COURSE CERTIFICATION PROCESS
GENERAL
These guidelines were developed to assist in the certification and presentation of POST certified training courses.  Additionally, these guidelines incorporate Commission Policy and a general management philosophy for expenditure of the Peace Officer Training Fund (POTF) related to POST course certification.  Questions regarding POST course certification should be directed to POST, Training Delivery Bureau at (916) 227-4863.  

a. POST will only certify training courses when a need and justification has been established.  If a POST Training Needs Assessment has not identified the need, then written justification, based on a survey or comparable analysis, must be submitted with the certification request.

· An unmet need and justification/survey for course

· Appropriateness of course content

· Is there existing POST Standardized Course curriculum required?

· Instructors and coordinators expertise specifically identified
· Adequacy of physical facilities

· Volume of potential trainees

· Time frame of course presentation

· Methods of course presentation

· Adequacy and availability of clerical and support staff

· Number limitation on students per session

· Adequacy of trainee testing and/or evaluation processes
· Appropriate instructor/trainee ratios
· Provisions for student/instructor safety
· Fiscal Impact to the Peace Officer Training Fund (POTF)

· Appropriate entity to present the course
· Are there existing courses available locally or that could be imported?

All of these factors need to be addressed in any proposed certification request.  Only those courses for which there is an identifiable and unmet need will be certified.
b. POST must ensure that training is presented at locations that are accessible to the appropriate student audience(s).  If it is more cost-effective, an existing course and/or  instructor(s) may be approved for importation to alternative locations throughout the state in lieu of certification of new local courses of the same content.

c. Revenue from the Peace Officer Training Fund (POTF) is expended judiciously and in the most cost effective manner possible.  To contain the ever-increasing costs of training, the majority of POST courses are certified to POST reimbursable law enforcement agencies, or to the California Community College System.  State, Federal, and California-based public or private presenters may be considered for training courses that cannot be met locally by law enforcement agencies or community colleges.

d. Presenters are encouraged to affiliate with a Community College to offset costs and to minimize the impact to the Peace Officer Training Fund.  The following discusses Certification Plans:

· POST Plan I (Backfill)

Plan I pays for officer and dispatcher travel, per diem, and tuition.  POST will also reimburse 100% of actual “time-and-a-half” salary paid:

a)
 For an officer directly replacing another officer who is in training.

b) For an officer attending training on days off (pay at officer=s rate).

c)
 For an officer traveling to/from training (on days off limit of 16 hours).

d)
 Payment at rate of officer covering shift.

Courses requiring inordinately high presentation cost are considered for Plan I certification.  Certification is contingent upon fund availability. These courses must not be restricted to agency personnel of the course presenter.  Plan I courses are only approved for high-cost/technical courses, train-the-trainer courses and high needs that are otherwise not available.  Backfill courses must meet subject/curriculum criteria established by the commission.

· POST Plan II (Backfill)

Plan II pays for officer and dispatcher travel and per diem.  POST will also reimburse 100% of actual “time-and-a-half” salary paid:

a) For an officer directly replacing another officer who is in training.

b) For an officer attending training on days off (pay at officer=s rate).

c) For an officer traveling to/from training (on days off limit of 16 hours).

     d) Payment at rate of officer covering shift.

Generally, Plan II courses are certified to an agency, California Community Colleges or other entities, which have their own source of funding.  Backfill courses must meet subject/curriculum criteria established by the commission.

· POST Plan III

Plan III pays for student travel, per diem, and tuition.  Courses requiring inordinately high presentation cost are considered for Plan III certification.  Certification is contingent upon fund availability.  These courses must not be restricted to agency personnel of the course presenter.  Plan III courses are only approved for high-cost/technical courses, train-the-trainer courses and high-need courses that are otherwise not available.

· POST Plan IV

Plan IV pays for student travel and per diem. Generally Plan IV courses are certified to a California Community Colleges or other entities having their own source of funding.  Any non-reimbursable materials fees or administrative fees must be declared on the Certification Request form and Certification Announcement forms.  All such fees or modification thereof must be approved by POST.

· POST Plan N/A

POST Plan N/A does not pay any costs but does allow credit toward the Continuing Professional Training requirement.  Plan N/A generally applies to conferences certifications.

· Materials Fees

Materials fees are costs charged to attendees for Community College registration and consumable student supplies.  These fees are non-reimbursable.

· Disclosure
When POST certifies courses with tuitions or fees, all costs must be fully disclosed. POST reserves the right to approve or disapprove any subsequent tuition, fee or materials charge.  This applies to both reimbursable and non-reimbursable charges.

(See paragraph Ao@ for additional fiscal requirements.)

e. POST staff and presenters shall develop and use appropriate means of evaluating course effectiveness.  Examples include use of the POST Course Evaluation Instrument (CEI), course certification reviews, on-site monitoring, surveys, or other methods deemed necessary.

f. Courses may be certified which will be presented in conjunction with association or organizational meetings or conferences.  Similarly, courses will not be certified to associations if attendance is restricted to only association members.  Courses may be restricted to law enforcement only.

g. POST may certify courses in management/labor relations, but will not certify courses to train management and/or employees in the techniques of labor negotiations.

h. No course will be certified which restricts attendance to a single agency unless the specific purpose of the course is to improve the agency and attendance by outside agency personnel would compromise the effectiveness of the training.

i. Certification to out-of-state presenters will normally not be considered.  Exception will be made only with Commission approval.

j. Courses are certified on a fiscal year basis (July 1 through June 30), and are subject to annual review and recertification. 

k. Certification requests for courses which involve manipulative or psychomotor skills must provide provisions for student, instructor and public safety.  Certification requests must contain the presenter's general safety policy, course specific policy (if applicable) the presenter's student/instructor injury response protocols and identify the instructional staff-to-student ratio.  Such policies must identify phone/radio communications for emergencies. The expanded course outline must identify and reflect discussion on all safety elements from the course specific safety policy prior to any such activities.

l. Specific information concerning student safety is identified in the document POST Guidelines for Student Safety in Certified Courses.  This document is available on request.

m. Course Quality Assessment Reviews are conducted by POST Staff after a course is certified.

n. The Course Quality Assessment Review minimally includes classroom presentation monitoring as well as a review of required course documentation, such as the expanded course outline, instructor resumes, hourly distribution schedules, budgets and pertinent safety policies.  In addition, an on-site visit provides the opportunity to evaluate the training facility, adequacy of instructional delivery, adult learning methodologies, and instructional equipment.

o. State funds approved but not expended in the presentation of a Plan I or Plan III course will be returned to the POST reimbursement unit with a written explanation. Presenters must retain receipts and cancelled checks as verification of expenditures associated with presentation of all courses.  POST certified course presenters may be audited by POST staff or the State Controllers Office at anytime. 
PROCESS USED TO CERTIFY & PRESENT TRAINING COURSES
The Electronic Data Interchange (EDI) is used to submit requests for course certification.  The Course Certification program is contained within the EDI system.  The Course Certification program provides the interface for the user (presenter) to enter administrative and course specific information that is ultimately submitted to POST as a request for certification.

Presenters using the Course Certification program should contact their local POST Regional Consultant and be prepared to provide information about the following areas of their proposed course: 

1) Administrative information including but not limited to:

a) Demonstration of an Unmet Need

b) Appropriateness of the training topic for law enforcement/public safety dispatch

c) Competency of instructors teaching the course

d) Adequate and safe training facilities

e) Approval by Agency Training Manager, Chief or Sheriff

f) Timeliness of the request

g) Consideration of the reimbursement plan being requested

h) Does the course satisfy a mandate (legislative, POST regulation, PSP, other)

2) General course administrator information including but not limited to:

a) Title of the course

b) Affiliation with community colleges

c) Length of the course in hours

d) Number of presentations per year

e) Anticipated participating agencies

f) Any restrictions to enrollment

g) Residency requirements

h) Address of the training site

i) Specifics of the training facility

j) A detailed description of the course to include goals and objectives

k) Presentation methods and identification of adult learning theories

l) Any training aids and/or materials needed to present the course

3) An hourly schedule of the course including but not limited to:

a) An hourly break-down of the course by major topic

b) Identification of instructor(s) teaching each identified topic

4) Outline of the course including but not limited to:

a) A 3-level expansion of the course in outline format

b) Safety issues identified in the outline

5) Instructor resume including but not limited to:

a) Education, experience, and special skills of instructors

b) Demonstration of required specialized training for instructors of specialized  courses

c) Adherence to regulations concerning instructors, refer to Regulation 1053 (a)(2)

6) Safety policy including but not limited to:

a) Determination of whether a safety policy is required for the proposed course

b) Identification of the presenter’s general safety policy concerning training

c) Identification of the presenter’s specific safety policy concerning the proposed course

d) Identification of the instructor-to-student ratios for the proposed course

e) Identification of the protocol and notification in the event of an injury

7) Budget including but not limited to:

a) Determination of whether a budget is required for the proposed course

b) Adherence to the guidelines established in Regulation 1054 of the POST Administrative Manual

PRIOR TO REQUEST FOR CERTIFICATION
In order for a course to be considered for POST certification the following sequence must be followed:

1.
Contact your Regional Consultant in the Training Delivery Bureau.

Discuss the proposed course.  The TDB Consultant will discuss course certification requirements and advise as to the unmet need for the training in question.  Courses will not be approved or disapproved telephonically.   

2.
Provide the information required by the Course Certification program.

The certification request should be received by POST at least 60 calendar days prior to the first planned presentation.  Presentations should not be scheduled or advertised with the implication that POST certification is pending.  

3.
Prepare an Expanded Course Outline (This document may be uploaded)

The expanded course outline shall minimally include subject topics to the third level of outline detail (I., A., 1).  This suggests sufficient detail to indicate technical information in the subject areas for consultant approval.  

a. All course learning objectives and method of testing are to be included in the expanded course outline.

b. Descriptions of learning activities, scenarios or event simulations must be included with the expanded course outline when they are part of a training course.


4. Prepare an Hourly Distribution Schedule

The hourly distribution schedule must indicate the date and time of each instructional block, the title of each instructional block, and the name(s) of the instructors assigned.

5. Have information for course instructor resumes

An old resume will contain the information needed, but the existing electronic form cannot simply be uploaded, the information may be copied or entered into the system.

6. Prepare a Safety Policy

Prepare a safety policy that includes at a minimum the general safety policy, the course specific policy, protocol for responding to injuries to include notification, and the relevant instructor-to-student ratio(s).

7. Have budget information for the course available

For courses requiring a budget, have an existing budget handy to transfer information, or have a POST Administrative Manual handy to reference the regulations for budgeting.

CERTIFICATION SUBMISSION TO POST
After the Course Certification Request is received by POST, it will be processed as follows:

1.
Review by Training Delivery Bureau (TDB):  

The POST Training Delivery Bureau will review the course certification request.  TDB staff may certify, deny, defer, or return the request to the presenter without action in the following instances:

a.
The certification request is incomplete

b.
The need for the course has not been substantiated

c.
Certification may adversely affect other certified programs

d.
Certification is not cost-effective

Completed requests meeting POST certification criteria will be submitted to the POST Executive Director with a recommendation for action.

2.
Executive Director Action

The Executive Director has the option to:

a. Certify the course

b. Deny Certification

c. Return the course for modifications or to add conditions

d. Defer action until a later date

The applicant will be notified of the Executive Director’s decision.

3.
Commission Action:  

The Executive Director shall report all newly certified courses to the Commission at the next regular Commission meeting.  Any person who has applied to have a course certified and is not satisfied with the decision of the Executive Director may appeal the decision to the Commission.  The applicant may appear before the Commission and offer oral testimony in the appeal.

  
An applicant for certification of a course wishing to appear personally before the Commission must notify the POST Executive Director in writing at least 45 days before the scheduled Commission meeting so that required notifications can be published and distributed.

  
Commission meetings are normally held quarterly.  The date, time and location of a scheduled Commission meeting may be obtained by contacting the POST Executive Office.

4.       Courses will not be retroactively certified.  A certification request must be received and approved prior to course advertisement and presentation.  This requires the sixty-day minimum advance of the certification package to POST Training Delivery Bureau.  


AFTER CERTIFICATION
CERTIFICATION PERIOD
A course shall remain certified for the specified number of presentations during a fiscal year, provided that it is presented in the manner in which it is certified, and subject to the stipulations or restrictions established by POST.

VALIDITY OF COURSE CERTIFICATION
A course that has been certified is valid for presentation only by the presenter receiving the certification.  Due to legal constraints, the course certification is non-transferable.

CERTIFIED COURSE NOT TO BE CHANGED
A POST Certified Course is not to be changed or modified without prior POST approval.  This restriction applies to: numbers of students, budgets, instructors, hours, locations, or course content additions/deletions.  

BASIS FOR REIMBURSEMENT

Only training courses that are certified by POST with an assigned certification number are reimbursable.  However, not all certified courses are eligible for reimbursement (e.g., Plan NA).

PROPER PUBLICITY
A course must be publicized under the exact title with which it is certified by POST.  The POST nine-digit course certification number should be printed on course presentation, brochures, or publications.  It will be clearly stated that the publicized offering is APOST certified.”  At no time prior to certification are courses to be advertised as APOST certified” or APOST certification pending.” 


PRIOR TO A PRESENTATION
COURSE PRESENTATION
A Course Certification program must be used to announce an upcoming presentation of the certified course in advance of a scheduled presentation.  The course shall not be presented until the announcement has been approved by POST and a Course Control Number assigned.  

AFTER A PRESENTATION
COURSE ROSTER
A Course Roster must be submitted to POST within 10 calendar days of a course presentation.  The Course Roster must be completed with all required information.  

TRAINING REIMBURSEMENT REQUEST

Training Reimbursement Requests (TRR) should be submitted with the roster if possible.  This form is submitted to presenters from reimbursable agencies.  This is also the form used to report Backfill reimbursement claims for Plan I or II classes.  NOTE:  It is the responsibility of the course coordinator to collect the form for submission to POST with the Course Roster.  Reimbursable trainees who have forgotten to bring a Training Reimbursement Request form should be instructed to have their agencies follow-up directly with the POST Administrative Services Bureau to obtain reimbursement.
AMENDED ROSTER

An Amended Roster shall be submitted to POST when corrections to the roster are needed.  A Course Roster indicating the correction and with the word “AMENDED” written across the top will constitute an Amended Roster.
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