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TRAINING ACADEMY                       

                                                         Satellite Facility Worksheet

	Satellite Facility:

	

	Location:

	

	Satellite Facility Coordinator:

	

	Today’s Date:

	


I hereby designate the above Satellite Training Facility Coordinator.  I acknowledge that the purpose of designating a Satellite Training Facility Coordinator is to ensure that training is conducted in accordance with DCJS Academy certification standards.  I also acknowledge that the Satellite Training Facility Coordinator shall be relieved of all duties while training is being conducted and that sufficient administrative and planning time will be made available to ensure the success of all training conducted at this satellite training facility.  Should the above coordinator be transferred or replaced, a new coordinator will assume his/her responsibilities.
	Signature of Agency Administrator or Training Manager:
	
	Date
	


I have reviewed the contents of this worksheet and have read the duties and responsibilities of the Satellite Facilities Training Coordinator (on page 3 of this document).  I certify that all information is correct to the best of my knowledge. 
	Signature of Satellite

Facilities Training Coordinator:
	
	Date
	


This satellite facility is in compliance with all standards of the Department of Criminal Justice Services and is authorized to conduct mandated training that is PREAPPROVED by DCJS and the Northern Virginia Criminal Justice Academy. 

	Signature of Academy or DCJS Representative 
	
	Date
	

	Signature of Academy Director
	
	Date
	


	Standard
	Yes/No
	Comment

	1. Is this facility currently on NVCJA’s list of approved Satellite Training Facilities? If the answer is yes, please answer question #2 and #3.
	
	

	2. Has there been any changes to the physical characteristics of this classroom?
	
	

	3. Please provide the date and title of at least one Academy approved class that taught at this facility in the last year.
	
	

	4. Does the satellite facility have posted occupancy for each classroom based upon the standard of a minimum of 20 square feet of floor space per student?  
	
	

	5. Does the facility have adequate parking for the students? 
	
	

	6. Does the facility have designated areas for performance testing?
	
	

	7. Are classroom conditions such as lighting, noise levels and temperature acceptable
	
	

	8. Do the classroom windows have shades or blinds that allow for reducing ambient light? 
	
	

	9. Does the classroom have a chalkboard, dry erase, whiteboard or flip chart? 
	
	

	10. Does the classroom have capability to allow an instructor to use a computer or equipment capable of projecting to a projection screen?
	
	

	11. Is the facility equipped with first aid equipment?
	
	

	12. Are communications available? 
	
	

	13. Does the satellite facility have adequate WiFi available to all students? 
	
	

	14. Does the satellite facility have appropriate workspace for employees and for adjunct instructors? 
	
	

	15. Does the satellite facility have separate restroom facilities for males and females?
	
	

	16. Does the satellite facility have adequate storage space for equipment and materials?
	
	

	17. Have all pertinent fire, health, and building regulation inspections been reviewed to ensure they are current, and the building is in compliance with them?
	
	


Certified Satellite Facilities

Duties and responsibilities of the Facilities Training Coordinator
As the Satellite Training Facility Coordinator, it is your responsibility to ensure the success of all training conducted at this satellite training facility.  Any mandated training must be PREAPPROVED by DCJS or the Academy 30 days prior to the class. Additional duties of the coordinator include: 
· Immediately inform the Professional Development Manager if the physical characteristics of any classroom have changed since the last certification.
· Ensure safety protocols are followed.
· Ensure procedures adopted by the academy for documenting attendance are being followed.
· Ensure absences from training are being taken in accordance with policy and being documented.
· Ensure completion of training missed due to absence is being documented.
· Ensure all tests conform to the format established by the academy.  (Format refers to types of questions such as multiple choice, true or false, fill in the blank and essay)
· Ensure that an administrative file that pertains to each class conducted includes curriculum/schedule, attendance records, discipline records, counseling records, tests, test sheets, and course evaluation or summary.
· Ensure that policy is maintained regarding class size: (Minimum of six students and maximum number of students in classes based on classroom size) 

· Ensure that all pertinent fire, health, and building regulation inspections have been reviewed and are current and the building is in compliance with them.
· Ensure that lesson plans are developed in accordance with the standard format adopted by the academy.  If changes are made during the course of instruction, these are to be noted on final class paperwork. 

· Ensure all instructors meet minimum standards established by the Department of Criminal Justice Services.
· Ensure quality control methods for ensuring adequate instruction are being followed as indicated below:
· Written student evaluations of instructors
· Lesson plans are being used and followed. 

· Appropriate audio-visual aids are available and used properly.
· The instructor is holding student attention.
· The instructor is in control of the students.
· The instructor is addressing the performance objectives.
· Classroom conditions such as lighting, noise levels and temperature are acceptable
· Appropriate action is taken to follow up on any student complaints regarding instructors or the training process.
· Results of testing are analyzed and evaluated.
The academy will regularly monitor all training at satellite facilities based on the standards above to ensure that all training conforms to DCJS requirements at certified satellite facilities. 
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