Instructor Guidelines

NHTSA CPS Technician Course

1) Maintain CPS Technician and Instructor status on-line with National SAFE KIDS.

2) Arrange with lead instructor as to how you are to be contacted.  E-mail is the easiest, but a phone number will be needed for the Tele-conference pre-class meeting.
3) Help recruit class participants
4) Plan to be available for the class, set-up and post class meeting.  The commitment is for 5-days.
5) Help load/unload training trailer.  Keep the trailer clean, organized, and stocked with supplies. Notify training administrator when items need to be replaced.
6) If you need to be out of the classroom for personal or professional business for an extended period of time it will result in an appropriate reduction of pay for the day.

7) Arrive in time for all meetings and at least 15 minutes prior to each class.

8) Be prepared for all assigned materials and activities.  Be sure you can fit the most important points and concepts into the allotted time.

9) Avoid reading the material – NEVER read off the screen with your back to the class

10) Avoid annoying mannerisms

11) Speak loudly and clearly, avoid slang and vague meaningless terms.

12) Practice and be organized

13) Be willing to help other instructors by demonstrating for them or “staging” their props.

14) Make eye contact.  Be sure all students can see your demonstrations

15) Master the technology- practice using the equipment before your presentation.

16) Plan to stay after class to set up for the next day.

17) Plan to work only as a CPS technician instructor for the duration of the class

18) Plan to be in the classroom during all sessions unless engaged in support activities for the class – like gathering materials or setting up activities.  It is important for all instructors to be aware of what has been taught so we can clarify points and not contradict what has already been said.  Clear continuity is important.

19) Do not interrupt another instructor. Do clarify the point when appropriate.

20) Do not take part is distracting conversation or activities during the class sessions step out of the classroom when conversations is necessary.

21) Monitor instructor candidates when asked to do so.

22) Sign all documents and forms as soon as possible.

23) Verify a maximum of 2 seat installations per event for technicians.
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