	1
	Police Department Chief
Act 120 Certification Exam Application



[image: ]Start by entering your username and password.





[image: ]Read the statement and click I acknowledge to gain access to the system.





[image: ]Click on Certification Exam Application



For the next part there will be 2 different types of exams one for each in state and out of state please use the below links to be directed to the page that is specifically to which exam application applicant would fall under. (note use CTRL + click to follow the link)

In State Conditional Offer
Out of State Conditional Offer



[bookmark: _In_StateConditional_Offer]In State Conditional Offer
[image: ]Click on start application


[bookmark: _Out_of_State_2]

[bookmark: _In_state_applicant]
[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 7. If the applicant is in system it will take you to the screenshot on page 8.





[image: ]If not in system this message will appear and you will need to click on CREATE NEW PROFILE.





[image: ]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.





[image: ]This screen shows that the profile was successfully completed for the user. Click ok.





[image: ]After clicking create this box will show that an application was created. Click on ok.





[image: ]Make sure all demographic information is correct. Fill in the Police academy details which included academy name and dates attended. The fill in the department details as well as the hire date. Then select examination information which is the test date for the exam. When everything is filled out click on next.





[image: ]Select YES or NO to the 3 questions. Note if a question is marked YES user may have to provide further details. After that click next.

[image: ]Click on upload for certification grade sheet, diploma and EVOC (if needed) and attached the document that is on your computer. The next page will show what pops up when you click on upload. After you upload the documents click on next.


[image: ]
[image: ]Read the acknowledgement clause and then sign and date the application. Then hit the submit button.




[image: ]Notification will pop up showing that the application was submitted successfully. Click ok to be returned to the main page.




[bookmark: _Out_of_State]Out of State Conditional Offer
[image: ]Click on 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 19. If the applicant is in system it will take you to the screenshot on page 20.





[image: ]If not in system this message will appear and you will need to click on CREATE NEW PROFILE.





[image: ]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.





[image: ]This screen shows that the profile was successfully completed for the user. Click ok.





[image: ]This box will show that an application was created. Click on ok.





[image: ]Make sure all demographic information is correct. Fill in the Police academy details which included academy name and dates attended. The fill in the department details as well as the hire date. Then select examination information which is the test date for the exam. When everything is filled out click on next.





[image: ]Select YES or NO to the 3 questions. Note if a question is marked YES user may have to provide further details. After that click next.

[image: ]Click on upload for Academy training diploma, Authorization and release form, EVOC (if needed), and Full Time Employment Confirmation Letter and attach the document that is on your computer. The next page will show what pops up when you click on upload. After you upload the documents click on next.


[image: ]
[image: ]Read the acknowledgement clause and then sign and date the application. Then hit the submit button.




[image: ]Notification will pop up showing that the application was submitted successfully. Click ok to be returned to the main page.
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Certification Exam Application

A valid driver's license is required in order to take the exam. Handouts, written notes, books, cell phones and other electronic devices are not permitted
during testing.

Certification Exam Application

Start Application

1. Applicant who attended a police academy in Pennsylvania who does NOT have a conditional offer of employment:
a. Certification Exam Application.
b. Certification Exam Fee.
c. Grade sheet and diploma from MPOETC certified police academy.
d. Proof of an emergency vehicle operator’s course for police (EVOC) if completed basic police academy prior to 1989.

2. Applicant who attended a police academy in Pennsylvania who has a condi

onal offer of employment

a. Certification Exam Application.
b. Written conditional offer of employment addressed to applicant issued by the municipal police department.

Grade sheet and diploma from the MPOETC certified police academy.
e (EVOC) if completed ba:

Proof of an emergency vehicle operator’s course for pe

police academy prior to 1989.

Out-of-State Certification Exam -

Start Application

1. Applicant who attended a police academy outside of Pennsylvania who does NOT have a conditional offer of
employment:

a. Certification Exam Application.
b. Certification Exam Fee.
€. Out-of-State Authorizz

n and Release Form (if requested by MPOETC).
d. Correspondence on out-of-state police department letterhead confirming full-time employment status.
e. Police academy diploma.

2. Applicant who attended a police academy outside of Pennsylvania who has a conditional offer of employment:
Certification Exam Application.

a
b. Out-of-State Authoriz

ion and Release Form (if requested by MPOETC).

Correspondence on out-of-state police department letterhead confirming full-time employment status.
Police academy diploma.

e. Written conditional offer of employment addressed to the test taker issued by the municipal police department in Pennsylvania.
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image contained within PennDOT's drivers license records
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