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CERTIFICATION SUPERVISOR
Desiree Mercado

(803) 896-7805

DMMERCADO@SCCJA.SC.GOV

CERTIFICATION & REGISTRATION MANAGER
Missy Collins

(803) 896-9912

MMCOLLINS@SCCJA.SC.GOV

CERTIFICATION
Melinda Ottaviano

(803) 896-7807

MLOTTAVIANO@SCCJA.SC.GOV

REGISTRATION
Joji Haines

(803) 896-7836

MJHAINES@SCCJA.SC.GOV

CERTIFICATION
Theresa Clark

(803) 896-7804

THCLARK@SCCJA.SC.GOV

REGISTRATION/SCHEDULING
Francine Salerno

(803) 896-5178

FGSALERNO@SCCJA.SC.GOV

CERTIFICATION
Tina Macisco

(803) 896-7737

TMMACISCO@SCCJA.SC.GOV

REGISTRATION/HOUSING
Shearn Mitchell

(803) 896-0039

SRMITCHELL@SCCJA.SC.GOV

REGISTRATION
Rebecca Baxley

(803) 896-4399

RKBAXLEY@SCCJA.SC.GOV

CERTIFICATION

(803) 896-8768

MLGARNER@SCCJA.SC.GOV

Mary Garner

REGISTRATION
Sondra Sieradzki

(803) 896-7150

SRSIERADZKI@SCCJA.SC.GOV

LEGAL ASSISTANT/MISCONDUCT
Madison Reynolds

(803) 896-7966

MCREYNOLDS@SCCJA.SC.GOV



Hiring Process
The hiring process for Telecommunicators begins with an Acadis Check. Acadis Checks
results can provide valuable information regarding training requirements and eligibility.

Acadis Check Request
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 section titled
"Certification/Compliance".  The form is titled

"ACADIS/Employment Check".

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

request.

You will receive an email from the Certification Unit in
response to your Acadis Check request.  The
responses will vary based on 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)
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.

https://sccja.sc.gov/
https://www.cognitoforms.com/sccriminaljusticeacademy/acadisemploymentcheck


Hiring Process
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Background Investigation (R.37-063 & R.37-064)
E-911 agencies must complete a background investigation for ALL candidates they hire.  

As part of this background investigation, a Criminal History check must be completed, through
NCIC, using purpose code J.  The Criminal History check 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. Plea of guilty, plea

of no contest, or admission of guilt (regardless of withheld adjudication) is considered the
equivalent of a conviction.

Candidates should be run through IADLEST's National Decertification Index (NDI).  Contact
IADLEST.org if your agency does not have access to NDI and would like information on how to

request access.

A credit check must be run for all candidates and the results must be favorable.  Candidates for
telecommunications 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).

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.

All applicant’s must have evidence that their present age is not less than 18 years.

Upon completion of the background investigation, it must be in the opinion of the agency, that
the candidate is of good character and has not engaged in misconduct ad defined in R.37-063.



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”.  

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.

https://sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/personnelchangeinstatus911
https://www.cognitoforms.com/SCCriminalJusticeAcademy/personnelchangeinstatus911
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Internal Transfers
Internal transfers can only be completed for Operators

switching between Full-Time and Part-Time employment
within the SAME agency/department. 

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.

When completing the internal transfer form, an updated
criminal history check and credit check must be run for

the operator at the time of transfer.

The Internal Transfer Form can be found on the
Academy’s website on the Forms page under the

“Certification/Compliance” section. The form is titled
“Internal Transfer Form”.

Please allow 3-5 business days for Certification to
process this form.

https://www.cognitoforms.com/SCCriminalJusticeAcademy/internaltransferform


Basic Telecommunication Operator
Training 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 box titled "Basic Telecommunications Officer Training (BTOT)”. The form
is titled "Basic Telecommunication Operator Training Application”.

Where is the
Application?

The Basic Telecommunication Operator Training Application must be
completed for all uncertified operators.  This includes previously certified
operators with a break in service of more than 1 year and certified
operators from out of state.

When must an
application be
completed?
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Parts of the
Application

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.  You also attest that all documents,
required by Regulation, have been reviewed and will be maintained by your
agency.

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.

https://sccja.sc.gov/
https://www.cognitoforms.com/SCCriminalJusticeAcademy/BasicTelecommunicationOperatorTrainingApplicationAndDocumentAttestation


Basic Telecommunication Operator
Training Application
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The Basic Telecommunication Operator Training
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 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:
Training is assigned before registration is completed
Incorrect document is uploaded in place of the
Candidate Attestation form
Incorrect FEMA 100 ICS Form uploaded
Agency address, email, and phone number are given
instead of the applicant’s personal information

When completing the Basic Telecommunication Operator
Application and Document Attestation form, please
insure that you include the applicant’s Academy ID

number. 

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

Candidate Attestation Form
FEMA 100 ICS Form

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. 

Candidates attending SCCJA for a BTOT class will have
a course assigned to the applicant upon completion of

the registration process. 
Candidates completing an approved equivalency

program, will need to have an equivalency request
submitted to the Standards and Testing Unit for review.

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

Academy.



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 telecommunicator resigned or
accepted employment with another LE agency)
Retired
Deceased
Medical Leave
Military Leave
Discharged/Fired

There is an "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.

Please ensure that the address that is being put on
this form is the telecommunicator’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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https://sccja.sc.gov/
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 Regulation 37-073 & 37-074, completion of this

form is REQUIRED.

The form must have one of the 8 reasons for
misconduct separations (listed to the right) for it to

be accepted by the SCCJA.

Please be detailed when describing the
misconduct behavior.

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;

Violations of criminal law resulting from
administrative inquiries;

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

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


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

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

If the operator’s email address has also been updated, please provide that information along
with the name change documents.

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 operator 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.  

Operator’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 DD214 detailing the
Operator’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.



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 

01.     
New 
Agency 
Head

If there is a change in training staff, please complete the Agency Point of
Contact and/or Training Officer Access Update form found on the Academy’s
website.  The form can be found on the “Forms” page under the
Certification/Compliance box.

Please note that if an existing training officer leaves your agency and you
complete a separation on them, you will need to indicate that they were a
point on contact on the separation form.

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

Operator’s Full Name and Academy ID
Current Phone Number
Current Email Address
Current Role, as assigned (i.e. training officer, reserve liaison, sheriff,
chief, training staff, etc)
Permissions to be granted through Acadis (primary point of contact,
agency point of contact, training officer access, and/or training officer
access to suborganization)

02.   
Training
Staff Changes
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Please allow 3-5 business days for Certification to process these requests.
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Notice of Disciplinary Action
If a telecommunicator is demoted, suspended, placed on administrative leave/assignment,
terminated, or allowed to resigned under internal investigation 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".

https://sccja.sc.gov/
https://sccja.sc.gov/general-information/forms
https://www.cognitoforms.com/sccriminaljusticeacademy/sccjanoticeofdisciplinaryactionsc232385standardinternalaffairs


Part 2:
Certification

Courses



Basic Telecommunications &
Equivalency Contacts
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STANDARDS AND ACCREDIDATION MANAGER
Lauren Fennell

(803) 896-7746

LWFENNELL@SCCJA.SC.GOV

EQUIVALENCIES

(803) 896-7012

AWCOOPER@SCCJA.SC.GOV

Ashton Cooper

INSTRUCTOR (BTOT)

(803) 521-9282

BMKOSHAR@SCCJA.SC.GOV

Brandie Koshar



Basic Telecommunication (BTOT)
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The mission of the Basic Telecommunications Officer Training program is to
provide an instructional program that is designed to expedite and maximize
the safe and efficient public safety response to the emergency needs of the
community.

Our BTOT course recently underwent an overhaul thanks to our fantastic
instructors, who gathered information from the field and our students to
design the new program.

Course Overview

The Basic Telecommunications Officer training program is currently a
36.75-hour program, 1 week in duration.

Training Timeline

Highlights CJA’s BTOT Course includes the following training topics:
Creation and Implementation of 911 Systems
State and Federal Legislation
Telecommunication Operations
Receiving Calls Involving Individuals Experiencing Mental Illness &
Developmental Disorders
Suicide Intervention
EMS Operations
Special Operations
Law Enforcement Operations
Domestic Violence, Harassment, & Stalking
Dealing with Calls Involving Children
Fire Service Operations
Crisis Communications
Stress Management

CJA’s BTOT course utilizes guest speakers with expertise in active shooter
and suicide intervention to enhance the in-classroom training experience.
One guest speaker invited to CJA’s BTOT course highlights his time as an
officer and a dispatcher and shares his first-hand experience with the Sandy
Hook school shooting.

The Basic Telecommunications Officer training program schedule can be
found in the current Master Training Schedule catalog.  To locate the
Training Schedule, visit the Academy’s website at sccja.sc.gov/training/
then select the appropriate Training Schedule link.

Course Schedule



            Mrs. Brandie 
was phenomenal, very

open minded &encourageable.
Enjoyed this course

with her. 10/10 Highly
Recommend.

          We encounter

individuals on some of their

worst days & being able to

provide the help & comfort

makes it worth it. Brandie

used real world examples to

explain situations to their
full extent.

The class was amazing &

I learned a lot and

understand better how to

talk to people.

The guest

speakers were

amazing and

deserve a 10/10.



Certification Equivalencies

16

Candidate must complete an approved training program from an
approved provider
Candidate must obtain a certificate indicating successful completion

Certification date can not be more than 2 years from the date of
request
If requesting an equivalency through an approved recertification
program, the original certificate must be submitted as well as the
recertification certificate

Candidate must complete FEMA ICS 100 training
Candidate must complete the registration process through CJA

Registration application can not be more than 1 year old

Equivalency
Requirements

The equivalency request form can be found on the “Forms” page of the
Academy’s website in the “Basic Telecommunications Officer Training
(BTOT)” section.

Agency must provide the following:
Agency Name & Agency Point of Contact
Candidate Name & Academy ID
Registration Application Confirmation
Type of Approved Training Completed
Date of Approved Training Completion
Certification of Completion from an Approved Training Program

Recertification Certificate if requesting equivalency through an
approved recertification program

Equivalency
Request Form

Approved
Providers

Association of Public-Safety Communications Officials (APCO)
International Academies of Emergency Dispatch (IAED)
Total Response (previously PowerPhone)



To request an equivalency, navigate to the Academy’s website at https://sccja.sc.gov and click on “Forms”.

Scroll down to the section titled “Basic Telecommunications Officer Training (BTOT) and click “Basic
Telecommunicator Equivalency Request Form.

Insert the Agency and Candidate information into the form.  This is where the Agency Point of Contact will
enter their Name, Email, Agency Name, Candidate Name, and Academy ID.  Please be aware that the

Candidate’s Name must be their LEGAL name.  We can not accept nick-names.

Certification Equivalencies
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To complete the request, please make sure that the BTOT Registration Application & FEMA ICS 100
have been submitted.  Enter the date that you received the confirmation email with the submit

SCCJA-BTOT Application Processed from Registration <Registration@sccja.sc.gov>. Please
ensure that the date of registration is not more than 1 year from the date of the request for

equivalency.

Select the Equivalency Training that was completed. Enter the date that the training was completed,
as indicated on the certificate. Finally, attach the certificate.

Certification Equivalencies
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Examples of Certificates from the approved institutional providers are included below.  Please ensure
that the Candidate’s Legal Name is on the certificate and that the date of certification is no more than 2

years from the date of the request for equivalency. If the name on the Certificate does not match the
name in Acadis, we will not be able to accept the Certificate.

You will then attest the date of training entered for the Equivalency Certificate is accurate and true.

Certification Equivalencies
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Once you submit the BTOT Equivalency Request, you have the option to save the application.  Please
allow 5 business days (excluding weekends & holidays) for the request to be reviewed.

If approved, the Agency Point of Contact will receive an email with the attached approval letter.  The
candidate’s Acadis profile will be updated to reflect “TCO” as employment type.

Certification Equivalencies
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Part 3: T-CPR
Requirement



T-CPR Requirement
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Title 23 - Law Enforcement and Public Safety
CHAPTER 23

Law Enforcement Training Council and Criminal Justice Academy

SECTION 23-23-10.Purpose; definitions.

(A) In order to ensure the public safety and general welfare of the people of this State, and to promote
equity for all segments of society, a program of training for law enforcement officers and other persons
employed in the criminal justice system in this State is hereby proclaimed and this chapter must be
interpreted to achieve these purposes principally through the establishment of minimum and advance
standards in law enforcement selection and training.

(B) It is the intent of this chapter to encourage all law enforcement officers, departments, and agencies
within this State to adopt standards which are higher than the minimum standards implemented pursuant to
this chapter, and these minimum standards may not be considered sufficient or adequate in cases where
higher standards have been adopted or proposed. Nothing in this chapter may be construed to preclude an
employing agency from establishing qualifications and standards for hiring or training law enforcement
officers which exceed the minimum standards set by the Law Enforcement Training Council, hereinafter
created, nor, unless specifically stated, may anything in this chapter be construed to affect any sheriff, or
other law enforcement officer elected under the provisions of the Constitution of this State.

(C) It is the intent of the General Assembly in creating a facility and a governing council to maximize training
opportunities for law enforcement officers and criminal justice personnel, to coordinate training, and to set
standards for the law enforcement and criminal justice service, all of which are imperative to upgrading law
enforcement to professional status.

(D) Upon the signature of the Governor, all functions, duties, responsibilities, accounts, and authority
statutorily exercised by the South Carolina Criminal Justice Academy Division of the Department of Public
Safety are transferred to and devolved upon the South Carolina Criminal Justice Academy.

(E) As contained in this chapter:

(1) "Law enforcement officer" means an appointed officer or employee hired by and regularly on the payroll
of the State or any of its political subdivisions, who is granted statutory authority to enforce all or some of
the criminal, traffic, and penal laws of the State and who possesses, with respect to those laws, the power
to effect arrests for offenses committed or alleged to have been committed.

(2) "Council" means the South Carolina Law Enforcement Training Council created by this chapter.

(3) "Academy" means the South Carolina Criminal Justice Academy created by this chapter.

(4) "Director" means the Director of the South Carolina Criminal Justice Academy.

(5) "T-CPR" means telecommunicator cardiopulmonary resuscitation, which is the dispatcher-assisted
delivery of cardiopulmonary resuscitation (CPR) instruction by trained emergency call takers or public safety
dispatchers to callers or bystanders for events requiring CPR, such as out-of-hospital cardiac arrest (OHCA).



T-CPR Requirement
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HISTORY: 2006 Act No. 317, Section 1, eff May 30, 2006; 2008 Act No. 335, Section 12, eff June 16, 2008;
2014 Act No. 225 (H.3958), Section 1, eff June 2, 2014; 2024 Act No. 179 (H.4867), Section 2, eff May 20,
2024.

The 2008 amendment, in subsection (D), substituted "Criminal Justice Academy" for "Law Enforcement
Training Council".

2014 Act No. 225, Section 1, in subsection (A), substituted "ensure" for "insure"; in subsection (B),
substituted "Law Enforcement Training Council" for "council" in the last sentence; and in subsection (E),
inserted "South Carolina" in paragraph (2), added paragraphs (3) and (4), and made other nonsubstantive
changes.

2024 Act No. 179, Section 2, in (E), added (5), relating to the definition of "T-CPR".

SECTION 23-23-45.911 telecommunicators training.

(A) Beginning January 1, 2025, all 911 telecommunicators that provide dispatch for emergency medical
conditions shall be required to be trained, utilizing the most current nationally recognized cardiovascular
care guidelines, in high-quality T-CPR. The instruction shall incorporate recognition protocols for out-of-
hospital cardiac arrest (OHCA), compression-only CPR instruction for callers, and continuous education
which must be completed on an annual basis.

(B) All agencies within this State employing 911 telecommunicators that provide dispatch for emergency
medical conditions shall be responsible for providing the instruction specified in subsection (A).

(C) The South Carolina Criminal Justice Academy shall establish a procedure for monitoring adherence by
telecommunicators and their employing agencies to the requirements set forth in subsection (A) and
penalizing agencies for noncompliance, as described in Section 23-23-100.

(D) Neither telecommunicators that provide dispatch for emergency medical conditions who have completed
the training specified in subsection (A) nor the State or the agency, political subdivision, or governmental
entity employing such telecommunicators shall be liable for any civil damages for any personal injury arising
from the provision of CPR instructions to 911 callers except acts or omissions amounting to gross negligence,
recklessness, or wilful, wanton, or intentional misconduct. Any civil cause of action for damages arising from
the provision of T-CPR instructions and brought against the State, an agency, a political subdivision, or a
governmental entity and its employee acting within the scope of his official duty must be brought pursuant to
the South Carolina Tort Claims Act, Chapter 78, Title 15.

HISTORY: 2024 Act No. 179 (H.4867), Section 1, eff May 20, 2024.

T-CPR Certification Request through the Acadis Portal

The Certification Request for the T-CPR Qualification must be completed annually by the employing agency
by following the steps located on the following pages.

Please contact a Missy Collins with any questions.
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To access the TCPR certification 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 Operator’s name and once on

the Operator’s profile, scroll down to where you see "Applications".

On the right-hand side of the application section, click “Request Certification”.

Once you select “Request Certification”, a pop-up box will open, and you will choose “Telephone CPR
Training” from the Certification drop-down menu.  The issue date will be the date the Telecommunicator

completed the training and should be reflected on the certificate.  Once all fields are completed, click
“Continue”. 

The next screen to appear will be the Telecommunicator’s contact information. Please update if needed by
clicking “Update Recipient Information” and then click “Continue”.

The guidelines will tell you to Upload the T-CPR Certificate. Click “Continue”.

Submitting a T-CPR Certification
Request



Under Requirements, you will upload the certificate. Click “Update” on the right-hand side.

A pop-up window will appear.  For “Description”, please type “TCPR Certificate YYYMMDD” with the date
the certificate was issued.

You will then click “Choose File” to upload the certificate.

Then click “Attach”.

In the Fulfillment Section, choose the button next to “The Requirement has been met or exceeded”, then
click “Save”.
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Submitting a T-CPR Certification
Request



The Requirements will now show that the status is “Fulfilled”.  Click “Continue”.

You will then affirm that the requirements have been met for SC 23-23-45 and that the recipient has not
been charged with or convicted of a criminal offense.  Click “Submit” when completed.

A pop-up window will open stating that the application has been “Selected for Audit”.  This confirms that
you have submitted the request.  You can close the window.

A member of our team will review the submission and if all documentation is correct, we will issue the T-
CPR Qualification to the Telecommunicator.

Please note, submission of this certification request is required annually.
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Submitting a T-CPR Certification
Request



Part 4: Crimes of
Moral Turpitude



Crimes of Moral Turpitude
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This list is not exhaustive.  For
any applicant with a criminal
record, consult your agency’s

legal counsel.



Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude

32



Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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Crimes of Moral Turpitude
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This list is not exhaustive.  For
any applicant with a criminal
record, consult your agency’s

legal counsel.



Part 5: 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



Part 6: Regulations



Regulation Chapter 37:
Article 3: E-911
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Regulation Chapter 37:
Article 3: E-911
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Regulation Chapter 37:
Article 3: E-911
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Regulation Chapter 37:
Article 3: E-911
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Regulation Chapter 37:
Article 3: E-911

53



Notes D a t e /         /



Notes D a t e /         /



Notes D a t e /         /


