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Train the Trainer - Instructor Craft Training Program (Teacher accreditation is good for 2 years)      
_________
1.  Contact a Master Trainer from list below

_________
2.  Complete a one-day session with a NCCER Master Trainer ($75) and receive the 10 NCCER modules and quizzes

· State-operated schools:  Master Trainer will bill Kentucky TECH central office

· Locally-operated schools:  Bring a check or purchase order for $75 payable to Master Trainer’s organization

_________
3.  Complete the Registration Form 101 and Release Form (Form 1) for teacher and every student

_________
4.  Complete the 10 NCCER modules and quizzes

_________
5.  Mail all the 10 quizzes at the same time to the Master Trainer within 90 days (Keep a copy)

_________
6.  Mail Registration Form 101 and Release Form F-1 to the Master Trainer within 90 days (Keep a copy)
_________
7.  Master Trainer sends all information to NCCER

_________
8.  NCCER mails teacher’s certificate to Master Trainer

_________
9.  Master Trainer delivers the certificate to instructor

Program

_________
1.  Teacher completes Form 105

_________
2.  Teacher notifies Master Trainer that program is ready for the site visit

_________
3.  Master Trainer conducts site visit for review and approval 

_________
4.  After site visit approval, Master Trainer files documents for annual report to NCCER

_________
5.  Teacher retains signed file copy of Form 105 by Master Trainer and completes Form 200 online at http://nccer.org/ for every school year denoting the NCCER module courses students have completed

_________
6.  Master Trainer evaluates the program a minimum of once annually and additionally as needed

Notes:  Keep a copy of all paperwork

            The following documentation is needed for program assessment Standard 13:

· Program:  Copy of current Forms 105 and 106 signed by Master Trainer

· Teacher:  Current completed Form 200

Master Trainers


Stephanie Coleman





Chris Nelson


ABC of Kentuckiana
 




Western KY Const. Assn.- AGC


Apprenticeship Coordinator




Safety and Education Director


1810 Taylor Avenue





P.O. Box 1059


Louisville, KY 40213





Paducah, KY 42002


Phone:  502-400-2034 or 800-411-5848



Phone:  270-744-6261


Fax:  502-451-1700





Fax:  270-744-9522


Cell:  502-229-7887





Cell:  


Email:  scoleman@kyanaabc.com



Email:  cnelson@wkca.org 


Website:   kyanaabc.com




Website:  http://wkca.org/
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	NCCER Standards



	
	Program Assessment Standards
	Other Resources

	Form 106, Page 3

	01.  Training goals and objectives
	16 – Program improvement plan
	

	02.  Budgeting procedure
	16G -- Budget
	

	03.  Evaluation of the program
	03 – Student achievement
16 – Program improvement plan
	

	04.  Linkage to construction industry
	06 – Placement
10 – Public relations

11 – Families and community

12 – Advisory committee
	

	05.  Industry oversight
	11.  Community involvement

12 – Advisory committee
	

	06.  Linkage for students from the program to the industry


	05 – Postsecondary links

06 – Placement
14 – Work-based learning
	

	07.  NCCER curricula and testing procedures
	01 – Lesson plans, master schedule and syllabi

02 – Integration of academics
03 – Certificates awarded to students
	

	08.  NCCER certified instructors
	14 – Industry accreditation
	

	09.  NCCER certified master trainer
	14 – Industry accreditation
	

	10.  Safety training for instructors and students
	02 – Lesson plans

08 – Student safety

15 – Professional growth
	

	11.  Sufficient classroom area, seating, furnishings, and equipment including books, etc.
	17 - Technology
	Equipment inventory

	12.  Sufficient lab area, seating, furnishings, and equipment including books, etc
	17 - Technology
	Equipment inventory

	13.  Sufficient first-aid, fire, and safety equipment
	07 – Program area safety.

08C-D – Monthly safety inspections and implementation of recommendations
	

	14.  Safety program
	02 – Lesson plans

08 – Student safety
	

	15.  Industry advisory committee
	12 – Advisory committee
	


	NCCER Standards
	Program Assessment Standards
	Other Resources

	Form 105, Section I:  Organization and Administration

	A.  Description of ATEF’s training history

1. Number of years the program has been in existence

2. Number of years the teacher has taught

3. Copy of curriculum

4. List of certificate opportunities
	01.  Curriculum

01.  Curriculum
	1. __________________________

2.  __________________________

	B.  Training goals and objectives
	16.  Program improvement plan
	

	C.  Policy for formal evaluation of the training
	16.  Program improvement plan
06.  Placement
12.  Advisory committee
	

	D.  Industry linkage

1. Policy

2. Minutes of meetings

3.  List of members


	1.  12.  Advisory committee

2.  12A.  Advisory committee minutes

3.  12E.  Advisory members
	1. 780 KAR Section 4

a. Be organized at the program level

b. Represent various levels of management

c. Have at least two meets per year

d. Counsel, advise, and consult with the program staff on curriculum, safety, equipment projects for student learning, public relations, recruitment of students, work-based learning, and job placement

	E.  Career placement (coop, internship, etc.)
	06.  Placement
14.  Work-based learning
	· 705 KAR 4:041 Cooperative program standards

· 780 KAR 4:010 Section 5 Work-based learning

· OCTE Policies and Procedures Manual Section 17

	F.  Procedure for submitting records to NCCER
	
	Submit records through a NCCER Master Trainer

	Section II:  Curricula

	A.  Use of NCCER’s Contren Learning Series curricula

If no, testing procedures?
	
	_____Yes  _____ No

_____ Yes  _____No

	B.  Types of training utilizing the NCCER curricula including module numbers and the average enrollment per class/module
	02. Lesson plans

16E.  Student rosters
	Attach a list

	C.  Written release form to allow NCCER to release trainee information to sponsors
	
	_____Yes  _____No

Attach copy of release (NCCER F1)

	D.  Re-testing guidelines
	
	· Instructor must allow for re-testing.

· A minimum 48-hour waiting period is required before re-testing of the written exam.

Performance re-tests will be given at the discretion of the instructor whether immediately or at a later time.

	E.  Policy for security of tests
	
	Accreditation Guidelines – P. 14

The teacher will ensure the security and no unauthorized use or misuse of written tests.

	Section III:  Instructors

	A.  Name of instructor(s) and NCCER certification
	
	Name:  ______________________

Certification:  _________________

	B.  Written procedures for monitoring and evaluating instructors
	
	See “Craft Instruction/Technician Instructor Certification” on page 6 of the ATEF Guidelines for Accreditation

	C.  List of all Master Trainers for the program
	
	Nelson Henderson or Chris Nelson

	D.  Continuing education plan for instructors
	15.  Professional growth plan
	

	E.  Safety training required for NCCER certified craft instructor
	
	Yes _____  No _____

	F.  First aid kits in classroom and lab
	07.  Program safety
	Yes _____  No _____

	G.  MSDS access by instructor

· Students advised of their use

· Location of MSDS
	07.  Program safety
	Yes _____  No _____

Yes _____  No _____

Location:  ___________________

Explain:  Copy of test on MSDS 

	Section IV:  Students

	A.  Policy for enrollment in the program
	
	Counselors at the high school enroll students in the program after consulting the student’s individual gradation plan, which documents the student’s career objective.

	B.  NA
	
	

	C.  Total number of students enrolled for the past three years
	16E - Enrollment
	TEDS Class list

	D.  Total number of students completing training for the past three years
	06.  Completion
	

	E.  Total number of students failing to complete training for the past three years
	06.  Completion
	

	F.  Description of the student evaluation system
	1D.  Course syllabi
	

	G.  Reward system for outstanding student performance
	03.  Student recognition
	Yes _____  No _____

Explain:

	H.  Process for the resolution of poor student performance
	1D.  Course syllabi
	

	I.  Counseling services for students

· Provisions for linkage to potential employers
	10.  Public relations

11.  Community

12.  Advisory committee

14.  Work-based learning
	Describe:

	J.  Student course evaluation
	16C.  Evaluation
	

	Section V:  Facilities and Services

	A.  Describe classroom facilities
	See Form 106, 11-13
	

	B.  Describe lab facilities
	See Form 106, 11-13
	

	C.  List equipment
	
	Equipment inventory

	D.  Describe audiovisual equipment
	17.  Technology
	Equipment inventory

	E.  Safe classroom and lab
	07.  Program area safety
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