
PROGRAM
 A helpful guide for apprentices and and

employers to maneuver the ins and outs of
the program. 

TRADE  EDUCAT ION

HANDBOOK



Dear Apprentices,

Welcome to the Trade Education Program formerly known as
the “Correspondence Online Training Program” at Gould
Construction Institute! The program is a self-paced, online
training testing program through the National Center for
Construction Education and Research (NCCER) that is
available to trades requiring tracked work and school hours
towards their apprenticeship. This program is flexible but
disciplined and it is important that apprentices and companies
follow the guidelines to ensure successful completion of the
program.

This handbook will provide you with everything you need to
know; responsibilities for each party in the program (student,
company contact, GCI Program Coordinators), and a
Frequently Asked Questions sheet for ease of access! 

This will be your go-to-guide and should be referenced first
before reaching out to the program coordinators- your
questions may just be answered in this book. But of course,
please do not hesitate to reach out. We are always happy to
help!

Best,
Diane Craven
Director of Education

Keyla Rodrigues-Santiago
Student Affairs Advisor
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CHEKL I ST  FOR  SUCCESS :
R E C E I V E D  Y O U R  “ N E X T  S T E P ’ S  E M A I L ”
F R O M  G C I  C O O R D I N A T O R ( S )

S I G N E D  U P  F O R  Y O U R  N C C E R  I D
N U M B E R  

R E C E I V E D  Y O U R   B O O K S

S I G N E D  U P  F O R  Y O U R  T E S T S

T A K E  Y O U R  F I R S T  T E S T  A N D  G E T  T H E
H A N G  O F  I T !

R E C E I V E D  Y O U R  T E S T  R E S U L T S  F R O M
Y O U R  C O M P A N Y  C O N T A C T
( S E N T  O U T  A T  T H E  E N D  O F  E A C H  M O N T H )

R E A C H E D  O U T  T O  N C C E R  S U P P O R T  F O R
A N Y  T E C H N I C A L  D I F F I C U L T I E S  W I T H
T E S T I N G

PG . 1



CONTACT  THE  TE AM &  NCCER

K E Y L A  R O D R I G U E Z - S A N T I A G O
S T U D E N T  A F F A I R S  A D V I S O R
K E Y L A @ G W G C I . O R G
7 8 1 - 2 7 0 - 9 9 9 0  E X T .  1 1 1 1

D I A N E  C R A V E N
D I R E C T O R  O F  E D U C A T I O N
D I A N E @ G W G C I . O R G
7 8 1 - 2 7 0 - 9 9 9 0  E X T .  1 1 2 1

N C C E R  S U P P O R T
S U P P O R T @ N C C E R . O R G
8 8 8 - 6 2 2 - 3 7 2 0

A L L  C O N T A C T S  A R E  A V A I L A B L E  F O R  A S S I S T A N C E
F R O M  9 : 0 0  A M  –  5 : 0 0  P M .  

TRADE  EDUCAT ION  PROGRAM COORD INATORS

PG . 2

mailto:keyla@gwgci.org
mailto:diane@gwgci.org
mailto:support@nccer.org


COMPANY  RESPONS IB I L I T I ES
&  EXPECTAT IONS

PG . 3

ENROLLING COMPANIES WILL NEED TO
SCHEDULE A MEETING WITH THE EDUCATION
DIRECTOR & STUDENT AFFAIRS ADVISOR TO
OVERVIEW THE TRADE EDUCATION PROGRAM,
RESPONSIBILITIES,  AND REGULATIONS BEFORE
BEING APPROVED FOR ENROLLMENT IN THE
TRADE EDUCATION PROGRAM. 

SUBMIT A COMPLETE STUDENT REGISTRATION
FORM FOR EACH STUDENT,  INCLUDING STUDENT,
COMPANY INFORMATION, CONTACTS,  AND
PAYMENT METHOD. 

ENROLL EACH STUDENT IN A SPECIFIC TRADE
EDUCATION CLASS WITH GCI.  

COMPLETE PAYMENT BEFORE STUDENT(S)  BEGIN
STUDY IN THE CLASS.  

UNDERSTAND ALL PROTOCOLS FOR TESTING,
REGISTERING, TESTING DATES,  AND REPORTING
OF SCORES.  

INFORM GCI IN WRITING IF A STUDENT IS
WITHDRAWING FROM THE TRAINING PROGRAM,
NO LONGER IS UNDER YOUR EMPLOYMENT AND
OR IF YOU WISH TO SUBSTITUTE A STUDENT.  

1 .

2 .

3 .

4 .

5 .

6 .



COMPANY  RESPONS IB I L I T I ES
&  EXPECTAT IONS

PG . 4

BEFORE THE APPRENTICE'S ENROLLMENT EXPIRES,
REQUEST RE-ENROLLMENT FORMS, INCLUDING
UPDATING ALL COMPANY AND STUDENT
INFORMATION, COURSE ENROLLMENT, AND
PAYMENT.

REQUEST IN WRITING ALL ENROLLMENT
CONFIRMATIONS,  COURSE RECEIPTS,  AND
APPRENTICE HOURS.  

INFORM STUDENTS OF ALL EXAM RESULTS AND
SEND THEM THEIR SCORE REPORTS.  

COMPLETE ALL PAYMENTS OF FEES PROMPTLY.  

ENSURE STUDENTS ARE TESTING AND EARNING
HOURS.

ASSUME THE ROLE OF PRIMARY MANAGEMENT OF
APPRENTICES,  RECORDS,  SCORES,  ENROLLMENT
DATES,  AND OTHER RELEVANT PROGRAM DATA.

7 .

8 .

9 .
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STUDENT  RESPONS IB I L I T I ES
&  EXPECTAT IONS

PROVIDE HIS/HER COMPANY WITH UP-TO-DATE
CONTACT INFORMATION, INCLUDING A PRIMARY
EMAIL ADDRESS AND PHONE NUMBER FOR ALL
COMMUNICATIONS WITH GCI.  

GET NCCER NUMBER AND SIGN WAIVER ONLINE.  

SIGN UP FOR TESTS THE FIRST WEEK OF EACH
MONTH. 

WHEN REGISTERING, ACCURATELY PROVIDE
HIS/HER FULL NAME, NCCER CARD NUMBER,
EMAIL ADDRESS,  AND A COMPLETE LIST OF THE
MODULE TITLE(S)  AND MODULE NUMBER(S)  TO BE
TESTED. 

HAVE ACCESS TO COMPUTER FOR TESTING. 

UNDERSTAND THE GCI TESTING SCHEDULE AND
TEST MONTHLY UNTIL ALL MODULES ARE
COMPLETED. 

INFORM GCI,  WHENEVER POSSIBLE,  IF  HE/SHE IS
UNABLE TO TEST FOR THE MONTH.  

ATTEND THE TESTING SESSION/TAKE TEST(S)
THEY SIGNED UP FOR MONTHLY.  ADDITIONS WILL
NOT BE PERMITTED. 

PG . 5
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STUDENT  RESPONS IB I L I T I ES
&  EXPECTAT IONS

DURING TESTING SESSIONS,  FOLLOW ALL
PRESCRIBED GUIDELINES,  PROTOCOLS,  AND
PROCEDURES.  THE PROCEDURES INCLUDE USING
A TABLET,  LAPTOP, OR DESKTOP COMPUTER FOR
TESTING, KEEPING THE COMPUTER CAMERA ON
FOR THE DURATION OF THE SESSION, ALLOWING
THE PROCTOR OR AI  PROCTOR TO SEE HIS/HER
FACE,  KEEPING YOUR MICROPHONE ON, AND
TESTING IN AN EDUCATIONALLY APPROPRIATE
ENVIRONMENT.

MUST PASS WITH A 70% TO GET THE HOURS
CREDITED FOR THAT MODULE.

MANTAIN INDIVIDUAL RECORDS OF EXAM
DATES.SCORES,  COMPLETED MODULES,  AND
PROGRESS THROUGHOUT THE COURSE.  

PG . 6
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GC I  RESPONS IB I L I T I ES
&  EXPECTAT IONS

ASSIST IN THE REGISTRATION, ENROLLMENT, AND
ORDERING OF TEXTBOOK(S)  FOR EACH APPRENTICE.  

ASSUME THE ROLE AS SECONDARY RECORD KEEPER
FOR MODULE EXAMS, TESTING DATES,  HOURS,  AND
SCORES.  THE ENROLLING COMPANY IS THE PRIMARY
RECORDKEEPER.  

MAINTAIN COMMUNICATION WITH ALL
COMPANIES/INDIVIDUALS AND PROVIDE UPDATES.

ACCURATELY ASSIGN ALL REQUESTED MODULE TESTS
IN THE NCCER TESTING REGISTRY SYSTEM. 

PROCTOR TESTING SESSIONS IF NCCER AUTOMATED
TESTING IS DOWN AND HAVING TECHNICAL ISSUES.  

ACCURATELY ENTER ALL MODULES,  EXAMS, SCORES,
AND HOURS EARNED IN THE GCI DATABASE.  

INFORM ENROLLING COMPANIES OF APPRENTICE
TEST RESULTS AFTER EACH TESTING SESSION.

ACCURATELY RECORD AND UPDATE APPRENTICE
ENROLLMENT DATES AND RENEWAL DATES.  

PG . 7
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GC I  RESPONS IB I L I T I ES
&  EXPECTAT IONS

INFORM COMPANIES WHEN APPRENTICE
ENROLLMENT EXPIRATION DATES ARE APPROACHING
AND PROVIDE APPROPRIATE FORMS. 

INFORM COMPANIES/INDIVIDUALS WHO CAN LEVEL
UP.  

WHEN NECESSARY,  PROVIDE STUDENTS WITH AN IN-
PERSON TESTING ENVIRONMENT TO MEET ANY
SPECIAL NEEDS ACCORDING TO AMERICANS WITH
DISABILITIES ACT (ADA).

PG . 8
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NCCER  I D  NUMBER  
S IGN  UP  GU IDE

GO TO:
NCCER.ORG

CLICK ON THE 
“SIGN IN” TAB ON 

THE TOP RIGHT!

CLICK ON “CREATE
AN ACCOUNT” AND

 FILL IN ALL THE 
INFORMATION. ACCEPT 
THE NCCER TERMS AND 

CONDITIONS BY CLICKING
ON THE BOX.

PG . 9



I N S E R T
C O N F I R M A T I O N

C O D E  T H A T
W A S  P R O V I D E D

V I A  T E X T  O R
E M A I L .  T H E N

C R E A T E  A
P A S S W O R D  T O

U S E  E V E R Y
T I M E  Y O U  S I G N

I N .  

Y O U  R E C E I V E D
Y O U R  N C C E R

I D  N U M B E R !
S A V E  T H I S

S O M E W H E R E
I N  Y O U R

N O T E ’ S  A P P
O R  E M A I L .

PG . 10



IMPORTANT  TEST  S IGN  UP ’ S

TEST SIGN UP’S WILL BE AVAILABLE THE
FIRST WEEK OR SO OF EVERY MONTH. 

THE PROGRAM COORDINATOR(S)  WILL SEND
A COURTESY EMAIL EACH MONTH
REMINDING STUDENTS TO SIGN UP FOR
TESTING AND WILL PROVIDE THE
APPROPRIATE LINK.

TEST SIGN UP’S

PG . 1 1



TEST  S IGN-UP ’ S  GU IDE

NOW THAT YOU HAVE CREATED YOUR NCCER ID NUMBER,
RECEIVED YOUR BOOKS AND STARTED STUDYING, YOU CAN

SIGN UP FOR TESTING!

THIS IS  DONE THROUGH OUR SCHOOL WEBSITE AT
GWGCI.ORG.

GO TO WEBSITE AT
GWGCI.ORG AND

CLICK ON THE
EDUCATION TAB.

 
SCROLL DOWN
AND CLICK ON

TRADE EDUCATION
PROGRAM.

SELECT THE
MONTH YOU
ARE SIGNING
UP FOR AND

CLICK ON
“SIGN UP FOR

TESTS HERE”

PG . 12



TEST SIGN UP
FORM WILL
OPEN, AND YOU
NEED TO SELECT
OR ADD A
“TICKET” THEN
SELECT
CONTINUE TO
FILL OUT YOUR
INFORMATION.

FILL OUT ALL YOUR
INFORMATION
ACCORDINGLY &
CLICK COMPLETE.

*PLEASE MAKE SURE
TO ENTER THE FULL
TEST MODULE
NUMBER (YOU CAN
FIND THIS IN YOUR
BOOK IN EACH
MODULE SECTION).

CONFIRMATION
PAGE WILL POP UP,
INDICATING YOU
HAVE SIGNED UP
FOR TESTS!

A PROGRAM
COORDINATOR
WILL ASSIGN YOUR
TESTS BY 4PM ON
THE DAY THAT
REGISTRATION
CLOSES.  

*PLEASE  NOTE  WE  A LSO  SEND  OFF  A  COURTESY  EMA I L  WITH  A  D I RECT  L INK  TO  THE  TRADE
EDUCAT ION  PROGRAM PAGE  REM IND ING  STUDENTS  TO  S IGN  UP  THE  F I RST  WEEK  OF  EVERY  MONTH !

PG . 1 3



APPRENT ICESH IP  D ATES
INFORMAT ION

YOUR REGISTRATION FOR THE PROGRAM IS
GOOD FOR ONE (1)  YEAR!

WE WILL REACH OUT TO THE COMPANY
CONTACT AND LET THEM KNOW WHEN AN
APPRENTICE WILL NEED TO BE RENEWED FOR
THE CORRESPONDENCE PROGRAM.

*THIS IS  A SEPARATE RENEWAL/REGISTRATION DATE
THAN YOUR DIVISION OF APPRENTICESHIP
STANDARDS (DAS)  CARD RENEWAL DATE.  

THE TRADE EDUCATION PROGRAM RENEWAL IS
SO THAT YOU CAN KEEP TESTING AND EARNING
SCHOOL CREDIT TOWARDS YOUR TRADE.

DAS CARD RENEWAL IS SO THAT YOU RECEIVE
CREDIT FOR YOUR WORK & SCHOOL HOURS
TOWARDS YOUR APPRENTICESHIP.  

TRADE EDUCATION PROGRAM
RENEWAL DATES:

PG . 1 4



We offer a wide range of trades in the Trade Education
Program! Below is a list of our current offerings, and we
can offer other specific trades that are not listed. Please
reach out if you have questions or do not see your trade.

Online Correspondence Training Programs offered:
Construction Craft Laborer
Masonry
Carpentry
Roofing
Glazing
Heavy Equipment Operator 
Insulation
Painting
Millwright
ASME Pipefitter

AVA I L ABLE  TRADE  EDUCAT ION
PROGRAMS

PG . 1 5



FREQUENTLY  ASKED
QUEST IONS  ( F AQ )

WHAT  DOES  REMOTE  PROCTOR ING  MEAN?
IT MEANS THAT FOR EACH MONTH STUDENTS
WILL BE ABLE TO SIGN UP FOR TESTS AND TAKE
THEM ANYTIME/ANYWHERE! YOU WILL NOT
HAVE TO BE TETHERED TO A ZOOM PROCTORED
SESSION WITH ME ON A CERTAIN DATE AND
TIME. 

HOW DOES  REMOTE  PROCTOR ING  WORK?  
ONCE TEST SIGNS UPS ARE CLOSED, THE
PROGRAM COORDINATOR(S)  WILL ASSIGN YOU
YOUR TESTS THAT AFTERNOON. YOU CAN LOG IN
AT ANYTIME,  ANYWHERE AS YOU NORMALLY
WOULD FOR TESTING AND TAKE YOUR TEST
RIGHT AWAY! YOU WILL NEED TO GIVE THE AI
PROCTOR PERMISSIONS ON YOUR ZOOM TO
TEST AND INSTRUCTIONS USUALLY FOLLOW
RIGHT ON THE SCREEN.

PG . 1 6
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WILL  I  NEED  TO  CONT INUE  S IGN ING  UP  FOR
TESTS  MONTHLY?
Y E S !  T H E  P R O G R A M  C O O R D I N A T O R ( S )  W I L L  S E N D
O U T  A  C O U R T E S Y  E M A I L  A T  T H E  B E G I N N I N G  O F
E A C H  M O N T H  A S K I N G  Y O U  T O  S I G N  U P  F O R
T E S T I N G !  T H I S  H E L P S  T H E  A S S I G N  E V E R Y O N E ’ S
T E S T S  I N  O N E  S H O T ,  V E R S E  L O O K I N G  T H R O U G H
I N D I V I D U A L  E M A I L S  A N D  O R  M E S S A G E S .  

HOW DOES  REMOTE  PROCTOR ING  WORK?  
O N C E  T E S T  S I G N S  U P S  A R E  C L O S E D ,  T H E
P R O G R A M  C O O R D I N A T O R ( S )  W I L L  A S S I G N  Y O U
Y O U R  T E S T S  T H A T  A F T E R N O O N .  Y O U  C A N  L O G  I N
A T  A N Y T I M E ,  A N Y W H E R E  A S  Y O U  N O R M A L L Y
W O U L D  F O R  T E S T I N G  A N D  T A K E  Y O U R  T E S T
R I G H T  A W A Y !  Y O U  W I L L  N E E D  T O  G I V E  T H E  A I
P R O C T O R  P E R M I S S I O N S  O N  Y O U R  Z O O M  T O  T E S T
A N D  I N S T R U C T I O N S  U S U A L L Y  F O L L O W  R I G H T  O N
T H E  S C R E E N .

CAN  I  S IGN  UP  FOR  TESTS  A FTER  THE  TEST
S IGN  UP  PER IOD  E ACH  MONTH?
N O !  I T  I S  Y O U R  R E S P O N S I B I L I T Y  T O  S I G N  U P  F O R
T E S T S  M O N T H L Y  A N D  T H E  P R O G R A M
C O O R D I N A T O R ( S )  W I L L  N O T  T A K E  R E Q U E S T S  V I A
P H O N E  O R  E M A I L .  T H I S  I S  T O  H O P E F U L L Y  G E T
Y O U  U S E D  T O  S I G N I N G  U P  O N  Y O U R  O W N  E A C H
M O N T H .  I F  Y O U  D O  N O T  S I G N  U P  F O R  T E S T I N G
T H A T  M O N T H ,  Y O U  W I L L  H A V E  T O  W A I T  T I L L
N E X T  M O N T H .

PG . 1 7
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PG . 1 8

WHAT  I F  I  AM  HAV ING  TROUBLE  WITH  THE
REMOTE  PROCTOR ING?  
I F  Y O U  A R E  H A V I N G  I S S U E S  W I T H  T A K I N G  Y O U R
T E S T ,  Y O U  C A N  C O N T A C T  N C C E R ’ S  S U P P O R T
L I N E  H E R E :

EMAIL:  S U P P O R T @ N C C E R . O R G  
PHONE:  N C C E R  S U P P O R T  L I N E  B E T W E E N  9 A M -
5 P M  F O R  O N  D E M A N D  H E L P  A T  8 8 8 - 6 2 2 - 3 7 2 0 .

WHEN ARE  TESTS  A SS IGNED?
T E S T S  A R E  A S S I G N E D  O N  T H E  L A S T  D A Y  O F  T E S T
S I G N  U P S  W H E N  T H E  R E G I S T R A T I O N  C L O S E S  O U T
A T  4 : 0 0 P M .  Y O U  W I L L  T H E N  B E  A B L E  T O  S E E
Y O U R  T E S T S  O N  Y O U R  P R O F I L E  T O  T A K E .

WHAT  I F  I  AM  NOT  PROPERLY  RECORD ING
MYSELF  ON  ZOOM WHILE  REMOTE
TEST ING?
Y O U  N E E D  T O  F O L L O W  T H E  I N S T R U C T I O N S  F O R
T H E  R E M O T E  P R O C T O R  A N D  M A K E  S U R E  Y O U
A R E  S H A R I N G  T H E  C O R R E C T  S C R E E N S  W H I L E
T E S T I N G .  I F  N C C E R  C A N N O T  S E E  Y O U  O R  Y O U R
T E S T  S C R E E N ,  T H E Y  C A N  R E V O K E  Y O U R  T E S T
( E V E N  I F  Y O U  P A S S E D ) .

6

7

8

mailto:support@nccer.org
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CAN  NCCER  REVOKE  MY  TEST?
Y E S !  T H E Y  C A N  R E V O K E  Y O U R  T E S T  I F  Y O U  A R E
L O O K I N G  A W A Y  T O O  M U C H ,  I F  Y O U R  F A C E  I S
N O T  F U L L Y  V I S I B L E  O N  T H E  S C R E E N ,  I F  Y O U  A R E
U S I N G  Y O U R  P H O N E  O R  A N Y  O T H E R  D E V I C E
T H A T  I S  N O T  P E R M I T T E D  D U R I N G  T E S T I N G .
P L E A S E  A L W A Y S  F O L L O W  T H E  R E M O T E
P R O C T O R I N G  I N S T R U C T I O N S !  

CAN  I  BE  RE ASS IGNED  TO  A  TEST  I  F A I L ED ,
ANYT IME  THROUGHOUT  THE  MONTH?
Y E S !  J U S T  R E A C H  O U T  T O  T H E  P R O G R A M
C O O R D I N A T O R ( S )  T O  A S K  F O R  A  T E S T  T O  B E
R E A S S I G N E D .  Y O U  C A N  R E T A K E  T H E  T E S T  Y O U
F A I L E D  A F T E R  A  2 - D A Y  G R A C E  P E R I O D .  

F O R  E X A M P L E ,  I F  Y O U  F A I L E D  A  T E S T  O N  M A R C H
2 0 T H  A N D  A S K E D  F O R  I T  T O  B E  R E A S S I G N E D ,  Y O U
C A N  T A K E  I T  A G A I N  O N  M A R C H  2 2 N D .

P L E A S E  N O T E  T H A T  W E  W I L L  O N L Y  R E A S S I G N  A
F A I L E D  T E S T  O N C E  T H R O U G H O U T  T H E  C U R R E N T
T E S T I N G  P E R I O D  ( U S U A L L Y  A N Y  T I M E  A F T E R  T H E
M I D D L E  O F  T H E  M O N T H ) .  

9
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I F  I  F A I L  A  TEST ,  C AN  YOU  SEND  ME  A
SCORE  REPORT  THAT  HELPS  ME  SEE  WHAT
QUEST IONS  I  F A I L ED?
Y E S !  W E  C A N  P R O V I D E  Y O U  W I T H  A  T R A I N I N G
P R E S C R I P T I O N  F O R  T H E  T E S T  T H A T  Y O U  F A I L E D .
I T  W O N ’ T  T E L L  Y O U  S P E C I F I C A L L Y  W H A T
Q U E S T I O N ( S )  Y O U  G O T  W R O N G  O N  T H E  T E S T S
B U T  W I L L  A T  T H E  V E R Y  L E A S T  T E L L  Y O U  W H A T
S E C T I O N  Y O U  N E E D  T O  S T U D Y  A  B I T  M O R E  O N .  

CAN  WE  GET  A  REPORT  OF  OUR  TEST ING
PROGRESS?
O F  C O U R S E !  T H E  P R O G R A M  C O O R D I N A T O R ( S )
W I L L  S E N D  O F F  Y O U R  T E S T  R E S U L T S  T O  Y O U R
C O M P A N Y  C O N T A C T  A T  T H E  E N D  O F  E V E R Y
M O N T H .  Y O U R  C O M P A N Y  C O N T A C T  W I L L  H A V E
T H A T  I N F O R M A T I O N ,  B U T  Y O U  C A N  A L S O  R E A C H
O U T  T O  U S  F O R  A  C O P Y  O F  Y O U R  S C O R E  R E P O R T .
 
P L E A S E  N O T E  T H A T  T H O U G H  W E  S E N D  A L L  T H E
R E S U L T S ,  W E  N E V E R  S E N D  Y O U R  F A I L E D  T E S T
S C O R E  O U T R I G H T  T O  Y O U R  E M P L O Y E R .  I F  Y O U R
E M P L O Y E R  W O U L D  L I K E  T O  K N O W ,  T H E Y  C A N
A S K  Y O U  P E R S O N A L L Y  F O R  T H E  F A I L E D  T E S T
S C O R E .  

1 1
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DO  I  NEED  TO  T AKE  A  TEST  E ACH  MONTH?
Y E S !  Y O U  N E E D  T O  B E  T E S T I N G  E V E R Y  M O N T H
( A T  L E A S T  P A S S I N G  1 - 2  T E S T S  A  M O N T H )  T O
E N S U R E  Y O U  A R E  F U L F I L L I N G  Y O U R  H O U R S
T O W A R D S  Y O U R  A P P R E N T I C E S H I P .

WHAT  I F  I  H AVEN ’ T  TESTED  AND  DO  NOT
HAVE  ENOUGH  HOURS  TOWARDS  MY
APPRENT ICESH IP?
I F  Y O U  A R E  N O T  T E S T I N G  A N D  D O  N O T  H A V E
E N O U G H  S C H O O L  H O U R S  T O  G O  T O W A R D S  Y O U R
A P P R E N T I C E S H I P ,  W H E N  Y O U R  C O M P A N Y
R E N E W S  Y O U  T H R O U G H  T H E  S T A T E ,  Y O U  W I L L
M O S T  L I K E L Y  B E  C A N C E L E D .  T H I S  M E A N S  Y O U
W I L L  N E E D  T O  S T A R T  Y O U R  A P P R E N T I C E S H I P  A L L
O V E R  A G A I N .  

1 3
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HELPFUL  T I PS

PG . 22

PLEASE  CHECK  YOUR  EMA I L  FOR  ANY  IMPORTANT
INFORMAT ION .  YOU  MAY  RECE IVE  AN  EMA I L  FROM E I THER
OF  THE  PROGRAM COORD INATORS .

S AVE  YOUR  NCCER  I D  NUMBER  &  ACCOUNT  P ASSWORD  IN
YOUR  NOTES  APP  OR  SOMEWHERE  THAT  I S  E AS I LY
ACCESS IBLE .

K EEP  TRACK  OF  THE  TESTS  YOU  HAVE  P ASSED  IN  YOUR
NOTES  APP  OR  RE ACH  OUT  TO  GET  A  COPY  OF  YOUR  SCORE
REPORT .  YOUR  COMPANY  CONTACT  WILL  RECE IVE  AN
UPDATED  SCORE  REPORT  FOR  YOU  AT  THE  END  OF  E ACH
MONTH  ( I F  YOU  HAVE  TESTED ) .  YOU  CAN  A LSO  F IND  YOUR
PASSED  TESTS  ON  YOUR  NCCER  PROF I L E .  

R E FER  TO  THE  FREQUENTLY  ASKED  QUEST IONS  F I RST  BEFORE
REACH ING  OUT  TO  THE  PROGRAM COORD INATORS .  THE
ANSWER  TO  YOUR  QUEST IONS  MAY  BE  THERE !  

A LWAYS  RE ACH  OUT  TO  THE  NCCER  SUPPORT  L INE  FOR  ANY
TECHN ICAL  REL ATED  I SSUES  OR  QUEST IONS .  WE  DO  NOT  HAVE
BACKEND  ACCESS  TO  THE  NCCER  WEBS ITE  AND  WILL  RE FER
YOU  TO  THE I R  SUPPORT  TE AM .




