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Hiring Process
The hiring process for all officers must begin with an Acadis Check.

Acadis Checks
The Acadis check form can be found by going to our

website: sccja.sc.gov 

Click on the General Information tab, Select the Forms
option, scroll down to the second box titled

"Certification/Compliance".  The form is titled
"Acadis / Employment Check".

SCCJA requires agencies to submit an Acadis Check on
all candidates prior to hire.  This includes previously

certified and non-certified applicants.

Please allow 3-5 Business days to receive an emailed
response, after you have submitted the request.

The email you receive from Certification is the email you
will need to attach to the PCS of Hire, if you choose to

hire the candidate.

Information you will receive after completing the form:
Academy ID number (if they have one: please put this
on the PCS of Hire)
Certification Renewal Date
Which Certification they currently hold (if any)
All agencies that they have been employed with
Training History
If they had a break in service and what is needed to
get their certification back
If there is anything in their record that would not
allow them to carry a certification (such as a
misconduct)

Acadis Check Response
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Our Acadis Check/Employment Check does not
substitute for the background check you must do within

your department.

http://www.sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/ACADISEmploymentCheck


Hiring Process
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Background investigation (23-23-60)
All agencies must complete a background investigation for ALL candidates they hire.  

As part of this background investigation, a State and National Criminal History check must be completed, through
NCIC, purpose code J. Ensure you are using the Social Security number in the search parameters. The Criminal History
must be completed within 90 days of the date of hire. The Criminal History check must conclude that the candidate

"has not been convicted of any criminal offense that is a felony, or any criminal offense that carries a sentence of one
year or more, or of any criminal offense that involves moral turpitude. Forfeiture of bond, a guilty plea, or a plea of nolo

contendere is considered the equivalent of a conviction". Any Military Discharge that is not listed as “Honorable” or
any crime appearing on the CHRI from NCIC that you are unsure if it is disqualifier, please complete the CHC Review

“CHC Review for Certification Form”

Candidates should be run through IADLEST's National Decertification Index (NDI). To get access to this free service
apply at IADLEST

A driving record check must be completed for ALL candidates (not including telecommunications Class 4). The
candidate must " hold a valid current state driver’s license with no record during the previous five years for suspension

of driver’s license as a result of driving under the influence of alcoholic beverages or dangerous drugs, driving while
impaired (or the equivalent), reckless homicide, involuntary manslaughter, or leaving the scene of an accident.

Candidates/applicants for certification as state or local correctional officers may hold a valid current driver’s license
issued by any jurisdiction of the United States".

A credit check must be run for all candidates and the results must be favorable.  Candidates for law enforcement
employment, may not be in default of any National Direct Student Loan, a National 

Defense Student Loan, a Guaranteed-Federally Insured Student Loan, a Nursing Student Loan, a Health Professions
Student Loan or a Law Enforcement Educational Loan (59-111-50).

A signed attestation form committing to the practice of ethical policing (hire attestation).

All applicants must show successful completion of high school and have received a high school diploma, equivalency
certificate (military or other) recognized and accepted by the SC Department of Education.

Successful completion of the reading comprehension test is required for all NEW Class 1 certified officers.

Successful completion of the mandatory psychological evaluation is required for all NEW Class 1, NEW Class 3
Advanced, and NEW Reserve officers.

The PDF copy of the email response from the SCCJA Certification Unit, verifying Acadis Background Check completion,
must be attached to the PCS of Hire for ALL candidates  (2020-LETC-003).

If the applicant has been previously employed with a Law Enforcement Agency with SC (Class 1, Class 2, Class 3,
Class 4, Reserve) it must be indicated on the hire form.  You must speak with a member of their former employer's

command staff to discuss the terms of separation.  You must have their Agency name, Full Name and Rank.  If they are
a non-certified employee (ie. HR), you will indicate that for "Rank" and put 0000-0000 for the Academy ID.
Email mmcollins@sccja.sc.gov to receive the link for the Command Staff Point of Contact for Background

Investigations.  

https://www.cognitoforms.com/SCCriminalJusticeAcademy/CHCReviewForCertification
https://ndi.iadlest.org/home


Hiring Process
PCS of Hire

The Hire form MUST be completed within 3 business days
of hiring your candidate.

The PCS forms can be found by going to our website:
sccja.sc.gov 

Click on the General Information tab, Select the Forms
option, scroll down to the second box titled

"Certification/Compliance", and select the form titled
"PCS of Hire".

For PCS of Hire 911, go to the box titled "Basic
Telecommunications Officer Training" and select "Basic

Telecommunication Operator Hire Form".

Please ensure that all the boxes are filled out with
correct information.  We will not accept forms with

information that is inaccurate.  

Some common problems we see are:
Psychological and reading comprehension test
information is not on the form for required
certification classes
The applicant’s name does not match the name on
the Acadis check attached to the hire
Previously employed officers do not have information
regarding the name of the command staff of the
previous agency that was contacted.

You will also be required to upload a PDF copy of the
following:

Acadis check response email or the attachment
received
A copy of the applicant’s valid Driver’s License
SCCJA Hire Attestation Form

We will not be able to accept any forms with errors.
Please verify that all information is correct before

submitting. Submitting forms with errors can cause errors
in the individual's personnel records and/or a delay in

processing.

Please allow 3-5 business days for Certification to
process the PCS of Hire.
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The ethical policing attestation is a part of the hire
attestation.  This attestation is required for all hires,

regardless of certification status.

The hire attestation must have a witness signature for it
to be accepted. 

If the candidate does not have an Academy ID, that field
may be left blank.

Hire Attestation

http://www.sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/hireformpersonnelchangeinstatuspcs
https://www.cognitoforms.com/SCCriminalJusticeAcademy/personnelchangeinstatus911
https://www.cognitoforms.com/SCCriminalJusticeAcademy/personnelchangeinstatus911


Hiring Process
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PCS of Hire (non-TCO)



Hiring Process
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PCS of Hire: 911/Telecommunications

The Hire form MUST be completed within 3 business days of
hiring your candidate.

The PCS forms can be found by going to our website:
sccja.sc.gov 

Click on the General Information tab, Select the Forms
option, scroll down to the box titled "Basic

Telecommunications Officer Training" and select "Basic
Telecommunication Operator Hire Form".

Every agency who requests operator’s certification shall
conduct a background investigation; concluding that the

candidate is of good character and has not engaged in
misconduct.  

A Criminal History check must be completed, through NCIC,
purpose code J. The Criminal History must be completed

within 90 days of the date of hire. The Criminal History check
must conclude that the candidate "has not been convicted

of any criminal offense that is a felony, or any criminal
offense that carries a sentence of one year or more, or of

any criminal offense that involves moral turpitude.
Forfeiture of bond, a guilty plea, or a plea of nolo

contendere is considered the equivalent of a conviction”.  

Although not required, telecommunications agencies may
request an Acadis check for applicants. This will give your

agency details on any prior SC employment with a law
enforcement agency and any training needed by the

applicant.

We will not be able to accept any forms with errors. Please
verify that all information is correct before submitting.

Submitting forms with errors can cause errors in the
individual's personnel records and/or a delay in processing.

Some common problems we see are:
Applicant Name does not match Academy ID given
Applicant has an Academy ID, but “No“ is chosen on the
hire form

Please allow 3-5 business days for Certification to process
the PCS of Hire.

http://www.sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/personnelchangeinstatus911
https://www.cognitoforms.com/SCCriminalJusticeAcademy/personnelchangeinstatus911


Internal Transfers
When Can I Use an Internal

Transfer Form?

Internal transfers can only be completed for Officers
switching certifications within the SAME

agency/department. 

An agency can only use an internal transfer form IF:

The applicant is switching from a Class 1 to a Class 3
(basic or advanced) within the SAME
agency/department name.

The applicant is switching from a Class 3 Advanced to
Class 3 Basic or switching from a Class 3 Basic to
Class 3 Advanced within the SAME
agency/department name.

The applicant is switching from a Class 2 to a Class 3
SLECO (armed or unarmed) within the SAME
agency/department name.

We will not be able to accept any forms with errors.
Please verify that all information is correct before

submitting. Submitting forms with errors can cause errors
in the individual's personnel records and/or a delay in

processing.

If completing the internal transfer form for an officer
whose previous certification was unarmed, a Firearms

Verification Form must be completed within 3 days of hire,
if the officer will be armed with their new certification.

For all NEW Class 1, Class 1 LECO, Class 3 Advanced, and
Reserves a psychological exam is required.

For all NEW Class 1, and Class 1 LECOs, successfully
completion of the reading comprehension test is required.

Please allow 3-5 business days for Certification to
process this form.
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Separation Process
Routine Separations 

(do NOT involve misconduct)

The Routine Separation form can be found  by going to
our website: sccja.sc.gov 

Click on the General Information tab, Select the Forms
option, scroll down to the second box titled

"Certification/Compliance".  The form is titled "Routine
Separations".

SCCJA requires agencies to submit a separation form
within 15 days of the separation date.

A Routine Separation is defined as:
Voluntary (the officer resigned or accepted
employment with another LE agency)
Retired
Deceased
Medical Leave
Military Leave
Discharged/Fired

There is a "other" box that can be used to indicate the
nature of the separation that DOES NOT include

misconduct.  Please utilize this box if the separation is a
TERMINATION.

All separations must be accompanied by a Mandatory
Retraining Notification (MRN) indicating in-service and
EVO training received while the officer was employed

with your agency.  Even if the officer has not completed
any training, please indicate on the form by stating 0 or

"none" under the in-service training.

Please ensure that the address that is being put on this
form is the Officer's Information.

We will not be able to accept any forms with errors.
Please verify that all information is correct before

submitting.  Submitting forms with errors can cause
errors in the individual's personnel records and/or a delay

in processing.

Please allow 3-5 business days for Certification to
process this form.
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http://www.sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/pcsroutineseparation
https://www.cognitoforms.com/SCCriminalJusticeAcademy/pcsroutineseparation


Separation Process
Separations Due to Misconduct

The Separation Due to Misconduct form can be
found  by going to our website: sccja.sc.gov 

Click on the General Information tab, Select the
Forms option, scroll down to the second box titled

"Certification/Compliance".  The form is titled
"Separation Due to Misconduct".

SCCJA requires agencies to submit a Separation
Due to Misconduct form within 15 days of the

discovery of any event of misconduct which is
determined to be "FOUNDED" by the agency or

department.  The Misconduct Report Form,
Separation Supplement, and all documentation

related to the misconduct must be forwarded to the
Criminal Justice Academy's Certification Unit.

For any separation involving misconduct, as
defined in S.C. Code Section 23-23-150,

completion of this form is REQUIRED.

The form must have one of the 15 reasons for
misconduct separations (listed to the right) for it to

be accepted by the SCCJA.

Please be detailed when describing the misconduct
behavior.

When completing a Separation Due to Misconduct,
it must be accompanied by a Mandatory Retraining

Notification (MRN) indicating in-service and EVO
training received while the officer was employed

with your agency. Even if the officer has not
completed any training, please indicate on the form
by stating 0 or "none" under the in-service training.

Separations Due to Misconduct must be signed off
on by the Agency Head or their Designee.
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Nature of the Misconduct can be one (or more) of the
following:

A conviction, plea of guilty, pleas of no contest or
admission of guilt to a felony, a crime punishable by a
sentence of more than one year, regardless of the sentence
actually imposed, or a crime of moral turpitude, any of
which were committed in this State or any other jurisdiction;

The unlawful use of a controlled substance;

The repeated use of excessive force in dealing with the
public or prisoners;

Dangerous or unsafe practices involving firearms, weapons,
or vehicles which indicate either a willful or wanton
disregard for the safety of persons or property;

The physical or psychological abuse of members of the
public or prisoners;

The misrepresentation of employment-related information;

Willfully making false, misleading, incomplete, deceitful, or
incorrect statements to a law enforcement officer, a law
enforcement agency, or a representative of the agency,
except when required by departmental policy or by the laws
of this State;

Willfully making false, misleading, incomplete, deceitful, or
incorrect statements to any court of competent jurisdiction,
or their staff members, whether under oath or not;

Willfully providing false, misleading, incomplete, deceitful,
or incorrect information on a document, record, report, or
form, except when required by departmental policy or by
the laws of this State;

The falsification of any application for certification and
training based upon which the officer was admitted for
training;

Providing false information to the Criminal Justice
Academy;

Willful submission of false, misleading, incomplete,
deceitful, or incorrect statements to the Criminal Justice
Academy, or its representatives;

The willful failure to intervene when observing another
officer physically abusing a person, whether or not the
person is in custody, while in the performance of his official
duties, if the officer knew the person's rights were being
violated, the officer had an opportunity to intervene, and
the officer chose not to do so;

The willful and knowing failure to promptly report another
officer, while in the performance of his official duties,
abusing a person whether or not the person is in custody;

The willful use of excessive force in an objectively
unreasonable manner

http://www.sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/pcsseparationduetomisconduct


Training Review Request
Where to Find the Training Review

Request Form
The Training Review Request form can be found  by going

to our website: sccja.sc.gov 

Click on the General Information tab, Select the Forms
option, scroll down to the tenth box titled "Out -of-State
Transfers".  The form is titled  "Training Review Request

Form".
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Instructions for Completing the
Training Review

Training Review requests will be conducted for previously
certified SC law enforcement officers with no other

coincidental and/or intermittent out of state law
enforcement employment, military or federal training,

service and/or employment. The hiring agency’s
authorized official must complete and submit the one-
page TRAINING REVIEW REQUEST FORM.  The agency’s

request along with the officer’s training file will be
reviewed to determine training and certification, previous
employment, breaks in law enforcement service, and in-

service training requirements.

Upon completion of the review, the agency will be notified
of the candidate’s eligibility and training requirement for
certification.  Training Review requests will be conducted
for out of state candidates, SCDC Class II candidates, and

military/federal candidates with prior training,
certification and employment.

To make a request for out of state training review, an
authorized official for the hiring agency must complete
and submit the one-page TRAINING REVIEW REQUEST
FORM along with the following required documentation
prior to Registration:
(1) Certificate of Completion (BLET Course, Basic
Corrections or Detention Course or Federal Training
Course)
(2) Curriculum/Syllabus showing hours and topics of
training
(3) A completed POST letter has been received from the
out-of-state POST agency
(4) A Letter of Good Standing from the current or last
agency the applicant was employed is required
(5) Indication that a Letter of Good Standing has been
requested for Federal/Military candidates; or a Verification
of Employment Letter for SCDC Correction candidates

Please do not send documents that do not pertain to the
Training Review. Only attach the requested documents above.

Prior to a candidate’s registration for training at the Academy,
the Training Review Request Form along with the required

documentation above should be submitted.

Upon receipt of all submitted documentation, a review will be
conducted to determine a candidate's eligibility for condensed

training programs.

All certified out of state candidates with less than one (1) year
of law enforcement employment/experience (one year begins
upon completion of training and subsequent employment) or

candidates with no law enforcement employment/experience
will have to attend the 4 X 8 basic training course.

NOTE: When requesting POST Letter information from other
States you must include an “Authorization of Release” signed
by the candidate authorizing release of personal information.
Please submit the completed POST Letter once you receive it
back from the Post Agency. The SCCJA will accept electronic
POST documents sent back to requesting agencies. The POST
Letter DOES NOT have to be received directly from the state

POST.
If POST information is requested with no success of obtaining

information from State POST agencies, you must submit a
statement on agency letterhead, signed by the Chief, Sheriff or
Director, stating multiple attempts to obtain credentials have

been without success, along with confirmation that a thorough
background investigation was conducted and no discrepancies

were found to disqualify for South Carolina certification in
accordance with the SC Law Enforcement Training Act.

After all required documents are submitted, please allow up to
10 business days for this review. 

Questions concerning Requests for Training Reviews should be
directed to cert@sccja.sc.gov

http://www.sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/TrainingReviewRequestForm
https://www.cognitoforms.com/SCCriminalJusticeAcademy/TrainingReviewRequestForm
https://sccja.sc.gov/wp-content/uploads/POST_2024_Form.pdf
https://sccja.sc.gov/wp-content/uploads/POST_2024_Form.pdf
https://sccja.sc.gov/wp-content/uploads/POST_2024_Form.pdf
mailto:cert@sccja.sc.gov


P.O.S.T. Letter
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Certification Renewal
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Renewal Requirements

Class 1 Renewal Requirements
Domestic Violence Update:

3 previous CDVs
Legal Updates:

6 previous legal updates (depends on
renewal date)

Mental Illness Training:
1 training is required over each 3-year
recertification period

Emergency Vehicle Operations (EVO):
Training is required annually

Firearms Training/SCCJA Qualification:
Training is required annually

Less-Lethal Weapons:
Training is required annually

Use of Force policy update/review:
Training/Review is required annually

Officers must have 40 hours total; this
includes all training above and in-service
hours

Class 3 Basic Renewal Requirements
Legal Updates:

6 previous legal updates (depends on
renewal date)

Mental Illness Training:
1 training is required over each 3-year
recertification period

Less-Lethal Weapons:
Training is required annually, if issued
less-lethal weapons

Use of Force policy update/review:
Training/Review is required annually, if
authorized to carry weapons

Class 2 Renewal Requirements
Mental Illness Training:

1 training is required over each 3-year
recertification period

Firearms Training/SCCJA Qualification:
Training is required annually, if issued
a firearm

Less-Lethal Weapons:
Training is required annually

Use of Force policy update/review:
Training/Review is required annually

Officers must have 120 hours total; this
includes all training above and in-service
hours

Class 3 Advanced Renewal Requirements
Domestic Violence Update:

3 previous CDVs
Legal Updates:

6 previous legal updates (depends on
renewal date)

Mental Illness Training:
1 training is required over each 3-year
recertification period

Emergency Vehicle Operations (EVO):
Training is required annually, if
operating an emergency vehicle

Firearms Training/SCCJA Qualification:
Training is required annually

Less-Lethal Weapons:
Training is required annually

Use of Force policy update/review:
Training/Review is required annually

Class 1 LECO Renewal Requirements
Must meet all renewal requirements for
Class 1 and Class 2 certifications

Class 2 SLECO Renewal Requirements
Must meet all renewal requirements for
Class 2 and Class 3 certifications

SLECO Armed must meet the
requirements for Class 3 Advanced
SLECO Unarmed must meet the
requirements for Class 3 Basic



SCCJA Approved Mental Illness Training (eff.January 1, 2025)

Certification Renewal
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APPROVED MENTAL ILLNESS TRAINING (eff. 07.01.2025)

Number Title Institutional Provider Approved Hours

5443
Crisis Intervention
Team Training (5-day
course)

#321 - NAMI of South
Carolina

35

1724
Two Hour Crisis
Intervention Program

#321 - NAMI of South
Carolina

2

5965
Responding to People
with Mental Illness

#501 Police One
Academy

2

ACADIS

Mental Illness:
Practical Application
of Mental Health for
First Responders
(Online - Acadis)

SCDMH 1.5



"A certificate as a law enforcement officer issued by the council will expire three years from the date of
issuance" (SC Code 23-23-60).  To prevent expiration of their certificate, certified officers must renew their

certifications every 3 years (Class 1, Class 2, Class 3). 

Per Section 23-23-60 of the Law Enforcement Training Act, "the application for renewal must be received by
the director at least 45 days prior to the expiration of the certificate".  

Certified Officers who hold a Class 1 LEO, Class 1 LECO, or Class 3 certification must have their Legal Updates
and DV training yearly; per Training Regulation 37-010 and SC Code 23-23-50.  

All Officers who hold a Class 1 LEO, Class 1 LECO, Class 2 LCO, Class 3 SLECO, or Class 3 SLE certification are
required to complete Continuing Law Enforcement Education Credits (CLEEC) in mental health or addictive

disorders over a three-year recertification period; per SC Code 23-23-55.

Certified Class 1 LEO, Class 1 LECO, and any other law enforcement officer who drives or operates a law
enforcement emergency vehicle must also have at least 1 Emergency Vehicle (EVO) training per year; per

Training Regulation 37-015 and 37-017. 

Certified Officers who hold a Class 1 LEO, Class 1 LECO, Class 2, or Class 3 Advanced certification must have a
annual firearms training/qualification.  Exceptions are made for Class 2 Officers who are not issued a firearm.

All Certified Officers, for all certification classes, who are issued less-lethal weapons must have annual
training.

All agency personnel authorized to carry weapons  are required to have annual Use of Force training and/or
policy review.

When all required training has been completed the officer is able to have their certification renewed.  

To access the certification renewal application, log into your Acadis portal and click on “Workforce” and then
“Personnel”.  Choose the Officer’s name from the personnel list.  Once on the Officer's profile, scroll down to

the certification section and select Renew beside the desired certification.

Verify the Officer's personal information, certification type for renewal, mandatory training requirements, valid
Driver’s License check, attach a signed MRN document, and then submit the request for renewal.

Certification Renewal
Renewal Process
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To access the certification renewal application, log
into your Acadis portal and click on "Workforce"
and then “Personnel”.  A list of all personnel for

your agency will appear.  Choose the Officer whose
certification needs renewal.

Once on the Officer's profile, scroll down to where
you see "Certifications".

To the right of the certification expiration, it will say
the status of the certification and give the option to

renew, if applicable.

Once you select review, it will ask you to confirm
the Officer's information. 

After confirming their information, click continue in
the bottom right hand corner.  If you need to change

their mailing address or phone number, choose
"Update Recipient Information".  To save as a draft

and continue later, choose "Finish Later".

Step 2 will ask you to verify the Certification that
you are renewing.  If the certification showing is

correct, choose continue.

The third step is to acknowledge the fulfillment of the
renewal requirements.  Beside each requirement,

there is the option to "Update" the requirement.  For
any training that did not auto-fulfill, choose the
"Update" button to choose appropriate training.

A list of training will appear.   Choose the correct
training to fulfill the requirement chosen.

After selecting the appropriate training, scroll to the
bottom of the page and select "The requirement has

been met or exceeded".  Then click the blue save
button.

To fulfill the Driver’s License attestation, click update
and then you will need to agree that the candidate for

recertification has had a driver’s license check
completed in the last 45 days and that their license is

currently valid.  Click change beside clarifying
comments and type in the individuals driver’s license

number.

Once all requirements show fulfilled, click continue
on the bottom right to continue to the next section.

Certification Renewal
Completing A Renewal Request
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Smith, John Doe

Training Officer Johnson

123 Criminal Justice Road
City, ST 45678 (Police County)

1234-5678

(987) 654-3210

smithjohndoe@email.com



The final page of the renewal requests is the applicant affirmation and criminal offense declaration.

You must certified that the officer has met the minimum requirements for certification and re-certification.

The applicant must also declare that the officer has not been charged with or convicted of a criminal offense.

If you need to return to the renewal application at a later date, you can save the application as a draft by clicking
“Finish Later”.  It will then show under the "Applications" section on the Officer's profile.

Once the renewal application has been submitted, you will see the Status change under the "Applications"
section.  The status will default to “Pending Audit”.  Once the request is reviewed by a member of certification, the
status will change to show “Approved” or “Rejected”.  A rejected application can not be edited and resubmitted.  If

an application for renewal is rejected, you must begin a new renewal application.

To reopen and complete the
renewal application, click

the continue option.

Certification Renewal
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Completing A Renewal Request



When all required training has been completed the officer is able to have their certification renewed.  To access
the certification renewal application, log into your Acadis portal and click on “Workforce”.  When the menu

appears, click "Certification Compliance".

In the Compliance Monitor, you can filter your personnel to show certifications that expire within the next 0-365
days and also show certifications that have expired in the last 30 days. 

The Compliance Monitor will then show a list of Officers with the certification they hold, the Days to Expiration,
and Certification Status.

Officers with expired certifications, over 30 days, will not be found in the compliance monitor.  You will need to
select the individual Officer from the main personnel list. 

Compliance Monitor
Personnel Compliance
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Mandatory Training
Renotification

19

MRN GUIDELINES FILLABLE MRN DOCUMENT

MRN Document cannot be signed by yourself.  If you are the training officer, Chief, or
Director, you must have someone else, who can confirm your training, sign the

document.

https://sccja.sc.gov/wp-content/uploads/July-2025-MRN-Renewal-Guidelines-1.pdf
https://sccja.sc.gov/wp-content/uploads/MRN-Renewal-2025.07.01-v2.pdf


If Make Up
training is
needed,

the date of
the

training
can be
placed

here

The training dates listed in this
section should be between the dates

under Year 2

Mandatory Training
Renotification
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MRN INSTRUCTIONS FILLABLE MRN DOCUMENT

Class 1 Certification MRN

The training dates listed in this
section should be between the dates

under Year 1

The training dates listed in this
section should be between the dates

under Year 3

Only check
this boix for

BID
Instructors

https://sccja.sc.gov/wp-content/uploads/July-2025-MRN-Renewal-Guidelines-1.pdf
https://sccja.sc.gov/wp-content/uploads/MRN-Renewal-2025.07.01-v2.pdf


If issued a firearm

If NOT issued a firearm

Mandatory Training
Renotification
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MRN INSTRUCTIONS FILLABLE MRN DOCUMENT

Class 2 Certification MRN

The training dates listed in this
section should be between the dates

under Year 1 If Make Up
training is
needed,

the date of
the

training
can be
placed

here

The training dates listed in this
section should be between the dates

under Year 2

The training dates listed in this
section should be between the dates

under Year 3

https://sccja.sc.gov/wp-content/uploads/July-2025-MRN-Renewal-Guidelines-1.pdf
https://sccja.sc.gov/wp-content/uploads/MRN-Renewal-2025.07.01-v2.pdf


If issued a less lethal weapon

If NOT issued less lethal
weapons

Mandatory Training
Renotification
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MRN INSTRUCTIONS FILLABLE MRN DOCUMENT

Class 3 Basic Certification MRN

The training dates listed in this
section should be between the dates

under Year 1

The training dates listed in this
section should be between the dates

under Year 2

The training dates listed in this
section should be between the dates

under Year 3

https://sccja.sc.gov/wp-content/uploads/July-2025-MRN-Renewal-Guidelines-1.pdf
https://sccja.sc.gov/wp-content/uploads/MRN-Renewal-2025.07.01-v2.pdf


If NOT operating an
emergency vehicle

Mandatory Training
Renotification
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MRN INSTRUCTIONS FILLABLE MRN DOCUMENT

Class 3 Advanced Certification MRN

If operating an emergency
vehicle

The training dates listed in this
section should be between the dates

under Year 1

The training dates listed in this
section should be between the dates

under Year 2

The training dates listed in this
section should be between the dates

under Year 3

https://sccja.sc.gov/wp-content/uploads/July-2025-MRN-Renewal-Guidelines-1.pdf
https://sccja.sc.gov/wp-content/uploads/MRN-Renewal-2025.07.01-v2.pdf


How to Indicate Make-Up
Training

24

MRN INSTRUCTIONS FILLABLE MRN DOCUMENT

Put the actual date the
training occurred here

https://sccja.sc.gov/wp-content/uploads/July-2025-MRN-Renewal-Guidelines-1.pdf
https://sccja.sc.gov/wp-content/uploads/MRN-Renewal-2025.07.01-v2.pdf


Verification of Firearms
Qualification (FAV)

The FAV form can be found by going to our website: sccja.sc.gov.  Once on the website, hover
over the "General Information" tab and click the "Forms" option.  Scroll down to the second
box titled "Certification/Compliance" and select "Firearms Verification Form".

This form is meant for brand new hires that are being given their weapon and will be
enforcing laws prior to coming to the academy, all class 3 advanced officers, and any
officers with a break in service (Training Regulation 37-006(D)(6), even if transferring from
one agency to another. 

01. Where
do I find
the FAV
Form?

FAV forms must be filled out and submitted within 3 days of submitting the PCS of Hire.  If
your candidate is not in Acadis when it is time to submit this form, you can substitute their
Academy ID number by placing 0000-0000 in that field.

02. When
do I need
to submit
the FAV?

We will not be able to accept any forms that contain errors.  Forms containing errors will be
rejected. Please verify that all information is correct before submitting. Submitting forms
with errors can cause errors in the individual's personnel records and/or a delay in
processing.
 
Please allow 3-5 business days for Certification to process this form.

04.
Important
Info
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FAV forms must include the Applicant/Officer’s name, Academy ID, and certification type,
the reporting agency’s name, date the firearms qualification was completed, Name and
Academy ID of the Firearms Instructor, a signed PDF of the SCCJA Firearms Instructor
Verification Form, and the Name, Email, and Academy ID for the Agency Representative
submitting the form.

03. What is
required
on the  FAV
form?

http://www.sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/firearmsverification


Class 1 Law Enforcement/Corrections
Officer

Class 1 LECOs performs Class 1 duties and
Class 2 duties.  An officer wanting to be

certified as a Class 1 LECO must successfully
complete basic law training and basic

detention training.

Officers must remain in compliance for both
areas (Class 1 and Class 2).

Class 1 LECOs must complete yearly DV
training and yearly Legal Update training.

They must also complete one mental illness
training per three-year renewal cycle, and a

total of 120 in-service hours.  LECOs must
have an annual firearms

training/qualification, less-lethal weapons
training/qualification, and Use of Force

policy review.

Class 3 Special Law Enforcement/Corrections

Class 3 SLECOs perform Class 3 duties and Class 2
duties.  An officer wanting to be certified as a Class 3

SLECO must successfully complete limited duty
training (basic or advanced) and basic detention

training.

Officer must remain in compliance for both areas
(Class 3, basic or advanced, and Class 2).

Class 3 Basic SLECOs must complete yearly Legal
Updates, one mental illness training per three-year

renewal cycle, a total of 120 in-service hours, annual
less-lethal weapons training/qualification and Use

of Force policy review.

Class 3 Advanced SLECOs must complete yearly
Legal Updates, yearly DVs, one mental illness

training per three-year renewal cycle, and a total of
120 in-service hours, annual firearms

training/qualification, less-lethal weapons
training/qualification, and Use of Force policy review.

If operating an emergency vehicle they must also
have an annual EVO training.

If trained for only Class 3 Basic, they cannot carry a
firearm in the performance of Class 3 duties.  Officer

must be a Class 3 Advanced to carry a firearm.

LECOs & SLECOs

Class 1 LECO
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Class 3 SLECO

Class 1 LECOs and Class 3 SLECOs
Class 1 LECOs and Class 3 SLECOs can be assigned to a Sheriff's Office or Detention Center, if the

officer falls under the authority of a Sheriff or a Police Department with a Jail, if the officer falls
under the authority of a Police Chief.

Class 1 LECOs and Class 3 SLECOs are positions that allow officers to be certified in two different
areas.  Officers must have jobs that require performance of dual duties in those areas.



Reserves
Information concerning status as a reserve department, scheduling a reserve
training class, or scheduling a testing date: 
Gracyn Malkiewicz 
Standards, Accreditation, and Testing 
803-896-4249 
GVMalkiewicz@sccja.sc.gov 

Information concerning PCS of Hire, PCS of Separation, or transfer of class 1
officer to reserve status or reserve officer back to class 1 officer, or training
requirements for reserve officers who have a break in service: 
Theresa Clark 
Certification Unit 
803-896-7804 
THClark@sccja.sc.gov

To access the South Carolina Reserve Officer Training Program: Administrative
Guide, go to our website at sccja.sc.gov and click on "Forms".  Scroll down to
the eighth box titled "Reserve Training".

Select the link that says "Reserve Officer Training Program Administrative Guide
(PDF)".

01. Reserve
Contacts

02. Reserve -
Administrative
Guide

03. Reserve
Officer
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A reserve officer is a non-paid (with exceptions to approved public activities)
volunteer who assists a law enforcement agency in enforcing the laws of South
Carolina. The reserve officer is appointed by and serves at the pleasure of the
agency head. 

A reserve officer candidate must successfully complete the SC Reserve Officer
Training Program to include an end of course written examination prepared by
the South Carolina Criminal Justice Academy. 

Every reserve officer must be in proximate contact, by radio or another device,
with a full-time Class 1 Officer, to whom he/she is assigned at all times. Reserve
officers cannot supervise or direct activities of class 1 or class 3 law enforcement
officers or other reserve officers.

http://www.sccja.sc.gov/
https://sccja.sc.gov/general-information/forms
https://sccja.sc.gov/wp-content/uploads/2025-Reserve-Admin-Guide-1.pdf
https://sccja.sc.gov/wp-content/uploads/2025-Reserve-Admin-Guide-1.pdf


Agency Point of
Contact Changes

If your Agency Head has had a change in regime we will need a letter on agency
letter head declaring the changes.  This must be signed by the Agency Head,
Mayor, or Town Administrator.

Requests can be emailed to cert@sccja.sc.gov 

If there is a change in training staff, we will either need a letter on agency letter
head declaring the changes, signed by the agency head or you can email the
Certification Unit at cert@sccja.sc.gov and request the link to our Point of
Contact (POC) Change form.

In the letter and/or on the form, please indicate who is being REMOVED and/or
ADDED to your organization.

For example: If your training officer leaves your agency and another officer takes
their place, the letter will need to state to remove the training officer that has left
and to add the new training officer.

Please note that if an existing training officer leaves your agency and you
complete a separation on them, it will NOT remove them from showing as your
active training officer.

We will need the following information form the newly added regime or training
staff:

Current Phone Number
Officer's Full Name and Academy ID
Current Email Address
Current Role, as assigned (i.e. training officer, reserve liaison, sheriff, chief,
training staff, etc)

01. New
Agency Head

02. Training
Staff
Changes
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For new training staff, there is a form that can be found on our website to request
training officer rights.  Go to sccja.sc.gov, click on the "Forms" tab, then select
"Agency Point of Contact and Training Officer Update Form", in the
Certification/Compliance box "".  Please have the agency head fill out and sign
this form.  Certification will issue the training officer rights after the form is
submitted and processed.

03.
Training
Officer
Rights in
Acadis

Please allow 3-5 business days for Certification to process these requests.

http://www.sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/AgencyPointOfContactAndorTrainingOfficerAccessUpdate


Name Changes
Requests can be emailed to cert@sccja.sc.gov 

In the case that an officer has a name change, please send us an email with the attached court
document signed by the judge and/or a copy of the Driver's License with the new name.  

It is helpful to include the Academy ID of the officer whose name is being changed to ensure that
we are updating the information for the correct person.

Please allow 3-5 business days for Certification to process these requests.
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Extended Leave
In the case that an officer must take an extended leave of absence (over 30 days), please contact
the Certification Unit to get information regarding necessary steps and/or paperwork.

Extended leave will be evaluated on an individual/case-by-case basis.  

Officer's who receive Military Orders for leave, must be separated from the agency using "Military"
as the reason.  Upon return, the agency must submit a copy of the Orders detailing the Officer's
leave and return dates.  Please reach out to certification regarding any military leave and we will
let you know of any additional information/training that is needed.



Excessive Force
Notification

Any finding by a law enforcement agency, as to the use of excessive force by a law enforcement
officer, must be reported to the Academy by the appropriate law enforcement agency or
department within thirty days of the finding.

To access the Excessive Force Notification form, go to our website at sccja.sc.gov and click on
"Forms". Scroll down to the second box titled "Certification/Compliance".

Select the link that says "Excessive Force Notification".
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Notice of Disciplinary
Action

If a Law Enformcent  Officer (Class 1, Class 2 or Class 3) is demoted or suspended, the SCCJA must
be made aware using the "Notice of Disciplinary Action".  

To access the Notice of Disciplinary Action form, go to our website at sccja.sc.gov and click on
"Forms". Scroll down to the second box titled "Certification/Compliance".

Select the link that says "Notice of Disciplinary Action".

http://www.sccja.sc.gov/
https://sccja.sc.gov/general-information/forms
https://www.cognitoforms.com/SCCriminalJusticeAcademy/excessiveforcenotification
http://www.sccja.sc.gov/
https://sccja.sc.gov/general-information/forms
https://www.cognitoforms.com/SCCriminalJusticeAcademy/SCCJANoticeOfDisciplinaryAction
https://www.cognitoforms.com/SCCriminalJusticeAcademy/SCCJANoticeOfDisciplinaryActionSC232385StandardInternalAffairs
https://www.cognitoforms.com/SCCriminalJusticeAcademy/SCCJANoticeOfDisciplinaryAction


Part 2:
Registration 



Registration
Team

CERTIFICATION/REGISTRATION MANAGER
Missy Collins

(803) 896-9912

MMCOLLINS@SCCJA.SC.GOV

BASIC/ADVANCED TRAINING

Rebecca Baxley

(803) 896-4399

RKBAXLEY@SCCJA.SC.GOV

BASIC/ADVANCED TRAINING
Joji Haines

(803) 896-7836

MJHAINES@SCCJA.SC.GOV

BASIC/ADVANCED TRAINING AND HOUSING

Shearn Mitchell

(803) 896-0039

SRMITCHELL@SCCJA.SC.GOV

BASIC/ADVANCED TRAINING
Sondra Sieradzki

(803) 896-7150

SRSIERADZKI@SCCJA.SC.GOV
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BASIC/ADVANCED TRAINING AND SCHEDULING
Francine Salerno

(803) 896-5178

FGSALERNO@SCCJA.SC.GOV



Section 23-23-60
Information concerning status as a reserve department, scheduling a reserve training
class, or (A) At the request of any public law enforcement agency of this State, the
council is hereby authorized to issue certificates and other appropriate indicia of
compliance and qualification to law enforcement officers or other persons trained under
the provisions of this chapter.  Members of the council may individually or collectively
visit and inspect any training school, class, or academy dealing with present or
prospective law enforcement officers, and are expected to promote the most efficient
and economical program for police training, including the maximum utilization of existing
facilities and programs for the purpose of avoiding duplication. The council may make
recommendations to the director, the General Assembly, or to the Governor regarding the
carrying out of the purposes, objectives, and intentions of this chapter or other acts
relating to training in law enforcement.

 (B) All city and county police departments, sheriffs' offices, state agencies, or other
employers of law enforcement officers having such officers as candidates for certification
shall submit to the director, for his confidential information and subsequent safekeeping,
the following:

 (1) an application under oath on a format prescribed by the director;

 (2) evidence satisfactory to the director that the candidate has completed high school
and received a high school diploma, equivalency certificate (military or other) recognized
and accepted by the South Carolina Department of Education or South Carolina special
certificate;

 (3) evidence satisfactory to the director of the candidate's physical fitness to fulfill the
duties of a law enforcement officer including:

 (a) a copy of his medical history compiled by a licensed physician or medical examiner
approved by the employer;

 (b) a certificate of a licensed physician that the candidate has recently undergone a
complete medical examination and the results thereof;

 (4) evidence satisfactory to the director that the applicant has not been convicted of any
criminal offense that carries a sentence of one year or more or of any criminal offense
that involves moral turpitude. Forfeiture of bond, a guilty plea, or a plea of nolo
contendere is considered the equivalent of a conviction;
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CERTIFICATES OF COMPLIANCE; INFORMATION TO BE SUBMITTED RELATING TO QUALIFICATION OF
CANDIDATES FOR CERTIFICATION; EXPIRATION OF CERTIFICATE.



Section 23-23-60
(5) evidence satisfactory to the director that the candidate is a person of good character.
This evidence must include, but is not limited to:

 (a) certification by the candidate's employer that a background investigation has been
conducted and the employer is of the opinion that the candidate is of good character;

 (b) evidence satisfactory to the director that the candidate holds a valid current state
driver's license with no record during the previous five years for suspension of driver's
license as a result of driving under the influence of alcoholic beverages or dangerous
drugs, driving while impaired (or the equivalent), reckless homicide, involuntary
manslaughter, or leaving the scene of an accident. Candidates for certification as state or
local correctional officers may hold a valid current driver's license issued by any
jurisdiction of the United States;

 (c) evidence satisfactory to the director that a local credit check has been made with
favorable results;

 (d) evidence satisfactory to the director that the candidate's fingerprint record as
received from the Federal Bureau of Investigation and South Carolina Law Enforcement
Division indicates no record of felony convictions; and

 (e) evidence satisfactory to the director that the candidate has signed an attestation
form committing to the practice of ethical policing, which means the discharge of
responsibilities, stemming from employment as a law enforcement officer, which is
devoid of misconduct and which is carried out in conformance with this chapter, including
the duty to safeguard life and the duty to intervene.

 In the director's determination of good character, the director shall give consideration to
all law violations, including traffic and conservation law convictions, as indicating a lack
of good character. The director shall also give consideration to the candidate's prior
history, if any, of alcohol and drug abuse in arriving at a determination of good character;

 (6) a copy of the candidate's photograph;

 (7) a copy of the candidate's fingerprints;
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CERTIFICATES OF COMPLIANCE; INFORMATION TO BE SUBMITTED RELATING TO QUALIFICATION OF
CANDIDATES FOR CERTIFICATION; EXPIRATION OF CERTIFICATE.



Section 23-23-60
 (8) evidence satisfactory to the director that the candidate's present age is no less than
twenty-one years. However, if the person is a candidate for detention or correctional
officer, not to include officers for the Department of Juvenile Justice, then the candidate's
present age must be no less than eighteen years of age. This evidence must include a
birth certificate or another acceptable document;

 (9) evidence satisfactory to the director of successful completion of a course of law
enforcement training as established and approved by the director and conducted at an
academy or institution approved by the director, this evidence to consist of a certificate
granted by the approved institution.
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CERTIFICATES OF COMPLIANCE; INFORMATION TO BE SUBMITTED RELATING TO QUALIFICATION OF
CANDIDATES FOR CERTIFICATION; EXPIRATION OF CERTIFICATE.



Registration Instructions

Brand New Class 1 Officer

1.Complete the ACADIS/Background check form 
2.Complete the PCS of hire –all brand-new Class 1 officers must have a psychological and

Reading Comprehension test
https://sccja.sc.gov/news/2020-09/psychological-guidelines-revised
Here are some sites that you can use for the Reading Comprehension test. There may be
others out there that you are welcome to choose as well. 

“TABETest” that stands for “Test of Adult Basic Education” that seems to be popular.
You are able to grade it on the spot and it is not expensive. https://tabetest.com
Another one website that some agencies are using is called Wonderlic
https://wonderlic.com/

3.Within 3 days of hire (if issuing a weapon) you will need to submit a Firearms Verification
Form using the SCCJA Firearms Course of Fire

4.Complete the Candidate Training and Certification Application 
You will upload the 

Medical and TB test 
Candidate Attestation

5.Once you see them under your agency as “New Hire”, you can register your candidate for
Fingerprinting through the ACADIS Portal. The naming convention for the Registration
sessions will be “Registration YYYY/MM/DD 9am-12pm”. There are only morning
appointments and by appointment only. 

We will have enough registration spots for 15 people per day.  If you have more than 15,
please contact us in advance and we will get it set up for all to come on one day. 

6.They will need to bring a valid SC Driver’s License to registration. 
7.We will fingerprint them and get them set up with the test for the 4 week pre academy. You

will be able to go in and assign the videos. Manuals are available in Acadis under Manuals –
BLE Student Manuals. All BLE Pre-Academy Manuals and Power Points should be given to
student

8.Once they have successfully completed all 4 block tests, you can register them for a BLE
Cumulative/PAT test. We do these every Wednesday at 1. (Report time is 12:30-12:45 to the
village cafeteria) Once they pass those, we will assign them a date to return for the 8 week
academy. 
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
https://tabetest.com/
https://wonderlic.com/
https://sccja.sc.gov/general-information/forms


Registration Instructions

Previous Class 1 Officer with a break in service less than 1 year in SC

1.Complete the ACADIS/Background check form 
2.Complete the PCS of hire within 3 days of Hire
3.Within 3 working days of hire (if issuing a weapon) you will need to submit a Firearms

Verification Form 
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

Previous Class 1 Officer with a 1-3 year break in service in SC

1.Complete the ACADIS/Background check form 
2.Complete the PCS of hire within 3 days
3.Within 3 days of hire (if issuing a weapon) you will need to submit a Firearms Verification

Form 
4.Complete the Candidate Training and Certification Application 

a.You will upload the 
Medical and TB test 
Candidate Attestation 

5.Once you see them under your agency as “New Hire”, you can register your candidate for
Fingerprinting through the ACADIS Portal. The naming convention for the Registration
sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning
appointments and by appointment only. 

We will have enough registration spots for 15 people per day.  If you have more than 15,
please contact us in advance and we will get it set up for all to come on one day. 

6.They will need to bring a valid SC Driver’s License to registration.  We will fingerprint them
and complete registration. You will be able to go in and assign the Special Basic video. 

7.Once they have successfully completed the video, you can go in and register them for a
Special Basic Cumulative Test/Firearms and Driving Proficiency.  (Report to the Range
Classroom #2 at 7:30-7:45 A.M. the Wednesday morning of the test) Once they pass that,
they are good to go.

https://sccja.sc.gov/general-information/forms


Registration Instructions

Class 1 Officer with Out of State Experience (break in service - no more than 3 years)

1.  Complete an Out of State Training Review - can be submitted prior to hire
Release and Authorization 
Post Letter

2.Complete the ACADIS/Background check form 
3.Complete the PCS of hire within 3 days
4.Complete the Candidate Training and Certification Application 

You will upload the 
Medical and TB test 
Candidate Attestation

5.Once you see them under your agency as “New Hire", you can register your candidate for
Fingerprinting through the ACADIS Portal. The naming convention for the Registration
sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning
appointments and by appointment only.

We will have enough registration spots for 15 people per day. If you have more than 15,
please contact us in advance and we will get it set up for all to come on one day. 

6.They will need to bring a valid SC Driver’s License to registration. 
7.We will fingerprint them and complete registration. You will be able to go in and assign the

Special Basic video. Manuals are available in Acadis under Manuals – Special Basic Manual.
Special Basic Manuals and Power Points should be given to student.

8.Once approved for Special Basic and they have successfully completed the video, you can
go in and register them for a Special Basic Cumulative Test/ Firearms and Driving
Proficiency. (Report to the Range Classroom #2 at 7:30-7:45 A.M. the Wednesday morning
of test) Once they pass that, they are good to go. 
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

https://sccja.sc.gov/general-information/forms


Registration Instructions
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

Reserve Officer with 2 consecutive years with agency going to Class 1

1.Complete the ACADIS/Background check form 
2.Complete the PCS of hire within 3 days –all brand-new Class 1 officers must have a

psychological exam
psychological-guidelines

3.Within 3 days of hire (if issuing a weapon) you will need to submit a Firearms Verification
Form 

4.Complete the Candidate Training and Certification Application 
You will upload the 

Medical and TB test 
Candidate Attestation

5.Once you see them under your agency as “New Hire”, you can register your candidate for
Fingerprinting through the ACADIS Portal. The naming convention for the Registration
sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning
appointments and by appointment only. 

We will have enough registration spots for 15 people per day. If you have more than 15,
please contact us in advance and we will get it set up for all to come on one day. 

6.They will need to bring a valid SC Driver’s License to registration.  We will fingerprint them
and get them set up with the test for the 4 week pre academy. 

7.   Once they have successfully completed the video, you can go in and register them for a
Special Basic Cumulative Test/Firearms and Driving Proficiency.  (Report to the Range
Classroom #2 at 7:30-7:45 A.M. the Wednesday morning of the test).  Once they pass, they
are good to go.

For Reserve Officers - (If your Agency is currently approved for Reserves)
1.Refer to the South Carolina Reserve Officer Training Program Administrative Guide

a.To access the South Carolina Reserve Officer Training Program: Administrative Guide, go
to our website at sccja.sc.gov

b.Click on "Forms". 
c.Scroll down to the eighth box titled "Reserve Training".
d.Select the link that says "Reserve Officer Training Program Administrative Guide (PDF)".

2.Complete the Candidate Training and Certification Application to get your candidate set up
in Acadis. You will need to upload the Reserve CHC Attestation. 

https://sccja.sc.gov/general-information/forms
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
http://www.sccja.sc.gov/
https://sccja.sc.gov/general-information/forms
https://sccja.sc.gov/wp-content/uploads/Reserve_Admin_Guide_2023.pdf
https://www.cognitoforms.com/SCCriminalJusticeAcademy/LawEnforcementTrainingAndCertificationApplication
https://sccja.sc.gov/wp-content/uploads/Reserve-CHC-Attestation.pdf


Registration Instructions
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

New Class 2 Officer

1.Complete the ACADIS/Background check form 
2.Complete the PCS of hire within 3 days
3.Within 3 days of hire (if issuing a weapon) you will need to submit a Firearms Verification

Form 
4.Complete the Candidate Training and Certification Application 

You will upload the 
Medical and TB test 
Candidate Attestation

5.Once you see them under your agency as “New Hire”, you can register your candidate for
Fingerprinting through the ACADIS Portal. The naming convention for the Registration
sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning
appointments and by appointment only. 

a.We will have enough registration spots for 15 people per day. If you have more than 15,
please contact us in advance and we will get it set up for all to come on one day. 

6.They will need to bring a valid Driver’s License to registration. We will fingerprint them and
get them set up in the next available class.

Class 2 Officer with less than 1 year break in service in South Carolina

1.Complete the ACADIS/Background check form 
2.Complete the PCS of hire within 3 days

https://sccja.sc.gov/general-information/forms


Registration Instructions
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

Class 2 Legal Only and/or Juvenile Only Student - previously employed as a Class 2 Detention
Officer in SC with a 1 to 3 year Break in Service

1.Complete the ACADIS/Background check form 
2.Complete the PCS of hire within 3 days 
3.Complete the Candidate Training and Certification Application 

You will upload the 
Medical and TB test 
Candidate Attestation

4.Once you see them under your agency as “New Hire”, you can register your candidate for
Fingerprinting through the ACADIS Portal. The naming convention for the Registration
sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning
appointments and by appointment only. 

We will have enough registration spots for 15 people per day. If you have more than 15,
please contact us in advance and we will get it set up for all to come on one day. 

5.They will need to bring a valid Driver’s License to registration. We will fingerprint them and
assign the needed videos.

6.Manuals are available in Acadis under Manuals - Basic Detention Student Manuals.  The
Basic Detention Legal and Juveniles only should be given to the student.

7.You can register them for the next available Basic Detention Juvenile Only and/or Legal Only
Cumulative Test.  (Report to the Village Cafeteria between 12:30-12:45 P.M. the date of the
test)

https://sccja.sc.gov/general-information/forms
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

Class 2 Legal Only and/or Juvenile Only Student - Previously employed by SC Department of
Corrections or a Previously Certified Detention Officer who was certified Out of State with no

more than a 3 year Break in Service

1.  Complete an Out of State Training Review - can be completed before hire
Release and Authorization 
Post Letter

2.Complete the ACADIS/Background check form 
3.Complete the PCS of hire within 3 days
4.Complete the Candidate Training and Certification Application 

You will upload the 
Medical and TB test 
Candidate Attestation

5.Once you see them under your agency as “New Hire”, you can register your candidate for
Fingerprinting through the ACADIS Portal. The naming convention for the Registration
sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning
appointments and by appointment only.

a.We will have enough registration spots for 15 people per day. If you have more than 15,
please contact us in advance and we will get it set up for all to come on one day. 

6.They will need to bring a valid Driver’s License to registration. We will fingerprint them and
assign the videos needed. 

7.Once approved, Registration will assign videos. Manuals are available in Acadis under
Manuals – Basic Detention Student Manuals. The Basic Detention Legal and Juveniles only
should be given to the student.

8.Once completed, you can register them for the next available Basic Detention Juvenile Only
and/or Legal Only Cumulative Test. (Report to the Village Cafeteria between 12:30-12:45
P.M. the date of test)

https://sccja.sc.gov/general-information/forms
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

New Class 3 Basic Officer

1.Complete the ACADIS/Background check form 
2.Complete the PCS of hire within 3 days
3.Complete the Candidate Training and Certification Application 

You will upload the 
Candidate Attestation

4.Once you see them under your agency as “New Hire”, you can register your candidate for
Fingerprinting through the ACADIS Portal. The naming convention for the Registration
sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning
appointments and by appointment only. 

We will have enough registration spots for 15 people per day. If you have more than 15,
please contact us in advance and we will get it set up for all to come on one day. 

5.They will need to bring a valid SC Driver’s License to registration.
6.You can assign the Class 3 Basic Videos. Manuals are available in Acadis under Manuals –

Class 3 Basic Manuals. All Class 3 Basic Manuals and Power Points should be given to
student.

7.Once they have completed it, you can register them for a Class 3 Basic cumulative exam.
(Report to the Village Cafeteria between 12:30-12:45 P.M. the date of test).

https://sccja.sc.gov/general-information/forms
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

New Class 3 Advanced Officer

1.Complete the ACADIS/Background check form 
2.Complete the PCS of hire within 3 days - all Class 3 Advanced officers must have a

psychological test
psychological-guidelines

3.Within 3 days of issuing a firearm, complete the Firearms Verification Form
4.Complete the Candidate Training and Certification Application 

You will upload the 
Candidate Attestation

5.Once you see them under your agency as “New Hire”, you can register your candidate for
Fingerprinting through the ACADIS Portal. The naming convention for the Registration
sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning
appointments and by appointment only. 

We will have enough registration spots for 15 people per day. If you have more than 15,
please contact us in advance and we will get it set up for all to come on one day. 

6.They will need to bring a valid SC Driver’s License to registration.
7.Assign the Advanced Class 3 Videos. Manuals are available in Acadis under Manuals – Class

3 Manuals. All Class 3 Advanced Handouts, Manuals and Power Points should be given to
the student.

8.Once they have completed all training, you can register them for a Class 3 Advanced
DT/Firearms Proficiency provided by the Mobile Training Unit (MTU).

9.Once they pass the DT/Firearms Proficiencies, you can register them in ACADIS for a Class 3
Advanced Cumulative Exam. (Report to the Village Cafeteria between 12:30-12:45 P.M. the
date of test).

Officer Transferring from one Certification to another (ex: Class 2 transferring to Class 1 LECO,
Class 3 Adv. transferring to Class 1) within the same agency

1.Complete the Internal Transfer Form 
2.Within 3 days of issuing a firearm, complete the Firearms Verification Form
3.Complete the Candidate Training and Certification Application 

Refer to the certification type above for necessary documents.

https://sccja.sc.gov/general-information/forms
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
https://sccja.sc.gov/wp-content/uploads/Psychological_Guidelines_2020-09-24.pdf
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ALL FORMS MENTIONED BELOW CAN BE FOUND ON OUR WEBSITE, HTTPS://SCCJA.SC.GOV UNDER
"FORMS"

Class 4 (Basic Telecommunications Operator)

1.  Complete the ACADIS/EMPLOYMENT CHECK ACADIS/Employment Check  
2.  Complete the Personnel Change in Status 911 Form within 3 days PCS Of Hire - 911
3.  Complete the Basic Telecommunication Operator Training Application and Document

Attestation Basic Telecommunication Operator Training Application and Document
Attestation

 You will upload the 
 FEMA ICS 100 Form 
Candidate Attestation Form Candidate Attestation Form

4. If you are requesting an Equivalency Review for Certification, (after all steps above are
completed) you will need to complete the "Basic Telecommunicator Equivalency Request
Form".  This form is located on our website at sccja.sc.gov, in the General Information tab,
under forms.  The form will require the following information:

 Officer's Name and Academy ID#
 Agency Information 
 SCCJA Registration Date
 Date the Equivalency Training was Completed
Copy of the Certificate

5.  Please allow (5) five business days for equivalency approval.

https://sccja.sc.gov/general-information/forms
https://www.cognitoforms.com/SCCriminalJusticeAcademy/ACADISEmploymentCheck
https://www.cognitoforms.com/SCCriminalJusticeAcademy/ACADISEmploymentCheck
https://www.cognitoforms.com/SCCriminalJusticeAcademy/personnelchangeinstatus911
https://sccja.sc.gov/wp-content/uploads/Candidate-Attestation-20240529-Fillable.pdf
https://sccja.sc.gov/wp-content/uploads/Candidate-Attestation-20240529-Fillable.pdf
https://sccja.sc.gov/wp-content/uploads/Candidate-Attestation-20240529-Fillable.pdf
https://sccja.sc.gov/wp-content/uploads/Candidate-Attestation-20240529-Fillable.pdf
https://www.cognitoforms.com/SCCriminalJusticeAcademy/BasicTelecommunicatorEquivalencyRequestFormNEW
https://www.cognitoforms.com/SCCriminalJusticeAcademy/BasicTelecommunicatorEquivalencyRequestFormNEW
https://sccja.sc.gov/general-information/forms


Law Enforcement Training
and Certification Application

The Training and Certification Application form can be found by going to
our website: sccja.sc.gov 

Click on the General Information tab, Select the Forms option, scroll down
to the first box titled "Registration". The form is titled "Candidate Training
& Certification Application".

The Candidate Training and Certification Application must be completed
for all uncertified officers.  This includes previously certified officers with
a break in service of more than 1 year and officers certified out of state.

Where is the
Application?

When must an
application be
completed?

Parts of the
Application
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In the application, you attest that a Background Investigation has been
completed.  This Background Check includes a Driver's License Check,
Credit Check, and a Criminal Background Check.  The Criminal
Background Check is completed using NCIC purpose code J and the social
security number as an additional search parameter. 

Defaulted
Student
Loans

§ 59-111-50. Persons defaulting on certain student loans precluded from
employment by State.
 
No person who has willfully defaulted on a National Direct Student Loan, a
National Defense Student Loan, a Guaranteed-Federally Insured Student
Loan, a Nursing Student Loan, a Health Professions Student Loan or a Law
Enforcement Educational Loan shall now or hereafter be employed by the
State or any of its departments, agencies or subdivisions until all defaults
are cured and loan payments made current; provided, however, that if
such person and his lender voluntarily enter into an agreement after
default under which terms the debt will be repaid and the lender confirms
this agreement in writing with the state agency, department or
subdivision, the loan shall not be considered in default and the default
shall be considered as cured so long as the person complies with the
terms of the agreement.

http://www.sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/LawEnforcementTrainingAndCertificationApplication
https://www.cognitoforms.com/SCCriminalJusticeAcademy/LawEnforcementTrainingAndCertificationApplication


Law Enforcement Training
and Certification Application

47



Law Enforcement Training
and Certification Application

48



Law Enforcement Training
and Certification Application

49

The Law Enforcement Training and Certification
Application must be submitted for all individuals who

require training.

Please ensure that all the boxes are filled out with
correct information.  We will not accept forms with

information that is inaccurate.  

We will not be able to accept any forms with errors.
Please verify that all information is correct before

submitting. Submitting forms with errors can cause errors
in the individual's personnel records and/or a delay in

processing.

Some common problems we see are:
Applicants coming to registration without the
Training Application submitted
Applicant does not bring their Driver’s License with
them when they come to register
Training is assigned before registration is completed
Incorrect document is uploaded in place of the
Candidate Attestation form
Incomplete medical forms are submitted

pages 11-16 must have ALL fields completed by
the physician including BMI

Driver’s license number is not included on the form
Agency address, email, and phone number are given
instead of the applicant’s personal information
TB Test does not have all required information

date planted, date read, results, and signatures
for all fields

You will also be required to upload a PDF copy of the
following:

Candidate Attestation Form
SCCJA Medical History Form - all pages as one
document
TB Test with results noted

If not using the DHEC TB Form, the medical
provider can indicate the test and results on
medical provider’s letterhead. They must include
the date planted - with signature, the date read -
with signature, and the results - with signature
We will also accept a chest x-ray or the
QuantiFERON-TB Gold blood test

These tests must also include the date the
exam was completed - with signature and the
results - with signature

For Telecommunications/911, go to the box titled "Basic
Telecommunications Officer Training" and select "Basic
Telecommunication Operator Application and Document

Attestation”.

When completing the Basic Telecommunication
Operator Application and Document Attestation form,

please insure that you include the applicant’s Academy
ID number.  

After entering in the Agency’s information, you will
indicate whether your candidate will be presented to

SCCJA for BTOT training or if they will be completing an
equivalency program.  

If your candidate will be attending SCCJA for a BTOT
class, a course will be assigned to your applicant upon

completion of the registration process.  

If your candidate will be completing an approved
equivalency program, you will need to submit an

equivalency request to the Standards and Testing Unit for
review.

You will also be required to upload a PDF copy of the
following:

FEMA ICS 100
Candidate Attestation Form

Please note that training may NOT be assigned to any
personnel if they have not been registered through the

Academy.

https://www.cognitoforms.com/SCCriminalJusticeAcademy/BasicTelecommunicationOperatorTrainingApplicationAndDocumentAttestation
https://www.cognitoforms.com/SCCriminalJusticeAcademy/BasicTelecommunicationOperatorTrainingApplicationAndDocumentAttestation
https://www.cognitoforms.com/SCCriminalJusticeAcademy/BasicTelecommunicationOperatorTrainingApplicationAndDocumentAttestation
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This list is not exhaustive.  For
any applicant with a criminal
record, consult your agency’s

legal counsel.
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This list is not exhaustive.  For
any applicant with a criminal
record, consult your agency’s

legal counsel.



Part 4: Acadis
Training /
Manuals



To assign online training to your personnel, log into your Acadis Portal and choose "Training and Events" in
the left-side menu bar.

Select "Browse or Sign up for Training" and a list of available training will populate. Use the Filters option to
narrow down your search and more easily find the training you are looking for. 

In the filters menu, under program, you can select the name of the training you are looking for (ex. legal
updates, CDVs).  You can also filter by training delivery (ie. online, classroom).  For online training, select

"online".  Once you have chosen your filter criteria, click on the blue "Apply" button.

Assign Training in the
Acadis Portal

Assign Online Training
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Assign Training in the
Acadis Portal

Once you have filtered your search results, locate the training that you would like to assign and click on the
three dots beside the "Take Training" button on the far right-hand side of the page.  Previous trainings,

such as legal updates and CDVs, are available for you to assign through Acadis.

When you choose "Assign to Personnel", a list of your personnel will appear.  If you need to assign the
training to all personnel, you can choose the checkbox by the Name column and it will select all personnel.  

You can also select individual personnel from the list.  You will see the checkbox turn blue when the
individual is selected.  Once all needed personnel have been selected, click the blue "Assign" button.

1234-5678

2345-6789

3456-7890

4567-8901

Anderson, Joe 

Johnson, Robert

Miller, James

Williams, Mary

Assign Online Training
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Remove Online Training
in the Acadis Portal

To remove online training from your personnel,  click on their name from your personnel list.  When their
Acadis profile appears, scroll down to the section titled "Training History".   Find the training that you would

like to remove from the "Upcoming, Ongoing & Unconfirmed" section.  On the far right, you will see the
"Remove" option.  Click on the "Remove" button to remove the training from the individual.

A pop-up will appear letting you know that the online training will be removed.  Verify that the name of the
training is correct and then select "Continue with Deletion".  Once you have clicked "Continue with

Deletion" the training will no longer be assigned to the officer.

Remove Online Training
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To assign in-person training to your personnel, log into your Acadis Portal and choose "Training and
Events" in the left-side menu bar.

Select "Available Training” and a list of available training will populate. Use the Filters option to narrow
down your search and more easily find the training you are looking for. 

In the filters menu, under program, you can select the name of the training you are looking for (ex.
DUI/SFST  and Basic Detective).  You can also filter by training delivery (ie. online, classroom).  For in-

person training, select "classroom".  Once you have chosen your filter criteria, click on the blue "Apply"
button.

Assign Training in the
Acadis Portal

Assign In-Person Training
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Assign Training in the
Acadis Portal

Once you have filtered your search results, locate the course/training that you would like to assign and
click on the "Register" button on the far right-hand side of the page.  Classes that are no longer available

for registration will show "Closed" and the register button will not be available.  For some courses, you may
see "Waitlist" instead of "Open" for the course status.  This means that the course is currently full, but you
may join the waitlist and will be notified if a seat becomes available.  Courses in "Open" status will show

"Register to the right.

Once you choose "Register" a list of personnel will become available in the drop down box beside
"Registrant".  Choose the personnel that you would like to register for the course and complete the

requested information in the enrollment request.

Once you have completed the needed information, regarding contact info, housing, dietary needs,
accommodations, religious needs, and medical needs, select the blue "Submit Request" bottom in the

bottom right corner.  If you need to register more than one person, you can click "Submit & Request
Another".

If you need to save the request and finish later, select "Finish Later" in the bottom right corner.  To cancel
the request, click "Cancel".

Assign In-Person Training
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Miller, James (3456-7890)

Johnson, Robert  (2345-6789)

Anderson, Joe (1234-5678)



To locate training manuals, log into your Acadis Portal and choose "Training and Events" in the top menu
bar.  Select "Available Training" and a list of available training will populate. Use the Filters option to

narrow down your search and more easily find the training you are looking for.

In the filters menu, under program, choose "Manuals".  Once you have chosen your filter criteria, click on
the blue "Apply" button.

A list of available training manuals will appear.  Select the name of the manual that is needed.  The status
of these events will say "Closed", but the manuals are still available for download.

Locating Training
Manuals
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Choose the appropriate training manual from the list by clicking on the name of the event/manual.  A
notice will appear at the top stating that the period for requesting enrollment ended.  This notice can be

disregarded.  Scroll down to the "Documents" section of the page.  A list of links will appear in this section.  
Choose any of the manuals that you need and click on the Document Name to download the

manual/PowerPoint.  Once the document has been downloaded, you can send it to the appropriate
personnel.

Locating Training
Manuals
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Disregard this message as
you are not enrolling the

individual in a course

Click on the needed
manual to download
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Orders



2020-LETC-002
Excessive Force
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2020-LETC-003
Background Inv.
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2020-LETC-004
Reimbursement
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2020-LETC-005
Misconduct
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Class 3 Advanced
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Class 3 Advanced
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2021-LETC-002
Class 3 Advanced
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	(a) a copy of his medical history compiled by a licensed physician or medical examiner approved by the employer;
	(b) a certificate of a licensed physician that the candidate has recently undergone a complete medical examination and the results thereof;
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	In the director's determination of good character, the director shall give consideration to all law violations, including traffic and conservation law convictions, as indicating a lack of good character. The director shall also give consideration to the candidate's prior history, if any, of alcohol and drug abuse in arriving at a determination of good character;
	(6) a copy of the candidate's photograph;
	(7) a copy of the candidate's fingerprints;

	Section 23-23-60
	(8) evidence satisfactory to the director that the candidate's present age is no less than twenty-one years. However, if the person is a candidate for detention or correctional officer, not to include officers for the Department of Juvenile Justice, then the candidate's present age must be no less than eighteen years of age. This evidence must include a birth certificate or another acceptable document;
	(9) evidence satisfactory to the director of successful completion of a course of law enforcement training as established and approved by the director and conducted at an academy or institution approved by the director, this evidence to consist of a certificate granted by the approved institution.

	Registration Instructions
	Brand New Class 1 Officer
	Complete the ACADIS/Background check form
	Complete the PCS of hire –all brand-new Class 1 officers must have a psychological and Reading Comprehension test
	https://sccja.sc.gov/news/2020-09/psychological-guidelines-revised
	Here are some sites that you can use for the Reading Comprehension test. There may be others out there that you are welcome to choose as well.
	“TABETest” that stands for “Test of Adult Basic Education” that seems to be popular. You are able to grade it on the spot and it is not expensive. https://tabetest.com
	Another one website that some agencies are using is called Wonderlic https://wonderlic.com/
	Within 3 days of hire (if issuing a weapon) you will need to submit a Firearms Verification Form using the SCCJA Firearms Course of Fire
	Complete the Candidate Training and Certification Application
	You will upload the
	Medical and TB test
	Candidate Attestation
	Once you see them under your agency as “New Hire”, you can register your candidate for Fingerprinting through the ACADIS Portal. The naming convention for the Registration sessions will be “Registration YYYY/MM/DD 9am-12pm”. There are only morning appointments and by appointment only.
	We will have enough registration spots for 15 people per day.  If you have more than 15, please contact us in advance and we will get it set up for all to come on one day.
	They will need to bring a valid SC Driver’s License to registration.
	We will fingerprint them and get them set up with the test for the 4 week pre academy. You will be able to go in and assign the videos. Manuals are available in Acadis under Manuals – BLE Student Manuals. All BLE Pre-Academy Manuals and Power Points should be given to student
	Once they have successfully completed all 4 block tests, you can register them for a BLE Cumulative/PAT test. We do these every Wednesday at 1. (Report time is 12:30-12:45 to the village cafeteria) Once they pass those, we will assign them a date to return for the 8 week academy.


	Registration Instructions
	Previous Class 1 Officer with a break in service less than 1 year in SC
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days of Hire
	Within 3 working days of hire (if issuing a weapon) you will need to submit a Firearms Verification Form

	Previous Class 1 Officer with a 1-3 year break in service in SC
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days
	Within 3 days of hire (if issuing a weapon) you will need to submit a Firearms Verification Form
	Complete the Candidate Training and Certification Application
	You will upload the
	Medical and TB test
	Candidate Attestation
	Once you see them under your agency as “New Hire”, you can register your candidate for Fingerprinting through the ACADIS Portal. The naming convention for the Registration sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning appointments and by appointment only.
	We will have enough registration spots for 15 people per day.  If you have more than 15, please contact us in advance and we will get it set up for all to come on one day.
	They will need to bring a valid SC Driver’s License to registration.  We will fingerprint them and complete registration. You will be able to go in and assign the Special Basic video.
	Once they have successfully completed the video, you can go in and register them for a Special Basic Cumulative Test/Firearms and Driving Proficiency.  (Report to the Range Classroom #2 at 7:30-7:45 A.M. the Wednesday morning of the test) Once they pass that, they are good to go.


	Registration Instructions
	Class 1 Officer with Out of State Experience (break in service - no more than 3 years)
	Complete an Out of State Training Review - can be submitted prior to hire
	Release and Authorization
	Post Letter
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days
	Complete the Candidate Training and Certification Application
	You will upload the
	Medical and TB test
	Candidate Attestation
	Once you see them under your agency as “New Hire", you can register your candidate for Fingerprinting through the ACADIS Portal. The naming convention for the Registration sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning appointments and by appointment only.
	We will have enough registration spots for 15 people per day. If you have more than 15, please contact us in advance and we will get it set up for all to come on one day.
	They will need to bring a valid SC Driver’s License to registration.
	We will fingerprint them and complete registration. You will be able to go in and assign the Special Basic video. Manuals are available in Acadis under Manuals – Special Basic Manual. Special Basic Manuals and Power Points should be given to student.
	Once approved for Special Basic and they have successfully completed the video, you can go in and register them for a Special Basic Cumulative Test/ Firearms and Driving Proficiency. (Report to the Range Classroom #2 at 7:30-7:45 A.M. the Wednesday morning of test) Once they pass that, they are good to go.


	Registration Instructions
	Reserve Officer with 2 consecutive years with agency going to Class 1
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days –all brand-new Class 1 officers must have a psychological exam
	psychological-guidelines
	Within 3 days of hire (if issuing a weapon) you will need to submit a Firearms Verification Form
	Complete the Candidate Training and Certification Application
	You will upload the
	Medical and TB test
	Candidate Attestation
	Once you see them under your agency as “New Hire”, you can register your candidate for Fingerprinting through the ACADIS Portal. The naming convention for the Registration sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning appointments and by appointment only.
	We will have enough registration spots for 15 people per day. If you have more than 15, please contact us in advance and we will get it set up for all to come on one day.
	They will need to bring a valid SC Driver’s License to registration.  We will fingerprint them and get them set up with the test for the 4 week pre academy.
	Once they have successfully completed the video, you can go in and register them for a Special Basic Cumulative Test/Firearms and Driving Proficiency.  (Report to the Range Classroom #2 at 7:30-7:45 A.M. the Wednesday morning of the test).  Once they pass, they are good to go.

	For Reserve Officers - (If your Agency is currently approved for Reserves)
	Refer to the South Carolina Reserve Officer Training Program Administrative Guide
	To access the South Carolina Reserve Officer Training Program: Administrative Guide, go to our website at sccja.sc.gov
	Click on "Forms".
	Scroll down to the eighth box titled "Reserve Training".
	Select the link that says "Reserve Officer Training Program Administrative Guide (PDF)".
	Complete the Candidate Training and Certification Application to get your candidate set up in Acadis. You will need to upload the Reserve CHC Attestation.


	Registration Instructions
	New Class 2 Officer
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days
	Within 3 days of hire (if issuing a weapon) you will need to submit a Firearms Verification Form
	Complete the Candidate Training and Certification Application
	You will upload the
	Medical and TB test
	Candidate Attestation
	Once you see them under your agency as “New Hire”, you can register your candidate for Fingerprinting through the ACADIS Portal. The naming convention for the Registration sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning appointments and by appointment only.
	We will have enough registration spots for 15 people per day. If you have more than 15, please contact us in advance and we will get it set up for all to come on one day.
	They will need to bring a valid Driver’s License to registration. We will fingerprint them and get them set up in the next available class.

	Class 2 Officer with less than 1 year break in service in South Carolina
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days


	Registration Instructions
	Class 2 Legal Only and/or Juvenile Only Student - previously employed as a Class 2 Detention Officer in SC with a 1 to 3 year Break in Service
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days
	Complete the Candidate Training and Certification Application
	You will upload the
	Medical and TB test
	Candidate Attestation
	Once you see them under your agency as “New Hire”, you can register your candidate for Fingerprinting through the ACADIS Portal. The naming convention for the Registration sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning appointments and by appointment only.
	We will have enough registration spots for 15 people per day. If you have more than 15, please contact us in advance and we will get it set up for all to come on one day.
	They will need to bring a valid Driver’s License to registration. We will fingerprint them and assign the needed videos.
	Manuals are available in Acadis under Manuals - Basic Detention Student Manuals.  The Basic Detention Legal and Juveniles only should be given to the student.
	You can register them for the next available Basic Detention Juvenile Only and/or Legal Only Cumulative Test.  (Report to the Village Cafeteria between 12:30-12:45 P.M. the date of the test)


	Registration Instructions
	Class 2 Legal Only and/or Juvenile Only Student - Previously employed by SC Department of Corrections or a Previously Certified Detention Officer who was certified Out of State with no more than a 3 year Break in Service
	Complete an Out of State Training Review - can be completed before hire
	Release and Authorization
	Post Letter
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days
	Complete the Candidate Training and Certification Application
	You will upload the
	Medical and TB test
	Candidate Attestation
	Once you see them under your agency as “New Hire”, you can register your candidate for Fingerprinting through the ACADIS Portal. The naming convention for the Registration sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning appointments and by appointment only.
	We will have enough registration spots for 15 people per day. If you have more than 15, please contact us in advance and we will get it set up for all to come on one day.
	They will need to bring a valid Driver’s License to registration. We will fingerprint them and assign the videos needed.
	Once approved, Registration will assign videos. Manuals are available in Acadis under Manuals – Basic Detention Student Manuals. The Basic Detention Legal and Juveniles only should be given to the student.
	Once completed, you can register them for the next available Basic Detention Juvenile Only and/or Legal Only Cumulative Test. (Report to the Village Cafeteria between 12:30-12:45 P.M. the date of test)


	Registration Instructions
	New Class 3 Basic Officer
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days
	Complete the Candidate Training and Certification Application
	You will upload the
	Candidate Attestation
	Once you see them under your agency as “New Hire”, you can register your candidate for Fingerprinting through the ACADIS Portal. The naming convention for the Registration sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning appointments and by appointment only.
	We will have enough registration spots for 15 people per day. If you have more than 15, please contact us in advance and we will get it set up for all to come on one day.
	They will need to bring a valid SC Driver’s License to registration.
	You can assign the Class 3 Basic Videos. Manuals are available in Acadis under Manuals – Class 3 Basic Manuals. All Class 3 Basic Manuals and Power Points should be given to student.
	Once they have completed it, you can register them for a Class 3 Basic cumulative exam. (Report to the Village Cafeteria between 12:30-12:45 P.M. the date of test).


	Registration Instructions
	New Class 3 Advanced Officer
	Complete the ACADIS/Background check form
	Complete the PCS of hire within 3 days - all Class 3 Advanced officers must have a psychological test
	psychological-guidelines
	Within 3 days of issuing a firearm, complete the Firearms Verification Form
	Complete the Candidate Training and Certification Application
	You will upload the
	Candidate Attestation
	Once you see them under your agency as “New Hire”, you can register your candidate for Fingerprinting through the ACADIS Portal. The naming convention for the Registration sessions will be “Registration YYYY/MM/DD 9 A.M.-12 P.M.”. There are only morning appointments and by appointment only.
	We will have enough registration spots for 15 people per day. If you have more than 15, please contact us in advance and we will get it set up for all to come on one day.
	They will need to bring a valid SC Driver’s License to registration.
	Assign the Advanced Class 3 Videos. Manuals are available in Acadis under Manuals – Class 3 Manuals. All Class 3 Advanced Handouts, Manuals and Power Points should be given to the student.
	Once they have completed all training, you can register them for a Class 3 Advanced DT/Firearms Proficiency provided by the Mobile Training Unit (MTU).
	Once they pass the DT/Firearms Proficiencies, you can register them in ACADIS for a Class 3 Advanced Cumulative Exam. (Report to the Village Cafeteria between 12:30-12:45 P.M. the date of test).

	Officer Transferring from one Certification to another (ex: Class 2 transferring to Class 1 LECO, Class 3 Adv. transferring to Class 1) within the same agency
	Complete the Internal Transfer Form
	Within 3 days of issuing a firearm, complete the Firearms Verification Form
	Complete the Candidate Training and Certification Application
	Refer to the certification type above for necessary documents.


	Registration Instructions
	Class 4 (Basic Telecommunications Operator)
	Complete the ACADIS/EMPLOYMENT CHECK ACADIS/Employment Check
	Complete the Personnel Change in Status 911 Form within 3 days PCS Of Hire - 911
	Complete the Basic Telecommunication Operator Training Application and Document Attestation Basic Telecommunication Operator Training Application and Document Attestation
	You will upload the
	FEMA ICS 100 Form
	Candidate Attestation Form Candidate Attestation Form
	If you are requesting an Equivalency Review for Certification, (after all steps above are completed) you will need to complete the "Basic Telecommunicator Equivalency Request Form".  This form is located on our website at sccja.sc.gov, in the General Information tab, under forms.  The form will require the following information:
	Officer's Name and Academy ID#
	Agency Information
	SCCJA Registration Date
	Date the Equivalency Training was Completed
	Copy of the Certificate
	Please allow (5) five business days for equivalency approval.


	Law Enforcement Training and Certification Application
	Where is the Application?
	When must an application be completed?
	Parts of the Application
	Defaulted Student Loans

	Law Enforcement Training and Certification Application
	Law Enforcement Training and Certification Application
	Law Enforcement Training and Certification Application
	Part 3: Crimes of Moral Turpitude
	Crimes of Moral Turpitude
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	Crimes of Moral Turpitude
	Crimes of Moral Turpitude
	Crimes of Moral Turpitude
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	Crimes of Moral Turpitude
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	Part 4: Acadis Training / Manuals
	Assign Training in the Acadis Portal
	Assign Online Training

	Assign Training in the Acadis Portal
	Assign Online Training
	Once you have filtered your search results, locate the training that you would like to assign and click on the three dots beside the "Take Training" button on the far right-hand side of the page.  Previous trainings, such as legal updates and CDVs, are available for you to assign through Acadis.
	When you choose "Assign to Personnel", a list of your personnel will appear.  If you need to assign the training to all personnel, you can choose the checkbox by the Name column and it will select all personnel.  You can also select individual personnel from the list.  You will see the checkbox turn blue when the individual is selected.  Once all needed personnel have been selected, click the blue "Assign" button.


	Remove Online Training in the Acadis Portal
	Remove Online Training

	Assign Training in the Acadis Portal
	Assign In-Person Training

	Assign Training in the Acadis Portal
	Assign In-Person Training
	Once you have filtered your search results, locate the course/training that you would like to assign and click on the "Register" button on the far right-hand side of the page.  Classes that are no longer available for registration will show "Closed" and the register button will not be available.  For some courses, you may see "Waitlist" instead of "Open" for the course status.  This means that the course is currently full, but you may join the waitlist and will be notified if a seat becomes available.  Courses in "Open" status will show "Register to the right.
	Once you choose "Register" a list of personnel will become available in the drop down box beside "Registrant".  Choose the personnel that you would like to register for the course and complete the requested information in the enrollment request.
	Once you have completed the needed information, regarding contact info, housing, dietary needs, accommodations, religious needs, and medical needs, select the blue "Submit Request" bottom in the bottom right corner.  If you need to register more than one person, you can click "Submit & Request Another".
	If you need to save the request and finish later, select "Finish Later" in the bottom right corner.  To cancel the request, click "Cancel".
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	Locating Training Manuals
	Disregard this message as you are not enrolling the individual in a course
	Click on the needed manual to download
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