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LOGGING INTO THE RFC SYSTEM 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 

 

 

 

 

 

 

 

 

 

 

 

 

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.It 
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) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 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.  
 
Click on the Request for Certification link and you will get a drop down box listing your 
courses 
  Email a message to your field representative   

2 

1 

2 

3 

3 
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NAVIGATION LINKS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

4 5 10 6 7 9 8 



11 | P a g e  
 

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. 

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

clicking on the course title link and your courses will sort in alpha order. 

 “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.  

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.  

 “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 RED on the expiration date. After 91 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 

submitted 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 0F 7) 

 

 

 

 

 

 

 

 

 

 

 

 

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 course that is being covered.  

 

 

 

 

 

 

 

 

 

  

Notes: 
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FACE SHEET (STEP 2 OF 7) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Always hit continue/save before leaving any page or logging off or else your changes will not be saved! 
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Course Type:  Select “CORE or ANNUAL” from the drop down list. 

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

Course Summary:  For annual courses, you will need  to describe the course in detail.  

This summary auto-populates to the course catalog .  Example of a summary: 

 

Estimated Class Size:  Determine what a reasonable class size should be. Providers 

should maintain a reasonable instructor/trainee ratio in order to maintain a quality 

learning environment. 

 

*Department Specific- Check this box if your agency built the  course with your own 

specifications added and won’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). 

 

  

Students will be able to describe proper crime scene management and implement proper evidence 

collection while maintaining chain of custody and proficiently issue a citation in compliance with 

department policy and Calif. state law. Participates will review and correct incident reports and apply 

report writing techniques during an interactive in-custody video demonstration.   
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PERFORMANCE OBJECTIVES (STEP 3 OF 7) 

 

 

 

 

 

 

 

 

 

 

 

 

 Always hit continue/save before leaving any page or logging off or else your changes will not be saved! 

 

 

 

 

 

  

Notes: 

 



17 | P a g e  
 

Performance Objectives-  

Write clear, specific and measurable performance objectives which clearly indicate 

the job related knowledge or skill that participants will be able to demonstrate upon 

course completion. Specify what the trainee will be able to do. 

 

Testing Procedures: (required for core courses) 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. 

o Multiple choice (Job knowledge Test –JKT or MCT (PO core) 

o Performance (Behavior Skills Test-BST) 

o Written Skills (Essay- WST) 

 

  

a.) Students will define the laws governing peace officer powers. 

b.) Students will be able to use departmental radios to obtain subject information and transmit to appropriate personnel.  

c.) Students will be able to apply new report writing techniques. 
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INSTRUCTORS (STEP 4 OF 7) 

 

 

 

 

 

 

 

 

 

Using your instructor list indicate which instructors will be teaching the course.  Indicate 

whether that instructor will be a “Primary” or “Alternate” instructor.   

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

outline page 18) 

o Alternate instructors will not populate to the outline page. 
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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.  
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COURSE OUTLINE (STEP 5 OF 7) 

 

 

 

 

 

The course outline must include sufficient detail for STC to certify the course  which 

includes the following information:  

 

 

 
*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 (annual courses)- Submit a detailed hour by hour course outline for 

each day of the course. Designate the lunch break and at what point in the training 

day it will occur. It is not necessary to document other short breaks. See P/P manual 

for Training Providers (page 11) for more information on what is needed in the 

outline.  

Subject or Topic (include tests) (for core courses only) 

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

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

 

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!) 

Start 
Time 

End 
Time 

Subject Methodology Instructor 

8:00 12:00 Introduction to the Core 
Course & Facility tour 
(Admin Time) 

Lecture Smith, B 

12:00 13:00 Lunch   

13:00 14:00 Mod. 13.1 Movement Within 
The Facility 

Lecture 
Video 

Smith, B 

14:00 14:30 Mod. 13.2.5 Supervising Meals  
WST# 8  

Essay Smith, B 
 

14:30 15:30 Mod. 14.1 –Legal Issues  
Mod. 14.2-Principles  and 
Problems  
Mod. 14.3-Distribution of 
Commissary Goods  

Lecture Smith, B 

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

Test Smith,B 
Smith, A 

Day 2     

8:00 10:00 Community Relations 
(supplemental) 
(no performance objectives 
needed) 

Lecture Smith, B 

10:00 12:00 Module 1.0 OC Spray Use  
(performance objectives 
needed for this unit/module) 

Lecture Smith, A 
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 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.  

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 

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.  

 

 

 
 

 

 

 

 

 

 

 

 



23 | P a g e  
 

 COURSE DATES (STEP 6 OF 7) 

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.  If you don’t delete the date  you 

will get an e-mail notification requesting course rosters and evaluations after 45 

days of the intended presentation date, and then another reminder at 90 days.   

 

 



24 | P a g e  
 

Course Budget and Tuition   
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COURSE RECORD PAGE (STEP 7 OF 7) 
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 You may use the blue hyperlinks to quickly go back to a page that you need to edit. 

Note:  Save this summary page before you submit it to your STC field representative. It is the 

only record you have.  Once approved by STC the RFC application overwrites any changes made 

to a certification and has no record of past versions of the certifications.  

 

Do a “Save as”: C:/ Certification title 

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 I 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 or newer, or Netscape Navigator 4.7 or newer.  If 

you are having trouble accessing or viewing pages, check what browser you are 

using. The RFC application is best used and viewed in IE8 or lower. Use of other 

browsers could cause instability while using the program. Either PC or a MAC 

platform will work. The application is best viewed on 600x800 screen. 

 

2) How do I 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/s_stcservices.php.  You will find 

the log-on to your right hand side of the page. “RFC LOG IN” or enter this address 

into your browser : (https://app.bscc.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 I forget my pin #? 

Contact your STC field representative or the officer of the day at STC  

(916)  445-5078 

 

4) What if I 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 I perform with the RFC system? 

Training providers- may perform the following activities: 

o New request for course certifications (NEW RFC link) 

o Request for recertification (Recert link) 

o 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) 

http://www.bscc.ca.gov/s_stcservices.php
https://app.bscc.ca.gov/rfc/login.asp
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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 I 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 I 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 I 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 91st day. 

 

10) What if my field representative told me they returned my course for “re-

submission” but I can’t locate it on my navigation screen.  You (or your FR) may 

have waited too long and it expired and fell off your navigation screen or it may be 

in your “incomplete” box if it is a new course that has never been certified.   Call 

your STC representative or officer of the day and they can put it back on your 

navigation screen 
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11) What parts of the certification can I “modify” using the Modify link? 

Any of the following information can be changed using the Modify link. You will 

need use the “recertify” link  after one year or upon significant changes. Speak 

with your STC representative should you need clarification.  

 

12) How do I print a course record? 

Display the course record. Select File and Print.  

 

13) How do I 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 I 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 “pending” certification that was submitted for approval.  

The Course Title link shows the last “approved” course record. 

 

15)  Why do I 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 I remove it from the system?  

The course will automatically drop from your navigation screen after 90 days of 

the certification date if it is not recertified. 

  

Course Information Face Sheet  Performance Objectives  Instructors 

Course Outline  Dates  

Course 
Record 

Exit to Main 
 

http://www.bdcorr.ca.gov/rfc/RFC/RFC_Step1_Provider.asp?Action=ReMod&CourseID=063244
http://www.bdcorr.ca.gov/rfc/RFC/RFC_Step2_FaceSheet.asp?Action=ReMod&CourseID=063244
http://www.bdcorr.ca.gov/rfc/RFC/RFC_Step3_Objectives.asp?Action=ReMod&CourseID=063244
http://www.bdcorr.ca.gov/rfc/RFC/RFC_Step4_Instructor.asp?Action=ReMod&CourseID=063244
http://www.bdcorr.ca.gov/rfc/RFC/RFC_Step5_Outline.asp?Action=ReMod&CourseID=063244
http://www.bdcorr.ca.gov/rfc/RFC/RFC_Step6_Dates.asp?Action=ReMod&CourseID=063244
http://www.bdcorr.ca.gov/rfc/RFC/Review.asp?Action=ReMod&CourseID=063244
http://www.bdcorr.ca.gov/rfc/RFC/Review.asp?Action=ReMod&CourseID=063244
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17) 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” . 

 

18) Why am I getting an error message when I 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.  

 

19) Why am I getting an error message when I try to enter my course subject/topic? 

In some cases, I 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/Topics limited.  Note: You do not enter lesson 

plans in the RFC system.  

 

20) Why is the system not accepting my changes?  

This could be caused by a couple of reasons.  

 You failed to hit “continue/continue save” before exiting the page or the 

system.  Or  

 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.  

21) I am using IE and I am not able to access the RFC application. Your system must 

accept cookies. Once this is done you should be able to access the system. 
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22) I submitted my new course to the BSCC Field Rep and it is not showing on their 

database. 

Private provider’s course certifications must first have an agency sponsor in order 

to show a need for the course (Sheriff, Police, or Probation department).  You will 

be prompted to designate this sponsor in your certification before you are able to 

submit the course to the BSCC. The course will first go to that sponsoring agency 

that must approve the course before it is released to the BSCC field representative 

for approval. You will be responsible for notifying that sponsoring agency of the 

course so they will know to go in and approve or deny the course. After the agency 

approves the course, it will go to the field representative for further review and 

approval. If the course is sent back from the BSCC field representative you to make 

further modifications, it will need to go back to the sponsoring agency in order for 

them to review the changes and upon approval of the sponsoring agency it will go 

to the field representative.  Once the course has been certified, modifications and 

re-certifications will not need to be re-sponsored.  

 


