s entered into PARIS? 

Answer: Only Incident Report s are entered into PARIS . 

• Ask: What initiat es the need to compl ete an Incid ent 
Report ? 

Answer : Incident Report s mu st be compl eted when a referral 
involves LEO noti fication. 

For accurate PARIS reportin g use the following tips: 

• Ensure the elements of an Incid ent Report (Who, Wh at, 
Where, When, Why, and How) are captured compl etely 
and avoid unneces sary embellishm ents. 

• Do not "cut and past e" the narrativ e from other report s. 

• Do not atta ch SPOT Referral Repor ts; only include the 
SPOT Referral Report numb er . 

• Use restraint when attachin g phot ographs to incid en t 
reports. Different angle s and / or distances do not add 
mu ch more value. 

• Photograph s should be taken at the lowes t fidelity 
p ossible to captur e sufficient detail. Attachm ent s to 
incident report s cann ot exceed five megabytes. 

Version 1.2 WARN/NG: TH IS RECORD CONTA INS SENSITIVES RMA TION THAT IS CONTROLLE D UNDER 49 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RECOR ISCLOSED TO PERSONS WITH OUT A " NEED TO 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 1520, WITH THE WRITTEN PER,\.flSSION OF THE 
ADMINISTRATOR OF THE TRANSPORTAT ION SECU N ISTRA TION OR THE SECRET ARY OF 
TRANSPORTATION. Ul'\AUTHORIZED RELEASE 1 UL: CIVIL PENALTY OR OTHER ACTION. FOR U.S. 
GOV ERNM ENT AGENCIES, PUBLIC DISCLOSURE IS G VERNE BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Te achin g Point : Divide the class 
into four to six gro ups. Be sure to 
"mix up" the class so that the 
sa me part icipants are no t always 
s itting toget her at the sa me table. 

Teaching Point: Ensur e that 
part icipants know that the repor ts 
used in this exerc ise are rea l 
repor ts that were actually 
submitt ed. How eve r, the names of 
the BDOs have been inten tiona lly 
om itted, and the origination 
a irport has been changed. 

,-.[J \ 
ft!ir-•, Activity : Reports 

Purpose: To identi fy areas for improv ement on SPOT Referral 
Reports 

Duration: 15 min utes total; 5 minut es in breako ut groups and 
10 minu tes to debrief as a class 

Materials : Flipchar t, markers 

-Reference: "Referra l Report Poor Exampl e #1" and 
"Referral Report Poor Exampl e #2"hand outs 

Instructions: 

1. In table groups, advise par ticipant s that they have 5 
minut es to eva luate the SPOT Referra l Reports and 
de termin e the issues assoc iated with the reports. 

2. Participants should record issues on a flipchart. 

~ Flipcha,t , SPOT Referral Repmts Issues 

3. After 5 minut es, reconvene the class . Ask for one gro up 
to volunt eer to prese nt the result s of its discussion to the 
large group. 

Vers ion 1.2 WARNING : TH IS RECORD CONTAINS SENSITIVE SE URITY ORMA TION TH AT IS CONTROLLED UN DER 49 
ISCLOSED TO PERSONS WITHOUT A "NEED TO 
1TH THE WRITTEN PERMISSION OF THE 

C.F. R. PARTS 15 AND 1520. NO PART OF THI S REC A 
KNOW ," AS DEFINED IN 49 C.F.R. PARTS 15 AND 15 
ADMI NISTRATOR OF THE TRANSPORTATION SECU 
TRANSPORTATION. UNA UTHO RIZ ED RELEASE M 
GOVERNM ENT AGENCIES, PUBLIC DISCLOSU RE I 
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Vers ion 1.2 

.Ask: What are some of the basic probl ems with thi s repo rt? 

Answer: An swers should includ e: 

Poor Example #1: 

• The environmenta l baseline is mis sing the physical 
layout , and it does not need to cont ain the da y of the 
week and tim e. 

• There are grammatica l error s and misspelled words. 

• Most of th e informati on that was listed in th e LEO 
Resolution box should have been in the Pass eng er 
Reso lution box. 

No te: The passenger data is mi ssing because the refer ral took 
plac e outside the screening checkpoint. ID and travel 
documents are not to be req ues ted outs ide the screening 
checkpoint. In this case, we see the BDOs may not have been 
able to obtain this information , or the person may not have 
been trav elin g. 

Poor Example #2: 

• The environmental baseline on ly needs to contain the 
general demean or, ph ys ical layout, and type of 
pa ssenger s. 

• At the bottom of pag e 1, there should be a "4" instea d of 
an "S" in the Sections 2-3 Total Points box. 

• This is an examp le of the BDO not being able to obtain a 
resolution. 

• Most of the information in the Resolution of Behaviors 
box is re lative but shou ld includ e some of the que stion s 
the BDOs ask ed, and the pa ssenger's responses to tho se 
question s. 

Ask : H ow do these repo rts reflect on the report writers and 
TSA? 

Answer: Answers may include: the wr iting is sloppy, 
incompl ete, and the writer and TSA may appear unpr ofess ion al. 

WARNING: THIS RECORD CONTA INS SENSITIVE SE 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS REC 
KNOW, " AS DEFINED IN 49 C.F.R. PARTS 15 AND 152 
ADMINISTRATOR OF THE TRANSPORTATION SECUR 
TRANSPORTATION. UNAUT HORIZED RELEASE , 
GOVERNMENT AGENCIES, PUBLIC DISCLOSURE I 
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Ask: If subp oena ed, would the report supp ort the agency's 
mission and the government's case in a court of law? 

Answer: Answers will vary. 

Slide 25: Common Report Errors 
... 
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Slide 26: Report Writing Tips 
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Teaching Point: These tip s are 
genera ! in natur e . Some of them 
are more ap pli cab le to SPOT 
Referra l Repo rt s a nd som e are 
mo re app licab le to Incident 
Report s . 

Some common errors found in Incident Report s includ e: 

• Lack of answers to Who, What, Wh ere, When, Why, and 
How que stion s 

• Unable to read penmanship 

• Failure to includ e all releva nt facts 

• Failure to document wha t position the auth or wa s 
wor king and who the other players were 

Some general guidlelines for filling out reports include: 

• "Set the stage" 

• Write chron ologically 

• Repor t what was said as well as what was done 

• Give the facts but leave out opini ons and conclu sions 

• Include only what you know first-hand 

• Be thorough - answer all of the basic qu estions 

• Write clearly 

• Write legibly 

Versio n 1.2 WARNING: TH IS RECORD CONTAINS SENSITIVE 
C.F.R. PARTS 15 AND 1520. NO PART O F THIS RE 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 15 
ADMINISTRA TOR OF TH E TRANSPORTATION SEC 
TRAN SPORTATION. UNAUTHORIZED RELEASE 
GOVERNMENT AGENCIES, PUBLIC DISCLOSURE 
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Slide 27: "Set the Stage" 
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Teaching Point: The first bullet 
po int is relevant to Incident 
Reports. 

Rememb er, reports will be read and used by various entities, so 
it is important to "set the stage ." 

If the information is not alr eady includ ed in data field s, state : 

• Who you are (nam e, title) and the names of any other 
officers involved in the incident 

• When events took place (date, appro ximat e time) 

• Where you were working at the time of the incid ent 

Slide 28: Write Chronologically 
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Teaching Point: Tip re lates to 
both SPOT Referral and Incide nt 
Repor ts. 

Slide 29: Stick to the Facts 
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Teaching Point: Tip relate s to 
both SPOT Referral and Incident 
Reports. 

The readers of your report need to know the order in which 
reported events took place. 

• Relate the facts of the incident in seq uence. 

• Tell what happ ened first, secon d, third, and so forth. 

For example , repo rts should include at what point the LEO 
arrived (if applicable) , where the boarding pa ss and ID we re 
when the LEO arrived, and any other details of LEO 
invol vement in the order that it occurred . 

In your reports, stick to the facts above all else. You are reporting 
what happened . Reports should includ e who did what to whom 
and why -- not wh at might have happ ened , should have 
happe ned, or did not happe n . 

Do not put a "spin " on the facts or exaggerate them. 

Versio n 1.2 WARNING: THIS RECORD CONTAINS SENSITrVE S · 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RECO 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 1520, 
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Slide 30: Stick to the Facts Examples 
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Facilitated Discussion: Lead a bri ef discussion on facts 
versus opinions and conclusions. 

Ask: Which of the following sentence s is an opinion, and 
which one provides factual evidence? 

Version 1.2 

la. He intentionall y thr ew his shoe at the TSO. 

lb. I saw him forcefully throw his shoe toward the TSO 
using an overhand motion. I then saw the shoe hit the 
TSO in the wrist. 

Answer: Sentence la offers an opinion, but there is no factu al 
evidence. Sentence lb pro vides that evide nce. 

Ask: Which of the following sentences is a conclusion, an d 
which one is factual? 

2a. The passenge r told the TSO in a lou d tone of voice, while 
slamming a bin down on the tabl e betwee n them, "I don ' t 
need your help. Get out of my way!" 

2b. The passe nger was mean and rude to the TSO. 

Answer: Sentence 2a is factual. Sentence 2b is an op inion and 
conclu sion. 

WARN/NG: THIS RECORD CONTAINSSENSITI 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS REC 
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Slide 31: Report What Was Said and Done 

Sticking to the facts is especially important in relating thin gs that 
an individual says. 

If a person says something important, relate it as we ll as you can 
remember it, quoting it if possib le. 

For example, if an indi vidua l says, "I w ish I had a gun so I cou ld 
shoot you!" do not write, "Mr. Jones threatened me." 

Teaching Point Tip relates to 
both SPOT Referral and Incident 
Rep orts. 

If you cannot recall exactly what was said, make sure your 
statement reflects this. 

.Ask: How do you indicate that you are paraphras in g? 

Answer: Do not use quotation marks. 

Be objective in relating the facts, even if you were personally 
insulted (or worse) during the incident. 

Wh ile you should not let emotions guide your wr iting, it is 
appropriate to recount stro ng emotions that resulted from an 
incident. 

For example, if a person's actions caused you to feel fear for your 
safety, those feeling s are appropr iate to include in your report 
(in an objective manner). 

Slide 32: First-hand Knowledge 
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Vers ion 1.2 

Write from your own perspective, and do not use another 
person's description of the incident. 

It is okay if you do not know all of the facts pertaining to the 
incident. Just write what yo u know . 

WARN ING: TH IS RECORD CONTA INS SENSITIVES RMA TION THAT IS CONTROLLED UN DER 49 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RECO ISCLOSED TO PERSONS WITHOUT A "N EED TO 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 1520, WITH THE WRITTEN PERl\-llSSION OF TH E 
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TRANSPORTAT ION. UNAUTHO RIZED RELEASE M U CIVIL PENALTY OR OTHER ACTION. FO R U.S. 
GOVERNMENT AGENCIES, PUBLIC DISCLOSURE IS GOVERNED BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 33: Be Thorough 
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Version 1.2 

Includ e all the facts that are neces sary and important to the 
incident without going into excessive deta il. 

.Ask: What are the basic question s BDOs shou ld address in 
a report? 

Answer: Who, What, Where, When, Why, and How 

Your narrative should be complete but not overdone . On e way 
to help you keep the narrative concise is to use bullets to help 
summarize. 

If time permits, have your partner review reports prior to 
submi ssion. 

WARNING: THIS RECORD CONTA INS SENSITIVE 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RE 
KNOW ," AS DEFINED IN 49 C.F.R. PARTS 15 AND 15 
ADMINISTRATOR OF THE TRANSPO RTATION SE 
TRANSPORTATION. UNAUTHORIZED RELEASE 
GOVERN MENT AGENCIES, PUBLIC DISCLOSURE 

ORMA TION THAT IS CONTROLLED UNDER 49 
DISCLOSED TO PERSON S WITHOUT A "NEED TO 
WITH THE WRITTEN PERMISSION OF THE 

MIN ISTRATION OR TH E SECRET ARY OF 
N CIVIL PENA L TY OR OTHER ACTIO N. FOR U.S. 

OVER, D BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 34: Write Clearly 
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Version 1.2 

Make your reports straightforward and easy to read by using 
simple words and sentences. 

Do not use long phrases where simple words will do. For 
example, do not say, "He was in an unclean condition." Inst ead 
say, "He was dirty." However, do explain what made him 
appear dirty to you. For example, "His face and clothes were 
muddy." 

Everyday words and language will increase the clarit y of your 
report. 

Compare the differences between the following two narrativ e 
statements: 

• The reporting BOO responded to the office, where STS0-
2 was telephonically contacted by this BDO. 

• I telephoned Supervisory Transportation Security Officer 
(STSO) Jones. 

Ask: Which narrative statement is easier to understand? 

Answer: Both describe the same action, but the second one is 
clearer and easier to understand . 

• Ask: What are some of the issues with the first narrative? 

Answer: Answers should include: 

• It is written in the third p_erson, passive voice making it 
stilted and difficult to read. 

• It contains undefined acronyms. 

• The sentence is wordy (16 words) . 

WARNING : THIS RECORD CONTAINS SENSITIV RMA TION THAT IS CONTROLLED UNDER 49 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RECO DISCLOSED TO PERSONS WITHOUT A "NEED TO 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 15 WITH THE WRITTEN PERMISSION OF THE 
ADMINISTRATOR OF THE TRANSPORTATION SE NISTRA TION OR THE SECRET ARY OF 
TRANSPORTATION. UNAUTHORIZED RELEASE ES CIVIL PENALTY OR OTHER ACTION . FOR U.S. 
GOVERNMENT AGENCIES, PUBLIC DISCLOSURE IS GOVERN ·D BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 35: Complete and Legible Reports 
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Version 1.2 

Effective reports ensure that all require d data fields (such as 
identificati on numb er, phone numb er, address, and flight 
informati on) are completed to the best of the report writer's 
ability based on the situation. 

There is a space on the Incid ent Report to indicate th e SPOT 
Referral Repo rt locato r numb er. This numb er should be used 
instead of attach ing th e actua l report. 

If a report is written by hand, it needs to be legible . 

Ask: Why is it important to wr ite a report legibly? 

Answer: Answ ers should includ e: 

• Others may need to read the reports later . 

• Reports wr itten by hand may need to be en tered late r by 
a third-party into different reporting systems. 

• Writing legibly pre vents transcription errors. 

Double-check each person's nam e, phone numb er, and any 
que stionabl e spe llings of names or locatio ns. 

Take pride in the appearance of your wo rk - it is a reflection of 
you (and the wr itten docum entation you provide will take on a 
life of its own) . 

Penmanship counts . 

WARN/NG: THIS RECORD CONTAINS SENSITIVE ORMA TION THAT IS CONTROLLED UNDER 49 
C.F. R. PARTS 15 AND 1520. NO PART OF THIS RECO ISCLOSED TO PERSONS WITHOUT A "NE ED TO 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 1520, WITH TH E WRITTEN PER1\11SSION OF THE 
ADMINISTRATOR OF THE TRANSPO RTATION SEC INISTRA TION OR THE SECRET ARY OF 
TRANSPORTAT ION. UNAUT HORIZED RELEASE ·S CIVIL PENALTY OR OTHER ACT ION. FOR U.S. 
GOVE RNME NT AGENC IES, PUBLIC DISCLOSURE IS OVERN · D BY 5 U.S.C. 552 AND 49 C.F.R. PARTS 15 AND 1520. 
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Slide 36: Narrative Report Example 
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Teaching Point : Keep this a sho rt 
two- to three-minute d iscuss ion. 
Give the pa rticipants time to read 
the scenario quiet ly or ask for a 
voluntee r to read it out loud. 
Elements of effect ive narrativ e 
report writing w ill be discussed 
later in the lesson. 

Teaching Point: Be prepared to 
provide your own answers to 
these ques tions. 

Below is a sampl e repor t narrati ve. 

"On 3/22/ 1020 at 1400 the reporting BOO notifed the on-duty 
TSM that the LEOs had been cont axed. The concealed nife ha d 
been scene by the BDO-1 who saw the knife in the ba g. At this 
point, BDO-2 advised the reposndin g LEO at 1244." 

.Ask: What are some of the basic problems with thi s 
narrativ e? 

Answer: Answers should includ e: grammar, spe lling, sentence 
stru cture, word context (scene instead of seen), and undefined 
acronyms . Additionally , the times listed in the repor t are 
confu sing and inconsistent. 

Ask: How do es this narrative report reflect on the report 
wr iter and TSA? 

Answer: Answers may include that the writing is slopp y to it 
makes the writer and TSA ap pear unpro fessiona l. 

.Ask: In a court of law, wo uld the repo rt better supp ort the 
Government or the defense? 

Answer: Answers will vary. 

Version 1.2 WARNING: THIS RECORD CONTAINS SENS! VE SEC TY INFORMATION THAT IS CONTROLLED UNDER 49 
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Slide 37: Activity: Evaluating Narrative Reports 

Versio n 1.2 

f'!B t, 
f(~l '-'- Activity: Evaluating Narrative Reports 

Purpose: To allow participants the opportunity to begin 
evaluating report s and providing feedback 

Duration: 15 minutes 

Materials: Pens or pencils 

- Reference: "Na rrativ e Reports" handout 

Instructions: 

As a group, participant s will eva luate the following narra tive 
report and answer the questions in the activ ity. 

During additional screening, BDOs discove red fraudlent IDs 
and Mr. Funderburke's behavior escalated meeting the 
thr eshold for LEO invol vement. Airports Authority 
responded, confiscated the IDs, and interviewed Funderberk 
who did not give a statement. BDOs referred passenger 
Zephram Funderburk e to additional scree ning du e to 
exhibiting suspic ious beha vior. When asked, Mr. Funderberk 
provid ed a driver' s license but refused to disclo se hi s 
telephone nun1ber. That license, numbered #101-55-6767, 
was issued to Zephram Harker Funderburke (DOB: 
05/08/60) of 2968 Greenland Court, St. Louis, MO 22139. Mr . 
Funderburke held a ticket to St. Louis via Southwest Airlines 
Flight #1340, scheduled for departure at 1015. LEOs 
conducted an NCIC check on Funderb erke. 

WARN/NG: THIS RECORD CONTAINS SENSITIVE 
C.F.R. PARTS15 AND 1520. NO PARTOFTH1S RE 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 15 
ADMINISTRATOR OF THE TRANSPORTATION SEC 
TRANSPORTATION. UNAUTHORIZED RELEASE 
GOVERNMENT AGENCIES, PUBLIC DJSCWSURE I 
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.Ask: What are some thin gs th at are wron g with the report? 

Answer : Answe rs should includ e: 

• There are num erous spelling error s. 

• The event s are not stated chro nologically . 

• "Fund erbur ke" is spe lled thr ee different ways . 

• The reasons for referral were not prov ided. 

• The LEO Resolution is not pr ovided. 

Ask : What are possible causes and consequences of th e 
repor t being incomple te? 

Answer: Answe rs should include: 

• Possible causes are lack of time, poor repo rt wr itin g 
skills, or poo r observa tion skills. 

• Poss ible conseq uences includ e making it more difficu lt to 
perform accurate trending and analys is of incide nts, and 
it may also imp act a case th at is being prosec ut ed in a 
court of law . 

Slide 38: SPOT Check 

Version 1.2 

Ask: What are comm on report erro rs? 

Answer: Answ ers should include: 

• Lack of answers to Who, What, Wh ere, Wh en, How, an d 
Why ques tions 

• Unable to read pen mans hip 

• Failure to include all releva nt facts 

• Failur e to document what position the au thor was 
work ing and who th e other playe rs were 

WARNING: TH IS RECORD CONTAINS SENSITIVE 
C.F.R. PARTS 15 AND 1520. NO PART OF THIS RE 
KNOW ," AS DEFINED IN 49 C.F.R. PARTS 15 AND 15 
ADMINISTRATOR OF THE TRANSPORTATION SEC 
TRANSPORTATION . UNAUTHOR IZED RELEASE 
GOVERN MENT AGENC IES, PUBLIC DISCLOSURE I 
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Slide 39: Summary 
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Teachin g Point: To main tain 
part icipa nt interes t, su mmarize 
the lesson by asking a series of 
open -end ed question s rather than 
reading the objectives ver batim. 
Suggested ques tions are lis ted at 

right and identifi ed by the @ 
icon. 

Participant s should now be able to: 

• Describe the circumstances that requir e a SPOT Referral 
Report 

• Describe the circum stan ces that require an Incid en t 
Report 

• Describe Playbook and VIPR reporting requir ements 

.Ask: When do you need to wr ite a SPOT Referral Report? 

Answer: BDOs co 
individual accrues 

• • • • • eferr al Report s when an 
ehav ioral indicator point s . • 

Ask: When do you need to write an Incident Report? 

Answer: Incident Repor ts mu st be complet ed when a referral 
involves LEO notification. 

Ask: What is the preferred documentation that may 
accomp any an Incid ent Report ? 

Answer: Photographs, taken at the lowes t fidelity poss ible to 
capture sufficient detail, are the preferred do cumenta tion. 
Attachm ent s to Inciden t Reports cannot exceed five megabytes. 

Ask: What are Playbook and VIPR repor ting requirements? 

Answer: Repor ts mu st be entered into PMIS when an incid ent is 
a direct result of BDO action. 

Vers ion 1.2 WARN /NG: THIS RECO RD CONTA INS SENSITIV 
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Slide 40: SPOT OJT Proficiency Checklist 
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Version 1.2 

OJT requir ements include the following: 

• Each officer will perform a minimum of 24 hours of 
documented on-th e-job training with a SPOT OJT 
Monitor. At the compl etion of the 24 hour s, the OJT 
Monitor will asses s and document each officer's 
performance using the "OJT" column of the SPOT 
Profi ciency/ OJT Checklist. 

• During the mentoring pro cess, thi s form will ser ve as a 
formal evaluati on. 

• To successfully complete your SPOT trainin g, you will be 
required to receive a "Meets Standard s" for all applicable 
items during the mentoring period. If all standards are 
not met, rem ediation will be schedul ed. 

• You will ha ve additional opportunitie s to review and 
pra ctice SPOT techniqu es during the mentorin g period 
prior to being formally evaluated. 

WARNING : TH IS RECORD CON TAINS SENSITIVE 
C.F.R. PARTS 15 AND 1520. NO PART OF THI S R 
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Slide 41: Activity: Airport Visit #2 

Vers ion 1.2 
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~J/t--Activity: Airport Visit #2 

Purpose: To pro vide pra ctice in condu cting beh avior 
observation in a rea l settin g 

Duration: 3 hour s 

Materials : Notebooks; do not take Referral Report s to the 
airp ort 

Instructions: 

1. Par ticipants will be brok en up int o thr ee gr oup s and 
taken to checkpoint lanes that are not utili zed . 

2. Instructor s will walk participant s through the mechanic s 
of a SPOT Referral , includin g: 

• Positionin g on the out side of checkp oint 
• Transition into th e checkpoint 
• Maintaining visual contr ol of pass engers 
• Positionin g during the screening proces s 
• Completing screening pro cesses 

3. If time allows, parti cipant s will es tablish environm ent al 
baselines at their assigne d checkpoint. 

4. After establishing baselines, instru ctors will have 
parti cipan ts observe for beha viors and w ill work with 
them indivi dually and as a group . 

5. Particip ant s can observe wh eth er any pa ssengers reach 
the thr eshold for a SPOT Referral and valid ate their 
observati ons with their instructor , without pr oceedin g 
furth er in the SPOT pro cess . 

WARNING: T HIS RECORD CO NTAINS SENSITIVE SEC FORMATION THAT IS CONTROLL ED UND ER 49 
C.F.R. PA RTS 15 AND 1520. NO PART O F THIS RECO ISCLOSED TO PERSONS WITH OUT A "NEED TO 
KNOW," AS DEFINED IN 49 C.F.R. PARTS 15 AND 1520, WITH THE WRITTEN PERMISSION OF TH E 
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Slide 42: Job Knowledge Test 
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Teaching Point: Administer test, 
stop testing at the end of stated 
time limit. 

The Job Knowledge Test is a measure of course comprehension. 
It consist s of a combination of T /F and multiple choice 
statements and questions as well as case based scenarios. You 
will be asked to determin e a score for each scenario based on the 
SPOT Referral Repor t criteri a. 

You will have ___ mjnut es to comp lete the test, and will 
receive a pa ss or fail which will dete rmin e whether remed iation 
and retest is requir ed before continuing with OJT. 

Slide 43: Course Evaluations and OJT 
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Teaching Point: Refer participants 
to handout "Bibliograp hy," if not 
already d iscussed. 

Expla in what participan ts should 
expect as the next step once they 
compl ete this course, and pass the 
Job Know ledge Test. Tell the 
participants to expect to hear the 
resul ts of their tests . 

Collect all SSI and manua ls, take 
care of any housekeeping issues, 
and answer any fina l quest ions. 

Dismiss the class. 

The stan dard TSA wide End- of-Course Leve l 1 Evaluation is 
req uir ed for all Instructor-Led Training (ILT). The eva luation is a 
re-usab le item on the On line Leaming Cen ter (OLC) and will 
remain in your Leaming Plan. Please comp lete the evaluation as 
soon as possible . For add itional information, see the Job Ajd 
dated Jun e 22, 2009 abo ut the eva luation an d how to comp lete it 
on theOL C. 
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