MEMORANDUM
To:

(Name of Prospective NC CPS Instructor

From:

(Current Chair of NC CPSTTC)

Date:

(Current Date)

Re:

Teaching CPS Technician Classes Sponsored by the NC OSFM  

Dear (name);

Welcome to the NC CPS family and THANKS for your interest in teaching NC OSFM sponsored CPS Technician courses!!  We appreciate you efforts in child passenger safety and look forward to a great working relationship with you.

NC has been fortunate to receive grant funding for its Child Passenger Safety initiatives through the NC Governors Highway Safety Program.  This grant funding has been made available to purchase teaching equipment, provide scholarships for students to attend a CPS Technician certification course, provide for some travel related expenses for students & instructors and to reimburse instructors for their expenses and provide compensation while teaching NC sponsored courses.  
While the NC CPSTTC does not want to thwart your desire to teach in NC, please find enclosed a copy of the guidelines established to make your transition to NC as a CPS instructor as smooth and seamless as possible while introducing you to resources NC has available to deliver CPS Technician courses.  The NC OSFM does not require you to comply with the guidelines contained in this document to teach CPS courses in NC, but if you desire to be compensated and/or reimbursed for expenses by the NC OSFM, then these guidelines are applicable.  
Again, WELCOME to the NC CPS family and please do not hesitate to contact me via email or phone if you have questions or concerns.  

Sincerely,

NC CPSTTC Chair

DRAFT 2.1 

NC CPS Training Committee Policy: Approval of Certified Instructors relocating to North Carolina from another state to teach NC-sponsored classes
Purpose:

The purpose of this policy is to: 
1. provide information about benefits and resources available to CPS Instructors new to North Carolina,  
2. orient, mentor, and evaluate a newly relocated CPST-I to North Carolina the NC CPS program, and

3. facilitate the CPST-I in becoming a contractor for the North Carolina OSFM to receive compensation for teaching a CPST Class 
Roles & Responsibilities:
A) The relocating instructor shall:

1.
 Change her/his Safe Kids CPS Certification profile to reflect her/his NC address and notify UNC HSRC or NC DOI/OSFM if and when s/he would like to be eligible to teach North Carolina sponsored CPS Technician classes and
2.
Register in NC’s online e-procurement system as a vendor, before being scheduled to teach a certification class for compensation in NC sponsored CPS Technician classes.  (Information for completing this process can be obtained by contacting the NC Department of Insurance/Office of State Fire Marshal) 

B) UNC HSRC or NC DOI/OSFM will advise the new arrival of the application and approval process to be added to the instructor roster and permitted to teach NC sponsored CPS Technician classes.
Procedure:

1. A NC Training Committee representative will contact the new instructor to coordinate and identify a certification course at which to be oriented to NC processes and mentored in using and teaching with the supplies and materials available in the training trailers.
2. The NC CPS Training Committee encourages the new CPST-I to seek reimbursement for travel expenses from her/his employer/sponsoring agency.  In the event an individual cannot get travel expenses covered by her/his agency, reimbursement of travel expenses can be provided to the CPST-I when they participate in the assigned certification course.
3. A qualified NC Mentor Instructor will be assigned during the mentoring and approval process.

4. The assigned Mentor Instructor will evaluate the relocating Instructor in a manner similar to that for the Instructor Candidate, discuss the instructor’s performance daily during the course, and summarize and discuss the overall evaluation and recommendation for approval or disapproval to be added to the NC CPST-I roster.

5. If a Mentor Instructor determines the relocating instructor is not ready to serve as an Instructor due to technical and/or instructional skills deficiencies, s/he will be informed of areas needing improvement before s/he can re-attempt approval to teach NC sponsored classes.  Relocating instructors are allowed to re-attempt approval for NC classes only one additional time.

6. In the event it is necessary for a relocating instructor to repeat the mentoring process, s/he will be assigned a new Mentor Instructor to work with her/him at the assigned class.  Upon successful completion of the second mentored class, s/he will be notified and added to the NC Instructor roster and can begin to teach NC sponsored certification classes.
7. In the event the second Mentor Instructor determines the relocating instructor is still not ready to serve as a NC Instructor due to technical and/or instructional skills deficiencies s/he will be informed that s/he will not be added to the NC sponsored class Instructor roster.
Questions or inquiries concerning this approval process may be submitted to the NC CPS Resource Center.
Draft 2: 09/30/11
