Lead Instructor Guidelines

1) Have a minimum of two years experience as an instructor (a minimum of 8 classes).

2) Agree to conduct no classes with less than 10 participants or more than 20 unless WIS~DOT authorizes it.

3) Maintain an instructor / student ratio of 1:5.  (Another instructor is needed when the class size exceeds 50% of the next increment).

4) Work with Site Coordinator, WIS~DOT, and training coordinator for confirmation letters, maps, and special instructions which should be sent to registered participants at least two weeks in advance of the course.

5) Supplements will be printed and made into packets by training coordinator for class distribution.  
6) Facilitate the class by preparing all needed classroom accessories, classroom treats, game prizes, and hands-on testing activities to fit the needs of the site.

7) Coordinate classroom set- up, conduct pre-class meeting and make instructor assignments. Some of this may be done by conference call.

8) Plan agenda and get it to the other instructor candidates about two weeks prior to the class.  Be prepared to help the candidates learn the curriculum from an instructor perspective.
9) Monitor instructor candidates.  (Do not count candidate as an instructor for the class, as an instructor must be free to monitor the instructor candidate)

10) Collect evaluations from each student.  Share evaluations with other instructors. Be sure the SAFE KIDS coordinator gets a copy of the evaluations when the class has a SAFE KIDS grant.  This is easiest by marking the answer sheet with the evaluation and giving the paper copies out of the manual to the SK coordinator.
11) Update CPS certification course management on-line in a timely manner with student grades, exercise completion and instructor participation hours.
12) Make arrangements with self or another instructor to conduct the retake exam when needed.
13) Support new technicians by letting them know who they can contact locally to stay active.  
