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POLICY FOR APPROVAL OF TRAINING PROVIDERS and COURSES

FOR WATER SYSTEM OPERATOR LICENSE RENEWAL TRAINING CONTACT HOURS (TCH)
PURPOSE: This policy establishes criteria for renewal training to ensure that the training is relevant, performed by qualified instructors and adequately proctored to address satisfactory completion.  

SCOPE: This policy will cover the approval of:

· training providers that offer training to water operators (Board approved trainers),

· training offered by providers that are not Board approved trainers,

· individual requests for approval of training offered by providers that are not Board approved trainers,

· training from Board approved trainers proctored by someone other than the original provider, 

· training course content relevancy and approval independent of provider; 

by establishing minimum criteria to assure that operators will receive professional development opportunities needed to complete their job duties and responsibilities, which is to supply safe drinking water to the public.

ORIGINATOR/OWNER: Teresa L. Trott, Operator Licensing Officer -With Approval of Board 

DEFINITIONS: 

Attendee- Water systems associate, licensed water operator, regulatory staff
Attendance Record - The attendance record is used in the renewal process and may be submitted by the provider to the Board as a benefit to operators. 
Class – one part of a multi-part course, seminar-or stand alone course according to context
Conference- Day or multi-day gathering of related topic seminars or classes. Conferences may have segments approved for renewal credit. It is the responsibility of the proctor to address attendance and the responsibility of the attendee to understand which topics have been or are able to be approved. TCH may be awarded on individual segments or as a total for the conference.  

Course – a class or collection of classes. Approval may be based on the completion of the entire course or may be allowed partial TCH award if content appropriate. Course is used in this policy generically and is a synonym for Class, Conference, seminar, symposium, and training.   

Course Developer- The person(s) responsible to assure course content is accurate and up-to date. In the process of course approval if the instructor and developer are different persons both biographies must be submitted.  
Evaluation – A feedback process to evaluate student/instructor/training material and/or content delivered.  

IACET- The International Association for Continuing Education and Training is a non-profit association dedicated to quality continuing education and training programs. IACET accredits education providers that meet strict continuing education guidelines.  IACET's guidelines (now, "ANSI/IACET 1-2007 Standard") are based upon in-depth research on the learning process.

In-house training -Training provided by a utility for utility staff. In-house safety training is exempt from course approval  requirements and may include training provided by safety specialists. 

Instructor- The person(s) performing the interaction between student and content.  This may be in-person, over an electronic connection or other means of interaction.  
Proctor-Responsible for attendance or performance evaluation.  Proctoring may be accomplished through personal or electronic means.  

Relevant- Relevant to the drinking water profession defined as 

Influence on water quality, water supply, or public health protection and 

Be directly related to the operation or maintenance of a water system or 

Be directly related to managing the operation or maintenance of a water system.

Training Provider  The instructor, facilitator or proctor responsible for course content, recordkeeping and reporting. Examples include private firms, professional organizations, utilizes, non-profit agency, college, university.

TCH  Training Contact Hour – Measured as actual class time, contact between instructor and student. 
WOB Board of Licensure of Water System Operators – Water Operator Board

RESPONSIBILTIES:
· The Board will review applications for approval as needed and will review all applications that received an initial denial and are submitted for appeal. 

· The Licensing Officer acting for the Board will assist with review and approval of providers and courses and will assure that all criteria are met.

· The Board Clerk will maintain records of training opportunities and attendance submitted to the Board for credit applied for license renewal. 

· The Training Providers will strive to produce quality training opportunities and maintain records of attendance. 

· The Attendees are responsible to participate in training opportunities, choose training to maintain and gain knowledge of the water profession and keep a record of training attended for renewal purposes.  

POLICY & PROCEDURE:  
I. Objectives:

An effort has been made to be consistent with the intent of the International Association for Continuing Education and Training Council (IACET) http://www.iacet.org .   This document outlines the requirements and procedures for conducting training acceptable for awarding training contact hours and keeping records to serve the operator within the scope of license renewal.  There will be two categories of approval: approval of training providers and approval of relevant courses. 
II. 
Provider Approval   

Approved Providers will maintain policies, procedures and records to assure training is provided by qualified individuals, up to date, set an expectation for attendee success and fulfills the course description. The training provider will keep records of attendance and award certificates of attendance or completion to qualified attendees. Criteria for Provider Approval are summarized in Section II.B.

A. Types of Providers 

a. Exempt Organizations

Organizations exempt from the Provider Approval process include organizations that issue Continuing Education Units, CEU, and meet the criteria for the use of the CEU as established by IACET or issue college credits meeting the requirements of a college accrediting association. Course approval to apply credit toward license renewal requirements will be required. This may be submitted by the provider or the attendee. 
b. Non- IACET approved or college based training providers

National, regional, state or other organizations, institutions, associations, corporations, etc (governmental or private) involved in a drinking water related field conducting, cosponsoring, or sanctioning training, seminars, workshops, or meetings may apply to the Board for approval to be a WOB Approved Provider.  

These providers must develop a record management system to assure training is provided by qualified individuals, is up to date, sets an expectation for attendee success, fulfills the course description, maintains records of attendance and issues certificates of attendance or completion to qualified attendees. 

c. Non- Board Approved Providers

Training Providers that are not or do not wish to become a WOB Approved Provider may offer training courses, seminars, conferences or proctor a course by an WOB Approved or exempt provider. Examples: seasonal conferences or meetings; training provided by manufacturer representatives; engineering firm start up training; trainers offering on-site training to a utility, webcasts or other remote site  held on-site.  The requirements for this type of training are course specific. The provider will not be responsible to meet the WOB Training Provider recordkeeping standards. Course approval will follow the course approval process. Certificates of attendance must be provided to the attendee.  Course description and attendance records may be submitted to the Board.  The provider or an attendee may request course approval. 

  
B. Criteria for Maine Water Operator Board Training Provider Approval  

1. To obtain training program approval, the organization must submit to the Board for review, the criteria by which their program ensures the training is relevant, performed by qualified instructors and adequately proctored to address satisfactory completion. At a minimum the submittal should include: 

a. a mission statement that outlines the functions, structure, processes,

and philosophy which guides the operations of the continuing education training

program,

b. the processes in place to review instructor qualifications, proctoring practices, and         development of evaluation of satisfactory course completion. The name and title of the individual within the organization responsible for the quality and development of training programs  

c. a written policy on maintaining records and assuring attendee participation. A record of participation must be maintained for each individual to whom continuing education or training contact hours are awarded. The maintenance of records is the responsibility of the organization conducting, sponsoring or sanctioning the program and awarding training credits.  All records must be maintained for a period of five years from the date the training is offered.

d. The following examples must be submitted as part of the approval request:

i. Certificate of attendance

ii. Attendance roster

iii. Evaluation forms which measures the quality of the training.

Table 1 contains requirements of content.

e. Requirements for satisfactory completion of the training.  
i. The requirements may be based on a combination of performance and attendance. If a graded process of performance evaluation is to be used, attendees shall be informed prior to their participation. 
ii. Providers may use discretion to award TCH based upon attendance.
2. Applications must be submitted using Application for Approval of Training Providers.  

3. Training Provider Approval does not allow the provider to award individual course relevancy approval.  

4. Substantive changes to the Provider’s training program must be submitted to the Board for approval. 
III. COURSE APPROVAL 

All courses with the exception of relevant safety courses provided by a utility, must be submitted for renewal credit approval.   


A.  Approved courses will meet Board relevancy requirements. 

Relevant training topics will have an:


Influence on water quality, water supply, or public health protection and 

Be directly related to the operation or maintenance of a water system or 

Be directly related to managing the operation or maintenance of a water system. 

B. Training Contact Hour, TCH, will be awarded according to the following principles

a. Renewal credit is based on actual contact time in training.  All breaks and meal times must be noted on the agenda and will not count toward contact time.  Excessive time allotted for introductions or welcomes will not count toward contact time.

b. The minimum credit issued will be 1.0 Training Contact Hour.  Renewal credit will be issued in increments of 0.25 Training Contact Hours.  The maximum amount for a 1-day course is 6 TCH. 

c. Training Contact Hours are equivalent to the following: 

i. 1.0 Continuing Education Unit (CEU) equals 10 Training Contact Units

ii. 1.0 College credit for applicable courses equals 10 Training Contact Hours

iii.   Professional Development Hour equals 1 Training Contact Hour 

d. Safety Training is exempt from the 1 hour minimum requirement and will be credited by the 0.25 hour. 

e. Safety Training may be proctored in-house, attendance recorded and submitted annually for credit. 

f. Safety training topics may only be used once for renewal credit in a renewal cycle. 

g. Proctor may adjust TCH according to actual time of class. 

C. Applications for TCH credit may be submitted in paper or electronic format. Applications must contain the information summarized in Table 1. The Application for Approval of Training Contact Hours (TCH) may be used or a course brochure may be submitted. 
D. Training provided by non-Board approved providers may be submitted by the provider or attendee. 
E. Approval may be awarded prior to or after holding/attending course, conference or class. 

F. Suggested time frame for approval is 10 business days for review and approval.

G. The Certification Officer has the authority to approve or not approve courses without Board member input. 

H. Courses that are not approved may request a Board Appeal process. 

I. Approved courses will receive an approval number. 

J. Approved courses may be repeated without re-approval. 

K. Approved courses that have substantive changes (instructor, content, learning outcomes) must re-apply for approval. 

L. Course advertisements that state that the training has approved education credits for water operator certification renewal must include the amount of renewal credit hours issued.  Those courses advertised offering education credits must have prior approval. Approval should be noted as WOB approved or Approved for Drinking Water license renewal credit. 

M. Courses approved for TCH may be advertised on the Training Calendar on www.medwp.com  Board approved providers will be given access to post their courses.  

Table 1. Information to be included in record keeping. The following matrix is a guide to assure sufficient information .

	
	Application for TCH
	Brochure 
	Attendance sign in sheet 
	Attendance record 
	Certificate

	Name of Provider
	X
	X
	X
	X
	X

	Co-sponsor as applicable 
	X
	X
	X
	X
	X

	Course title 
	X
	X
	X
	X
	X

	Approval Number 
	
	
	X
	X
	X

	Date and location 
	X
	X
	X
	X
	X

	TCH requested/awarded 
	X
	X
	X
	X
	X

	Course outline 
	X
	X
	
	
	

	How is course Relevant
	X
	
	
	
	

	Description of instructional materials 
	X
	
	
	
	

	Instructor/qualifications 
	X
	X
	
	X
	

	Proctor 
	As necessary
	
	X
	X
	

	Attendee name –printed or typed 
	
	
	Signature 
	X 
	X

	Attendee Operator License Number 
	
	
	X
	X
	


ASSOCIATED DOCUMENTS:

New England Water Works Association Operator Certification Committee Policy for training renewal credits. 

Rules Relating to the Licensing of Water System Operators

Application for Approval of Training Providers 

Application for Approval of Training Contact Hours (TCH) 

TCH requirements 

Sample Record forms 

SUPERCEDED DOCUMENTS:  April 2001 , May 21, 2008 ( address updated)

RETENTION: 
1. This document is retained per the DWP Documentation Control Procedure.
REVISION LOG

Original April 2001 – from New England Water Works Association 

Revision  May 21, 2008 – updated address and letterhead.

Revision January 26, 2012  Revised to DWP format and updated. 
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