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 Memorandum

To:

Regional Directors, State Coordinators and Training Directors
From:

Scott Gilliam, Director of Training
Date:

October 17, 2005 (updated as of 12/08)
Subject:
Required Training Forms
To clarify questions regarding the use of the required D.O.T. forms, the following forms and instructions are provided for your use. These forms are all dated at the bottom and should replace any forms you currently use. If you have questions feel free to contact me at 800-223-3273 or email, scott.gilliam@dare.com. 
Minor terminology changes have been made to include the terms instructor or candidate to replace the term officer. No, we are not going to change the D.O.T. to D.I.T. or M.O.T. to M.I.T., sorry. 

The most significant procedural change is the issuance of usernames and passwords to DOT candidates before they complete their training. In order to accomplish this, the E-form must be completed and submitted as directed. This E-form is designed to facilitate input into our database and will expedite the return of required information to your candidates. Do not change this form or its format.
It is requested that this E-form be completed and emailed to cindy.hans@dare.com prior to the end of the third day of the D.O.T. You will then receive a return email with usernames and passwords for each of the candidates by the seventh day of the D.O.T. This will enable you to issue information necessary for enrollment into the D.A.R.E. on-line training course prior to the candidate leaving the D.O.T. It may be helpful to begin completing this form as you receive applications for your D.O.T. Please advise all candidates that the successful completion of the on-line training course within 60 days of from the D.O.T. is required to be certified.
In addition to the E-form the following forms are to be completed and mailed to:

Scott Gilliam at D.A.R.E. America, P O Box 512090, Los Angeles, CA 90051-0090. Required forms are attached and should be provided as follows: 

Note: You may need to adjust the margins on some forms to allow them to fit on a page.

Required forms for a D.O.T. / Specialty Training:

1. D.A.R.E. Request for Training Certification Checklist

· This form is the cover letter verifying required documents are included
2. Request for D.A.R.E. Training Certification

· This form details the trainers for the training along with other needed information. The E-form replaces the Master Training Roster
3. D.A.R.E. Instructor Information Sheet

Detailed information on the candidate; email address has become increasingly important and candidates should be encouraged to list an address where program updates and information can be received. Pertinent information from the old Facilitation and Orientation Record has been included in this form, so as to eliminate one form. If this form is being used for a D.O.T., checking the D.O.T. option in the Training Information section indicates the instructor has received; facilitation, elementary, middle school and SRO training. The other options are for specific trainings or orientations. For example, the Middle School training indicates a “stand-alone” training for those instructors who have not previously received middle school. The Middle School Orientation is for officers who have taught the old curriculum and are being updated in the “new” middle school curriculum.
4. D.A.R.E. Program Code of Conduct

· Required signature from candidate and Training Center Representative. Whenever possible this should be photocopied on the reverse side of the Candidate Information Sheet, to ease the amount of paper being sent.
5. D.A.R.E. Instructor Information Summary Sheet (E-form)

· This form is the most important form for entering D.A.R.E. instructors into our database. This form can be initiated as requests for training are submitted to your office. Modifications can be made to this form after candidates have reviewed their information on the first day of the D.O.T.
DARE America Congratulations letter

· This letter is to be handed to the D.O.T. graduate on the last day.

Additional Forms:

6. D.A.R.E. Instructor Facilitation Skills Training and Orientation Record

· This form has been eliminated and pertinent information has been added to the D.A.R.E. Instructor Information Sheet.
7. Inter / Intra Regional Request for Training

· This form is used for candidates who are requesting training outside of their state. It has to be approved by the Training Center and if appropriate the Regional Director.

8. Request for Waiver

· This form documents a request and response to a waiver from promulgated D.A.R.E. America Policy and Procedures.
9. Phase II Mentor Officer Training Performance Evaluation

· This form is used to document the performance of mentors who have gone through an M.O.T. and are shadowing their first D.O.T. 
