[image: image1.png]



INSTRUCTOR CERTIFICATION PROGRAM

                                       INSTRUCTOR EXEMPTION FORM

WSCJTC





Washington State Criminal






Justice Training Commission 







Type of Exemption:  
 FORMCHECKBOX 
 Emergency Situation   FORMCHECKBOX 
 Qualified SME   FORMCHECKBOX 
 Content Expert  




 FORMCHECKBOX 
Supervised Presenter   FORMCHECKBOX 
 Guest Lecturer

1. Instructor’s name:
     
2.  Instructor’s phone #
     

3. Instructor’s address:
     

4. Sponsoring or Employing agency:
     

5. Course taught:
     

6. Date(s) of course:
      (if on-going, provide an estimated range of dates)

No further documentation is required for Supervised Presenters or Guest Lecturers. 

For exemptions under the categories of Emergency, Qualified SME or Content Expert, describe the instructor’s education, training, certifications, work experience, and/or employment that qualifies him/her to be exempt from CJTC instructor certification.  An attached resume may serve as appropriate documentation.  

7. Education/Training/Certifications/Experience/Employment: 

     

8. For Content Expert Presenters (only) – attach a completed evaluation checklist, a resume, and  a letter of permission from agency (if employed by a criminal justice agency) 

9. For Content Expert Presenters (only) – signing below indicates you have provided copies of all  curriculum material (objectives, handouts, lesson plans, and related materials) to the division for whom you are presenting 

__________________________________________


______________________

Instructor Signature







Date

__________________________________________


______________________

Division or Program Manager’s Signature




Date


Revised 06/2010


 Policy 1301 - Academy Operations

Instructor Certification Program – Section VI

Exemptions to Certification Requirements

Files will be created and maintained in the Division of Development, Training and Standards (DTS) for individuals exempted under this section. 

The following individuals are exempt from the certification requirements: 

1. An individual assigned by the division manager, program manager or their designee to instruct in emergency situations.

a.   If an instructor teaches courses because of emergency circumstances, the instructor must be qualified in the specific subject matter to be taught, regardless of the exceptional circumstances.  The division manager, program manager or instructor must document the instructor’s qualifications on an Instructor Exemption Form, which is maintained on file in DTS.

2. Qualified Subject Matter Instructors who are presenting content developed and owned by outside agencies or organizations AND who are qualified by the developing agency or organization’s processes to instruct their curriculum, for example – BAC, SFST, DID Instructors (WSP); First Aid, CPR, AED Instructors (American Heart Association); PREA Instructors (NCTI), NIMS Instructor (FEMA).  The program manager or the instructor must document the instructor’s qualifications on an Instructor Exemption Form, which is maintained on file in DTS.

3. Content Expert Presenters: If an individual is uniquely qualified in a specific subject matter, the division manager may, when applicable, document the instructor’s unique qualifications on an Instructor Exemption Form. 

a. The presentation can be no longer than 8 hours 

b. The presenter must be audited by an impartial evaluator from another division/program during the first presentation and instructor ability/expertise must be documented on the evaluation checklist 

c.  A resume, letter of permission from agency (if currently employed by a criminal justice agency), and application form must be submitted to DTS prior to presenting 

d. Objectives, lesson plans, handouts and related material used during these presentations will be filed in the division hosting the presentation pending disclosure requests

4. Supervised Presenter: Individuals who are subject matter experts may instruct and facilitate in WSCJTC-sponsored courses under the direct supervision of a full-time ICP certified WSCJTC Program Manager (when that Program Manager is also the supervisory instructor and present for the entire class) and are exempt from instructor certification requirements.  

5. Guest Lecturers:  To benefit our customers, WSCJTC may infrequently contract with regionally or nationally known presenters with specific subject experience (example, Gordon Graham, Kevin Gilmartin and Colonel Grossman). WSCJTC recognizes these practitioners are not direct instructors and does not require them to receive instructor certification.

