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SHERIFFS CERTIFICATION PROGRAM 

Procedures 

• COIN Main Menu – Select Option #9, Sheriff’s Certification Program 
 

 

 
 
Helpful Hints: 
• Officers wishing to participate in Certification must certify in June that he/she meets 

the Compensation Board minimum criteria of the Sheriffs Career Development 
Program to receive the salary increase the following July. 

• Officer will be audited between July 1st and November 31st of each year. 
• Prior to January 1st, the Compensation Board will notify each Sheriff, seeking 

certification, of the status of their request. 
• Officer must request the salary increase in the Compensation Board Budget request 

by February 1st of each year to receive the salary increase in July and must certify the 
budget request each year to maintain after receiving the increase 

• Officer must certify in June to maintain the salary increase associated with the 
Sheriff’s Career Development program. 
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SHERIFFS CERTIFICATION PROGRAM 
 
Screen 2 of 6 
 

 

Procedures: 

• Enter the class or conference attended 
• Enter the number of credit hours given by the Virginia Sheriffs Association 
• Enter the date of the class or conference attended 
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SHERIFFS CERTIFICATION PROGRAM 
 
Screen 3 of 6 
 

 
 
Procedures – continued 
 
• Enter last name of individual attending Lawful Employment training 
• Enter first name of individual attending Lawful Employment training 
• Enter name of class attended 
• Enter number of credit hours for class attended 
• Enter date of class 
 
 
Helpful Hint 
 
Attendee MUST be either the Sheriff or someone from his/her Command Staff. 
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SHERIFFS CERTIFICATION PROGRAM  
 
Screen 4 of 6 
 

 
 
Procedures – continued 
 
• Enter the date your office adopted Master Deputy Program minimum criteria 
• Read and agree to statement about most recent APA and Local Government audit 
• Enter the web address for your offices website 
• Read and agree to statement about VCIN terminal and LiveScan capability.  If your 

office does not currently have this equipment enter the date that you plan to have it 
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SHERIFFS CERTIFICATION PROGRAM 

 
Screen 5 of 6 
 

 
 
Procedures – continued 
 
• Read statement about standards in Appendix A and enter a "Y" for YES to show 

agreement 
• Read statement about standards in Appendix B and enter a "Y" for YES to show 

agreement if your office operates a jail.  If you do not operate a jail, enter a "Y" by 
NOT APPLICABLE 

• Read statement about standards in Appendix C and enter a "Y" for YES to show 
agreement if your office provides law enforcement for your locality.  If you do not 
provide law enforcement services, enter a "Y" by NOT APPLICABLE 
. 
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SHERIFFS CERTIFICATION PROGRAM  
 

Screen 6 of 6 
 

 
 
Procedures – continued 
 
• Read statement to determine compliance and enter COIN logon ID to certify the 

program. 


