How to submit an academy or challenge application for a new officer

After an initial employment form or a change in status form is submitted and approved, the
officer must be certified within one year of their start date. POST offers multiple options for
officers to obtain their basic training. To begin training, they must apply. See below for how to
submit a basic training or challenge application.

1. Decide which application is best for your officer...

a. Session Applications are for individuals who will be attending the academy at the
POST campus in Meridian.

b. Challenge Applications are for certified lateral LEO’s from out of state, or certified
Idaho officers who have been away from LEO employment for 3-5 years.

c. Offsite Applications are for officers who will attend an offsite POST accredited
basic academy not held on the POST Meridian campus. (i.e. college or agency
academy)

d. Challenge Online Applications are for emergency communication officers & part-
time juvenile detention officers completing the online basic academy.

2. There are two ways to create the application for the officer on the Agency Portal-
a. The first way is to select the new application you would like to create. You can find
all application options under the “Applications” tab.

Applications Z_ oyee Certif _— on Sea . ) viewable
Applications :

b. This will lead you to a name search box. Type in your officer’s information and
click “search.”

Session Application  §
Don't Have a POST ID or if Unsure
First Name Startz With w | Last Name Starz With w | Date Of Birth
Existing POSTID @
POSTID
1 11/12/2024

s,
(ol

P g™



c. Alist of current employees at your agency matching the criteria will display. Select
the dark blue box for the correct applicant.

Session Application T

1 Employee(s) Found
Please select from the employees below.
Jane Doe N
Pl

POST ID: JAZ1-30
Birth Date: 01/21/1895

d. After verifying the information in the pop up is correct, click “submit”. An email
will be sent to the email address the agency provided on their employment form.
Listed in the email will be a link to the application for the officer to complete.

i. If you need to resend the link or send the link to a different email, go to
your list of applications, then select the envelope icon. This will display a
pop-up box where you can change the email address, or leave it the same,
and resend the application link.

Mame POSTID Discipline Last Activity Status Cleared Date

Patro 05/16/2023 Testing Complete (POST) 08/03/2023 @

e. The second way to create an application for an employee is to navigate to the
“Current Employees” tab on the dashboard.

f. From there, select the small plus © next to the employee’s name you would like
to create an application for.
g. Select the “Options” drop down.

First Name Last Name POST ID Classification

Jane Doe JA31-30 Patrol =

Mo certifications l Jane's Dashboard l

l Jane's Options 'l

h. Select the correct application for the officer. This will open a prompt. After
verifying the information and discipline are correct, click “submit”. This will email
a link to the application for them to complete.

3. Applications are first completed by the applicant. Once completed, they are submitted
by the applicant back to the agency for review.

a. The application starts with the officer submitting their information and supporting
documentation. Once submitted, the agency will review and make any corrections
before submitting to POST for processing.
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b. A tutorial for your applicant’s on the application process is available on our
tutorial page titled “Applicants tutorial for academy applications”.
4. Once it has been submitted back to the agency, find the application through
“Applications” on your dashboard.

Applications Employee Certification Search publicly viewable
Applications
sion Application Training

5. Applications are separated by tabs dependent on the type of application. Start by
selecting the type of application (highlighted in yellow), then select the filters to narrow
down your search. If your search box is not displayed, select either icon circled in red.

@, Search )
N’
Sheriff's Office Applications @
Session t Certificatio
First Name Application State
Applicant
Disqualified (POST)

Last Name Disqualified (Reviewed) (Complete)

Agency
Awaiting Approval (Agency)
Submitted (POST)
POST ID Cleared (POST)
Testing Complete (POST)
Certified (Complete)
Dead Packet (Complete)

Exclude Completed Sessions M A ndare (Camnlatal b
Exclude Archived Applications :
Showing 1-2 of 2 Size:[50 v | Page { 1=, I of 1
Name POSTID Discipline Session Last Activity Status Cleared Date
Adult Misdemeanor 17 09/13/2023 Academy (Complete) 09/13/2023 i

6. The application’s listed will show the status along with the last activity date. While the
application is at the “Applicant” level, the agency is unable to make any changes. Once
the applicant submits the application for review, the status will be updated to “Agency”.
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https://post.idaho.gov/wp-content/uploads/tutorials/Applicants-tutorial-for-academy-applications.pdf

7. When the application is ready for agency review select the application. A red X will
appear in any sections not yet reviewed. All sections must have a green check mark
stating the contents has been reviewed for the application to be saved and submitted.

Basic Info o
Basic Questions o
Citizenship and Education o
Past Conduct o
Military Service [}
Certification (]
Documents o
Applicant Attestation o
Agency Questions o
Agency Attestation o

8. If there are issues in the application, select “Return to Applicant” for corrections. Once
selected, the pop-up box will allow you to add a comment and explain the changes
needed.

9. Once the application has been reviewed and completed, select “save” then select
“submit to POST”. From here the POST staff will review the application. When POST
reviews the application and there are no issues, the status will be “cleared”.

a. Please note, POST may send the application back to the agency for further details.
These applications will be listed under the filter “More Information Required
(Agency)” and highlighted in red. Selecting the application will show a red box
with the listed corrections needed.

Reasons for Return: Unable to accredit high school diploma. Please submit college transcript or high school equivalency test. Thanks,

Peace Officer Standards and Training Application and Certification Process

The Academy application must be complete befare you can submit it. Please remember to save your work. Print a copy of the completed application for your
records.

The help icon (@), next to the manage upload buttons, provides information to verify documents are valid and acceptable.

Basic Info ]
Basic Questions ]
ritizanchin anAd CAiiqatian .Y

For more POST Tutorials please see our website https://post.idaho.gov/tutorials/
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