PAPERWORK FLOW FOR MENTORING PROGRAM:

1- Instructor Candidate completes Instructor Development Course and NSP Education Program Instructor Application. 
2 – ID Instructor sends completed application to OEC Supervisor who adds name and Patrol information to Division Data Base for tracking.

3 – OEC Supervisor sends application to Administrative IT of Patrol that Instructor Candidate belongs to. 
4 – Adminstrative IT assigns Instructor Mentor to Instructor Candidate and adds tracking information to Patrol Data Base.
6 – Informational packets are mailed by the IT to both the Instructor Candidate and Instructor Mentor.
7 – Activity Record sheet is started by IT and includes a notation at the top concerning Mentor Assigned & date.

8 – Each time a Mentoring Instructor observes they are to complete a Lesson Observation Form and may either forward it to the IT immediately OR keep it on file until they (the Mentor) feels the Candidate is ready for Final Observation by the IT.  In addition an Instructor Activity Sheet entry should be made each time a Candidate Instructs and kept on file with the completed Observations as a summary of subjects taught.
9- When all this paper has been compiled and reviewed to the Mentoring Instructors  satisfaction a FINAL Observation by the Administrive IT (or their designee) will be scheduled and documented.
10 – When a Final Observation has been completed the Adminstrative IT will complete Course Completion Record and send it to the National Office.  A COPY of the Completion Record should be sent to the Division OEC Supervisor for the Division Data Base. 
Any back up documentation (Interim Observation Reports etc.) should be maintained at a Patrol level in accordance with Patrol and Resort policies regarding “training” or personnel records. 
IF someone has taken an Instructor Development Course at an earlier date and NOW wants to become an OEC Instructor please contact the OEC Supervisor for instructions!
