INSTRUCTOR & COURSE APPLICATIONS	
Submission of Instructor Applications (Form C and Form C Supplemental Forms):
Recently, there have been some misunderstandings regarding ILETSB instructor certifications. Specifically, some agencies have held training classes where the department instructors were not certified by the state training board. When that occurs, ILETSB will not award mandate training credit for the training. 
If you have attended an instructor level course and have not submitted the appropriate paperwork through the MTU, you are not recognized by ILETSB as being certified to instruct that subject matter. 
Instructor & Training Course Certifications
Departments may conduct in-house training with classes that are not approved by the training board and may use instructors who are not certified by the training board. However, mandate training credits will not be awarded in those instances. 
ILETSB maintains that not all training needs to be certified for credit. However, if it is your intention to earn training credits, the following procedures must be followed. 
Instructor Applications:
Forms are available on the ILETSB and the LETAC websites.
· If you are applying to be certified as an instructor for the first time, utilize a Form C Application.
· If you are already certified as an instructor with ILETSB and you are applying to be approved for a new discipline(s), utilize a Form C Supplemental Application. (You only need to list new training certifications; your previous certifications are on record.)
· Your Form C or Form C Supplemental Application must be accompanied by the certificate(s) received after completing an instructor level course. Submit only the certificate(s) for the discipline that you are seeking instructor certification. Any certificate not related to the instructor’s approval request is not needed. 
· Multiple instructor training certificates can be submitted with either a Form C or a Form C Supplemental. You do not need to utilize an individual form for each instructor class completed. 
· If you do not have an instructor course certificate but have considerable experience and expertise in a particular area, you may submit a detailed bio. This process is not commonly used, and approval is determined on a case-by-case basis.
· All instructors are strongly encouraged to complete an instructor development course. This will be an ILETSB requirement in the future and a certificate of completion can be submitted using the appropriate instructor application form. 
· Do not submit end user certificates as evidence you are qualified to instruct that subject. The only possible exception would be as part of a detailed bio that you are utilizing to attain instructor status. 
Common Issues Which Cause Applications to Be Rejected
· Most rejections are based on entries in the blocks labelled Course, Subject or Topic the Applicant Will Instruct. 
· Form C Application: Block #8
· Form C Supplemental Application: Block #4
· Proper Content for Entry: Enter the title of the instructor class as it appears on your course completion certificate. For example, High-Risk Vehicle Stop Instructor, Patrol Rifle Instructor, etc., would be appropriate. 
· Do not list individual blocks of instruction in the training class. For example, if you are certified to instruct Basic Firearms, you do not need to list firearms safety, care and maintenance, marksmanship fundamentals, etc. It is automatically recognized as those sub-topics included subject matter. 
· ILETSB will not read a lengthy description and try to assume what you are intending to teach.
· Failing to include a course completion certificate or a detailed bio. 
· Completing Block #10 on the Form A Application or Block #6 of the Form C Supplemental Application. They are for MTU use only. 
Course Applications (A2 Forms and Outlines):
· Before submitting a training course for approval, check with MTU#10 to determine:
· If a statewide or MTU universal course for that subject has been approved. When universal classes are established, new courses for the same topic, high risk vehicle stops for example, will not be accepted.
· If there is an identical or similar course already approved. In these instances, if the course or course material isn’t copyright protected, we can share the outline to assist you in drafting the outline for your class.
· If you are wanting to present a class that was approved and conducted in another MTU, check with us to determine if the course has been approved for presentation in MTU#10. The approval of a training course by ILETSB only approves it for the MTU that submitted it. The ILETSB system does not approve a class for statewide delivery. Each MTU must submit the course individually. 
· If you are submitting a course outline in accordance with a format that will be accepted by ILETSB and MTU#10. (We can provide examples to assist you if needed.) In addition to the outline, you must submit an A2 Form which identifies the overall course length, and the hours devoted to training mandates. The A2 Form can be found on the ILETSB or LETAC websites. 
· For units of instruction that are to earn training mandate credit, ILETSB will only award credit in half hour increments. For example, that block of instruction should be 0.5 (half an hour), 1.0, 1.5, 2.0 hours, etc. A unit of instruction that is not earning mandate credit can be any length. 
· The number of training hours listed in Block #7, Total Hours, cannot be greater than the hours listed in Block #3, Hours in Course. 
· In Block #7, Scenario-Based Hours are not included to determine Total Hours or Hours in the Course. Scenario-Based Hours are only used to identify the number of hours devoted to scenarios/role playing in that mandate area. 
· For example, your class may have 4 total hours of training under De-Escalation. If this training involves scenarios/role playing, you may claim anywhere from 0.5 – 4.0 hours as appropriate under De-Escalation under scenario-based training. Scenario-Based Hours cannot exceed Total Hours for a training mandate area. 
· If the content being presented is copyright protected, you must complete a Form X. This form is available on both the ILETSB and LETAC websites. 
Prior Notice of In-House Training
To receive credit for in-house training, you must notify MTU#10 of the training and submit the course roster and student evaluations as noted below. ILETSB requires MTUs to evaluate 30% of the in-house training classes held by agencies. (That is 30% of all departments within the MTU, not 30% of individual departments.) This prior notification allows us to select courses to evaluate and schedule staff to do so. 
· Please notify MTU#10 at least 30 days prior to the scheduled training date. 
· Please submit the course roster and student evaluations no later than 14 days after completion of the course.
· If notification is not made of the pending class or rosters and evaluations are not submitted in the time frames outlined above, mandate training credit will not be awarded.
· If it is your intention to receive mandate credit for in-house training, verify that the instructor and the training course are approved by ILETSB.
· When submitting course rosters and student evaluations, make sure that the title of the course matches the title of the course presented.

Submission Process for Instructor and Class Approval
· On the LETAC MTU#10 website, there are submission portals for each. Follow the instructions on the website, upload your documents and forward them to the MTU form the appropriate website portal. 
· All submissions MUST be sent through the website portals. 
· Instructor applications, course applications, rosters, and course evaluations will NOT be accepted if they are sent to individual email addresses. 
