
HELPFUL TIPS & TRICKS 
FROM ONE TAC TO 

ANOTHER

TRAIN THE TRAINER



A L L I L A C H O W S K Y

C R I M E  A N A L Y S T

S O U T H  S A L T  L A K E  P O L I C E  D E P A R T M E N T

1 9 ¼  Y E A R S

N O T  A N  E X P E R T  – E N T H U S I A S T I C A L L Y  
I N V E S T E D  I N  M A I N T A I N I N G  M Y  O W N  S A N I T Y

Introduction



 S H A R E  T H E  R E S P O N S I B I L I T Y !

 I F  E A C H  T A C  H A S  S P E C I F I C  T A S K S ,  E N S U R E  E A C H  A R E  
C R O S S  T R A I N E D  I N  C A S E  O F  A B S E N C E

 I N C L U D E  E A C H  O T H E R  I N  A L L  T A C  R E L A T E D  
C O M M U N I C A T I O N S

 K E E P  D O C U M E N T A T I O N  I N  A  S H A R E D  L O C A T I O N

 K E E P  T R A I N I N G  M A T E R I A L S  I N  A  S H A R E D  L O C A T I O N

 S H A R E  A N Y  C O M P L I A N C E  I S S U E S  F O U N D  D U R I N G  
I N T E R N A L  A U D I T S  A N D  U S E  A S  T R A I N I N G  

O P P O R T U N I T I E S

TAC & Alt TAC 
Coordination



C J I S  S E C U R I T Y  T R A I N I N G  S P R E A D S H E E T

Examples of Shared 
Documentation

User Name Training Date Security Level Trainer Name Additional Notes Next Training Due Date

John Doe 10/15/2020 3 Jane Doe PD Staff 10/15/2022

Sam Smith 11/2/2020 1 Jane Doe Cleaning Staff 11/2/2022

Larry Jones 11/19/2020 3 Jane Doe City Attorney Staff 11/19/2022

I N T E R N A L  A U D I T  T R A C K I N G  S P R E A D S H E E T

Date of Audit Files Checked TAC Name Notes

8/6/2021 CHQ, QH Jane Doe Checked purpose code, audit reason and compared to report

8/13/2021 DLQ, MVQ Sally Smith Reviewed transactions and compared to CAD calls & reports

8/20/2021 All transactions Jane Doe Chose 3 officers at random and reviewed all transactions



 A S K  T O  B E  L O O P E D  I N  O N  T H E  H I R I N G  P R O C E S S ,  S O  Y O U  
K N O W  W H E N  S O M E O N E  N E W  W I L L  B E  S T A R T I N G

 A S K  T O  B E  L O O P E D  I N  O N  V O L U N T E E R  O R  I N T E R N  
P R O C E S S E S

 S T A R T  S C H E D U L I N G  T R A I N I N G  A N D  F I N G E R P R I N T I N G  A S  
S O O N  A S  A  S T A R T  D A T E  H A S  B E E N  S E T

 I F  T H E Y  A R E  C O M I N G  F R O M  A N O T H E R  L A W  
E N F O R C E M E N T  A G E N C Y ,  A D D  T H E M  I N  U C J I S E A R L Y  T O  

C A P T U R E  T H E I R  P R I N T S  O N  F I L E

Starting the Process – New 
Users & Non Users



 U S E  T H E  6  M O N T H  D E A D L I N E  A S  A  T E S T I N G  D E A D L I N E  
O N L Y .  T R A I N  B E F O R E  F I R S T  D A Y  ( I F  P O S S I B L E ) .

 I F  Y O U  C A N ’ T  D O  T R A I N I N G  B E F O R E ,  S C H E D U L E  
S E C U R I T Y  F O R  F I R S T  T H I N G  O N  D A Y  O N E .

 A S K  T O  B E  I N C L U D E D  I N  T H E  F I R S T  D A Y S  O F  F T O
T R A I N I N G  F O R  U C J I S S P E C I F I C  T R A I N I N G

 S E T  U S E R S  U P  F O R  S U C C E S S  B Y  G I V I N G  T H E M  T H E  
T O O L S  E A R L Y .

Training New Users & Non 
Users – When to Train



 L E A N  T O W A R D S  O V E R  T R A I N I N G

 D E S I G N  S E C U R I T Y  A W A R E N E S S  T R A I N I N G  B A S E D  O N  
C J I S S E C U R I T Y  P O L I C Y

 P R I V A C Y ,  D I S S E M I N A T I O N  A N D  S E C U R I T Y  O F  C J I S
I N F O R M A T I O N

 U S E  O F  U C J I S T R A N S A C T I O N S  A N D  I N F O R M A T I O N

 H O W / W H E R E  T O  A C C E S S  M A N U A L S

 T E S T  R E C O R D S  A V A I L A B L E  F O R  P R A C T I C E

 M I S U S E  A N D  C O N S E Q U E N C E S

Training New Users & Non 
Users – What to Train



CJIS SECURITY AWARENESS TRAINING



What Every User Must Know



 D O N ’ T  W A I T  F O R  T W O  Y E A R S  – T R A I N  C O N T I N U A L L Y

 B C I  N E W S L E T T E R  I N F O R M A T I O N

 I N F O R M A T I O N  F R O M  T A C  C O N F E R E N C E

 I F  T E S T  Q U E S T I O N S  A R E  A N S W E R E D  I N C O R R E C T L Y ,  
F O L L O W  U P  W I T H  S P E C I F I C  T R A I N I N G

 H A V E  E V E R Y O N E  S I G N  A  T R A I N I N G  R O S T E R  F O R  A L L  
T R A I N I N G

Training Existing Users –
Sworn Officers



 D O N ’ T  W A I T  F O R  T W O  Y E A R S  – T R A I N  C O N T I N U A L L Y

 B C I N E W S L E T T E R  I N F O R M A T I O N

 R E C U R R I N G  M O R N I N G  T R A I N I N G  W I T H  R O T A T I N G  
T O P I C S  – U S E  B C I P R E S E N T A T I O N S

 A S  Q U E S T I O N S  A R I S E ,  U S E  A S  T R A I N I N G  O P P O R T U N I T Y

 I F  T E S T  Q U E S T I O N S  A R E  A N S W E R E D  I N C O R R E C T L Y ,  
F O L L O W  U P  W I T H  S P E C I F I C  T R A I N I N G

Training Existing Users –
Records Staff



 T R A I N I N G  V I D E O S

 S H I F T  B R I E F I N G S

 T R A I N  S E R G E A N T S  I N  S T A F F  M E E T I N G  T O  T A K E  B A C K  
T O  B R I E F I N G S

 I N - S E R V I C E  T R A I N I N G

 E M A I L

 B U L L E T I N

 C R E A T E  A  S E C U R I T Y  T R A I N I N G  O U T L I N E  A N D  S E N D  T O  
A L L  U S E R S / N O N  U S E R S  A F T E R  T R A I N I N G

Avenues for Training



 S P R E A D S H E E T  S H O W I N G  T R A I N I N G  D A T E ,  W H I C H  
S E C U R I T Y  L E V E L  ( C J I S P O L I C Y ) ,  W H O  T R A I N E D

 T R A I N I N G  R O S T E R S

 S A V E  T R A I N I N G  M A T E R I A L S  S O M E W H E R E  A C C E S S I B L E  
B Y  A L L  D E P A R T M E N T  E M P L O Y E E S  ( S H A R E D  N E T W O R K  

D R I V E )

Training Records & 
Documentation



 R E G U L A R L Y  R E V I E W  T A C  R E P O R T  F O R  U P C O M I N G  
T E S T I N G  D E A D L I N E S

 D O  A  R E F R E S H E R  T R A I N I N G  R I G H T  B E F O R E  T E S T I N G

 U S E  I N C O R R E C T L Y  A N S W E R E D  T E S T  Q U E S T I O N S  T O  
P R O V I D E  F O L L O W  U P  T R A I N I N G  – S H O W S  P O T E N T I A L  

D E F I C I E N C I E S  I N  I N I T I A L  T R A I N I N G

Testing New Users



 T E S T  A L L  U S E R S  A T  T H E  S A M E  T I M E  T O  K E E P  A  
C O N S I S T E N T  S C H E D U L E

 C I R C L E  B A C K  O N  I N C O R R E C T L Y  A N S W E R E D  Q U E S T I O N S  
T O  M A K E  S U R E  T H E  C O R R E C T  A N S W E R  I S  U N D E R S T O O D

( N O T  J U S T  K N O W N )

 K E E P  A N  O N G O I N G  L I S T  O F  Q U E S T I O N S  B E T W E E N  T E S T S

Biennial User Testing



 B C I  N E W S L E T T E R S

 P R I O R  T A C  T E S T S

 B C I M A N U A L S

 A U D I T S  A N D  A U D I T  F I N D I N G S

 M O S T  O F T E N  M I S S E D  Q U E S T I O N S  F R O M  P R E V I O U S  
T E S T S

 U S E  T H E  T E S T I N G  A G R E E M E N T  A S  A  C H E C K L I S T  T O  
M A K E  S U R E  T E S T  C O V E R S  A L L  T O P I C S

Sources for Test Questions



Example of Test Question Running List



 H A R D  C O P Y  T E S T  – D I S T R I B U T E  T O  S E R G E A N T S  F O R  
C O M P L E T I O N  I N  B R I E F I N G S

 G O O G L E  F O R M S  – C O M P L E T E D  E L E C T R O N I C A L L Y  A N D  
A U T O  C O R R E C T E D

 I N  P E R S O N  P R O F I C I E N C Y  T E S T I N G

Methods of Testing



 N E W  T A C  W E L C O M E  P A C K E T  I N  T H E  M A N U A L  – N O T  
J U S T  F O R  N E W  T A C S !

 D O  S E L F - E V A L U A T I O N S  R E G U L A R L Y  – W H E R E  D O  I  
S T R U G G L E ?

 D O N ’ T  R E I N V E N T  Y O U R  O W N  W H E E L

 E S T A B L I S H  A  G O O D  R E L A T I O N S H I P  W I T H  Y O U R  I T  
D E P A R T M E N T ,  A N D  C O M M U N I C A T E  O F T E N

 M E E T  W I T H  Y O U R  F E L L O W  T A C S – I N  Y O U R  O W N  
D E P A R T M E N T  &  B E Y O N D

Strategies for Improving Your 
Performance as a TAC



C O N T A C T  I N F O :

A L L I  L A C H O W S K Y

A L A C H O W S K Y @ S S L C . C O M

8 0 1 - 4 1 2 - 3 6 0 7

QUESTIONS?


