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Child Passenger Safety Technician 
Instructor (CPSTI) Candidate Process

Certified Child Passenger Safety (CPS) Technicians who wish to pursue their certification as a Nationally Certified Technician Instructor and be recognized by the State of North Carolina to teach state-sponsored CPS classes must adhere to the guidelines specified by the State of North Carolina for approval as an Instructor Candidate. 

Minimum qualifications for becoming a NC Instructor:

· Be a certified CPS Technician for a minimum of one year.

· Demonstrate active participation as a CPS Technician through clinics and/or Permanent Checking Stations. 

· Have experience teaching adults within the last 2 years (can be a topic other than CPS).

Application Process:

1. Complete the NC Instructor Candidate Application and submit it to the NC Child Passenger Safety Program. 

2. Serve as a Technician Course Assistant in a NC-sponsored CPS certification course chosen by the NC Child Passenger Safety Program and receive a satisfactory evaluation.* 

3. Complete the Safe Kids Instructor Candidate application (including payment) as required by the Safe Kids CPS Certification program (cert.safekids.org).

4. Serve as an Instructor Candidate in a NC-sponsored CPS certification course chosen by the NC Child Passenger Safety Program and receive a satisfactory evaluation.

*It is recommended that Technicians interested in becoming an Instructor serve as a Course Assistant – prior to completing the Safe Kids Instructor Candidate application in order to determine if they want to continue with the process.

Technician Course Assistant Process

After your Application has been received by the NC Child Passenger Safety Program, you will be contacted to determine an appropriate course for which to serve as a Course Assistant. The Course Assistant will be assigned to a class where he/she has no personal or professional ties with any of the Instructors in the class.

The State of NC cannot cover travel or other costs incurred when serving as a Course Assistant. Every effort will be made to select a class that is within commuting distance.

You will be assigned a Mentor Instructor to work with for the class. Your mentor will conduct a thorough and objective evaluation of your CPS knowledge, technical skills, interpersonal skills and readiness to continue with the Instructor Candidacy process. 
Prior to course completion, you should download the National Child Passenger Safety Certification Training Program Instructor Candidate Application (cert.safekids.org) and have your mentor complete the Course Assistant Testimonial required as part of the Safe Kids Certification Instructor Application. 

Upon receiving a satisfactory evaluation as a Course Assistant, you should complete and submit the National Child Passenger Safety Certification Training Program Instructor Candidate Application.
North Carolina CPS Instructor Candidate Process

Once you have submitted your Instructor Candidacy Application, paid the required fees through Safe Kids Worldwide Certification Training Program, and are approved as an Instructor Candidate by the Safe Kids Certification Training Program, you will be contacted by the NC Child Passenger Safety Program to identify a certification course to complete your requirements as an Instructor Candidate. Instructor Candidates will be assigned to a class where they have no personal or professional ties with any of the Instructors or students. 

The NC Child Passenger Safety Program encourages Instructor Candidates to seek reimbursement for travel expenses from their employer. In the event an individual cannot get travel expenses covered by their employer, reimbursement of only travel expenses at state rates may be available. If you will need your travel expenses covered, inform the NC Child Passenger Safety Program contact who contacts you to schedule your Instructor Candidacy. 

Instructor Candidates will be assigned a Mentor Instructor who will discuss daily performance during the course and summarize evaluation and recommendation status for Instructor certification. If the Mentor Instructor determines that you are not ready for certification as an Instructor due to deficiencies in demonstrated technical and/or instructional skills, you will be informed of areas that need additional work before attempting the Candidacy process again. Instructor Mentors will submit evaluation paperwork to Safe Kids after the completion of the CPS Technician Course.
Upon successful completion of Instructor Candidacy, you will receive notice and documentation from Safe Kids Certification Program. 

Questions or inquiries concerning eligibility or the approval process may be submitted to BuckleUpNC at info@buckleupnc.org or 800-672-4527 x2.
NC CPS Technician Course Assistant Roles and Responsibilities

The NC Child Passenger Safety Program has established guidelines above and beyond the requirements and guidance for Technician Course Assistants established by the Safe Kids Worldwide CPS Certification Program. Additional resources can be found at: http://cert.safekids.org/resources-faqs/forms/becoming-an-instructor-or-technician-proxy
Roles and Responsibilities of a Course Assistant

· Participate in all aspects of the class including the pre-class Instructor Meeting.

· Participate in setting up the classroom and outdoor exercises including identifying vehicle components and choosing car seats for demonstration or exercises.

· Observe all aspects of course including various teaching styles of all Instructors. 

· Assist students with practice exercises and answer questions.

· The Course Assistant does not lecture, grade, or sign off skills tests.

Before the Class:

· Review the most recent Technician Guide (available for download at www.cpsboard.org).

· Review the most recent UNC HSRC Recall List (available for download at www.buckleupnc.org).

· Contact Mentor Instructor for additional guidance.
· Download the National Child Passenger Safety Certification Training Program Instructor Candidate Application (cert.safekids.org).
Roles and Responsibilities of a Mentoring Instructor

· Provide opportunities for the Course Assistant to assist in all aspects of the course. This could include: choosing demonstration car seats, assisting with skills set-up, and assisting with in-class activities.
· Observe how the Course Assistant interacts with students and provide suggestions as needed.
· Observe Course Assistant’s grasp of technical skills and ability to communicate complicated information to students. Provide suggestions as needed. 

· Fill out the Daily Feedback and discuss with the Couse Assistant at the end of each day.

· Complete the Technician Course Assistant Evaluation, discuss with the Course Assistant at the end of the class, and return it to the NC Child Passenger Safety Program.
· Complete the Testimonial for CPS Skill and Course Assistant Completion within the National CPS Certification Training Program Instructor Candidate Application and return to Course Assistant.
NC CPS Instructor Candidate Roles and Responsibilities

Additional resources can be found at: http://cert.safekids.org/resources-faqs/forms/becoming-an-instructor-or-technician-proxy
Roles and Responsibilities of an Instructor Candidate

· Participate in all aspects of the class including the pre-class Instructor Meeting.

· Serve as an Instructor by teaching modules, setting up skills evaluations, and evaluating student performance. 
Before the Class:

· Review the entire curriculum, not just the modules you have been assigned. 

· Compare the Instructor Guide to the Technician Guide; emphasize the modules you have been assigned, but review the entire curriculum. 

· Review the activities in your modules with the rest of the instructor team and discuss how you want the activity to be set up.
· Keep current with car seat and vehicle technologies and how they interact.
· Be familiar with local and national child passenger safety resources (for example: www.cpsboard.org, http://cert.safekids.org, www.buckleupnc.org).

· Review the most recent UNC HSRC Recall List (available for download at www.buckleupnc.org).

· Contact Mentor Instructor for additional guidance.

Roles and Responsibilities of a Mentoring Instructor

· Provide constructive feedback, encouragement, support, and candid guidance on ways to improve.
· Share your own knowledge and experience to help Instructor Candidate. 

· Fill out the Daily Feedback and discuss with the Candidate at the end of each day.

· Complete the Instructor Candidacy Evaluation, discuss with the Instructor Candidate at the end of the class, and return to Safe Kids. 

 SEQ CHAPTER \h \r 1North Carolina Instructor Candidate Application
	Name:
	     

	Position:
	     

	Organization:
	     

	Mailing Address:
	     

	City / State/ Zip:
	     

	Email:
	     

	Phones:        Work: 
	      
	Home:
	      

	Technician Certification Number:
	     

	Certification Expiration Date:
	     

	How long have you been certified?*

*(if your certification has ever expired, do not count time prior to expiration)
	     


NC Instructor Candidates are expected to maintain and expand their knowledge through conferences, online CEU sessions, or update/refresher courses. List the date, course type, and location for recent trainings. 

	Date(s)
	
	Course Type (e.g. Conference, Webinar)
	
	Location

	     
	
	     
	
	     

	     
	
	     
	
	     

	     
	
	     
	
	     

	     
	
	     
	
	     


NC Instructor Candidates must demonstrate active participation as a CPS Technician through volunteering at four or more recent car seat clinics OR through regular work at a Permanent Checking Station. Use sections below to provide information about car seat clinics and/or participation in a Permanent Checking Station. 

Permanent Checking Station Participation:  

	Dates:
	From
	     
	to
	     

	Location:
	
	     

	Can be verified by:
	Name:
	     

	Phone / Email:
	


CPS Clinic Participation:

	Clinic #1:
	Date:
	     
	Location:
	     

	Can be verified by:
	Name:
	     

	Phone / Email:
	     

	Clinic #2:
	Date:
	     
	Location:
	     

	Can be verified by:
	Name:
	     

	Phone / Email:
	     

	Clinic #3:
	Date:
	     
	Location:
	     

	Can be verified by:
	Name:
	     

	Phone / Email:
	     

	Clinic #4:
	Date:
	     
	Location:
	     

	Can be verified by:
	Name:
	     

	Phone / Email:
	     


List your teaching experience from the last 2 years below. This experience can be in subject areas other than child passenger safety, but you must have taught adults. Alternatively, the North Carolina Instructor Development Class can serve in place of other adult education. 

	Date
	
	Topic (e.g. CPR, car seats, fire safety)
	
	Session Length
	
	# Adult Students

	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     


Why do you want to become a CPS Instructor? (use additional pages if necessary):

     
	I agree to adhere to CPS course content and policies/procedures set forth by the NC CPS Program when performing duties as a CPS Instructor for the State of North Carolina. Failure to comply with policies and procedures may result in my authorization to teach NC CPS classes being suspended or revoked.

	Print Name:
	     _______________________________________
	

	Signature:
	____________________________________________
	Date: ____ / ____ / ____


	Employer Organization’s Director, Executive Director, Chief, or CEO/COO Signature:  Applicants who expect to pursue Instructor Candidacy or teach classes while “on-duty” or who will have to be allowed to take time off by their employer must have the approval of the organization’s Director, Executive Director, Chief, or other appropriate agency representative.

	I have read, understand, and agree to support and allow this applicant to fulfill the requirements to pursue Instructor Candidacy in North Carolina as listed in this Application.

	Printed Name:
	     
	
	

	Signature:
	
	Date:
	____ / ____ / ____

	Phone:
	     
	
	

	 FORMCHECKBOX 
 Not applicable; retired, self-employed, or unemployed


APPLICATION DELIVERY INSTRUCTIONS:

Make a copy for your files, then return the signed application to:

	Mail
	
	Email

	NC Child Passenger Safety Program

UNC Highway Safety Research Center

730 ML King Jr. Boulevard, Suite 300 CB# 3430

Chapel Hill, NC 27599

Attn: NC Instructor Candidate Application


	OR
	cps@hsrc.unc.edu
Subject: NC Instructor Candidate Application


For more information: Call 800-672-4527 (x 2) or email info@buckleupnc.org
Technician Course Assistant Evaluation 

Course Assistant Name and Cert. ID:       

Course ID:      __________________


Lead Instructor Name and Cert. ID:      

	Overall Technician Course Assistant Evaluation

*Use worksheet on page 4 to determine appropriate rating.

The Technician Course Assistant named above:

 FORMCHECKBOX 

Has satisfactorily completed the minimum North Carolina Technician Course Assistant evaluation requirements.
 FORMCHECKBOX 

Has not satisfactorily completed the minimum North Carolina Technician Course Assistant evaluation requirements.

Mentoring Instructor(s):

Print Name:      ___________________________________ Cert. ID:      

Signature: _________________________________________  Date:       

Print Name:      ___________________________________ Cert. ID:      

Signature: _________________________________________  Date:       



Course Assistant Evaluation Requirements:

1. Mentor and Course Assistant should review expectation before the start of the course. 

2. The Course Assistant must participate in the entire course. At the end of each day the Mentor and Course Assistant should review the day’s activities and discuss strengths and weaknesses.

3. On the final day, the Mentor should use the Evaluation Worksheet to complete a final review. Any items marked “Disagree” will result in a failure.

4. At the completion of the class, submit a copy of this evaluation to:
	Mail
	
	Email

	NC Child Passenger Safety Program

UNC Highway Safety Research Center

730 ML King Jr. Boulevard, Suite 300 CB# 3430

Chapel Hill, NC 27599

Attn: NC Instructor Candidate Application


	OR
	cps@hsrc.unc.edu
Subject: NC Instructor Candidate Application


Daily Review and Feedback

Daily review and feedback is essential to the instructor candidacy process. In the table below, list the duties assigned to the Course Assistant and comments or recommendations for improvement

	Day 1: 

	Course Assistant Duties:
     


	Comments/Recommendations:

     


	** I have read and discussed the above comments and concerns.

	CA:      
	Date:      
	Mentor:      
	Date:      


	Day 2: 

	Course Assistant Duties:
     


	Comments/Recommendations:

     


	** I have read and discussed the above comments and concerns.

	CA:      
	Date:      
	Mentor:      
	Date:      


Daily Review and Feedback
Daily review and feedback is essential to the instructor candidacy process. In the table below, list the duties assigned to the Course Assistant and comments or recommendations for improvement.

	Day 3: 

	Course Assistant Duties:
     


	Comments/Recommendations:

     


	** I have read and discussed the above comments and concerns.

	CA:      
	Date:      
	Mentor:      
	Date:      


	Day 4: 

	Course Assistant Duties:
     


	Comments/Recommendations:

     


	** I have read and discussed the above comments and concerns.

	CA:      
	Date:      
	Mentor:      
	Date:      


 Course Assistant Evaluation Worksheet
Course Assistant Name      








Mentor Name:
     











Using the grids below, evaluate the candidate’s skills for the following categories. If candidate receives a “Disagree” in any category they will not satisfactorily meet the course assistant requirements. 
	Overall Review – to be completed on final day
	Agree
	Disagree
*Will not pass
	N/A

	Knowledgeable about a variety of child restraints and aftermarket products - both older and newer models
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Demonstrated knowledge of vehicle occupant protection systems (retractors, latchplates, airbags)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Able to recognize child safety seat/vehicle incompatibilities and effectively communicate correct action
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Kept within the curriculum guidelines while assisting students (teaching/assistance was consistent with standardized curriculum)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Capable of answering questions outside of the curriculum while maintaining the original “spirit” of the standardized curriculum
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Able to clearly explain and demonstrate correct installation techniques
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Knowledgeable about and demonstrated use of resources such as manufacturer instructions, LATCH manual, and recall lists.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Able to say “I don’t know” if necessary
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Responded well to constructive criticism from members of the Instructor team
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Showed positive attitude when interacting with members of the Instructor team and students
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Took the initiative to take on tasks, without being asked
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Used “layperson” terms and anecdotes when explaining complicated issues or concepts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Provided constructive feedback when responding to students’ errors or misunderstandings
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Mentor(s) Initials and Comments
(Add pages, if necessary)

     

	Course Assistant Initials and Comments

(Add pages, if necessary)

     


All parties should keep a copy of this evaluation for their own records.
North Carolina Instructor Candidate Checklist
· Complete Instructor Candidate Application and submit to NC Child Passenger Safety Program.
· You will be contacted when application is approved and to schedule a class in which to serve as a Course Assistant
· Serve as a Course Assistant.

· Download Safe Kids Instructor Candidate Application before class (available at: http://cert.safekids.org/resources-faqs/forms/becoming-an-instructor-or-technician-proxy)

· Ask Mentor to complete “Testimonial for CPS Skill and Course Assistant Completion by Current CPST Instructor” within the Safe Kids application prior to the end of class.

· Send a copy of Course Assistant Evaluation to address below.

· Complete Safe Kids Instructor Candidate Application and submit to Safe Kids as instructed.
· Send a copy to address below.
· You will be contacted to schedule a class in which to complete your Instructor Candidacy

· Submit completed paperwork to Safe Kids using instructions included in evaluation.
· Upon receipt, you will be approved as a Certified Instructor

· In order to be paid for teaching North Carolina sponsored classes, all Instructors need to register as a vendor with Office of State Fire Marshal and complete a BID process twice a year. 

· Register here: https://vendor.ncgov.com/vendor/login
· Twice a year Instructors must complete the BID process. You will receive instructions by email prior to the next cycle. 
Copies of all materials can be submitted by Mail or Email to the following addresses:

	Mail
	
	Email

	NC Child Passenger Safety Program

UNC Highway Safety Research Center

730 ML King Jr. Boulevard, Suite 300 CB# 3430

Chapel Hill, NC 27599

Attn: NC Instructor Candidate Application


	OR
	cps@hsrc.unc.edu
Subject: NC Instructor Candidate Application
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