Request for Certification (RFC)

User Manual
(core version)

— - ° “,‘.‘_— T =T e -
We.ltume to Callfo rnla( 1 .‘ [.I?t &, 2w ROLLYWOOD

599
...ql

(Logn

Fobe: Please do nol use the "Back” or "Forwand” butlons: on your Inbemeet browser. Instead, use the Fyperinks and
buttions provided in the application. Always cick the "Calcufate” button at the bottom of the page (f displayed) before:
chicking the “Comtinue” button to mavwe 10 the neat input screen

uuuuuuuuuuu

STANDARDS
AND TRAINING
FOR CORRECTIONS

(revised 7.15)

www.bdcorr.ca.gov/rfc/login.asp or http://bscc.ca.gov/programs-and-services/stc/




This page left blank intentionally




STANDARDS
AND TRAINING
FOR CORRECTIONS

ol

EVONNE GARNER
DEPUTY DIRECTOR
Evonne.Garner@bscc.ca.gov
(916) 323-2774

JOHN PRINCE
SOUTHEAST REGION CORE MANAGER
John.prince@bscc.ca.gov
(916) 322-1154

LAUREL ALVAREZ-DaGRACE
NORTH/SOUTHWESTERN REGION CORE MANAGER
Laurel.alvarez@bscc.ca.gov
(916) 445-4330

MARY WAKEFIELD
CENTRAL/BAY AREA REGION CORE MANAGER
mary.wakefield@bscc.ca.gov
(916) 324-9423

TINA PEREZ
Associate Governmental Program Analyst, STC
tina.perez@bscc.ca.gov
(916) 322-8008

www.bdcorr.ca.gov/rfc/login.asp or http://bscc.ca.gov/programs-and-services/stc/




This page left blank intentionally




TABLE OF CONTENTS

TABLE OF CONTENTS ... .cuitiiitiiiiiitiiiieiiiicineniteesissssannsseessss s saaass e s e s e ss s sasss s e s s sessssssnssseessesssssssnsasesssssssssnnsseesssssssssnnnnns 5
LOGGING INTO THE RFC SYSTEIM .....cuuuuuiiiiiieiiiuutueuuneuuneeuienssesssestssessessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 7
THE NAVIGATION SCREEN ......ccotiiiiiitiitiiiiiiiiunniiieniisiinensieessissssssssssesesssssssssstesssssssssssssssessesssssssssssesssssssssssssssesssssssssnnnsns 8
NAVIGATION SCREEN (CONTINUED) .....uuuttiiiiueeeriiueeiiiinteisissneissssseesssstesssssseessssssessssssessessssessesssnesssssssesssssseessssssessssasness 9
NAVIGATION LINKS ....ccotiiiiiiiiitiiiiiiiiiieesinissenneees i ssssssse e s ss s sass s s e s s s s s s s aa s s s e e s e s s s saassaeessesssssssnsneseeessssssssnnnsennnssns 10
CREATING A NEW CERTIFICATION (STEP 1 OF 7) ccocuueeiiiieeeininneeisiunreissseeessssnessssanessssseessssssessessssessesssnessesssnesssssnsesses 12
FACE SHEET (STEP 2 OF 7)..uuciiiuiiiittiiinieiinieiintiosstesssteiesneiesstesssnessssesesstessstessssesesssessstessssesessssssssessssesessssssssessssnesssnessnsesens 14
PERFORMANCE OBJECTIVES (STEP 3 OF 7) ...uuuuteiiiieriiiiieteiiiseteinisteeissseecsssassessssssssssssssnsssssssessessssessesssnessesssnesssssssesssnnns 16
INSTRUCTORS (STEP 4 OF 7) c.uueiiiiiiiniiiiuieiintiosstesssteisseiosstessstessssesesstessstessssesesstessstessssesesstessssessssesessssssssessssesesssessssesens 18
ADDING A NEW INSTRUCTORS .....cccciiiiiiiiiiiiimmiiiiiimiiiiiiiieiimsemmmemsmemmmeemmmmmsemmeemmemmmmemmmeimmmtmmeimmemmmmimeeimmeiimeiemeimseiietisesssmsmne 19
COURSE OUTLINE (STEP 5 OF 7) c.cciisuiiiiieiisneiisnniisneiesneisssnissneiosseiosseisssnesssseiossesssssessssesessesssssssssnessssesesssssssnssssnessssasssnsese 20
COURSE OUTLINE (CONT.) .ueeiiiiiuteriissuteiiesssteiiisssresssssseessssneessssssesssssssessssssessessssessssssnessessssesssssseessssssessssssesssssaseessssssesses 21
COURSE DATES (STEP 6 OF 7)...ccicutiisuiiiiieiisneiessneiineisseiosstessstessseiosstessstesssseiosstessstessssesesstessssessssesesstesssnessssesesseessssesens 23
COURSE BUDGET AND TUITION ....ciiiiiiiiiiiiniiiiiiiiiiis s s ssssssss s sssssssssssssssssssssssssssssssssssssssssssssssssnnnens 24
COURSE SUMMARY PAGE (STEP 7 OF 7) «cccouteiiueiesurensstesssueiessnesssnesssseisssnessssessssesssssessssessssesssssssssnessssesssssssssnessssasssssssssnes 25
FREQUENTLY ASKED QUESTIONS.......ccuuumuuiiuuiiuniieiiieneieeisetesseesseisssessssssssssssssmsssmmssmsssmssssessmtsssmsmsesmmssmsemmsesmeteseessessseeessssne 26

5|Page




This page left blank intentionally

6|Page



LOGGING INTO THE RFC SYSTEM

Home:

I —

Cahformafjm =

il
Standards and Training for Corrections (STC) Program

RFC System Login

Mote: Please do not uze the "Back" or "Forward” buttons on your Internet broveser. Instead, use the
hyperlinks and buttons provided in the application. &hways click the "Caleafata" button &t the bottom of the
page (if displayed) before clicking the " Continge” hutton to move to the next input screen.

Course Calendar

Course Catalog

Inkernet - Ruow -

Insert your Agency’s User ID -1234 (up to 4 digits)
Insert your Agency’s Pin # - 123456 ( up to 6 digits)

(If you don’t have this information contact your STC field representative)
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THE NAVIGATION SCREEN

Welcome:ABC Agency
Agency Contact Information: EDIT
Street Address: 1234 Laurel Street Contact Tina Perez
City: Sacramento Contact Phone: (916) 322-8008
State: CA Contact Fax: (916) 322-5036
L9581 Contact Emall: Tina.Perez@cdcr.ca.gov

Telephone: (916) 445-4330

RFC Sponsorsip Contz0
Request for Certfication (RFC) View Rrccont=4 | Create a New RFC

Intensified Format Training (IFT) IFT Count=10 Create a New [FT
Work Related Education (WRE) View WRE Count =1 Create a New WRE
Special Certification (SC) SC Count=0 Create a New SC

Incomplete Courses View Incomplete Count =3
Link Title Description/Purpose

RFC Sponsorship Any courses to be sponsored by your agency
being put on by a private provider must first be
approved by you.lt will remain on this screen
until action has been taken by you. It will then
go to the field representative for approval.

Request for Certification (RFC) View This is where you will see all of your current
courses listed in a drop down box.

RFC Count=4 Counts the number of courses you have
currently certified

Create a New RFC You will start a NEW certification here.

IFT, WRE, SC More certification types used for Annual
Training

Incomplete Courses View Any NEW courses that are in the process of becoming a

certified course. The course is currently being worked
on and has not yet ever been certified. When the field
representative returns your new course for “re-work”, it
will be in this box and not in the “Request for
Certification” box.
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NAVIGATION SCREEN (CONTINUED)

ows Internet Explorer

»

OO~ oo _ =
File Edit Yiew Favortes Tools Help

i Favarites | 5l | Free Hotmail & - & i

[ Navigation B v B ) sy v Page v Safety v Tooks+ (@

v Californiafg i

Standards and Training for Corrections {STC) Program
RFC System Navigation Screen

Welcome: ABC Agency

Agency Contact Information: EDIT

=50 1234 Laurel Street Contact: Tina Perez

ity: Sacramento Contact Phone: (916) 322-3003
ate: CA Contact Fax: (918) 322-5036
Zip: 95811 Contact Email: Tina.Perezi@cdcr.ca.goy

Telephone: (916) 445-4330

RFC Sponsorship Count=0

Request for Certification (RFC) View

RFC Count=4 Create a New RFC

Course Status

Course Title

s& information himitted information

0999-058177 this is a test for the server at otech Moty Recert Dates 2212013 |Course has been partislly Recertified

0999-060287 this is a test again Maodify Recett Dates 203 Course has been partially Mocified

0993-063737 Juvenile Correctional Officer Core Course oty Recert Dates 310203 Courze has been partially Recertified.

0999-063244 This is for training purposes at the IDC training Modify Recert Dates 3272013 |Course has been partially Macified
Intensified Format Training (IFT) IFT Count=10 Create a New IFT
Work Related Education (WRE) View WRE Count=1 Create a New WRE
Special Certification (SC) SC Count=10 Create a New SC

Incomplete Courses View Incomplete Count =1

m John @ Figlder Field Represertative (916) 595-1112 tina.perez@cdcr.ca.gov
John @ Figlder Field Representative (3161 55951112 tina.perez@cdcr.ca.gov
Log Out
Internet v wi0% -

J EDIT your agency information in real-time and it requires no action by the field
representative. This information shows in our course catalog and calendar.

J Click on the Request for Certification link and you will get a drop down box listing your
courses

J Email a message to your field representative
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NAVIGATION LINKS

ca.gov

File Edt ‘View Favorites Tools Help

o7 Favorites | 55 & | Free Hotmal £

{E Navigation

= éﬂ v Page~ Safety » Tools » @w

h-8

»

e

waren Californias

i

Standards and Training for Corrections (STC) Program
RFC System Navigation Screen

Welcome:ABC Agency
Agency Contact Information: EDIT
Street Address: 1234 Laurel Street
City: Sacramenta
State: CA
Tip: 95811
Telephone; (916) 445-4330

Cerl.
Humber

0899053177

this is a test for the server at otech

01999-060257 this i a test again

0999-063757 Juvenile Correctional Officer Core Course

0999-063244  This is for training purposes at the IDC training

BT e Field Represertiive
John G Filer Field Representative

¥, m
™
3
L]
N
L L. |
=il I

RFC Sponsorship Count=0

Moty
Modify
Moty
Modify

Intensified Format Training (IFT) IFT Count=10

Work Related Education (WRE) View WRE Count =1
Special Certification (SC) SC Count=10 Create a New SC

Incomplete Courses Yiew Incomplete Count =1

Log Out

Action

Recert
Recert
Recert
Fecert

Dates
Dates
Dates
Dates

Cartact: Tina Perez
Cortact Phone: (316) 322-8008
Contact Fax: (318) 322-5036
Cortact Emall Tina Perezi@eder ca.goy

MEMI  Course has been partially Recertified.
JAEMI Course has been partially Modified
J2RM3 Course has been partially Recertified.
JTRMI (Course hag been partially hodified,

Create a New IFT

Create a New WRE

(916) 5551112 tina.perezi@cder.ca.goy
(9169 555-1112 tina.perezi@eder.ca.gov
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Use the link:

' “Course Number”, to make changes to the course page by page. You may “sort” by
certification numbers by clicking on the cert number link.

5 “Course Title”, to see the entire last approved course record. You may also “sort” by

clicking on the course title link.
!/j “Modify”, to make the following changes to the certification:

-Instructor adds, i.e. update to instructor resumes, adding new instructors to the
course.

-Course information,- i.e. agency info, course contact info

-Face sheet changes, i.e. class size, course summary info, primary population,
performance objectives.

-Course outline changes.
-Date Note: use the “date” link for date changes only.
-Travel and room rental costs (if applicable)

Note: changes to the course staff cost cannot be done in a modify; you must recert.

.- “RECERT” When your course certification period is up or 30 days before it is due to
expire.
*You will also need to recert a course whenever you have changes to the course costs.

( g  “Date” Adding or deleting dates in “real-time” with no action on the part of the field
“rep.

Note: These dates will appear in our catalog and calendar immediately.

.' “Course Expired” Box will turn - on the expiration date. After 90 days of the expiration
date, your certification will fall off your navigation screen (regardless if there has been action on it) and can only
be brought back up by a request to the field representative.

“Course Status” Once you have submitted the course you can review the course as you
osubmitted it to the field representative (but no changes can be made at this time). For
tracking purposes, it also will show you the “status” or stage that the certification is in.
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CREATING A NEW CERTIFICATION (STEP 1 OF 7)

Provider Informtion
Provier Name: ABG Agency
ey Adress:
Siegt 1234 Laurel Steet Provder Corlact Ta Perez
Cly Sacramento Teephone: (916) 454530
State A Fai (916) 22-4038
I Gode: 83611 EmalTia Perez@cdercagov
Teephone:(916) 322-8008
Course Tidle: Adut Corectons Offcer Core Course- Stpplementd
Course Conta
Frst Name: Tna Last Name: Perez
Teephone: (316) 322-8008 E-mal: Tina Perez(iodr cagov

D © O 0 000000000000 0000000000000 0000000000000 0009000000000 909090 09 00
Always hit continue/save before leaving any page or logging off or else your changes

will not be saved! Do not use your browser back and forward buttons . The system

will not keep your changes if you do so..

Notes:
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Course Contact information:

Course Contact

This contact information may be different than the “agency contact” i.e., Core training
manager.

Course Title

This should clearly identify the core course that is being covered. minimize confusion on
the part of the enrolling agency, the course titles should read as one of the four
prescribed core courses:

3

*%

Adult Corrections Officer Core Course (ACO)

Adult Corrections Officer Supplemental Core Course (ACO-supp)
Juvenile Corrections Officer Core Course (JCO)

Probation Officer Core Course (PO)

7 R/ R/
0’0 0’0 0’0

Notes:
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FACE SHEET (STEP 2 OF 7)

California Home

Thursday, July 3, 2015

Standards and Training for Corrections {STC) Program
Request for Certification - Face Sheet Step 2 of 7

Provider: ABC Agency
Course: xx

Course Type: I_E

Primary Populatien: [ Adult Corrections Officer
Field Probation
Estimated [g Mote: to select and deselect . "
Class Size: multiple P y Juvenile Comections Officer
. hald down the “Ctrl" button and -
Course Hours: g click on he dasired population, |SUPEMIsors
Limited Presentations . -
(check if applicable): O Depariment Specific [ one Time Presentation
Course
Summary:

Exit to
Main
Note: The hyperlinks will NOT submit changes made to this page. If you make changes,
please click "Continue" and then navigate via the hyperlinks.

- 4:25PM

7/9/2015

Notes:
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Course Type: Select “CORE” from the drop down list.

Primary Population: Select the correct population category from the choices given.

Course Summary: There is no need to describe the core course in detail, merely state:

“The course meets the training requirements for the core position specified in the
course title

Exception: Often it is helpful to state what is not covered in the training. For instance,
you might note that the course does not include 832 PC training or CPR and First Aid
training if it is not covered in this certification.

Class Size: The electronic RFC requires you enter in the EST. Class size. This number is
important because of the quality and safety implications faced with large classes.
Strategy for managing these issues should be developed by the provider.

Total Course Hours: STC will not certify a core course for less than the minimum
specified hours of instruction and testing time with the exception of deleting CPR and
First Aid from the certification. Additional hours are acceptable.

ACO-Supplemental -56
ACO 176

JCO-160

PO-196 (as of July 1, 2012)
Supervisor Core Course-80

O O 0O 0O 0O O

Manager Administrator Core Course-80

Department Specific-Agencies who build core courses with their own specifications

added and don’t have any outside students. When this box is checked, the course will
not be advertised in our course catalog or calendar.
One Time Presentation- Agency courses that will only be held one time only. These

courses do not show up in the course catalog and calendar (typically these are annual
courses only).
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PERFORMANCE OBJECTIVES (STEP 3 OF 7)

Provider: ABC Agency
Course: Adult Corrections Officer Core Course- Supplemental

Performance Objectives; Wrte specific and measurable performance objectives which clearly indicate the job-related knawledge or skill that participants will be able to demanstrate upon course complefion. Specfy what the trainee will be
able to do, under what conditions, and at what acceptable level.

Atthe conclusion of the course, traineas wil be able to: (ist performance objectives a), b), c), efc.)

A) performance object gaes here. s
B)

0

Testing Procedures (Required for Core Courses);
Check all that apply

7 re-Post Test Final Examination Performance (Behavior Slills)
I TrefFalse Mutiple Chaice (Job Knowledge) Written Skills (Essay)
Other

0 0000000000000 00000000 000000000000 0000000 O°O°O®O”OSO"OSO”OSOOSOOT”OEOEOSOIOSOOEOSIEOEOEOO OO
Always hit continue/save before leaving any page or logging off or else your changes will not be saved!

Notes:
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Performance Objectives- It is not necessary to re-write the performance objectives

for the core course. The performance objectives are found in the core training
manual and must be presented as written. A brief statement such as:

“The provider and instructors of this course will adhere to and present the
required performance objectives as noted in the Core Training Manual”.

Exception: UNIT 1.0 Agency Specific Training

If you are including “Agency Specific” curriculum you are required to have
instructional objectives written for those modules. (ref: Core handbook pg 10 & 20)
or the course will not pass certification requirements. You may list them in the box
like this:

Module 1.1 -O.C. SPRAY USE-
The student will be able to deploy OC spray in an institutional setting

Module 1.2-BASIC ENGLISH AND GRAMMAR
a) Identify different parts of speech (subjects, verbs, adjectives)
b) Identify sentences written in the active voice vs. the passive voice
c) Describe subject-verb agreement
d) Demonstrate proper use of quotation marks

D O O 0000000000000 000000000000 0000000000000 0000900000000 900909 90 0
Testing Procedures: There are 3 types of prescribed testing in the core training
manuals. Click on all of the boxes for the types of tests that will be given in the
course. You may also add other types of testing.

0 Multiple choice (Job knowledge Test —JKT or MCT (PO core)
0 Performance (Behavior Skills Test-BST)
O Written Skills (Essay- WST)

17 |Page



INSTRUCTORS (STEP 4 OF 7)

Provider: ABC Agency
Course: Adult Corrections Officer Core Course- Supplemental

@Instructor Page Instructions

A pimary instructor must be assigned to the course to continue.

Displaying 0 of 39 of available Instructors | Add a new Instructoer to available list

I e e Y e

Use letter navigation to view instructors by last name.

*Instructor is associated to course(s) and may not be deleted.
**Delete all instructor information from system . THIS ACTION CAN NOT BE UNDONE.

Add a new Instructer to available list | View Inactive Instructors (Wil be displayed at bottom of page)

Using your instructor list indicate which instructors will be teaching the course. Indicate
whether that instructor will be a “Primary” or “Alternate” instructor.

0 Primary instructors will populate to the course outline page. (see course

outline page 18)

O Alternate instructors will not populate to the outline page.

Provider: ABC Agency
Cowurse: Adult Corrections Officer Core Course- Supplemental

@Instructor Page Instructions

3 Instructors assigned to this course.

Perez, Tina Primary Set Alternate Remove | New to Course.

Marley, Ziggy K | Alternate | Set Primary Remove | New to Course.

Pipes. Douglas | Alternate | Set Primary Remove | New to Course.
Displaying 3 of 36 of i Instructors | Add a new Instructor to available list

1 | Pipersburg, Lillian | Set Primary | Set Alternate | Set Inactive

‘ A|IBICIDIJILIM|NIPIRISITIVIW]|Y | Show All | Hide List

2 | Pitts. Michael Set Primary | Set Alternate | Set Inactive *
3 | Price, Donna Set Primary | Set Alternate | Set Inactive =

*Instructor is associated to course(s) and may not be deleted.
**Delete all instructor information from system. THIS ACTION CAN NOT BE UNDOME.

Add a new Instructor to i list ‘ View Inactive Instructors (\Will be displayed at bottom of page)

Continue

http:/fwww.bdcorr.ca.gov/fc/RFC/RFC_Stepd_Instructor.asp?Action=New& CourselD=65021 &recordRangeStart=J&aRecor... ]
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ADDING A NEW INSTRUCTORS
Adding a NEW instructor

(You must first ADD the instructor and resume before selecting this instructor to teach).

If you add a new instructor to the course at this time; you must complete the resume
portion for the instructor. This information must include any certifications or degrees
for the instructor and include enough information for the field representative to make a
determination that the instructor meets the requirements to be considered a STC core
course instructor.

Instructor Last Name Instructor First Name I

Work experience which directly relates to the subject area (most
recent experience first):

Agency/Employer Position From To

Instructor Special Certification:

Type: Expiration:
Type: Expiration:
Type: Expiration:

Education (Check all applicable items):

High School/GED: [] Major
Associate Degree:

Baccalaureate:

Master's:

Doctorate:

Other:

Describe Instructor's expertise in the subject area:
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COURSE OUTLINE (STEP 5 OF 7)

Provider: ABC Agency

Course: Adult Corrections Officer Core Course- Supplemental

Day: 1of1

Please do NOT include breaks other than Lunch

Time Begin Time End . .
(24 Hour (24 Hour) o

Instructional
Methodology*

Lecture »

Group Discussion =
Demonstraion
Group Exercise

o

Lecture N
Group Discussion =
Demonstration
Group Exercise

o

Lecture N
Group Discussion =
Demonstration
Group Exercise

o

Lecture "
Group Discussion =
Demonstration
Group Exercise

o

erez, Tina

Perez Tna_|

Perez, Tina

Perez, Tina

*The system limits you to no more than 12 segments a day. You may combine modules per segment,
add lunch but no breaks . The text boxes are limited to about 1,000 characters including spaces.

Start and Ending times- Use military time; insert the beginning and ending time for the

entire module.

Subject or Topic

(including tests)

Indicate correct module titles per instructional block- per the core manual.

Sample: Module 15.3 Suicide Issues.

Also always indicate the TYPE of test and the test # - BST & WST’s

Sample: Module 13.2 —Supervising Meals — WST # 8

For JKT’s enter the total number of test questions for each module

Sample: JKT #2-Module 13.1-13.9 (51 items)

(TO VIEW A SAMPLE OUTLINE SEQUENCE-SEE PAGE 19)
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COURSE OUTLINE (cont.)

Methodology i.e. Lecture-Video-Essay-Test etc....

Tip: hold down the ctrl key to select more than one methodology for that module.
Instructor Choose your Instructor or Instructors for the module. Select only the

instructors teaching that module.(Please don’t cut and paste your whole list of instructors into the instructor
box. You will get an error!)

Tip: hold down the ctrl key to select more than one instructor for that module
Example of an outline sequence:

Note: The core course manuals contain sample outlines for each of the core courses.

Start End Subject Methodology Instructor
Time Time
8:00 12:00 Introduction to the Core Lecture Smith, B
Course & Facility tour
(Admin Time)
12:00 13:00 | Lunch
13:00 14:00 Mod. 13.1 Movement Within Lecture Smith, B
The Facility Video
14:00 14:30 | Mod. 13.2.5 Supervising Meals | Essay Smith, B
WST# 8
14:30 15:30 | Mod. 14.1 —Legal Issues Lecture Smith, B
Mod. 14.2-Principles and
Problems

Mod. 14.3-Distribution of
Commissary Goods

15:30 16:00 JKT #2 Test Smith,B
Module 13.1-13.9 (51 items) Smith, A
Module 14 .1-14.3 (17 items)

Day 2

8:00 10:00 | Community Relations Lecture Smith, B

(supplemental)

(no performance objectives
needed)

Tip: Since the text boxes are so small, you might first lay out your course in a word

document and then cut and paste it into the course outline. Also, when editing the
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10:00 12:00 | Module 1.0 OC Spray Use Lecture Smith, A
(performance objectives
needed for this unit/module)
subject text box, select the whole text box, copy and paste it into a word doc, make
your edit, and copy and paste it back into the subject box. This can prevent you from
cutting and pasting or typing over old text.

Tip: The key to ensuring that your certification passes the certification review is to be
very specific and follow the examples exactly as set forth in the manuals.
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COURSE DATES (STEP 6 OF 7)

Provider: ABC Agancy
Course: Adult Corractions Officer Suppiemental Core Conse (36) Cart. Bipires:
Course Dates aned Locations - List all detes and locations (CRy) for which the course is scheduled

o f g course date s within 10 days of i presentation date, i wil be locked.

Paged ofd

112013 12013 Sacramerta

Begin Date: End Date: .
O

LI
LI

View or Add Addtional Course Dates

Exitto
Main
Hote: The page navigation hyperlinks will HOT submit changes made to this page. If you make changes,
please click "Continue" and then utilize the page navigation hyperlinks.

Enter Beginning and Ending dates -00/00/00 for each presentation.

*Do not enter dates beyond the certification period. You will get an error message.

Enter the city-where the training is to be held.

View or Add additional Course Dates -Use the “view or add additional course dates *

only if you have more than 9 presentation dates.

Tip#1: Want to unclutter your date page?

The dates on this page may be deleted up to 10 days before the course presentation

date and then anytime after the course presentation date.

Tip#2: If you don’t hold the presentation, delete the date either 10 days before or any

time after the day of the class is/was to be held.
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COURSE BUDGET AND TUITION

13)

mia Home

Standards and Training for Corrections (STC) Program

Request for Certification - Course Budget and Tuition
Provider: ABC Agency

(For further information regarding course costs- refer to your P/P manual for training providers page

Thursday, July 9, 2015

Course: xx

For course tuition that does not exceed $12.50 per hour/per frainee (i.e. $100.00 per person per 8 hour course), providers are nof required to include a
budget as part of the course cedification process. Providers who certify courses at or below the $12.50 per hour/per traines threshold cannot excesd this
amount in their billings. For course tuition that exceeds the $12.50 per hour/per frainee threshold, providers must include a written justification for the

additional cost. This request shall be submitted to and approved by the assigned Field Representative before the course can be delivered. Guidelines for
preparing a request are found in STC's Pelicy and Procedure Manual for Training Providers.

Will course costs exceed 12.50 per hour/per trainee (i.e. $100.00 per person per 8 hour course)?

@ Mo. Billing for this course will not exceed $12.50 per hour/per traines.

e} ‘Yes. Billing for this course will exceed $12.50 per hour/per trainee and | will submit a written request to be app d by my fisld tati
before delivering this course.

Confinue

rall ~

o S |

** Hit “continue”, you will go directly to the course summary page.
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COURSE SUMMARY PAGE (STEP 7 OF 7)

Adult Corrections Officer Supplemental Core Couse (56)

Min. Class Size:

Special Processing
Hotes:

Provider Hame:

Niziling Addross

Zip Code:
Change RFC Info
Course Title:

Course Contact

Telephone:

16 Max. Class Size: il

~
Enter any nates regarding this
course you wart sent to the Field Representative reviewing %

[T 1 certity that ABC Agency wil adhers to the STC Policies and Procedures Manual for Training Providers as sstablished by the STC Program, including all instructions contained in the RFC package. | furthsr certify that

Certification Date =

T <

the information included inthis request is accurate to the best of my knowledge, and that biling will be done in accordance with STC policies and procedures

ABC Agency

1234 Laurel Street
Sacramento

A

95811

Adult Corrections Officer Supplemental Core Couse (56)

Tina

(916) 322-500%

Face Sheet Channe RFC Info

Course Type:
Limited
Presentations:

Course Summans

Justification for

Class
Size Less than 16:

Core

(21

Telephone:

Provider Contact: [BINERSE (=4

(516) 445-4330
(a16) 322-5036

Tina.Perez@@cdcr ca.gov

Last Hame: [[2C154

Primary Population: [FEG T gel =l l=tgali ==

Designed to give new corrections officers who have already completed the post basic peace officer academy and who is working in adult correctional facilties. The course meets 58 hours training resuirements for the core

position specified in the Adult Corrections Officer Supplemental Core Course.

(215

Instructors Change RFC Info
Instructor Hame (note: resumes are read only):_Instructor Role:

Claric, Jim
Marley, Zigay k
smartiepants, tina

Primary
Primary
Primary

Performance Objectives Change REG Info
Performance Objectives:

The trainees will meet the 56 hours ACO-Supplemental performance objectives as required per the ACO Core training manual

Testing Procedures:

PrefPost Test, Final Examination, Performance (Behavior Skills), Multiple Choice (Job Knowledge), viritten Skills (Essay)

& the L 4 for g

Course Outline Change RFC Info

Lectirs
, Lt & Classitication of Inmates e e cicsion wisriey, Ziay
T ™ icetion STz oo D
S
5t 5 - Giasaifioaion of Inmafos Siark, dim
1 o730 1000 Moduls 5.3 -Gangs and Subcultures in Institutions Lecture
; S Lok corirebon Coctirs o,
Siarte i
Lt 15 Moragemert of Inmate orkers Lootrs -
1 1100 1130 Module 161 -Selection of Inmate Yorkers Group Discussion Marley. Zigay k
; g Dt 15 Managemert of Inmate iorkers Coctrs ot
e T e Fon s 10 Inmate Workers e sscucsion
; e LR 1T Soreemig s venterng ST Vigters Cectirs ot
e g e e e sscucsion
Coureo Datos and Locations Changs BIC Info  Show All Dates
Degin Date: Ena Date:
M 2013 M 2013 Sacramerto

You may use the blue hyperlinks to quickly go back to a page that you need to edit. Save this summary page

before you submit it to your STC field representative. It is the only record you have. (The RFC system

overwrites text as it is changed and does not save the previous version.)

=) Do a “Save as”: C:/ ACO- 56 hour supplemental

=) Check the assurance box at the top before submitting.
=) Submit it to the Board of State and Community Corrections.
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FREQUENTLY ASKED QUESTIONS

1) Do | need any special software to run the RFC system?
No special software, but the system was designed to work with the following
browsers; Internet Explorer 5 - 10 If you are having trouble accessing or viewing
pages, check what browser you are using. Some newer browsers will cause
instability in the program, we recommend using a lower browser version. Either
PC or a MAC platform will work. The application is best viewed on 600x800

screen.

2) How do | access the RFC on-line system?

You may log on to the RFC system using any computer, anywhere, as long as you
have the provider number and pin number STC has issued to you. Simply log on
to our STC website @ http://www.bscc.ca.gov/programs-and-services/stc. You
will find the log on the right hand side of the page. “RFC LOG IN” or enter this
address into your browser : (http://www.bdcorr.ca.gov/rfc/Login.asp).

Hint: Make this web address a “ favorite” and drag it onto your desktop. It will
provide you with instant access to the RFC Log in. Also make sure your system

allows you to accept “cookies”.

3) What if | forget my pin #?
Contact your STC field representative or the officer of the day at STC
(916) 445-5078

4) What if | need to change the pin number for security reasons?

Call your STC field representative or the STC officer of the day and they will be
happy to issue you another pin number.

5) What activities can | perform with the RFC system?
Training providers- may perform the following activities:
0 New request for course certifications (NEW RFC link)
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0 Request for recertification (Recert link)
0 Request for “modification” of an existing course i.e. adding a new instructor

to a course (Modify link)
O Request for adding or deleting a scheduled presentation date (Date link)

Participating agencies- may perform the following activities listed above, plus:

O Request for Intensified Format Training (IFT)

O Request for credit under the Work Related Training and Education option
(WRE)

O Request for a Special Certification

6) Can more than one person be logged on to the RFC system at a time?

Yes. However as with any shared computer file if two people are working on the
same certification it is possible that the last to “submit” their certification will
overwrite the other person’s changes. If you are working on two different
certifications there should be no problems.

7) What if | am unable to locate a course on my navigation page?

Either the course is in the “process” of certification, and is in your “incomplete”
box, or the course has fallen off of your work base due to it being 90 days past the
certification date. You can call your STC field representative for it to be restored
to the navigation screen.

8) What if | want to delete dates that are clogging up my “dates” screen.

From the navigation screen find that certification, locate the date link, and click
on it. This takes you to the “dates” page of your certification. Click in the box next
to the date you want to delete. Hit the “continue” button at the bottom of the
page. This will take you back to your navigation page. Click on the date link again
to ensure the date has been deleted.

9) What if | no longer want to certify a course?

If a course is not recertified within 90 days of its expiration date, it will fall off
your navigation screen naturally on the 91 day.
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10) What if my field representative told me they returned my course for “re-

submission” but | cant locate it on my navigation screen. You may have waited
too long and it expired! Call your STC representative or officer of the day and they
can put back on your navigation screen.

Ill

11) What parts of the certification can | “modify” using the Modify link?
Any of the following information can be changed using the Maodify link. If the area

you wish to modify is not a link, then you must recertify the course.

Course Information Face Sheet Performance Objectives Instructors
. Course
Course Outline Dates -
I — — Record

12) How do | print a course record?
Display the course record. Select File and Print.

13) How do | save a course record?
Display the course record. Select “file save as” and designate a place on your hard
drive to keep them. STC does not keep copies of the certifications any longer once
they have been approved.

14) After | submit my certification or change request, why does the record on my
navigation screen not reflect my changes?
You need to make sure you are viewing your course record from the Course
Status box as that is the certification that was submitted for approval. The
Course Title link shows the last approved course record.

15) Why do | not have hyperlinks at the bottom of my certification?

You will not see hyperlinks at the bottom of a NEW certification. You must
complete each step of the certification in order.

16) If I don’t plan to recertify my course, how do | remove it from the system?
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The course will automatically drop from your navigation screen after 90 days of
the certification date if it is not recertified.

Why does the course status box indicate that my “course has been partially
recertified or modified”?

If you want to “view” information on your course, you must click the “Course Title
“link. This will allow you to view the course record. If you went in to the
certification via the “recertify” or “modify” modes to view your course, the system
thinks you are ready to make changes. In this case you must cancel all changes
before exiting the course in order for that status to not appear. If you don’t cancel
all changes you will not have access to all the available links i.e. “dates”.

17) Why am | getting an error message when | try to add my list of instructors to the
course?
This could be caused by trying to cut and paste your instructors from your
instructor list. Choose your instructors one by one as the system was designed for.

18) Why am | getting an error message when | try to enter my course subject/topic?
In some cases, | am being kicked out of the system.
The system was not designed to accept “unlimited” data in the tiny little boxes.
Please try to keep your Subject/Topic limited to the module titles in the core
course manuals. You do not enter lesson plans in the RFC system.

19) Why is the system not accepting my changes?
This could be caused by a couple of reasons.
e You failed to hit “continue/continue save” before exiting the page or the
system. Or
e You used your browsers back and forward buttons before saving your
work by hitting the continue and save button.
If neither of these reasons apply, call the STC officer of the day and we will have
the database administrator test the system for potential causes.
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