
COURSE 
CERTIFICATION

LISA HOLTON
KAREN LOZITO

Training 
Managers 
Course

February 2024



LEARNING 
OBJECTIVES

The student will be able to:

▪ Locate existing courses in the 
Course Catalog

▪ Identify course certification 
regulations

▪ Understand the process to 
get a new course certified

▪ Describe the components of a 
certified course

▪ Modify a course

▪ Schedule a course 
presentation

▪ Submit a course roster

▪ Analyze a course



FINDING AN 
EXISTING 

COURSE IN 
THE COURSE 

CATALOG

Look for existing training

▪POST Homepage

▪QUICK LINKS

▪Course Catalog

▪“Course Title” or “Presenter”

▪Alphabetically listed



POST CATALOG



POST CATALOG – COURSE INFORMATION



CREATING A 
NEW COURSE

▪ Who will create the course 
components?

▪ Who has expertise?

▪ Who will instruct the 
course?

▪ Ideally the instructor 
will design the course

▪Where will training be 
conducted?

▪Does all training have to be 

POST certified?



NEW COURSE CERTIFICATION

Evaluation of factors

▪ Establish an ongoing and 
unmet need

▪ Number of presenters 
already certified in area

▪ Do you have instructors 
with expertise?

▪ Will you request a POST 
reimbursement plan?

▪ Will you be opening the 
course to other 
agencies?

FIRST contact 

your consultant



COURSE CERTIFICATION REGULATIONS

• Go to POST 

Homepage

• Quick 

Resources

• POST 

Regulations



COURSE 
CERTIFICATION

POST  
REGULATIONS

▪ 1051. Course Certification 
Program

▪ 1052. Requirements for Course 
Certification

▪ 1053. Requirements for Self-Paced 
Training Course Certification

▪ 1054. Requirements for Course 
Budget

▪ 1055. Requirements for Course 
Presentation

▪ 1056. Annual Recertification

▪ 1057. Decertification

▪ 1058. Appeals Process



TEAM 1 – REGULATION 1052

▪A. Development of course was approved by 
regional consultant based on established 
ongoing, unmet training need.

▪NEW COURSE CERTIFICATION TRAINING 
NEEDS ASSESSMENT (POST 2-343) must be 
submitted to Regional Consultant a minimum 60 
days in advance of desired course presentation 
date(s).



TEAM 1 – REGULATION 1052

▪ B. The presenter of a POST-certified course shall
review all audio-visual training materials prior to 
use as a training resource.

▪ Review shall:

▪ emphasize avoidance of materials that depict 
situations, tactics, and procedures that could lead 
a trainee to take inappropriate actions on the job

▪ include careful examination of depictions of law 
enforcement work to assure consistency with 
existing law and accepted practices



TEAM 2 – REGULATION 1052

▪A. Courses for which POST has established 
minimum curriculum and/or hourly
requirements must comply with those 
requirements at the time of the certification 
request and any subsequent presentations.



TEAM 2 – REGULATION 1052

▪B. A course budget is required when POST 
provides reimbursement for training or 
training presentation; however, a course 
budget is not required when the total course 
tuition per student is $125 or less per day of 
instruction and the reimbursement is limited 
to subsistence, commuter lunch, and travel 
(Plan IV).



TEAM 3 – REGULATION 1052

▪ A.  Each training presenter of POST-certified 
courses involving the manipulative skills 
training shall implement a formal written 
safety policy.



TEAM 3 – REGULATION 1052

▪B. Course presenters shall submit via EDI 
modifications to the budget, course content, 
total course hours, instructors, location, 
and/or number of presentations a minimum 
of 45 days in advance of a course 
presentation.



TEAM 4 – REGULATION 1052

▪A.   Hourly distribution schedule must 
indicate the total number of hours per course 
presentation, total number of days of class, 
and the total number of days per week. 

If the course includes legislatively mandated    
hours, then the hourly distribution schedule 
must illustrate how the mandate has been 
met. (Refer to regulation 1081)



TEAM 4 – REGULATION 1052

▪B.  Expanded course outline; Cert I and II will 
include a statement of purpose. Cert I will 
require second level of detail, Cert II will 
require third level of detail or learning 
objectives and minimum topics.



TEAM 5 – REGULATION 1055

▪ A.   A certified course, if publicized, must use the 
exact title as certified by POST

▪ No course may be publicized prior to course 
certification

▪ The POST certification number shall be shown on 
all materials being publicized

▪ Presenters shall clearly indicate on any course 
announcements, brochures, bulletins, or 
publications that POST has certified the individual 
course offering



TEAM 5 – REGULATION 1055

▪ B.   A completed Course Roster shall include all 
individuals and the number of hours completed by 
each individual, whether or not successful
completion of the course was achieved.

All documents must be submitted to the 
Commission no later than 10 calendar days
following the ending date of the presentation.



TEAM 6 – REGULATION 1055

▪A.   POST must receive the course 
presentation request, via EDI, at least 30 
calendar days prior to the course 
presentation.



TEAM 6 – REGULATION 1055

▪B.   A course that has been certified is valid 
for presentation only by the presenter 
receiving the certification and is not 
transferable to another presenter



COMPONENTS 
FOR 

CERTIFICATION 
- KAREN

▪ Training Needs Assessment 
Form (Form 2-343)

▪ Course Administration 
Information page

▪ Course details; the nuts and 
bolts

▪ Course Instructors

▪ Instructor Resume 2-112; 
under “Forms” tab; OR

▪ Resume Builder

▪ Course Outline

▪ Hourly Distribution Schedule

▪ Safety Policy (if applicable)

▪ Budget (if applicable)



TRAINING NEEDS ASSESSMENT FORM

▪ Be detailed

▪ Survey Training Manager and/or Chief/Sheriff groups

▪ Do your homework; this document is what your POST 

consultant will use in the approval process



EDI – PRESENTER ACCESS





NEW COURSE REQUEST

  Never been certified to your agency

MODIFY EXISTING COURSES

  Already certified to your agency





NAME THAT COURSE!!!!

Option 1

 Type in topic and search for existing titles

This is usually the easiest way



BEFORE selecting title 
in EDI

▪Go to Course Catalog

▪Read course 
descriptions

▪Use an existing title 
when possible

HELPFUL 
TIP



•Certification Type – Cert I or Cert II

•Course Number – if you selected an 

already established title, course # will 

auto-fill

•Secondary Title – allows you to add 

specific wording for search purposes

•Course Description – include specific 

verbiage if leg. mandate, penal code, etc

•Self-Paced Course

•Fiscal Year – ensure you enter correct 

year

•Variable format



VARIABLE 
FORMAT

▪ Same topic

▪ Different amount of time

▪ 4, 6, 8, webinar, etc.

▪ Each contains additional 
and/or different 
information

▪ Not just teaching 
faster or slower

▪ Must have at least two 
variations to enter in 
EDI



EXAMPLE OF VARIABLE FORMAT



DISTANCE 
LEARNING 
(WEBINAR)

REGULATION 
1053(B)

Answer these questions at your table:

▪ What are the requirements for 
Course Administration?

▪ What are the requirements for 
Course Delivery?

▪ If  a course is longer than four 
hours, what are the instructional 
methods that shall be included in 
the course and identified in the 
expanded course outline?

▪ How many of the instructional 
methods listed in (B)(1)-(5) shall 
be included in the course and 
identified in the course outline?

▪ What are the requirements for 
and types of Learning 
Verification?

▪ Why is POST CPT credit not 
given for recorded courses?



• Participating / Target Audience:

• who are you training? 

•Is it for dispatchers

•Published in catalog

•Contracts

•PSP

•Legislative Mandate



•POST Regulation mandate

•Standardized curriculum

•Revisited content/ Update   

course

•Safety policy; clicking yes will 

add that component in EDI

•College financial support; FTE

•Prerequisites



•Enrollment Restrictions; why?

•College Affiliation 

•Maximum Enrollment 

•Maximum Presentations per year

•Estimated annual trainees

•On-site/off-site

•Course Addresses

   



** WEBINAR - ONLINE LOCATION ADDED



•Classroom facilities

•Presentation methods

•Training Aids

•Methods of assessing learning  goals

  



•Reimbursement Plans

•Coordinator 

information

•Phone number

•Email address

•ALL RED DOT 

INFORMATION MUST 

BE COMPLETED TO 

“SAVE COMPLETE”



COURSE CERTIFICATION:
ANALYZING A COURSE          

• Work as a group at your table to answer the 
questions about the new course packet when 
directed

• Use POST Regulations as a resource

• You may make notes in your packet

• Disregard POST Consultant Review box on 
Course Administration Information page



COURSE ADMINISTRATION 
INFORMATION

LEARNING ACTIVITY 

• Review the Course Administration 
Information page and answer Questions 
#1 and 2

• You have 5 minutes



COURSE ADMINISTRATION INFORMATION

▪#1 What required information is missing?

▪Participating agencies & target audience 

(potential clientele)

▪Number and size of classroom facilities

▪Training aids

▪Coordinator’s email



COURSE ADMINISTRATION INFORMATION

▪#2 What information is incorrect? 

▪Onsite training but it is an off-site location

▪Estimated annual trainees (500, not 300)

▪Maximum enrollment for each presentation 

(normal class enrollment is 25, not 100)

▪Tuition – amount on Course Admin page is $150 

budget page shows $171





COURSE INSTRUCTORS - LISA

Every instructor must have their resume 
approved by POST before teaching



ADD RESUME FROM RESUME MANAGER



LINKS TO RESUME BUILDER

Option 1: 
Click or hover over 
the “Home” icon.  
Under POST Sites 

Option 2: 
Click on “Training” tab, 
select “Training 
Resources” tab, select 
“Instructors and 
Presenters”. Scroll down 
until you see ‘Instructor 
Resume Builder”.



Step 1:
Log into Instructor Resume Builder. Click on Presenters.
Create a presenter in the “Add a Presenter” box. 
*You can only submit resumes to presenters in your list.

HOW TO CREATE A NEW RESUME



Step 2:
To build your 
original instructor 
resume (Instructor 
Resume Builder).

Click on “Resumes.”

RESUME BUILDER



Step 3:
Click on the blue 
“Start New Resumes” 
tab.

RESUME BUILDER



Step 4:
Complete resume by 
filling in the boxes. 
Click the blue 
“Save” button. 

There are four 
sections for the 
instructor resume 
that need to be 
completed.

RESUME BUILDER



TIP: 

**Once you have 
created an initial 
instructor resume, 
resume information 
can be copied over by 
clicking on the “Select 
a saved resume to copy 
from” box only if there 
are other resumes 
listed.

RESUME BUILDER
Copying Information From Other Resumes 



You can copy instructor 
courses from your POST 
Profile.

** Check  1070(b) for POST 
Specialized Instructor 
Training or 1070(c) for the 
equivalency. 

Once complete with this 
section, click on the blue 
“Return” tab to take you 
back to your resume page. 

RESUME BUILDER
Completing Section 4





POST 
REGULATION 
1070

▪ Instructors in specialized subjects 
listed shall complete the 
corresponding training course, or 
complete equivalency process in 
1070(c)

▪ Primary instructors vs. non-primary 
instructors

▪ Guest speakers are exempt

▪ Other required topics – not listed in 
1070

▪ AICC – Basic Course (POST REG 
1009)

▪ Academy Dir/Coord (POST REG 
1071)

▪ Recruit Training Officer (POST 
REG 1071)

▪ Scenario Mgr / Eval (POST REG 
1071)



REGULATION 1070 SPECIALIZED TOPICS

*Must meet minimum content in Regulation 1082



A completed 
Instructor resume 
will look like this, 
all 4 sections have 
been completed.

RESUME BUILDER



Step 5:
Once you are done 
with the new resume, 
click on the drop down 
and change from 
“Draft” to “Ready” and 
click on “Submit.”  

This will take you to 
the next page where 
you can select which 
presenter to send your 
resume to. 

RESUME BUILDER



Step 6: 
Click the “Select 
Presenter” box for the 
presenter you wish the 
resume to go to, and 
then click on the blue 
“Submit Resume” 
button.

* You must have 
already added the 
presenter to your list.

RESUME BUILDER



Resume Manager



Log into EDI. You can 
see if “You have new 
resumes” from 
instructors in the box 
for “General Quick 
Links.” 

You can access 
“Instructor Resume 
Manager” by clicking on 
the quick link or 
clicking on the 
“Courses” tab and 
selecting “Instructor 
Resume Manager.” 

RESUME MANAGER



When you open 
Resume 
Manager, it will 
show the list of 
instructor 
resumes you are 
managing.

“New Resumes” 
are highlighted 
in green. 

RESUME MANAGER



Here is a list of resumes for the instructor submitted through 
Resume Builder

You may send a resume directly to a course that's pending new or 
under modification. Start by clicking "View Courses" 



Select a course to send this resume to. The course must be 
"Pending New" or "Under Modification." 

If you don't see your course, please return to the course 
certification page to begin a new course request or course 
modification.



RESUME MANAGER

A green high-
light will 
appear once a 
resume 
is successfully 
sent to a course.



RESUME MANAGER

Go to your course, which should be in Modification

Select Course Instructors, which should show “INCOMPLETE”



RESUME MANAGER

Then you should see all the resumes you sent over to the course; which 
should show “incomplete”

Select “EDIT” and review all information in resume and COMPLETE 
SECTION 5



RESUME MANAGER

Select your name as the approver; or edit resume approvers on this page

Complete Section 5; and hit Save Complete 



RESUME MANAGER

Complete all the steps and section 5 for all resumes sent to this course

Once complete, Course Instructors should show “COMPLETE”



Accepting Updated Resume

* An instructor can send an updated resume to you and it 
will show in your presenter list.

* Accepting a new resume and sending it to the course will 
replace the old resume with the new version.

*Always review instructor resumes for completeness and 
relevancy.

* Double check boxes for 1070 (b) and (c). 

* If your course is not new, your course MUST be in     
modification to move the resumes over to course.

HELPFUL REMINDERS 



LEARNING ACTIVITY

INSTRUCTOR RESUME

• Review the two resumes and answer 
Question #3

• You have 5 minutes



INSTRUCTOR RESUME

▪#3 What information is missing from 
the instructor resumes?

▪John Smith
▪ Subject instructor teaches in course (Section 3) 

did not list what topics John was teaching



INSTRUCTOR RESUME

▪#3 What information is missing from 
the instructor resumes?

▪Jane Doe
▪ Education (Section 1) missing information

▪ Instructor Experience (Section 2) is blank

▪ Joe Schmoe’s phone (Section 5) missing



EXPANDED COURSE OUTLINE - KAREN



EXPANDED 
COURSE 
OUTLINE

▪Who creates?
▪ Should be expert or 

instructor

▪ Who reviews?

▪ Internal training approval 
system (typically Training 
Manager/Coordinator)

▪ Your training reflects 
agency philosophy



EXPANDED COURSE OUTLINE 
CERTIFICATION I 

▪ Developing a CERT I course:

▪ Statement of Purpose (required)

▪ Learning Outcomes (optional)

▪ Expanded outline to the second level of detail

▪ Each page must have presenter name/#, course title, page #

▪ Revision Date

Example:

Statement of Purpose – should broadly define what the course will do for the student

The purpose of this course is to provide officers with the tools to respond safely and effectively to 

incidents involving persons in crisis who have a mental illness, co-occurring disorder, or intellectual 

disability.

Learning Outcomes – what the student will be able to do at the end of the course

When responding to incidents involving persons with mental illness, graduates from this course will be 

able to use officer safety skills to help stabilize and secure the scene, employ de-escalation, etc…



CERTIFICATION I SAMPLE

Outline to the 

second level



EXPANDED COURSE OUTLINE 
CERTIFICATION II

▪ Developing a CERT II Course:

▪ Statement of Purpose (required)

▪ Learning Outcomes (optional)

▪ Learning Objectives* (outline to 3rd level may be substituted for 
objectives)

▪ Minimum Topics

▪ Learning Activities

▪ Assessment Tool

▪ Each page must have presenter name/#, course title, page #

▪ Revision Date

Any course may qualify for Certification II. 

The following courses require Certification II;

▪ Plan I, II, III, and V, VI, VII

▪ Perishable skills 

▪ Legislative mandates

▪ POST regulatory mandates



CERTIFICATION II – LEARNING OBJECTIVES

Learning Objectives – this supports the statement of purpose and outcomes – each 
learning objective is a small step towards the achievement of what the learner is 
supposed to know or able to do at the conclusion of the course.

Types of Learning Objectives:

▪ Cognitive – intellectual or thinking skills

▪ “Given the description of an incident involving a person in crisis, the 
officer will be able to apply course concepts, etc…”

▪ Psychomotor – physical skills or actions

▪ “Given a scenario involving a person in crisis, the officer will be able to 
demonstrate safety and de-escalation techniques, etc…”

▪ Affective Domain – attitudes or values

▪ “As a result of this course, the student will describe how they will 
respond differently to future incidents involving person in crisis, etc…”



LEARNING OBJECTIVES SAMPLE



CERTIFICATION II – MINIMUM TOPICS

Minimum Topics - Each course will have minimum topics to address and 
fulfill both the purpose and the learning outcomes for the student. In the 
Crisis Intervention Course example, the following general topics were 
generated from the learning outcomes;

1. Stigma

2. Information on mental illness, co-occurring disorder, and 
intellectual disability

3. Resources

4. Safety

5. De-escalation 



MINIMUM TOPICS SAMPLE



CERTIFICATION II – LEARNING ACTIVITIES
Learning Activities- Adults learn best when they are actively engaged in their learning 
process. Meaningful learning activities align with learning objectives and learning 
outcomes to facilitate the development of student skills, knowledge, understanding, 
and application as they progress through the course.

It isn’t necessary to insert learning activities into every topic. Strategic application takes 
into account critical learning junctures as well as available resources and time 
constraints.

CRISIS INTERVENTION COURSE EXAMPLE

Mental Illness, Co-Occurring Disorders, and Intellectual Disabilities 

▪ Learning activity – Students will be shown a variety of videos depicting individuals 
with mental illness, co-occurring disorder, or intellectual disability. Students will work in 
pairs to identify the indicators. Class discussion to follow.

Safety 

▪ Learning Activity – Students will be shown a video depicting an incident involving a 
person in crisis with a mental illness, co-occurring disorder, or intellectual disability. In 
small groups students will work out a safe response. 



CERTIFICATION II – ASSESSMENT TOOL

Assessment (test) and Criteria (passing score)- Assessment and 
criteria are ways to measure the effectiveness of training.  

▪ Assessments may be given both at the beginning and end of 
the course to measure improvement.

▪ Assessment can take many forms; written test, role play, 
scenario, etc.

▪ Criteria determines what is the minimum performance 
needed to qualify or pass

Example:

Written Exam: Students will be given the same written exam at the beginning 

and end of the course. The exam will consist of multiple choice, matching and 

fill in questions.



OUTLINE TO 3RD LEVEL IN LIEU OF 
LEARNING OBJECTIVES

I.  POST EDI Training (Main Topic)
A.  Course certification process 

1.  Course administration page 
2.  Course Instructor resumes

3.  Expanded course outline

4. Hourly distribution schedule

B.  Modifications

II.   Compliance Analysis Report (Main Topic)
A.  Peace Officer compliance 

1.  Basic Certificate

2.  Supervisor Course

3.  Management Course

B.  Dispatcher compliance



WEBINAR 
FORMAT

REQUIREMENTS

POST Regulation 1053 requires:

▪ Method in which trainee registration, 
identification, attendance, and 
course completion is verified

▪ Method in which the course will be 
delivered, and instructor/trainee 
interaction occurs

▪ Instructional methods included in 
the course and identified in the 
course outline

▪ Method in which instructor evaluates 
trainee performance and verifies the 
learning took place







REDACTING OUTLINES – SB 978 01/01/20



REDACTION PROCESS
When a presenter requests redaction to their ECO in EDI, the 

following steps should be followed:

• The presenter will submit their ECO with their requested 

redactions highlighted in yellow as their first and original outline.

• The presenter will upload a redacted version of their ECO as the 

redacted course outline. The highlighted areas must be replaced 

with:
 ***Redacted per to Government Code 6254(f)*** 

Example:



HOURLY DISTRIBUTION
SCHEDULE - LISA





CERT I will only require Part 1 to complete

CERT II will require Pt 2 if there are 

mandatory reguation/leg time mandates





Have all instructors entered first!!!!!





HOURLY DISTRIBUTION SCHEDULE
 Reflects the MAIN topics from outline (Roman numerals)





HOURLY DISTRIBUTION SCHEDULE

▪Amount of time to EFFECTIVELY instruct 

each block

▪Include lunch break, but do not list other 

breaks

▪Topics should mirror expanded course 

outline

▪Common errors:

▪Not including all your instructors on hourly

▪ Including 10-minute breaks on hourly







SAFETY POLICY - KAREN



SAFETY POLICY    

• If answered “yes” on Course Administration Information 

page, system will require safety policy download

• When do you need a safety policy?

• Manipulative skills training  

• Can someone get hurt?

• Must minimally address:  

• Rules of safety and conduct

• Reporting and handling of injuries

• more than minor, reporting to POST within 5 days

• Ratios of instructors to students

• Name, location, phone # of nearest emergency facility

• Physical address/phone of training site must be listed



POST GUIDELINES FOR STUDENT SAFETY

• Go to the POST Homepage

• Hover over Publications Tab

• Select Publications and Guidelines

• Go to Student Safety in Certified Courses

• Use this manual as your guide

• Manual last updated on Oct 1, 2020



SAFETY POLICY

• Instructor-to-Student ratio

• Will vary for different activities

• Static line, moving line, combat course

• Take downs, control holds, ground-fighting

• Use common sense



SAFETY POLICY





BUDGET - KAREN



WHEN IS A BUDGET REQUIRED?
▪ Plan I, II, III, V, VI, VII - budget always required

▪ Plan IV budget required if tuition is over $125 per 
day

▪ Plan N/A courses do not require a budget

▪ POST Bulletin 2019-40 – List of Reimbursable 
Training Courses -
https://post.ca.gov/Reimbursable-Training-
Courses

▪ Commission Regulation 1015, Reimbursements

https://post.ca.gov/Reimbursable-Training-Courses
https://post.ca.gov/Reimbursable-Training-Courses


INSTRUCTORS

▪ Up to $35 per hour

▪ Over $35 justification required
▪ Training, experience and expertise

▪ Not over $90 per hour

A. SERVICES

Instruction – justification if higher than $35 and 

up to $90.



CLERICAL

▪ $15 per hour 
▪ 24 hrs or less = 24 hours

▪ 25 to 40 hrs = 40 hours

▪ Over 40 hrs = 100 hours

A. SERVICES

Coordination – 

• justification if over $15 per hour and up 

to $25

• Instructor cannot also be Coordinator



PRINTING/REPRODUCTION

▪ .09 per page

▪ Brochures/handouts

▪ No student workbooks

A. SERVICES

Clerical -

• Maximum hourly rate is $15

• Course hours = clerical hours claimed



▪ Paper/Officer supplies/Mailing
▪ Actual expenses must be identified

SUPPLIES

A. TRAVEL

Coordinators and Instructors –

• Over 25 miles one way (mileage)



9.  EQUIPMENT

Item

EQUIPMENT

▪ Videos (that stay w/course)

▪ Computer/laptop (prorated 3 yrs/# of courses)

Total Direct Costs:

• Services (A) + Travel (B) = Direct Costs

• INDIRECT COSTS:

• 20% X Direct Costs = Indirect Costs



▪ Over 25 miles from their point of origin (home/office)

▪ Within allowable per diem (subsistence)
10.  TRAVEL

A.  Coordinators

-

B.  Instructors

TRAVEL

D. SUPPLIES

Supplies – Books, Pamphlets, Handouts,  

  certificates, printing, etc…



▪ Any other direct expenses acceptable

▪ Room rental

▪ No food or drink

MISCELLANEOUS

D. EQUIPMENT

Equipment – Rental or Purchase

• If purchased you must use the formula 

provided



SUBVENTIONS

▪ Any outside support of course
▪ College contract

▪ Grant

SUPPORT COSTS

A. Course Facility Costs

B. Miscellaneous (room rental, postage)



SUBVENTIONS

▪ Any outside support of course
▪ College contract

▪ Grant

SUBVENTIONS:

• Grants, FTE’s (full-time equivalent), 

gifts, fees, etc…

• If your course is receiving FTE’s, this is 

where it must be accounted for



GRAND TOTAL

Add all components together, then minus 

Subventions = GRAND TOTAL

TUITION CALCULATIONS

Grand Total ÷ No. of Students = Tuition per 

student (this amount auto calculates when 

grand total is completed



SUBVENTIONS/TUITION

▪ Subvention amount will be taken out of total 

▪ Maximum number of students approved





Submit 60-90 days BEFORE presentation! 

CERTIFICATION PROCESS





COURSE 
MODIFICATION -
LISA



WHEN DO YOU HAVE TO MODIFY A COURSE?

▪Any updates and/or changes to any component

▪Addition or removal of instructor(s)

▪Effective date is the date modification is complete

▪You can future date but not back date

▪All the course components may be reviewed when 

you place it in modification, even if you only added an 

instructor 



▪ You cannot update Word documents in EDI

▪ Make changes in document, then download

▪ Hit the Save as Complete button in EDI

▪ EDI saves past versions under Revision History

▪ “Add course location only” to add a new 

location; still puts the course into modification

COURSE MODIFICATION



Modification of existing course



Select course you want to modify



Now you are here again



Use Comments box to tell 

us what you modified



Puts it into Pending Presenter Completion, if 

modification is not complete



▪Click on MODIFY A COURSE

▪Course Administration Page

▪Change number of presentations to desired 

number

▪Save as Complete

▪Comment Section

▪Requesting increase from ____ to ____

▪Send to POST

ADDITIONAL PRESENTATIONS



COURSE CERTIFICATION CHECKLIST

✓  COURSE GETS CERTIFIED BY POST CONSULTANT

✓  COMPLETE ANY MODIFICATIONS IF NEEDED

   ENTER PRESENTATION DATES IN EDI 

     *How many days must you enter the presentation          

before the course?



ENTERING A PRESENTATION



SELECT THE CORRECT FISCAL YEAR



1. Add a New Presentation

2. Change a Presentation

3. Cancel a Presentation

4. View a Presentation



Date start 01/10/2009 – Date end 01/10/2009

If new location is needed





REMOVING COURSE FROM CATALOG WHEN “FULL”



9180 - 40721 – 22003

PRESENTER

NUMBER
COURSE

NUMBER

PRESENTATION

NUMBER

CERTIFICATION NUMBER

THE WHOLE # IS THE COURSE CONTROL NO.

FISCAL 

YEAR

COURSE PRESENTATION NUMBER

Course Presentation 

Number



Must enter a minimum 30 days BEFORE  
presentation! 

REMEMBER



Do not present the course until approved 

by POST and the presentation request is 

submitted.



HELPFUL TIPS
“COURSE PRESERVER”

➢ Ensure what is approved in 

EDI is what is being taught 

➢ Instructors shall get copies 

of approved outline

➢ Get copy of course  

handouts and videos

➢ Quality assess your course

➢ Review and update your 

courses annually



ANNUAL RE-CERTIFICATION – REG 1056

Each POST-certified course 
shall be reviewed prior to July 
1st by the presenter; EDI will 

auto place courses in 
modification

Courses originally 
certified by POST in even 
years will be reviewed in 
even years and courses 

originally certified in odd 
years will be reviewed in 

odd years. 



HOW TO FIND YEAR OF CERTIFICATION
❑Go to REPORTS tab

❑Select PRESENTER COURSE REPORT

❑Select Presenter



COURSE CERTIFICATION CHECKLIST

✓  COURSE GETS CERTIFIED BY POST CONSULTANT

✓  COMPLETE ANY MODIFICATIONS IF NEEDED

✓  ENTER PRESENTATION DATES

✓  PRESENT THE COURSE

     ENTER ROSTER

  *How many days must you complete the roster?



ROSTERS - LISA



SELECT THE PRESENTATION



COMPLETE COORDINATOR, INSTRUCTOR SECTIONS



ADDING EXIGENT INSTRUCTOR, WHY WOULD YOU?



COMPLETE TRAINEE INFO USING POST ID # 



ONCE COMPLETE, CLICK SAVE COMPLETE



REGULATION 1055
A completed Course Roster shall include all individuals and 

the number of hours completed by each individual, whether or 

not successful completion of the course was achieved



ONCE COMPLETE, CLICK SAVE COMPLETE



SEND TO POST WITHIN 10 DAYS OF COURSE END



COURSE CERTIFICATION CHECKLIST

✓  COURSE GETS CERTIFIED BY POST CONSULTANT

✓  COMPLETE ANY MODIFICATIONS IF NEEDED

✓  ENTER PRESENTATION DATES

✓  PRESENT THE COURSE

✓  COMPLETE ROSTER WITHIN 10 DAYS OF COURSE

✓  ASSESS AND UPDATE COURSE ANNUALLY



MULTI-MEDIA 
ROSTER ENTRIES - KAREN



ROSTERS



SELECT POST MULTI-MEDIA COURSE



FIND THE COURSE BY ID NUMBER 
OR BY TITLE





COMPLETE TRAINEE INFO USING POST ID # 



ONCE COMPLETE, CLICK SAVE COMPLETE



SEND TO POST WITHIN 10 DAYS OF COMPLETION 



SOME STREAMING VIDEOS MAY NEED ROSTER
• Student completes course and received an email 

notification stating “verification of viewing”

• The Training Manager must verify the student 

completed the course; (asking questions, using 

facilitator guide, etc…)

• TM completes a roster in EDI for student to 

receive credit



COURSE OVER ENROLLMENT REPORT (consultants)



OVER ENROLLMENT REPORT
DO YOU SEE ANY ISSUES HERE?



OVER ENROLLMENT CAN CAUSE SAFETY CONFLICTS 
WITH YOUR POLICY AND RATIOS



DON’T RE-INVENT THE WHEEL  
POST “COURSES IN A BOX”

PSP Firearms
PSP Arrest and 

Control
PSP Driving

PSP Strategic 
Communications

PSP Use of Force Rifle Course
First Aid/CPR/AED 

(POST website)
Mental Health 

(POST website)

Basic Tactical 
Dispatch Course 
(Learning Portal)

Public Safety 
Dispatcher Refugee 
Integration Course 

(LP)
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