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Northern Virginia Criminal Justice Training Academy

Instructor Training Record

DCJS requires all certified instructors to teach a minimum of eight (8) hours of mandated training during the three year period of their certification for each instructor certification they hold. Any instructor who fails to complete 8 hours of approved training is not eligible to attend an instructor re-certification or to be recertified. 
The Academy Director is responsible for verifying that each instructor has taught the minimum hours. The Academy has created the Instructor Training Record (ITR) for the purpose of tracking the required minimum hours.
Once instructors have completed their 8 hours of mandated training, they should record the information on the ITR and forward the form to the Professional Development Section at the Academy for record keeping purposes. 
· It is only necessary to document 8-hours of mandated training for each certification. The Academy will only track a maximum of 16 hours per 3 year cycle. Any hours beyond 16 shall be tracked at the agency level.
· Specialty/Skills instructors, who do not have an opportunity to instruct general career development topics, can credit excess training hours, above the 8-minimum, towards their General Instructor minimum training hours.
· The Approved Training block, seen below, reflects that the class has been approved for Mandatory In-Service Retraining (MIR) credit by DCJS or the Academy.
· Basic Recruit training is Approved Training. Instructors that teach any form of Basic Recruit training should record the Basic Recruit Session Number in the “Approved Training” block.
The instructor’s signature attest that the recorded training was performed as listed. For verification purposes, a Training Manager or Training Officer must initial the form. Any intentional falsification of information recorded on this Form could subject the individual to an ethics investigation.
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I attest that the information recorded on this document is true and accurate. I acknowledge that any intentional falsification of information on this form will result in an investigation. 
Signature of Instructor

Signature of Training Manager or Training Officer






Date

Date
Instructor Recertification Process


A.
Instructors must recertify each instructorship by December 31 of every third year following initial instructor certification to maintain their instructorship(s). Re-certification must be completed before the instructor certification expires. If the certification has expired, see number 7 below for Instructor Reinstatement Process.


B.
The academy Director must verify each instructor has taught a minimum of eight (8) hours of mandated 
training per instructorship from initial certification or last recertification date to be eligible for recertification. 
The Director may count lecture/classroom hours taught with a skills or specialty area (as those outlines 
above in 3.C.) towards a General instructorship status.



1.
Mandated training includes training which requires a DCJS certified instructor




a.
Basic Training





i.
Evaluation of performance testing may be counted towards instructional hours





ii.
Role-playing cannot be counted towards instructional hours




b.
In-Service Training approved through the Academy





i.
Evaluation of performance testing may be counted towards instructional hours





ii.
Role-playing cannot be counted towards instructional hours




c.
In additional to approved basic and in-service training, the following may be counted towards mandated training hours for 
instructor recertification





i. 
Partial in-service training approved through DCJS provided there is documentation (copy of the PIC approval with the instructors’ name/s or with a memo from the course coordinator





ii.
Annual Firearms Qualifications instruction through their agency upon submission to the Academy Director with a 
signed letter from the agency administrator or designee with the dates and time attesting that the instructor has provided the hours reported (Not applicable to independent academies).

· Lecture or classroom firearms may be counted toward General Instructorship hours

· Range training may only be counted towards Firearms instructorship hours





iii.
Speed Measurement Operator instruction through their agency may be counted toward Speed Measurement 
Instructorship upon submission to the Academy Director with a signed letter from the agency administrator or designee with the dates and time attesting that the instructor has provided the hours reported (Not applicable to independent academies).





iv.
Field training or on-the-job training through their agency may be counted toward General Instructorship upon submission to the Academy Director with a signed letter from the agency administrator or designee with the dates and time attesting that the instructor has provided the hours reported (Not applicable to independent academies).

Check the Type of Certification:


	General	Control Tactics  	EVOC	Firearms	SFST	Speed Measurement
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