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Section | — Executive Summary

The South Carolina Police Academy was created in 1968 when the South Carolina State
Legislature allotted $30,000 to the South Carolina Law Enforcement Division (SLED).
In 1970, the Training Act was enacted, which established the South Carolina Law
Enforcement Training Council, and the South Carolina State Legislature created the
South Carolina Criminal Justice Academy. In 1993 the Academy became a division of
the South Carolina Department of Public Safety. On May 30, 2006 legislation
reestablished the Criminal Justice Academy (CJA) as a separate agency.

1. Organization’s stated purpose, mission, vision, and values:
Purpose: Train law enforcement personnel.
Mission: To train criminal justice personnel by providing mandated training and a
continuous certification process.
Vision: To foster a safer environment for the citizens of South Carolina through a
prepared criminal justice population.
Values: Quality education system; more cost effective open and accountable
government; more competitive business environment.

2. Major achievements for past year:

a.  Training - A 53% increase in the number of mandated Basic Training
students attending training. A 51% increase in the number of in-service
students attending training, in spite of fewer classes being offered. A
32% increase in the number of instructors trained as well as the number
of courses offered (44%).

b.  Standards & Testing - Participated in the Physical Ability Tests
Workshop at the 114™ International Association of Chiefs’ of Police
(IACP) Annual Conference in New Orleans, LA. Collaborate with the
Richland County Sheriff’s Department, the South Carolina Alzheimer’s
Association and the Commonwealth of Virginia Department of Criminal
Justice Service in the development of a distance learning-based course
of training on Alzheimer’s Training for Emergency First Responders
and Search Management for Missing Memory-Impaired Individuals.

c.  Media/Library — Broadcast schedule included 98 shows and 110 actual
broadcast dates (some programs are 2 parts).

d.  Facilities Management - Replacement of in-ground fuel tank and pumps
at garage. Repaired structural damage in East Dorm and renovated East
Dorm to include fresh paint, carpet, signs and security upgrades.
Completed Range #1, #2, #3 and Shotgun Range renovations. Installed
Ropes Course for Leadership Program. Initiated security enhancements
for Academy campus.

e. Food Services & Student Housing — Addition of full breakfast offered
on Monday morning to replace the continental breakfast. Replacement
of old and out-dated equipment to include two refrigerators and one
stack-oven.



3. Key strategic goals for the present and future years: Increase the amount of
training given to certified law enforcement personnel in South Carolina.

4. Key strategic challenges: Increase the amount of training given to law
enforcement in South Carolina with increasing costs of goods and service and
limited funds.

5. How the accountability report is used to improve organizational
performance: Used to see where the Academy has been and plan where the
Academy is going in the future.



Section Il — Organizational Profile

Organization’s main products and services and the primary methods by
which these are delivered: Basic and Advanced Mandated Training — classroom
instruction.

Key customers groups and their key requirements/expectations: Law
enforcement in South Carolina.

Key stakeholder groups: Law Enforcement Agencies in South Carolina.

Key suppliers and partners: South Carolina Vendors and Law Enforcement
Agencies in South Carolina.

Operating locations: SC Criminal Justice Academy, 5400 Broad River Road,
Columbia, SC.

Number of employees segmented by employee category: 120.25 total positions

Executive Director — 1 position
Classified — 112.25 positions
Grant — 4 positions

Temporary — 3 positions

e oo

. The regulatory environment under which organization operates: State and
Federal Laws.

Performance improvement system(s): Employee Performance and Management
System

Organizational structure: Attachment 1 — Organizational Chart and Attachment
2 — Organizational & Staffing Utilization

10. Expenditures/Appropriations Chart: Attachment 3

11. Major Program Areas Chart: Attachment 4



Section 111 — Elements of Malcolm Baldrige Criteria

Category 1 — Senior Leadership, Governance, and Social Responsibility:

1. How do senior leaders set, deploy, and ensure two-way communication for:

a)

b)

d)

short and long term organizational direction and organizational
priorities: Director Hubert Harrell meets with the executive staff of the
Academy on a weekly basis. Executive staff are charged with facilitating
program plans to accomplish Agency goals, as well as establishing
appropriate division goals and objectives. Leaders share information
through staff meetings as well as e-mails.

performance expectations: Completion of the planning stage and annual
Employee Performance and Management System (EPMS) is a joint effort
between supervisors and employees to address individual and agency
goals. Supervisors are encouraged to request and give feedback.
organizational values: Reporting, safety initiatives,
enforcement/prevention techniques and continuous improvement are
aligned with core values at the Academy. Managers instill these values
through strategic planning, including employee involvement at all levels;
staff meetings; marketing efforts and other communication tools, such as
the Intranet and distributing material and displaying posters throughout the
Academy.

ethical behavior: Human Resources are developing a poster on the Ethics
Policy to be displayed throughout the Academy. A quarterly news letter
will be published by the Academy that will include an article on State
Ethics which will be distributed to law enforcement agencies throughout
South Carolina. Training on State Ethics will be provided to employees on
an annual basis.

2. How do senior leaders establish and promote a focus on customer and other
stakeholders? Routine communication with the legislature and other state
agencies facilitate feedback. Major conferences and meetings establish forums to
address customer needs and trends. Upstate, Midlands and Low Country steering
committees serve to advise the Academy.

3. How does the organization address the current and potential impact on the
public of its programs, services, facilities and operations, including associated
risks? The Academy provides training, crucial to the competence of law
enforcement personnel statewide, is continually reviewed and revised. All law
enforcement candidates are appropriately tested before serving in law

enforcement.

How do senior leaders maintain fiscal, legal, and regulatory accountability?

Court fine revenue and expenses are tracked for accurate reports to the Law
Enforcement Training Advisory Council and the Academy Director. Grant
operations are subject to audits by state and federal regulatory agencies.



10.

Information Technology approves all technical purchases to ensure compliance
and processes the transfer and surplus of technical equipment to include the
secure removal of all data prior to disposal.

What performance measures do senior leaders regularly review to inform
them on needed actions? Enforcement activity/reports; financial reports,

compensation studies (to determine inequities); customer satisfaction data; key
strategic measures; and data tracking by the various divisions of the Academy.

How do senior leaders use organizational performance review findings and
employee feedback to improve their own leadership effectiveness, the
effectiveness of management throughout the organization including the head
of the organization, and the governance board/policy making body? Human
Resources mails Exit Interview Forms to former employees to identify
weaknesses and trends. The Academy’s employee Relations representative meets
with employees and acts as liaison with directors. How do their personal actions
reflect a commitment to organizational values? Senior leaders make every effort
to acknowledge and recognize employee contributions and encourage employee
involvement, reminding them that they are CJA Ambassadors to the public, as
well as with each other.

How do senior leaders promote and personally participate in succession
planning and the development of future organizational leaders? CJA’s three-
level leadership program provides comprehensive training for law enforcement.
Senior leaders actively promote opportunities for employee growth. Mentoring
and cross-training have begun in some divisions allowing managers to better
assess additional training needs to develop employees for future leadership roles.
Employees at all levels, particularly mid-level managers, are involved in decision-
making activities. Funds have been earmarked for training of staff in their various
areas of expertise.

How do senior leaders create an environment for performance improvement
and the accomplishment of strategic objectives? Senior leaders give
recognition to staff who implements way to improve performance in their work
areas. Employee suggestions are used to help monitor and gauge planning and
development.

How do senior leaders create an environment for organizational and
workforce learning? Speakers are brought on campus to provide training to
Academy personnel. These courses are offered during lunch breaks in the
cafeteria or late afternoon in the lecture hall. Employees are given time from their
work schedule to attend training.

How do senior leaders communicate with, engage, empower, and motivate
the entire workforce throughout the organization? The Director has an open
door policy for all Academy employees to bring their concerns and suggestions



for discussion. Senior Managers meet with their staff in groups and individually
on a regular basis. How do senior leaders take an active role in reward and
recognition processes to reinforce high performance throughout the
organization? Senior Management recognizes staff accomplishments and
Agency meetings, in media releases and in the quarterly news letter.

11. How do senior leaders actively support and strengthen the communities in
which your organization operates? Include how senior leaders determine
areas of emphasis for organizational involvement and support, and how
senior leaders, the workforce, and the organization contribute to improve
these communities. Senior leaders promote continuous improvement,
accomplishment and innovation by involving employees at all levels in strategic
planning and problem solving. Increased emphasis is being placed on keeping
employees informed regarding policies and changes, as well as empowering and
equipping them to do their jobs and holding them accountable. Individuals and
program areas are rewarded for initiative shown in meeting agency goals, problem
solving and recommendations resulting in cost savings and/or increased
efficiency.

Category 2 — Strategic Planning:

1. What is your Strategic Planning process, including key participants, and how
does it address:

a. your organizations’ strengths, weaknesses, opportunities and threats:
Director Harrell believes the CJA Strategic Plan should be concise and
flexible and comprise broad, overarching goals.

b. financial, regulatory, societal and other potential risks: Ongoing
challenges affect capacity to meet critical needs and expectations.
Exploring funding sources is essential to meet mounting

c. shifts in technology, regulatory, societal and other potential risks, and
customer preferences: The Agency must respond to a changing
regulatory environment regarding funding and the effects on planning for
training and other programs. Financial and Human Resource staffs are
participating in the design and implementation of the State’s new financial
management system that will automate all budget, accounting,
procurement, supply and receiving functions.

d. workforce capabilities and needs: The Director places tremendous
importance on employees and their contributions. The challenge remains
to recruit and retain qualified personnel, as well as address training needs,
transfer of knowledge and succession planning.

e. organizational continuity in emergencies: As a first responder, key
employees have cell phones and access to laptops to manage duties while
away from the office in case of an emergency.

f. your ability to execute the strategic plan: The Director and executive
staff oversees the strategic planning process, trains and informs



management and liaisons, develops reports for the Law Enforcement
Training Council.

2. How do your strategic objectives address the strategic challenges you
identified in your Executive Summary? Attachment 5 — Strategic Planning

3. How do you develop and track action plans that address your key strategic
objectives, and how do you allocate resources to ensure the accomplishment
of your action plans? Resources are allocated based on several factors including
demands of customers/stakeholders related to purpose of the Academy to train
law enforcement personnel; external circumstances, which may warrant funding
to address responding to emergency situations; proposals for additional staffing
and/or other resources that justify needs based on mission goals stated in action
plans and data collected through enforcement, security risks, and operational
needs.

4. How do you communicate and deploy your strategic objectives, action plans
and related performance measures? Along with written directives, e-mails, and
meetings, the Intranet is used as a communication tool. Division Plans serve to
monitor progress for reporting to the Director. Data regarding projects is posted
and feedback is requested. Several divisions post information on the Agency’s
website, serving as a convenient, effective method to share relevant data and
activities. The budget process requires a breakdown by priority of operating and
personnel services needs. The Finance Section, along with the Agency Director
and Executive Staff, allocate resources based on relevance to strategic goals,
availability of state and alternative funding sources.

5. How do you measure progress on your action plans? Plans will be flexible and
reevaluated regularly to ensure they remain aligned with the Agency’s strategic
goals.

6. How do you evaluate and improve your strategic planning process? The
Agency Director and Executive Staff review program goals and accomplishments
throughout the year and implement changes to improve as the year progresses.

7. If the agency’s strategic plan is available to the public through the agency’s
internet homepage, please provide a website address for that plan. Plans are
to have the Agency’s strategic plan on its webpage at www.sccja.org in the near
future.

Category 3 — Customer and Market Focus

1. How do you determine who your customers are and what their key
requirements are? Key customers and stakeholders are listed in Section II.
Along with efforts and initiatives discussed throughout this report, relevant
legislative mandates affect key requirements related to the Agency’s mission — to


http://www.sccja.org/

train criminal justice personnel by providing mandated training and a continuous
certification process.

2. How do you keep your listening and learning methods current with changing
customer/business needs and expectations? Inquiries and feedback are
monitored and used to identify problems and determine what is done well.
Monitoring e-mails, faxes, phone calls and comments on the web site helps
maintain rapport with customers. Collaborative partnerships, including those with
other states, allow CJA to keep abreast of changing needs and expectations.

3. What are your key customer access mechanisms, and how do these access
mechanisms enable customers to seek information, conduct business, and
make complaints? Customers have access to CJA’s certification database and
course calendar on its webpage at www.sccja.org .

4. How do you measure customer/stakeholder satisfaction and dissatisfaction,
and use this information to improve? CJA uses course critiques to measure
student satisfaction of training, facilities and experience at CJA.

5. How do you use information and feedback from customers/stakeholders to
keep services and programs relevant and provide for continuous
improvement? CJA continues using performance-based activities, such as job
task analyses, field reviews, training evaluations, participation in the Regional
Training Steering Committees, the Training Officer Association, Chief’s
Association, and the Sheriff’s Association to keep abreast of current needs.

6. How do you build positive relationships with customers and stakeholders?
Indicate any key distinctions between different customer and stakeholder groups.
Directly serving students, CJA’s efforts affect the entire law enforcement
community. CALEA accreditation sets them apart and enhances public
confidence.

Category 4 — Measurement, Analysis, and Knowledge Management

1. How do you decide which operations, processes and systems to measure for
tracking financial and operational performance, including progress relative
to strategic and objectives and action plans? CJA is guided by CALEA
standards and the Training Act and Regulations; activities are reviewed/refocused
according to current income level. Feedback from the law enforcement
community/stakeholders in terms of injuries, responses, and complaints helps
identify operational processes in need of measurement, review or evaluation.

2. How do you select, collect, align, and integrate data/information for analysis
to provide effective support for decision and innovation throughout your
organization? Data collection and analysis are a continuous process and results
are consistently reviewed by management staff and influence decision making
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affecting intra-agency and interagency operations and subsequent delivery of
services. Statistics from manpower studies and budget analyses help gauge
pending operations and projects.

What are your key measures, how do you review them, and how do you keep
them current with organizational service needs and directions? CJA’s key
measures consist of (1) number of officers trained and certified annually, and (2)
the number of in-service training opportunities for recertification compliance for
the total law enforcement community.

How do you select and use key comparative data and information to support
operational and strategic decision making and innovation? The Director and
management use the sources and tools regarding customer service, internal and
external assessments, best practices, and technology to support decision making.
This data is proactively sought and used in a timely manner by staff responsible
for research and implementation of legislative mandates and other process
changes.

How do you ensure data integrity, timeliness, accuracy, security and
availability for decision making? A system of checks and balances, required
entries and monitoring tools enables the Certification and Compliance area to
ensure data quality, reliability, completeness and availability. Along with
expertise and leadership of the Agency Director and senior management, the
Finance Section assures accurate financial/operational data by using internal
controls and reports, as well as audit reviews, to verify data is accurate and
managed effectively.

How do you translate organizational performance review findings into
priorities for continuous improvement? CJA uses job task analysis and needs
assessments from in-state law enforcement sources. Membership in the
International Association of Directors of Law Enforcement Standards and
Training provides a network of reference data with other Academies and POST
organizations based on compilation of sourcebook and reciprocity guidelines
among states.

How do you collect, transfer, and maintain organizational and employee
knowledge (knowledge assets)? Agency Policies and Procedures are posted on a
shared drive for access by the entire staff. Cross training, desk manuals,
mentoring, training and in-service programs are among methods used to collect,
maintain and transfer knowledge, enhance emergency response and build a
foundation network of experienced, cooperative-minded employees. How do you
identify and share best practices? As part of a network of state and national
organizations that search for best practices, CJA shares knowledge and reviews
programs on an ongoing basis.



Category 5 — Workforce Focus

1. How does management organize and measure work to enable your workforce
to:

1) develop their full potential, aligned with the organization’s objectives,
strategies, and action plans? Career paths are established for CJA
instructors. Grant opportunities are explored to support training needs and
partnerships are promoted.

2) promote cooperation, initiative, empowerment, teamwork, innovation,
and your organizational culture? Along with informal recognition,
Director Harrell plans a quarterly news letter to give senior leaders the
opportunity to acknowledge the efforts and service of their employees-
fostering an environment where employees feel appreciated and valued.

2. How do you achieve effective communication and knowledge/skill/best
practice sharing across departments, jobs, and locations? Give examples.
Director Harrell supports team approach to addressing needs at the Academy from
legal assistance to grant applications.

3. How does management recruit, hire, place, and retain new employees?
Describe any barriers that you may encounter. Changing needs and funding
limitations continue to present new challenges. Director Harrell provides hands-
on leadership and empowerment, organizational restructuring to improve internal
customer service, opportunities for growth and enhanced communication and
recognition efforts.

4. How do you access your workforce capability and capacity needs, including
skills, competencies, and staffing levels? Director Harrell and management staff
identify employees’ skills and abilities and utilize them in teams to address needs
of the Academy. Management promotes employees within the Organization
when their skills and abilities match those required for the job function.
Employees are sent for further training to maintain expertise and certification in
their professional fields.

5. How does your workforce performance management system, including
feedback to and from individual members of the workforce, support high
performance work and contribute to the achievement of your action plans?
Employees are involved in the annual planning/performance review, and
supervisors and encouraged to communicate expectations through discussions and
informal reviews, as well. As the primary tool used to measure performance, the
EPMS notes achievements, evaluates performance against success criteria, and
points out areas for improvement. EPMS training is offered to educate supervisors
in using the EPMS as a management, coaching and communication tool.
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6. How does your development and learning system for leaders address the
following:

a. development of personal leadership attributes — The Director and
Executive Staff mentors and communicates with managers its
expectations.

b. development of organizational knowledge — Cross training is stressed
and certifications emphasized at all levels in the agency.

c. ethical practices — State Ethic Classes will be offered at least once per
year for staff to attend and an article on ethics will be published in the
Academy’s quarterly news letter.

d. your core competencies, strategic challenges, and accomplishment of
action plans? The Director and management staff will keep employees
informed on status of the Academy’s strategic plan and areas needing
improvement.

7. How do you identify and address key developmental training needs for your
workforce, including job skills training, performance excellence training,
diversity training, management/leadership development, new employee
orientation, and safety training? CJA continually assesses and revises
curricula-with a number of programs viewed as models among peers. Managers
encourage employees to seek out and participate in training, and effectiveness is
measured by use of new skills on the job.

8. How do you encourage on the job use of new knowledge and skills?
Employees are evaluated on the annual EPMS use of their skills and knowledge
acquired through training.

9. How does employee training contribute to the achievement of your action
plans? Employee training adds skills and knowledge to the Academy workforce
which provides for a better instructor pool that pass the training onto the law
enforcement officers of the state.

10. How do you evaluate the effectiveness of your workforce and leader training
and development systems? Time studies, error reports and customer complaints
are methods used by the Academy to evaluate effectives of its workforce.

11. How do you motivate your workforce to develop and utilize their full
potential? Academy management uses praise, recognition and EPMS to motivate
the Academy workforce.

12. What formal and/or informal assessment methods and measures do you use
to obtain information on workforce well-being, satisfaction, and motivation?
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How do you use other measurers such as employee retention and grievances?
How do you use this information? Human Resource and other divisions review
exit interview forms to identify retention concerns, as well as satisfaction. The
number of grievances, as well as root problems, is monitored to ensure
appropriate action is taken. Information and formal reviews, absenteeism,
turnover and job performance reflect satisfaction and motivation to some degree.

13. How do you manage effective career progression and effective succession
planning for your entire workforce throughout the organization? Managers
promote from within the Academy when possible to build careers and keep
qualified employees. Cross training is stressed to cover areas where employees
are close to retirement. Management has used consultants when outside expertise
is needed to fill in gaps at the academy.

14. How do you maintain a safe, secure, and healthy work environment?
(Include your workplace preparedness for emergencies and disasters.)
Hearing and lead tests are given to employees who work on the ranges to monitor
their health. Facilities are monitored to ensure appropriate safety measures are
taken and safety initiatives are coordinated, including inspecting
equipment/facilities, implementing life safety programs, monitoring major
support systems (such as fire detection and fire alarms).

Category 6 — Process Management

1. How do you determine, and what are your organization’s core competencies,
and how do they relate to your mission, competitive environment, and action
plans? Efforts to redesign processes and organizational structure are in place to
reduce duplication of effort and ensure optimal efficiency and effectiveness-
ultimately making better use of state dollars. Collaborate efforts involve
customers, stakeholders, contractors and others. Focusing on improving
communication and technology (particularly in law enforcement) ensures optimal
service and capacity.

2. How do you determine and what are your key work processes that produce,
create or add value for your customers and your organization and how do
they relate to your core competencies? How do you ensure these processes
are used? As the training facility for law enforcement in the state, CJA fulfills the
training needs of the South Carolina law enforcement community.

3. How do you incorporate organizational knowledge, new technology, cost
controls, and other efficiency and effectiveness factors, such as cycle time,
into process design and delivery? CJA continuously explores new ways to
enhance efficiency and effectiveness. Through assessment of organizational
structure, policies/procedures, and goals, the Director is initiating
programs/changes to make the best use of the Academy’s resources and expertise.
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4. How does your day-to-day operation of these processes ensure meeting key
performance requirements? Human Resources and Finance collaborate to
ensure new policies and initiatives are implemented according to legal and
regulatory requirements. Sections follow operational plans, guidelines, and
schedules required by state and federal regulatory agencies, as well as funding
authorities. Management is responsible for ensuring employees comply with
policies and that performance requirements are met.

5. How do you systematically evaluate and improve your key product and
service related work processes? CJA has several sites throughout the state
equipped to receive and deliver advanced/specialized training in local
jurisdictions where officers live and work. Workshops are held to train and
refresh new and current training officers in certification and compliance processes
and to get feedback concerning the impact on the law enforcement community
throughout the state.

6. What are you key support processes, and how do you evaluate, improve and
update these processes to achieve better performance? Managers are
reviewing, updating and refining the desk top procedures in their area to
streamline and assist with job functions.

7. How does your organization determine the resources needed to meet current
and projected budget and financial obligations? Managers submit budget
requests to the Director each year. The budget requests are reviewed and
evaluated and budgets set to meet those goals. Managers are given monthly
finance reports to monitor their budgets and make decisions as emergencies arise.

Category 7 — Key Results

7.1. What are your performance levels and trends for your key measures of
mission accomplishment/product and service performance that are important to
your customers? How do your results compare to those of comparable
organizations? CJA follows the highest standards in training law enforcement officers
in the state. National CALEA accreditation, involving an experienced team reviewing
mission accomplishment, key measurers and performance levels, assures quality training
to support the Agency’s mission of serving the public through education, prevention and
enforcement. Students feedback is used in planning; evaluations from students
consistently indicate excellent ratings.

7.2. What are your performance levels and trends for your key measures on
customer satisfaction and dissatisfaction (a customer is defined as an actual or
potential user of your organization’s products or services)? How do your results
compare to those of comparable organizations? Training Summary Trend —
Attachment 6
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7.3. What are your performance levels for your key measurers on financial
performance, including measures of cost containment, as appropriate? CJA focuses
on alternative funding sources while streamlining and cutting back to essential activities —
resulting from increased demands.

7.4. What are your performance levels and trends for your key measures of
workforce engagement, workforce satisfaction, the development of your workforce,
including leaders, workforce retention, and workforce climate including workplace
health, safety, and security? A three-level leadership program for law enforcement has
been implemented by CJA, as well as supervisory training developed in conjunction with
Highway Patrol. Career paths are set up for CJA Instructors.

7.5. What are your performance levels and trends for your key measures of
organizational effectiveness/operational efficiency, and work system performance
(these could include measures related to the following; product, service, and work
system innovation rates and improvement results; improvements to cycle time;
supplier and partner performance; and results related to emergency drills or
exercises)? CJA focuses on processes to reduce workloads. Managers utilize employee
and customer input to improve on its’ operations.

7.6. What are your performance levels and trends for the key measures of
regulatory/legal compliance and community support? The Agency is heavily
regulated in the law enforcement arena as well as grants administration. CJA complies
with numerous educational standards, including CALEA requirements, in training law
enforcement students statewide.

14



ATTACHMENT 1

South Carolina Criminal Justice Academy

Law Enforcement Training Council

Director Administrative Coordinator Il
Hubert Harrell Jeanne Crump
UA01-0002-00 (E) AH15-0001-06
FINANCIAL DEPUTY CHIEESEQIEEFAL -
SERVICES DIRECTOR Vacant
Laura Pace Randy King
TRAINING ADMINISTRATIVE —
OPERATIONS AD'\P"I'S'/FCSI(ADRD OPERATIONS Ao oo
MANAGER . MANAGER AH10-8000
. - Melissa Munn . . (TEMP)
Mike Lanier Lennie Hicks

(E) Exempt Employee

Effective July 17, 2008



ATTACHMENT 1
BasicTraining

Training Operations
Manager
Mike Lanier
AG45-0019-07

Basic Instruction

Trng & Dev Director Il
Michelle Sorell
AG45-0033-07
Police Science

Trng & Dev Director Il
Robert Bullock
AG45-0003-07

Instructor/Coordinator Il
Kendra Brown
AG35-0004-05

Trng & Dev Director Il
Sherry Corley
AG45-0007-07

Range
Weapons / Driving

Trng & Dev Director Il

John McMahan

Range Supervisor

Trng & Dev Director Il
Roy Rogers
AG45-0036-07
Basic Jail

Trng & Dev Director I
Michelle Collins
AG45-0009-07

Defensive Tactics

Trng & Dev Director Il
Lisa Hughes-Scott
AG45-0037-07

Inst/Trng Coordinator Il
Randal Ford
AG35-0005-05

Trng & Dev Director Il
Sharon Gambrell
AG45-0013-07

Trng & Dev Director Il
Bruce Hancock
‘AG45-0008-07

ADV

Trng & Dev Director Il
Jim Graham
AG45-0010-07

Trng & Dev Director |
Sherri Cloud
'AG40-0006-06

Trng & Dev Director Il
Ed Felix
AG45-0006-07

Inst/Trng Coordinator Il
Daphne Mills
AG35-0013-05

Trng & Dev Director Il
George Weeks
AG45-0025-07

Trng & Dev Director |
Scott Franklin
AG35-0002-05

Effective July 17, 2008

Instructor/Trng Coord I
Sam Bowser
AG35-0014-05

Trng & Dev Director Il
Vacant
AG45-0005-07
20 hours

Administrative Assistant
Vacant
AA75-0077-04
30 hours

AG45-0031-07

Trng & Dev Director Il
Steve Baxley
AG45-0027-07

Basic Training

Trng & Development Director Il

John Yarborough
AG45-0035-07

Basic Instruction Supervisor

Trng & Dev Director Il
Jim Hall
AG45-0017-07

Trng & Dev Director Il
Chip Myers
AGA45-0039-07

Basic Trng |

Basic Jail

Inst/Trng Coordinator Il
Legrand Rouse
AG35-0001-05

Trng & Dev Director Il
Cindy Riser
AG45-0020-07

Administrative Coord |
Mary Brown

Administrative Asst
Tammy Hughes

Inst/Trng Coordinator Il
Kevin Gilliam
AG35-0003-05

Trng & Dev Director Il
James Vaughan
AGA45-0038-07

AH10-0113-05 AA75-0077-04
Bureau of
Basic Training Protective
CADRE Services
MOu

Inst/Trng Coord Il
Anthony Bell
AG35-0010-05

(E) Exempt Employee




ATTACHMENT 1

Advanced Training

Training Operations
Manager
Mike Lanier
AG45-0019-07

Trng & Dev Director Il
Rita Yarborough
AG45-0026-07

Criminal Domestic Violence

CDV Unit

Gang Training

Instructor/Trng Coord Il
Gayle Whitlock
AG35-0006-05

CbVv

Instructor/Trng Coord Il
Brian Bennett
AG35-0007-05
Cbv

Instructor/Trng Coord I1
Jonathon Cox
AG35-0012-05

Gang

Instructor/Trng Coord Il
Tony Taylor
AG35-0011-05
Gang

Effective July 17, 2008

Trng & Dev Director Il
Cliff Miller
AG45-0004-07

Leadership Instructor
Development

Trng & Dev Director Il
Kelly Pantsari

Tng & Dev Director Il
Sandra Caudill
AG45-0030-07

Traffic Safety Unit
TSO

Trng & Dev Director |
TSO Unit Supervisor
Dale Smith
'AG40-0001-06

AG40-0005-06

Instructor/Trng Coord Il
Lauren Orris

Instructor/Trng Coord |1
Lynne Fallaw
AG45-0011-07

Executive Leadership

AG35-0008-05
Master Instruction

Admin Coord |
Maggie Corne

'AH10-0002-05
Executive Leadership

Instructor/Trng Coord 11
Richard Brown
AG35-0009-05

Master Instruction

Trng & Dev Director Il
Jacob Bowland
AG40-9001--06

GRANT

Trng & Dev Director Il
Wayne Harris
'AG40—9002-06
GRANT

Trng & Dev Director Il
Phillip Darnell
AG45-07
GRANT

Trng & Dev Director Il
James Crosland
AG45-07
GRANT

(E) Exempt Employee



ATTACHMENT 1

Administrative Operations Section

Standards and Testing

Administrative Manager |
Manager
Bill Floyd
AH20-0007-07

CJA Testing

Standards, Research
and Grants

Program Coordinator Il
Kathy Danielsen
AH40-0002-06

Program Coordinator Il
Supervisor
Donald Noe

AH40-0021-06

Program Coordinator Il
Jennifer Tatum Instr/Trng Coordinator |l
AH40-0019-06 Judy Thompson

AG30-0001-04

(E) Exempt Employee

Effective July 17, 2008



ATTACHMENT 1

Administrative Operations Section

Facilities Planning

SCDC INMATES

Engineer/Associate Engineer IlI

Supervisor
Allen Clonts
HD65-0001-06

Administrative Coord |

AH10-0047-05

Fleet Maintainence

Mechanic Ill
Supervisor
Nehemiah McRant
KD15-0001-04

Auto Maintenance Tech Il
Jason Manis
KD10-0001-03

Effective July 17, 2008

Facilities Management

Program Coord |
Eric Marcus
AH35-0025-05

Trades Specialist V

Engineer/Assoc
Engineer Il
Claude Counts
HD65-0002-06

Bill Jackson
KA25-0002-05

Trades Specialist V
David Bess
KC50-0008-05

Administrative Coord ||

Wallace Wright
AH15-8000-06
(TEMP)

Trades Specialist V
George Surber
KC50-0012-05

Trades Specialist V
Carlisle Hamon
KC50-8001-05

(TEMP)

Trades Specialist V
William Kern
KC50-0005-05

Trades Specialist V
Michael Clark
KC50-0007-05

Trades Specialist V
John Ellis Hunter
KC50-0003-05

Trades Specialist V
Arnold Corne, Jr.
KC50-0004-05

Trades Specialist V
Wade Carson
KA25-0001-05

(E) Exempt Employee
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Financial Services Agency Director Administrative Coord
1

Chief General

Basic Training

Firearms/Driving
Range

Counsel . Program Manger |
Deputy Director
[ |
- . Administrative
Training Operations -
Operations
Manager
Manager
| I
Facility Planning Human Resources Standards Certification Media Technology Food Services
Advanced
Training
Fleet Maintenance Research and Registrar IT Housing
) Accreditation
Leadership
Facilities Testing Misconduct Library
Master Instructor Management
Gangs
Cbv
Traffic
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General Counsel

Director
Hubert Harrell
UA01-0002-00

Admin Coordinator |

Chief General Counsel Elizabeth McDermott

Vacant AH10-0104-05
Attorney IlI Attorney Il Attorney IlI Attorney Il
George Glassmeyer Joe Lumpkin Martha Johnson Brandy Duncan
AE30-0001-07 AE30-0004-07 AE30-0006-07 AE30-0002-07

Effective July 17, 2008
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Financial Services

Accounting/Fiscal Manager I
Chief Financial Officer
Laura Pace
AD30-0001-08

Procurement Specialist Il Accountant/Fiscal Analyst | Grants Administrator |
Albert Morant Kelly Snider I Vacant
AC20-0002-05 AD20-0005-04 BE30-0001-06

Administrative Assistant

| Linda Nieradka )
AA75-0001-04 Accountant/Fiscal Analyst | ——

Sara Turner
AD20-0001-04

Supply Specialist Ill
Venice Miller
AC05-0001-03

Effective July 17, 2008
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Administrative Operations Section

Office of Human Resources
|

Human Resources Director | Program Manager |
Cheryl Beard Florence McCants
AG20-0001-07 AH45-0001-07

Human Resource Specialist
Kaye Addy
AG05-0001-04

Effective July 17, 2008
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Administrative Operations Section

Food Service

Program Coordinator Il
Supervisor

Champ McGee SCDC Inmates

AH40-0018-06

Stud Serv Prog Coord Il
Student Housing
Shearn Mitchell
AH30-0010-04
Food Service Spec V Food Service Spec Ill
Bernard Shirer Martha Harley
KB25-0001-05 KB15-0001-03
Laundry Worker Il
Charles Yon Food Service Spec IV Food Service Spec IlI
" . Eugene Riley Janet Brooks
KAS50-0001-03 KB20-0002-04 KB15-0003-03

Food Service Spec IV
Margie Manis
KB20-0004-04

Effective July 17, 2008
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Administrative Operations Section

Certification & Compliance

Administrative Coordinator |
Jeff Finch
AH15-0001-06

Registration/ Misconduct
Certification

Elizabeth Kottmyer
AH35-0001-05

| Program Coordinator |

Administrative Coord | Administrative Mgr | Program Assistant Program Assistant Program Coordinator ||
— Judy Ellington Vacant Theresa Clark — Marie Pound — Kevin Stogner
AH10-0102-05 AH20-0001-07 AH30-0008-04 AH30-0094-04 AH40-0023-06
Admin Assistant Program Assistant Program Coord |
— Erica Gray Donna Dowd — Katherine Gunter +—
AA75-0107-04 AH30-0004-04 AH35-0019-05
Admin Assistant Administrative Spec Il Program Assistant
—— Catherine McQueen Peggy Gerrald — Liinda Myers —
AA75-0002-04 AA50-8000-03 AH30-0009-04

Administrative Coord |
Michelle Miller —
AH10-0084-05

Program Assistant
Darlene Simmons  [—
AH30-0007-04

Effective July 17, 2008
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Human Resources
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Student Housing

Media and IT

Facilities
Management
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Administrative Operations Section

Media/Technology

Program Coordinator Il
Supervisor
Monica Yarborough
AH40-0001-06

Production Manager Il
Fran Buraczynski
CG25-0001-06

Production Manager |
Irvin Walker
CG15-0002-04

Production Manager Il
Hal Volin
CG20-0001-05

Media Resource Spec Il
Vacant
BG60-0001-04

Library Manager |
Nina Brunet
CD30-0001-05

Info. Resource Consul. Il
Mark Thomas
AJ45-0029-06

Info. Resource Consul. |
Michael Wingard
AJ42-0001-05
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South Carolina Criminal Justice Academy

Introduction

In spite of staff reductions and significant decreases in revenue, the Criminal
Justice Academy (CJA) has continued to successfully meet its legislated mandate and
more, resulting in the provision of 34,809 training opportunities in FY2003 alone, for
more than 13,500 certified and active law enforcement officers in the state. In FY2004,
26,652 training opportunities were offered t014,000 certified and active law enforcement.
We have met the basic training and in-service demand of the law enforcement
community through classes offered at the CJA campus as well as regional programs,
distance learning laboratories, interactive video, interactive partnerships and agreements
with local, state and federal entities.

CJA also serves as the POST (Peace Officer Standards and Training)
administrator for all law enforcement agencies in South Carolina. In this capacity, CJA
reviews all law enforcement training materials and programs to ensure that the curricula
meets national standards for content, presentation, and testing. In addition, CJA is
responsible for the administration and regulation of 14,000 certifications issued in the
state.

Between May 2003 and February 2004 CJA lost 25 employees thru a Reduction
In Force and another six (6) employees thru natural attrition, for a total loss of 31 staff in
less than one (1) year. Prior to 2003, CJA had accumulated a total of 14 vacancies that
were not filled as employees left. This all represents an impact of 44 employees below
full staffing. Additionally five (5) instructors were recalled to active military duty for
Operation Iragi Freedom. Since 2004, we have lost 7 more employees, 4 who resigned
and 1 who retired. The Academy has been unable to fill these positions but have chosen
to fill the other two that are critical to the every day functions of CJA. As of November
28, 2006, CJA has 99 employees, which includes temporary and grant employees.

During this same time period from FY2001 to FY2003, court assessment revenue
(income) has decreased by almost $1 million (about 10%), while CJA’s capital reserve
has been depleted by more than $1,500,000 on capital projects to maintain aging
facilities. Revenue reductions have been offset by a reduction in operational costs from
$2 million in FY2000 to $1.3 million in FY2003. In FY2004, CJA saw another decline
in revenue by $470,785. In FY2005, CJA received the first increase in revenue of
$81,909 over the past three years. In FY 2006, CJA recognized a 3.77% ($308,287)
increase over FY2005.

In comparison to other states in the United States which operate central
Academies, South Carolina’s Criminal Justice Academy offers more training
opportunities to more active law enforcement officers than New Hampshire, Wyoming,
Oklahoma, Idaho, North Dakota and Kentucky; and we do it with a budget that is less
than 20% of that of Kentucky (our closest counterpart) which has a budget of more than
$40,000,000 annually.



We continue to sustain and maintain our mission and mandate in spite of the loss
of FTEs, a significant decline in revenue, and an absence of support from the general
funds of the state. CJA is “other” funded and operates on the court assessment revenue
resulting from fees and fines levied against those who violate the law. The intent and
philosophy behind this funding source has been that those who violate the laws of the
state should pay to train those who enforce them. In FY 2005 CJA for the 1 time in
history received $1,000,000 in state funds to begin the dormitory renovations. In
FY2006, CJA received state funding to fund three (3) FTE positions for Certification and
Non-Compliance, funds to pay for 800MHZ user fees, along with $1,580,000 to replace
the roof on the main CJA building and purchase a document management system for
officer’s records.



History of the South Carolina Criminal Justice Academy

The South Carolina Police Academy was created in 1968 when the South
Carolina State Legislature allotted $30,000 to the South Carolina Law Enforcement
Division (SLED). Training at this new police academy was voluntary, devoid of
monetary fees, four weeks in length, and held at SLED. In order to attend this training,
the candidate must have already been employed by a law enforcement agency. The first
class graduated from the South Carolina Police Academy in September of 1968.

In 1970, the Training Act was enacted, which established the South Carolina Law
Enforcement Training Council, and the South Carolina State Legislature created the
South Carolina Criminal Justice Academy. The Academy was and still is funded via
fines and forfeitures. In 1993 the Academy became a division of the South Carolina
Department of Public Safety. In January 2000, Mr. William R. Neill was appointed
Deputy Director of the Criminal Justice Academy. On Tuesday, May 30, 2006, the
South Carolina House of Representatives and the Senate overrode Governor Sanford’s
Veto on H.3977 by a vote of 95 to 10 and 38 to 8, respectively. This law separated the
Criminal Justice Academy from the South Carolina Department of Public Safety and
established the Academy as a separate agency which will be governed by the Law
Enforcement Training Council. On June 23, 2006, the interim Law Enforcement
Training Council held a meeting and appointed Mr. Neill Interim Director of the
Academy. The Governor appointed the permanent Law Enforcement Training Council
prior to the March 29, 2007 meeting. At this meeting the new Council appointed Mr.
Neill Director of the Academy upon approval of his salary by the Budget and Control
Board. Section 23-23-10, et seq., established a program of training for law enforcement
officers and other persons employed in the criminal justice system, and to provide that
the South Carolina Law Enforcement Training Council shall oversee the activities of the
South Carolina Criminal Justice Academy. The Council consists of 11 members: 6 ex
officio members and 5 members appointed by the Governor beginning January 1, 2007,

The Academy’s mission is to train criminal justice personnel by providing
mandated training and a continuous certification process. We have a responsibility to
foster a safer environment for the citizens of South Carolina by providing our officers
with the highest quality of training possible.

The Criminal Justice Academy is the centralized training facility for South
Carolina law enforcement personnel, and services the entire state of South Carolina.
State law mandates the Academy to provide basic training in the areas of: Basic Law
Enforcement, Basic Law Enforcement Highway Patrol, Basic Jail, E-911 Personnel,
Reserve and Limited Duty Officers. Effective May 30, 2006 a new law enforcement
training act went into effect, which included Section 23-23-20 that mandates the academy
to provide advanced training at the training facility. In addition to mandated training, the
Academy provides legal updates, advanced curriculum, constable, magistrate, and
coroner.



In 1972, Academy classes began at the Academy’s present site. At that time,
there were only 186 beds and 260 classroom seats available at the Academy. Currently,
the Academy can house 354 candidates overnight, feed 700 people at one sitting, and
provide classroom space for 700 candidates.

In 1974 legislation facilitated the creation of the Criminal Justice Academy’s Hall
of Fame. In 1980, the Academy finally opened its Hall of Fame, which serves as a law
enforcement museum. The Rotunda Memorial is also located in the Hall of Fame. The
Rotunda Memorial is a circular memorial to South Carolina law enforcement officers
killed in the line of duty dating back to 1892. The Hall of Fame also serves as the site for
many school-based public safety promotion programs. On May 30, 2006 legislation
separated the Hall of Fame from the Criminal Justice Academy, at which time it became
a part of the Department of Public Safety.



CRIMINAL JUSTICE ACADEMY

STAFF JUSTIFICATION
July 2003
Updated April 6, 2007

Hubert F. Harrell — Director —

The Director of the Criminal Justice Academy works under the general
supervision of the Law Enforcement Training Council. The Director provides oversight
and direction to ensure that the Academy’s mission to provide mandated training and
certification mandates is met. He is accountable for all local, state, federal and training
act mandates.

He is responsible for all management, operational and administrative functions associated
with training initiatives and Academy operations. The primary responsibilities of the
Director of the Director are developing and guiding agency strategies provide leadership,
direction and organizational vision. He is liaison to city, county, state and federal law
enforcement agencies and law enforcement organizations and entities.

Randy King - Deputy Director -

The Deputy Director works under the general supervision of the Director, and
oversees all of the day-to-day activities and operations of the Criminal Justice Academy
pursuant to the direction and vision established by the Director. He provides assistance to
the Director in formulating policy, procedure, and direction for the Criminal Justice
Academy; ensures compliance with State laws, rules and regulations; establishes policies
and procedures for the Academy under the direction and approval of the Director; ensures
effective and efficient utilization of the Division’s resources in relation to training, public
service, and overall administration. The Deputy Director supports the Director by
establishing and maintaining open lines of communication with all personnel and by
acting for the Director when he is unavailable, to ensure the continued efficient and
effective operation of the Criminal Justice Academy. This position has the authority to
make decisions on both administrative and operational matters when the Director is
unavailable.

Jeanne Crump - Administrative Coordinator to the Director -

Coordinates complex administrative functions of the Director's Office to include
serving as liaison for the Director with the Deputy Director, Division Directors,
managers, supervisors, state and federal officials, members of the General Assembly,
County Sheriffs, City Police and other local and state agencies. Prioritize daily activities
and keep Director abreast of any matters of special interest. Assists Director by planning
and coordinating logistics of council meetings, internal meetings, external meetings,
public hearings and other engagements. Coordinates appointments and speaking events
calendar for Director. Manage day-to-day activities of the Director's Office. Maintains,
manages and monitors files and a records system to include maintaining a
correspondence tracking system of the incoming/outgoing correspondence to the Director
and/or office and ensuring appropriate action and timely response. Assists Director in
planning, implementing and coordination of special projects or programs and prepares



reports. Screens telephone inquiries to include forwarding calls to appropriate areas,
determining priority calls; answering routine inquires, determines the purpose of the call
and ensures follow-up calls are made. This position works closely on a daily basis with
Chiefs, Sheriffs and the various law enforcement associations to provide information and
data on requests from their respective agencies.

Lennie Hicks — Administrative Manager | -

This position reports to the Deputy Director. This position directs and manages
the day-to-day operations of all Administration functions at the Academy. Responsible
for the following areas: Standards & Testing, Certification and Compliance, Human
Resources, Food Services, Media and Facilities Management and Capital Projects to
include new construction as well as renovations. Provides assistance to the Deputy
Director in formulating policy, procedure and direction for the Academy; ensures
compliance with State laws, rules and regulations; and ensures effective and efficient
utilization of the Administrative resources in relation to staff and public service and
overall administration. This position directly supervises 6 employees, and indirectly 45
employees. Also responsible for indirectly supervising 45 inmates workers.

Florence McCants — Program Manager | -

Plans, coordinates and manages the equal employment opportunity program
including investigating allegations of discrimination, recommending appropriate action,
and preparing position statements for the SCHAC and EEOC in response to charges
based on Title VII, ADA, Civil Rights Act of 1991, Age Discrimination Act, FLSA and
other Federal/State EEO/ AA legislation. Prepares and maintain statistical reports on
SCCJA workforce. Generates EEO quarterly reports and responds to requests for
information from compliance and/or regulatory agencies. Serves as a recruiter for the law
enforcement community. Responsibilites include going to job fairs, public relations with
colleges, tech schools and other entities. Serves as liaison with chiefs, sheriffs, and
training officers to enhance recruiting efforts throughout the state. Maintains statistical
data for recruiting purposes. Reviews incoming applications to ensure applicates meet
the requirements of the position. Reviews selections made by supervisors/managers to
ensure best qualified individual was selected for the position. Serves as liaison with
House and Senate on matters regarding Academy initiatives as well as statewide issues
impacting law enforcement. Serves as back-up to the Public Information Officer and
serves as the Academy's public relations contact.

Office of General Counsel

The filled positions currently report to the Training Operations Manager until we fill our
General Counsel position.

Vacant - General Counsel -

Provides legal advice and counsel to the Academy and its officials through the
preparation of legal memoranda and written and oral presentations. Reviews and makes
recommendations to the Director on all legal issues regarding certification eligibility, as



well as the Certification Appeals process. Represents the Agency in all eligibility appeals
throughout the judicial process. Represents the Agency in disciplinary and grievance
issues and litigates appeals from administrative decisions in trial and appellate courts.
Represents the Agency in criminal and civil litigation. Reviews and analyzes all proposed
legislation that impacts law enforcement. Advises South Carolina law enforcement
officials regarding the South Carolina Training Act and its application and responds to
other legal inquiries. Represents the Director on legal issues which impact the Law
Enforcement Training Council. Conducts legal research and preparation of legal
opinions, prepares and drafts contracts agreements, pleadings and other legal documents.
This position will supervise 4 attorney I111’s and 1 Administrative Coordinator I.

Elizabeth McDermott — Administrative Coordinator | —

Plans, coordinates and performs administrative duties for the Staff Attorneys.
Serves as the Freedom of Information Coordinator. Receives, reviews and responds to
FOIA requests. Invoicing, mailing and tacking of payments for FOIA’s. Maintains all
records as required by State retention/archival guidelines. Assist the legislative attorney
with program areas by monitoring legislative events, calendars and current day-to-day
ongoing sessions in the House and Senate when in session. Assist attorneys, Director and
Deputy Director with Certification Eligibility hearings to include taping of all hearings
and transcription of hearings as required.

Financial Services

Laura Pace - Accounting/Fiscal Manager 11 -

Plans, develops, implements, and directs accounting policies and procedures for
the Criminal Justice Academy to ensure that the agency operates within all generally
accepted accounting procedures and within all requirements of governmental
accounting/auditing standards and keeps agency management advised on any financial
impact with the potential for a significant impact. Directs the development,
implementation, modification and maintenance of financial management system that
supports the needs and directives of the agency. Advises agency department heads about
the financial impact of their program decisions and coordinates the implementation of all
new programs within the financial management system. Directs and supervises the
financial management staff which includes: general accounting, budgeting, auditing,
financial reporting, accounts payable, accounts receivable, accounting system (payroll),
grants administration, capital projects, capital assets, fixed assets, procurement
management, warehouse, supplies, fleet management and student store. Represents and
serves as the agency liaison with the Comptroller General's Office, State Treasurer's
Office, State Auditor's Office and other management staff members as needed.
Coordinates and directs the required information/record exchange necessary during
internal and external financial audits to ensure accurate ancomplete financial information
is maintained and utilized in the financial audit and reports. Monitors and adjusts
financial controls within the agency to maintain and protect the integrity of all financial
records. Advises agency deputies/department heads of any unusual problems that exist in
the financial operations of their areas. Coordinates and reviews the preparation of
financial reports. Monitors the regular distribution of this information to all department



heads and meets to discuss financial concerns/issues. This position supervises 2
Accountant/Fiscal Analyst I, 1 Procurement Specialist 11 and 1 Grants Administrator.

Vacant - Accountant/Fiscal Analyst I -

Assists with the input of financial data into the agency’s internal system (SAMS)
and analyzes the financial information for completeness and accuracy. Performs
professional accounting duties which include posting, updating and preparing summary
financial and statistical reports for the agency’s grants, accounts receivable and payables.
Assist with the procurement section. Responsible for revenue accounting, manages the
procurement card accounts, schedules and coordinates travel, prepares monthly
reconciliations of the cash, revenue, expenditures, grants and capital asset accounts, and
assist with the processing and payment of invoices and payroll.

Kelly Snider — Accountant/Fiscal Analyst I -

Assists in the input of financial data into the agency’s payroll system and analyzes
the financial information for completeness and accuracy. Perform professional
accounting duties which include posting, updating and preparing summary financial and
statistical reports for the Agency’s accounts payables. Assist in the production of the
Agency’s payroll to include monitoring internal controls to ensure confidentiality of
information and monitoring the payroll system for integrity of the input data.
Responsible for entering and researching data as required. Screens disbursement,
expenditures and interdepartmental fund transfer requests. Coordinates the collection and
reconciliation of overpayments for the submission to the State Treasurer’s Office.

Albert Morant — Procurement Specialist 11 —

Manages the warehouse, procurement, fleet management, inventory control and
records, mail services and the supply and equipment in providing support to the Agency
and Divisions within the agency to meet their mission requirements. This person ensures
compliance with all required laws, rules and regulations and policy procedures within
areas of responsibilities. Works with the senior management to ensure support
requirements are provided for the Agency to perform its mission and advise them on
issues and recommended action to take. Supervises 1 Administrative Assistant and 1
Supply Specialist.

Vennie Miller — Supply Specialist 111

Responsible for running the Academy’s store and staff’s supply room to include
stocking, inventory, purchase and selling of goods, money collection, security and
preparation of related reports and documents. Issue controllable items to new employees
and tracks these items in the database. Keeps a record of items returned, lost or awarded
to departing staff. Records and tracks fixed assets. Coordinates and tracks print shop
requests through the Department of Corrections.

Linda Nieradka — Administrative Assistant —

Assists with the warehouse, procurement, fleet management, inventory control
and records, mail services and the supply and equipment in providing support to the
Academy and divisions within the agency to meet their mission requirements. Acts as the



Academy’s courier making pickups and delivers to various CJA offices, Treasure’s
Office, Comptroller General’s Office, Budget & Control Board’s Office and other State
Agency’s on a regular basis. Assists the Procurement Specialist in reviewing
requisitions, getting price quotes and creating purchase orders. Assists with tracking fuel
cards, vehicle disposal, maintenance, motor pool, billing, accident files, defensive driving
and safety programs. Assist in maintaining the warehouse, fleet management, non-law
enforcement supply, mail services, inventory control of equipment and capital assets,
records management and surplus property. Assists with the Academy’s year-end
Financial Management Closing Packages for supply inventories and capital asset
equipment.

Vacant — Grants Administrator | —

Researches, develops and administers Federal, State and Private grants. Performs
professional accounting duties which include posting, updating and preparing summary financial
and statistical reports for the agency’s grants, accounts receivable, accounts payable and payroll..
Manages fiscal matters for CJA Federal Planning and Administration of Grants along with DPS
and SLED (Homeland Security). Researches, collects, reviews and analyzes statistical
information in order to produce routine and special grant reports; reviews and assess functions of
the agency and presents recommendations to the Chief Financial Officer and Director in order for
drafting the grants and preparation of the financial grant document. Prepares and submits the
special conditions to DPS and SLED or other governmental agency once the grant is issued for
final acceptance. Prepares monthly requests for payment reports for each grant. Schedules and
coordinates travel for CJA staff, to include airline travel, hotel accommodations, travel
reimbursement and sets up direct billing with hotels in SC. Assist with the processing and
payment of invoices, requisitions and payroll.

Office of Human Resources

The Human Resources office currently consists of two FTE’s. This office is responsible
for Recruiting and Employment, Classification and Compensation, Employee/Employer
Relations, Workers” Compensation, Training and Development, Benefits and Records.

Cheryl Beard — Human Resource Manager 11 -

This employee is responsible for developing, coordinating and directing a
comprehensive human resource program to include, recruiting and employment,
classification and compensation, employee/employer relations, training and development,
benefits, HR information systems and records. This employee will ensure that accurate
documentation is maintained and all HR information and payroll salary actions, as well as
all new hires, are keyed into the HRIS System. This employee is also responsible for
maintaining the internal SAMS system and review of daily reports. This employee is
responsible for workers’ compensation, salary actions, position descriptions,
classification of positions, FLSA, grievances, disciplinary actions, reduction in force,
employee performance management system (EPMS), dual employment, overtime, leave
transfer program, resignations and maintaining all personnel records, including leave
records. She is also responsible for maintaining the e-Leave System (leave & attendance),
handling FMLA and military leave. She will be responsible for drafting policies related to
HR, assists in developing agency-wide policies, strategic planning, accountability report
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and tort liability report. Provides reports as requested by Director or Staff. Supervises 1
HR Specialist.

Kaye Addy — Human Resources Specialist —

This employee is responsible for reviewing and processing all forms related to
insurance, retirement and payroll changes. Counsels employees concerning benefits,
retirement, payroll deductions and other related benefits information. Conducts new hire
orientation and processes appropriate paperwork for new hires. Administers COBRA to
employees. Assists with terminating and retiring employees. Reconciles the insurance
bill from the Employee Insurance Program. Sends out student certification letters to
employees. Coordinates annual /open enrollment activities. Conducts training as it
relates to benefits. Maintains the e-Leave System; making changes as needed to
employee leave records and entering new employees into the system. Maintains FMLA
files and sends out correspondence to employees requesting FMLA. Assists with
workers’ compensation and classification and compensation. Post positions, reviews
applications, sends applications to appropriate hiring manger and closes out position on
the NeoGov applicant system.

Food Service Section

The food service staff is stretched thin as they cover two shifts of operation from
4:30 AM to 6:00 PM to provide breakfast, lunch and dinner for the law enforcement
student body in training Monday thru Friday lunch each week. They plan menus, order
and stock supplies, prepare and serve and clean-up after approximately 5,057 meals
weekly for a total of 49 weeks a year, for a grand total of 248,000 meals annually. The
food service staff (both shifts) also supervise an inmate staff which performs cooking,
janitorial and clipper room functions (dishwasher) and must occasionally transport
inmates. This staff is responsible for monitoring and tracking sale of meal tickets,
validation of eligibility, and daily meal activity. In addition, the food service staff caters
and supports 15 basic law enforcement graduations annually for approximately 300-400
people each (a total of 4,500 — 5,000 guests of students), and other special luncheons and
breaks as needed and required. This unit lost 2 employees in the RIF of 2003 and their
Administrative Assistant in 2005 and the remaining staff has had to absorb the duties of
those positions, which are not being filled.

Clarence McGee - Food Services - Program Coordinator 11 -

Plans, organizes, directs and oversees the total Food Services Program of the,
Criminal Justice Academy; and related programs. Is responsible for all food service
accommodations for a central state law enforcement/criminal justice training facility
which serves all components of the criminal justice system to include law enforcement
officers, judges, and magistrates of South Carolina as well as CJA staff. This supervisor
plans all CJA menus and oversees the food service staff in ordering supplies, preparation
and service of approximately 248,000 meals annually, as well as receptions for 15 basic
law enforcement graduations annually for approximately 300-400 people each (a total of
4,500 - 5,000 guests of students), and other special luncheons and breaks as needed and
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required. He is also responsible for closely monitoring food service contracts, budget
expenditures and encumbrances; he coordinates both CJA inventories annually, performs
EPMS plans and evaluations for the food service employees. This supervisor performs all
necessary administrative duties for the CJA Food Services Unit including the printing and
distributing of menus, encumbering invoices, leave tracking, and all correspondence
related to this unit. This program manager is responsible for and coordinates the daily
supervision of 15 — 17 inmate employees in compliance with SCDC regulations and
requirements. This person supervises and is responsible for 1 Food Service Spec. V, 2
Food Service Spec. 1V’s, 2 Food Service Spec. IlI’s, 1 Student Services Program
Coordinator Il and 1 Laundry Worker I1I.

Bernard Shirer - Food Services Specialist V -

Plan, organize and directs the purchase and storage of food supplies and oversees
the maintenance of food service equipment and facilities. Establishes standards for
production, quality, sanitation (to include oversight of inspections) and maintenance;
ensures standards are maintained; inspects dry stores and refrigerated food to ensure
optimum storage conditions. Determines requirements for personnel, equipment,
supplies and food; assists with budget preparation for the food services area; requisitions
and purchases equipment, supplies and food. Plans and reviews to ensure a balanced diet
within established cost standards. Establishes training programs; supervises, instructs
and counsels employees.. Teaches and demonstrates correct techniques of food prep for
maximum palatability and appearance and minimum waste. Oversees Food Services
Hazardous Materials compliance program and perform H.M.C.P./Bloodborne Pathogens
training annually for staff. Supervises staff in absence of the Food Service Supervisor.

Eugene Riley - Food Service Specialist IV - 1% Shift -

Assists Food Service Administrator in planning a balanced nutritional menu for
Breakfast and Dinner for Academy Students, staff and inmates. Responsible for the
budget preparation and application for his particular section of food service and assumes
same responsibility of operations in the Food Service Administrator's absence.
Maintain issue and usage records. Supervises the preparation and serving of breakfast
and lunch. Helps insure that high quality and sanitation requirements are met. Assigns
Inmates to job position and oversees Inmate training during shift. Distributes Inmate
apparel and reorders. Directly supervises several Inmates as well as staff cooks.

Janet Brooks - Food Service Specialist 111 - 1% Shift -

Supervises preparation of food as well as food service personnel. Also supervises
the orientation of new kitchen help. Insures that standards of sanitation are maintained.
Works with other supervisors and food service directors. Inspects quantity of supplies
maintained in storage areas. Works with Food Service Program Manager to produce all
the pull sheets for grocery items based on the number of persons to be feed and ensures
that the groceries and perishables are available, rotated and ready when all cooks need
them. This supervisor is responsible for the preparation of two (2) meals daily for
Academy students, instructors, visitors and staff.
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Martha Harley - Food Service Specialist 111 - 2" Shift -

Supervises and assists in the preparation of foods to be served and the actual
service of two meals daily; as well as preparation, set up and service of 15 basic
graduation receptions annually. Prepares alternate meals daily for supper to eliminate
leftovers and give student body more options. Assists with inventory control.
Supervises and ensures the cleanliness of all utensils and equipment on the food serving
line as well as the kitchen and food storage areas. Responsible for her assigned area of
Food Service inspections two times per week with inspection sheets turned in and needed
improvements completed. Supervises trustees in food preparation and kitchen
procedures. Supervises and maintains safety standards in the kitchen. Supervises and
ensures implementation of accident and fire prevention procedures. Plans salad and hot
bar menus around meal menus with as little duplication as po