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[bookmark: _GoBack][image: ][image: ][image: ]Start by entering your username and password.
Read the statement and click I acknowledge to gain access to the system.
Click on Director Application

[image: ]Read the Eligibility requirements and then click start application.

[image: ]Search for the person that you are entering information for. Last name, Date of birth and one of the four options below them are required. If the applicant is not in system you will see the message that pops up on page 6. If the applicant is in system it will take you to the screenshot on page 7.

[image: ][image: ][image: ]If not in system this message will appear and you will need to click on CREATE NEW PROFILE.
If applicant not in system you will need to fill out the boxes with their information. If applicant is in system the information will automatically generate into the respective fields. When information is completed click on the create button.

This screen shows that the profile was successfully completed for the user. Click ok.



[image: ]Fill in the phone number and then click next.




NOTE: The next 2 screenshots are of the qualifications tab. This area is too large to capture in one screenshot.





[image: ]Fill in the area for Police Experience, Administrator Experience, Instructor Experience then you will have to scroll down the page to the other categories. See page 12.

[image: ]Fill in the area for Academic Education and Law Enforcement Training then click next.

[image: ]Answer YES or NO to the three questions at the top then click next.

[image: ]Click on the upload button to put the documents into the system. When you click upload you will select your document from the area in the computer where the document is saved.  After the documents are uploaded click next.
(Please see page 15 for screenshot of clicking upload)

[image: ]
[image: ]Read the disclosures and click on the checkbox to acknowledge. Then electronically sign your name and put in the application date.

When all information is completed click on submit.

[image: ]After clicking submit you will receive this message. Click on ok to advance.
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Director Application

‘The Director Application is the first step to becoming an Act 120 academy director!

Eligibility Requirements -

School directors shall satisfy one of the following requirements:

1. Possess an associate’s or higher degree in criminal justice, public administration, education or related field.

2. Be a graduate of one of the fol

wing:

a. The Federal Bureau of Investigation National Academy.

b. The Southern Police Institute Administrative Officers Course.
The Law Enforcement Instructor Training Course of the Federal Law Enforcement Tr:
d. The Northwestern University Staff and Command School.

. Other law enforcement training program approved by the Commi:

n.

3. School

ectors shall satisfy one of the following minimum professional expe:

nce requirements:

a. Ten years in law enforcement, including 5 years at an administrative level.
b. Fifteen years increasingly responsible full-time experience as a Federal, State or muni

al police officer with general police powers.

‘School directors shall be free of convictions for a disqualifying criminal offense.

d. School directors shall possess at least 2 years’ experience as a police or adult education instructor

To complete the application the follo

g supporting documentation will be required:
a. Educational degree

b. Transcript

c. Training certificates
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Profile not found. Please create a profile to initiate the application.

CANCEL  CREATE NEW PROFILE
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Create Profile | Close Window

The below details will be pre-populated on the application. Please review and update the below details now, if required.

Last Name Middle Initial Suffix

[Smith Select B

Gender SsN Applicant's Email Address

Male v 2/2/1990 688-52-1111 [smith@email.com

us citizenship Country Of Method of Communication ¥
Yes v United States of America (USA) B Email

_Driver's License Details

Pennsylvania Resident PA Driver's License/State ID PA Driver's

icense/State ID #

Yes v ves v [es4sa654]
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Create Profile | Close Window

The below details will be pre-populated on the application. Please review and update the below details now, if required.

Last Name Middle Initial Suffix

[Smith Select B

Gender ssN Applicant's Email Address

i v 2/2/1990 688-52-1111 [smith@email.com

us citizenship Country Of Method of Communication ¥
Yes v United States of America (USA) B Email

_Driver's License Details

Pennsylvania Resident PA Driver's License/State ID PA Driver's

icense/State ID #

Yes v Yes v

profile created for the user. This will close this screen!
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[ERSRUIMNSN  Qualifications  Criminal History  Required Documentation ~ Certification

Last Name First Name Middle Initial Suffix
Smith [rohn’ [ Select v
F
Gender Date Of Age SSN
wale B 02/02/190 2 688521111
Phone # Pennsylvania Resident PA Driver's License/State ID PA Driver's License/State ID Number
000-000-0000 Yes Yes 65464654
Preferred Method Of Communication
Email
Academy Det:
Academy Name Academy Address
Community College of Beaver County v
st ][z
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Required Documental

Police Experience

Employer Name Employer Address. Employed From Employed To

Delete

[ ddress Line 1

Address Line 2

city st |z

Administrator Experience

Employer Name Employer Address. Employed From Employed To

Delete

[ ddress Line 1

Address Line 2

city st |z

Instructor Experience

Course Title Employed From Employed To Delete

v

11:49 AM
1e

=gt}




image11.png
File Edit View Favorites Tools Help

Act 120 Director Application

Address Line 2

Smith, John | Close Window

city

st |z
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Course Title
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Education

University Name

University Address

Address Line 1

Address Line 2

City

st |[zio

Attended From

Attended To

Major

Degree T

Select v

Law Enforcement Trai

ing
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Attended From

Attended To

Course Title
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Act 120 Director Application Smith, John | Close Window

Criminal History Questions

1. Have you ever been arrested or charged with violation of the law? (including traffic violation) (If yes, explain below and indicate all arrests and dispositions. Citations for illegal parking may be omitted. , excluding parking tickets) * select v
2. Have you ever been convicted of a crime enumerated in section 6105(b) @, or do any of the conditions under 6105(c) @ apply to you? * select v
3. Are you now charged with, or have you ever been convicted of crime punishable by imprisonment for term exceeding one year? This is the maximum sentence that you “could have received” not the actual sentence you did receive. (This does not select v

include federal or state offenses pertaining to antitrust, unfair trade practices, restraints of trade, or regulation of business; or state offenses classified as misdemeanors and punishable by a term of imprisonment not to exceed two years.) *
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Degree™ [

Smith, John | Close Window

Name Comment. Size (KB)  Status Delete
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Supporting Documents

Please upload any form of documentation that supports your application
Add New +
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11:50 AM
1e

L 2=l b}




image14.png
[ Bender Matthev - Ouiook W.. | & MPOETC TACS

Required Documents

Organize = Newfolder

¢ Favorites
B Deskiop
1 Downloads
] Recent Places

Document

Degree=

Experience - Law Enforcement™

Transcript=

[
Upload File
Upload File

Libraries
) Documents
& Music
= Pictures
H Videos

8 Computer
& Local Disk (C:)

@ Network

Supporting Documents

Add New +

Please upload any form of documentation that supports your appl

Document

Name
T Degree.

5 bperience - Law Enforcement
5 Transcipt

Date modified

10/3/2016 1:46 PM
10/3/2016 1:46 PM
10/3/2016 1:46 PM

Type
Adobe Acrobat D,
Adobe Acrobat D,
Adobe Acrobat D,

L 2=l b}

1

11:54 AM

1e




image15.png
@ WPOETC TACS
Fle Edt View Fovories Tools Help

Act 120 Director Application

[J 1 CERTIFY TO THE PENNSYLVANIA STATE POLICE THAT THE INFORMATION AND STATEMENTS CONTAINED IN THIS APPLICATION ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE AND BELIEF. I AM SIGNING THIS DOCUMENT WITH THE FULL UNDERSTANDING THAT ANY FALSE INFORMATION OR
'STATEMENT WILL SUBJECT ME TO THE CRIMINAL PENALTIES OF 15 Pa. C.S. 54904, RELATING TO UNSWORN FALSIFICATION TO AUTHORITIES".I CERTIFY THAT I HAVE PERSONALLY REVIEWED THE ACT AND ALL RULES AND REGULATIONS PROMULGATED BY THE COMMISSIONER, AND AGREE THAT I WILL
ADMINISTER THE OPERATION OF THIS CERTIFIED SCHOOL IN STRICT CONFORMANCE THERETO

Signature Application Date

10/5/2016
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[V 1 CERTIFY TO THE PENNSYLVANIA STATE POLICE THAT THE INFORMATION AND STATEMENTS CONTAINED IN THIS APPLICATION ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE AND BELIEF. I AM SIGNING THIS DOCUMENT WITH THE FULL UNDERSTANDING THAT ANY FALSE INFORMATION OR
'STATEMENT WILL SUBJECT ME TO THE CRIMINAL PENALTIES OF 15 Pa. C.S. 54904, RELATING TO UNSWORN FALSIFICATION TO AUTHORITIES".I CERTIFY THAT I HAVE PERSONALLY REVIEWED THE ACT AND ALL RULES AND REGULATIONS PROMULGATED BY THE COMMISSIONER, AND AGREE THAT I WILL
ADMINISTER THE OPERATION OF THIS CERTIFIED SCHOOL IN STRICT CONFORMANCE THERETO

Signature Application Date.

[Doccter 10/5/2016

‘The application has been submitted successfully and you will receive email/mail communication. You will be redirected to landing page.
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Have an application saved that you did not submit? [ MRSt to view your account to complete your application.
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