Site Coordinator

Duties

1. Participate in the CPS state meetings and coordination of annual CPS training, (usually held in November) or contact the state CPS training coordinator/Kareen 715-346-0055 to express interest in hosting a class. 

2. Determine if 

a) Requested dates are available

b) A lead Instructor and instructors are available 

c) Training trailer can be delivered  

3. Secure a site.  (Determine the maximum classroom size needed beforehand. Classrooms will need approximately 40 square feet of space for each person – this includes instructors.  (15 ft. – 20 ft.  X 40 ft room. The participants need to be able to stay in the same room all 4 days and be secured when the class is not in the room – 24 hours per day.  (Low or no cost is recommended)

4. Secure tables and chairs.  Ideally one 4 x 8 foot table for every three students.  One table for every two instructors and 1-2 tables for the food, 1 for AV equipment and 3-4 for display.  One additional table by the vehicles for the hands-on portion of training.

5. Arrange AV equipment and verify that it is in working order and can be used simultaneously.  Check circuit capacity and extension cord capacity.  Check with the lead instructor on specific requirements.

6. Be certain of restroom accommodations at all sites.

7. Arrange for meals.  Lunch is provided.  On-site is best.  Meals are reimbursed by training coordinator/Kareen 715-346-0055, up to $9/participant each day. Overage is at host expense. Be sure to include staff (instructors and site coordinator) in your total count.  

8. Advise of the number of students.  (Minimum of 10, Maximum of 20 to hold a class) 

9. Provide training coordinator/Kareen 715-346-0055 with necessary information for the confirmation letter, which is sent to each participant.

a) Location name and address

b) Parking instructions

c) Map with directions

d) Name, address and scheduled time for the inspection event

e) Hotel name, address and phone number near training site for out-of town participants.  (Hotel must accept state rate)

10. Arrange for reserved parking near the classroom.  Vehicles are necessary for the hands-on portion of training and doors must be completely open for accessibility.  (Allow 1 1/2 parking spaces for each vehicle).  

11. Classes held during cold weather months must be in a building that allows for indoor parking.  The hands-on curriculum requires extensive time in vehicles for practice, and learning.  The ability to park indoors away from the cold weather in essential.

12. Publicize class availability and recruit participants for the class

13. Coordinate child passenger safety seat check during the class. Consult with the Lead instructor regarding the date and time that works with the course agenda. Partner with local businesses/organizations to secure a location for the event.  Advertise the event to attract at least 2-3 cars/participant.  (Be prepared to have other certified technicians available to start the check up without the students)

14. Provide results of the car seat inspection evaluation to the training coordinator/Kareen 715-346-0055.

15. Be available to assist instructors during class

16. All arrangement must be secured 3 weeks prior to class.  No changes allowed without approval from WIS DOT, the lead instructor and the Training Coordinator.

17. Send appropriate thank you notes.

