Instructions for Completion of Initial* Application for

Accreditation
*Renewal applicants must compete sections below only if there has been a substantive

change in your curriculum since the original accreditation was approved.
O Complete the Accreditation Worksheet.
o If a Department of Public Safety Standards and Training (DPSST) learning
goal or outcome cannot be identified in your curriculum, you must modify

your curriculum to include the learning outcome.

O Course Curriculum with copies of Testing Tools (exams, and assessments
modules, etc.)

o Course syllabus with an hourly breakdown of course outline and training
schedule.

o All assessment/scenarios used to evaluate the DPSST learning outcomes must
be attached.

o Information regarding media learning tools used to cover course material
specific to the DPSST required learning outcomes. Written transcripts of the
applicable portions must be submitted along with a copy of the media, i.e.
CD/DVD, YouTube links, etc.

o Any other testing tools.

O Confidentiality statement (If company would like curriculum to be exempt from
public disclosure)

O All assessment/scenarios used to evaluate the DPSST learning outcomes must be
attached.

O Upon submission of the application for accreditation, a $75 non-refundable fee
is required for the preliminary review.

o Please note that there will be an additional fee for the review process of
submitted curriculum.

O Review the Public Records Law Requirements
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Public Records Law Requirements

The curriculum and course materials submitted may be subject to disclosure as required by
Oregon Public Records Law, Oregon Revised Statute 192.001 through 192.990. The
Department of Public Safety Standards and Training is a state agency; therefore we are
bound by statutes that regulate the disclosure of public documents. We will make every
effort to protect your information to the extent permitted by the law.

Any copyrighted documents may be exempt from copying and distribution, however
individuals may view them. Trade Secrets may also be exempt from disclosure. ORS
192.345(2). Under some circumstances, submitted curriculum and training materials may be
exempt from disclosure. For example, testing instruments and materials may be exempt
from disclosure. ORS 192.345(4).

“Trade secrets,” as used in the public records law, may include, but are not limited to, any
formula, plan, pattern, process, tool, mechanism, compound, procedure, production data, or
compilation of information which is not patented, which is known only to certain
individuals within an organization and which is used in a business it conducts, having actual
or potential commercial value, and which gives its user an opportunity to obtain a business
advantage over competitors who do not know or use it.

To be withheld from disclosure as a “trade secret,” a record must meet all four of the
following criteria:

O The information must not be patented;

O It must be known only to certain individuals within an organization and used in
business the organization conducts;

O It must be information that has actual or potential commercial value; and

O It must give its users an opportunity to obtain a business advantage over competitors
who do not know or use it.

Disclosure Notification Form and Written Statement

If you believe that the curriculum and training materials submitted for accreditation meet
the criteria listed above, please submit a written statement explaining how the materials
meet the criteria and request that the material not be disclosed by DPSST due to the trade
secret exemption. If the materials are copyrighted, please also include that information.
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