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employers to maneuver the ins and outs of
the program.
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CHEKLIST FOR SUCCESS:

RECEIVED YOUR “NEXT STEP’S EMAIL”
FROM GCI COORDINATOR(S)

SIGNED UP FOR YOUR NCCER ID
NUMBER

RECEIVED YOUR BOOKS

SIGNED UP FOR YOUR TESTS

TAKE YOUR FIRST TEST AND GET THE
HANG OF IT!

RECEIVED YOUR TEST RESULTS FROM
YOUR COMPANY CONTACT
(SENT OUT AT THE END OF EACH MONTH)

REACHED OUT TO NCCER SUPPORT FOR
ANY TECHNICAL DIFFICULTIES WITH
TESTING




CONTACT THE TEAM & NCCER

TRADE EDUCATION PROGRAM COORDINATORS

KEYLA RODRIGUEZ-SANTIAGO

STUDENT AFFAIRS ADVISOR. 3 -
KEYLA@GWGCI.ORG | |
Zosl 2 A0=29 205X P 111 1

DIANE CRAVEN
< DIRECTOR OF EDUCATION
- DIANE@GWGCI.ORG |
AN £8 - 270-9 9290 EXT; 11215

NCCER SUPPORT
~ SUPPORT@NCCER.ORG
888-622- 3720 -

L ALE CONTACTS ARE AVAILABLE FOR ASSISTANCE
‘ FROM 9:00 AM - 5:00 PM.
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COMPANY RESPONSIBILITIES

& EXPECTATIONS

ENROLLING COMPANIES WILLNEED 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 GCl.

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 ASSTUDENT IS
WITHDRAWING FROM THE TRAINING PROGRAM,
NO LONGER IS UNDER YOUR EMPLOYMENT AND

.ORIF YOU WISH TO SUBSTITUTE A STUDENT

Pa.3



COMPANY RESPONSIBILITIES

& EXPECTATIONS

BEFORE THE APPRENTICE'S ENROIEMENT EXPIRES,

7. REQUEST RE-ENROLLMENT FORMS, INCLUDING
UPDATING ALL COMPANY AND STUDENT
"INFORMATION, COURSE ENROLLMENT, AND
PAYMENT.

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

9 R INFORM STUDENTS OF ALL EXAM RESULTS AND
Sheagh ‘.SEND THEM THEIR SCORE REPORTS

- 10 COMPLETE ALL PAYMENTS OF FEES PROMPTLY.

11 ENSURE STUDENTS ARE TESTING AND EARNING
*L HOURS: .5~ | . .

3 ASSUME THE ROLE OF PRIMARY MANAGEMENT OF
12' APPRENTICES‘RECORDS SCORES, ENROLLMENT
- DATES, AND OTHER-RELEVANT PROGRAM DATA.

<
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PROVIDE HIS/HER COMPANYWITH 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, ACCORATELY 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,'W‘HENEVER POSSI-BLE, 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



STUDENT RESPONSIBILITIES

& EXPECTATIONS

'~ DURING TESTING SESSIONS, FOLLOW ALL ~
9 - PRESCRIBED GUIDELINES, PROTOCOLS, AND
: PROCEDURES. THE PROCEDURES INCLUDE USING -
- A TABLET, LAPTOPR, OR DESKTOP COMPUTER FOR
TESTING, KEEPING THE COMPUTER CAMERA ON
FOR THE DURATION OF THE SESSION, ALLOWING
"THE PROCTOR OR Al PROCTOR TO SEE HIS/HER
- FACE, KEEPING YOUR MICROPHONE ON, AND"
_ TESTING IN AN EDUCATIONALLY APPROPRIATE
ENVIRONMENT “
10 MUST PASS WITH A 70% TO GET THE HOURS
CREDITED FOR THAT MODULE

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

I
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GC1 RESPONSIBILITIES

& EXPECTATIONS

1 ASSIST IN THE REGISTRATION ‘ENROLLMENT AND A
"ORDERING OF TEXTBOOK(S) FOR EACH APPRENTICE

‘ASSUME THE ROLE-AS SECONDARY RECORD KEEPER
2 FOR MODULE EXAMS, TESTING DATES, HOURS, AND
- SCORES. THE ENROLLING COMPANY IS THE PRIMARY
' RECORDKEEPER :
3 MAINTAIN COMMUNICATION WITH ALL :
' COMPANJES/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.

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

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

o ACCURATELY RECORD AND«UPDATE APPRENTICE
8. ENROLLMENT DATES AND RENEWAL DATES

9
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GC1 RESPONSIBILITIES
& EXPECTATIONS

10
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; INFORM COMPANIES WHEN APPRENTICE
» ENROLLMENT EXPIRATION DATES ARE APPROACHING

AND PROVIDE APPROPRIATE FORMS..

rINFORM COMPANIES/INDIVIDUALS WHO CAN LEVEL

| -‘-_:WHEN NECESSARY PROVIDE STUDENTS WITH AN IN '

.

PERSON TESTING ENVIRONMENT TO MEET ANY

© SPECIAL NEEDS ACCORDING TO AMERICANS WITH

: ;‘-.*-"-'..'\_'DISABILITIES ACT (ADA) =

- i ; (? -"



NCCER ID NUMBER

SIGN UP GQUIDE

GO T0O:

NCCER.ORG By Industr

g, |

CLICK ON THE
Built For Industry, S ITGHNE I1NO JARFGC:#'

Sign Up

CLICK ON “CREATE

AN ACCOUNT” AND

FILL IN ALL THE
INFORMATION. ACCEPT
THE NCCER TERMS AND
CONDITIONS BY CLICKING
ON THE BOX.




YOU RECEIVED
YOUR NCCER
ID NUMBER!
SAVE THIS
SOMEWHERE
IN YOUR
NOTE’S APP
OR EMAIL.

CON

INSERT
FIRMATION
CODE THAT

WAS PROVIDED
VIA TEXT OR

E

MAIL. THEN
CREATE A

PASSWORD TO

TIM

USE EVERY
EYOU SIGN
IN.

Thaink yodi fof craaling wour Soosunl!

Yol HECER Mwnbed
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IMPORTANT TEST SIGN UP‘S

.
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TEST SIGN UP i

| -TEST SIGN UP’S W[LL BE AVAILABLE THE

FIRST WEEK OR SO OF EVERY MONTH.

THE PROGRAM COORDINATOR(S) WILL SEND

N

-

: = n COURTESY EMAIL EACH MONTH

F.\_".""-.._REMINDIN»G STUDENTS TO SIGN UP FOR'

~ TESTING AND WILL PROVIDE THE

f“_"A‘PPROPRIATE LINK.
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TEST SIGN-UP'S QUIDE

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”

P et It B P il Bl s bra T
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June Virtual Cermmpondance Tebting Senlon
HOCER Proctor + Toke [xom Arvpties Untl Juss 300

R —

June VWirhuol Cormmporslence Tebing Ssubom - Order wamemary
KRCCER Practor - Toks Exaem Arepiiees Ustl] Furs 30 E :

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
C O O R D I N AT O R e it G genrelrnd s Toritiong Basibion - ROCER Progtior - Tobe Enaen Arrptise bl fuss 19

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

*PLEASE NOTE WE ALSO SEND OFF A COURTESY EMAIL WITH A DIRECT LINK TO THE TRADE
EDUCATION PROGRAM PAGE REMINDING STUDENTS TO SIGN UP THE FIRST WEEK OF EVERY MONTH!

PG.13



APPRENTICESHIP DATES

INFORMATION _J

TRADE EDUCATION PROGRAM
RENEWAL DATES: R

YOUR REGISTRATION FOR THE PROGRAM IS
GOOD FOR ONE (1) YEAR! -
'W-E‘W.ILL 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 S_EPARAT_;'E RENEWAL/REGISTRATION DATE
~ THAN YOUR DIVISION OF APPRENTICESHIP
. STANDARDS (DAS). CARD RENEWAL DATE.

. THE TRADE EDUCA"I'ION 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. '

PG.14
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AVAILABLE TRADE EDUCATION
PROGRAMS

Online Correspondence Training Programs offered:
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FREQUENTLY ASKED

QUESTIONS (FAQ)

‘ WHAT DOES REMOTE PROCTORING 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 PROCTORING 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 Al
PROCTOR PERMISSIONS ON YOUR ZOOM TO
TEST AND INSTRUCTIONS USUALLY FOLLOW
RIGHT ON THE SCREEN.

<
—
o



HOW DOES REMOTE PROCTORING 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 Al
PROCTOR PERMISSIONS ON YOUR ZOOM TO TEST
AND INSTRUCTIONS USUALLY FOLLOW RIGHT ON
THE SCREEN.

WILL T NEED TO CONTINUE SIGNING UP FOR

TESTS MONTHLY?

YES! THE PROGRAM COORDINATOR(S) WILL SEND
OUT A COURTESY EMAIL AT THE BEGINNING OF
EACH MONTH ASKING YOU TO SIGN UP FOR
TESTING! THIS HELPS THE ASSIGN EVERYONE'S
TESTS IN ONE SHOT, VERSE LOOKING THROUGH
INDIVIDUAL EMAILS AND OR MESSAGES.

CAN 1 SIGN UP FOR TESTS AFTER THE TEST

SIGN UP PERIOD EACH MONTH?

NO!IT IS YOUR RESPONSIBILITY TO SIGN UP FOR
TESTS MONTHLY AND THE PROGRAM
COORDINATOR(S) WILL NOT TAKE REQUESTS VIA
PHONE OR EMAIL. THIS IS TO HOPEFULLY GET
YOU USED TO SIGNING UP ON YOUR OWN EACH
MONTH. IF YOU DO NOT SIGN UP FOR TESTING
THAT MONTH, YOU WILL HAVE TO WAIT TILL
NEXT MONTH.

PG.17



WHEN ARE TESTS ASSIGNED?

TESTS ARE ASSIGNED ON THE LAST DAY OF TEST
SIGN UPS WHEN THE REGISTRATION CLOSES OUT
AT 4:00PM. YOU WILL THEN BE ABLE TO SEE
YOUR TESTS ON YOUR PROFILE TO TAKE.

WHAT IF | AM HAVING TROUBLE WITH THE

REMOTE PROCTORING?

IF YOU ARE HAVING ISSUES WITH TAKING YOUR
TEST, YOU CAN CONTACT NCCER’S SUPPORT
LINE HERE:

EMAIL: SUPPORT@NCCER.ORG
PHONE: NCCER SUPPORT LINE BETWEEN 9AM-
5PM FOR ON DEMAND HELP AT 888-622-3720.

WHAT IF | AM NOT PROPERLY RECORDING
MYSELF ON Z00M WHILE REMOTE

TESTING?

YOU NEED TO FOLLOW THE INSTRUCTIONS FOR
THE REMOTE PROCTOR AND MAKE SURE YOU
ARE SHARING THE CORRECT SCREENS WHILE
TESTING. IF NCCER CANNOT SEE YOU OR YOUR
TEST SCREEN, THEY CAN REVOKE YOUR TEST
(EVEN IF YOU PASSED).

<
—
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mailto:support@nccer.org

CAN NCCER REVOKE MY TEST?

YES! THEY CAN REVOKE YOUR TEST IF YOU ARE
LOOKING AWAY TOO MUCH, IF YOUR FACE IS
NOT FULLY VISIBLE ON THE SCREEN, IF YOU ARE
USING YOUR PHONE OR ANY OTHER DEVICE
THAT IS NOT PERMITTED DURING TESTING.
PLEASE ALWAYS FOLLOW THE REMOTE
PROCTORING INSTRUCTIONS!

CAN 1 BE REASSIGNED TO A TEST [ FAILED,

ANYTIME THROUGHOUT THE MONTH?

YES! JUST REACH OUT TO THE PROGRAM
COORDINATOR(S) TO ASK FOR ATEST TO BE
REASSIGNED. YOU CAN RETAKE THE TEST YOU
FAILED AFTER A 2-DAY GRACE PERIOD.

FOR EXAMPLE, IF YOU FAILED A TEST ON MARCH
20TH AND ASKED FOR IT TO BE REASSIGNED, YOU
CAN TAKE IT AGAIN ON MARCH 22ND.

PLEASE NOTE THAT WE WILL ONLY REASSIGN A
FAILED TEST ONCE THROUGHOUT THE CURRENT
TESTING PERIOD (USUALLY ANY TIME AFTER THE
MIDDLE OF THE MONTH).

<
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‘ IF 1 FAIL A TEST, CAN YOU SEND ME A
SCORE REPORT THAT HELPS ME SEE WHAT

QUESTIONS 1 FAILED?

YES! WE CAN PROVIDE YOU WITH A TRAINING
PRESCRIPTION FOR THE TEST THAT YOU FAILED.
IT WON'T TELL YOU SPECIFICALLY WHAT
QUESTION(S) YOU GOT WRONG ON THE TESTS
BUT WILL AT THE VERY LEAST TELL YOU WHAT
SECTION YOU NEED TO STUDY A BIT MORE ON.

CAN WE GET A REPORT OF OUR TESTING

PROGRESS?

OF COURSE! THE PROGRAM COORDINATOR(S)
WILL SEND OFF YOUR TEST RESULTS TO YOUR
COMPANY CONTACT AT THE END OF EVERY
MONTH. YOUR COMPANY CONTACT WILL HAVE
THAT INFORMATION, BUT YOU CAN ALSO REACH
OUT TO US FOR A COPY OF YOUR SCORE REPORT.

PLEASE NOTE THAT THOUGH WE SEND ALL THE
RESULTS, WE NEVER SEND YOUR FAILED TEST
SCORE OUTRIGHT TO YOUR EMPLOYER. IF YOUR
EMPLOYER WOULD LIKE TO KNOW, THEY CAN
ASK YOU PERSONALLY FOR THE FAILED TEST
SCORE:



DO I NEED TO TAKE A TEST EACH MONTH?

‘ YES! YOU NEED TO BE TESTING EVERY MONTH
(AT LEAST PASSING 1-2 TESTS A MONTH) TO
ENSURE YOU ARE FULFILLING YOUR HOURS
TOWARDS YOUR APPRENTICESHIP.

WHAT IF 1 HAVEN'T TESTED AND DO NOT
HAVE ENOUGH HOURS TOWARDS MY

APPRENTICESHIP?

IF YOU ARE NOT TESTING AND DO NOT HAVE
ENOUGH SCHOOL HOURS TO GO TOWARDS YOUR
APPRENTICESHIP, WHEN YOUR COMPANY
RENEWS YOU THROUGH THE STATE, YOU WILL
MOST LIKELY BE CANCELED. THIS MEANS YOU
WILL NEED TO START YOUR APPRENTICESHIP ALL
OVER AGAIN.




»
*

PLEASE CHECK YOUR EMAIL FOR ANY IMPORTANT °
INFORMATION. YOU MAY RECEIVE AN EMAIL FROM EITHER
OF THE 'PROGRAM COORDINATORS.

-

SAVE YOUR NCCER 1D NUMBER & ACCOUNT PASSWORD'IN
YOUR NOTES 4PP 0R SOMEWHERE THAT 1S EASILY
ACCESSIBLE.

_ KEEP TRACK OF THE TESTS YOU HAVE PASSED IN YOUR

NOTES APP OR REACH OUT TO GET A COPY OF YOUR SCORE

“ REPORT. YOUR COMPANY CONTACT WILL RECEIVE AN

UPDATED SCORE REPORT FOR YOU AT THE END OF EACH
MONTH (IF YOU HAVE TESTED). YOU CAN ALSO FIND voue
msw TEGTS ON YOUR NCCER PI?OHLE

REFER TO fuf F?EQUENTLY ASKED QUESTIONS FIRST BEFORE
REACHING OUT TO THE PROGRAM COORDINATORS. THE
ANSWER TO YOUR QUESTIONS MAY BE THERE!

ALWAYS REACH OUT TO THE NCCER SUPPORT LINE FOR ANY
TECHNICAL RELATED ISSUES OR QUESTIONS. WE DO NOT HAVE
BACKEND AGCESS TO THE NCCER WEBSITE AND WILL REFER

"YOU TO THEIR SUPPORT TEAM.

PG.22
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