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Master Trainers will schedule a session to train and certify an instructor using the Instructor 
Certification Training Program (ICTP) modules and exams. The Master Trainer will conduct the 
training using the ICTP PowerPoint presentation slides while the instructor uses a current edition 
of the Craft Instructor’s Kit. The Master Trainer will proctor the ICTP exams at the end of each 
training module. Once the instructor has successfully passed module exams 1-9 and the 
presentation, then the Master Trainer will submit the Registration of Curriculum Certifications in 
the NCCER Registry System. The Instructor will request association with the ATS organization.  

Master Trainers may follow these step-by-step instructions to train and certify a craft instructor: 

 

 
BEFORE TRAINING 

1. Order a Craft Instructor Kit for each instructor from https://nccer.force.com/nccer/s/home. 
a. Important Note: NCCER requires the Master Trainer to conduct the ICTP using a 

Master Trainer Kit and Craft Instructor Kit of the latest and same edition/year. 
2. Confirm you have the ICTP files (PowerPoints, exams, answer keys) in your possession.  

a. Important Note: The Master Trainer is emailed a link to the ICTP files after becoming 
certified or ordering a new Master Trainer Kit. Please contact NCCER at 888-622-
3720 if you do not have access to the current ICTP files before training. 

3. Print a set of all 9 ICTP module exams for each instructor or assign tests in the NCCER 
Testing System. 

4. Collect the following documents from each instructor before the ICTP training and then give 
to the Sponsor Representative for storage in the instructor’s personnel file: 

a. Resume or documentation proving journey-level knowledge in curriculum. 
b. Completed Registration and Release Form 
c. Completed Responsibilities and Liabilities Form 

 
DURING TRAINING 

5. Distribute a current Craft Instructor Kit to each instructor. 
6. Conduct the training using the ICTP PowerPoint and a current Master Trainer Kit. 
7. Administer the ICTP module exam to each instructor at the end of the training module. 
8. Score the module exams using the answer key found in the ICTP files, unless using the 

testing system. 
a. Important Note: The cut score for each ICTP exam is a 70. The instructor will need to 

review the ICTP module and re-test until they achieve a 70. No limit to re-testing. 
9. Evaluate the instructor’s presentation using the Presentation Evaluation Guide found in the 

ICTP files. The presentation is pass/fail and must be re-done until passed.  
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AFTER TRAINING 

10. Confirm each instructor has passed all ICTP module exams and the presentation. 
11. Send the scored ICTP exams and completed Presentation Evaluation Guide to the Sponsor 

Representative for storage into the instructor’s personnel file. 
12. Sign in to the NCCER Registry System and submit the Registration of Curriculum 

Certifications to certify each instructor. Multiple instructors can be added to the same form. 
a. Important Note: The Registry System requires the Master Trainer to enter the 

instructor’s NCCER card number into the form. If the instructor does not have a card 
number at this point, then they can register as a new user to generate a card 
number, or the Master Trainer can generate a card number within the training 
module submission form. 

13. The completed form will be sent to the Sponsor Representative for review once submitted. 
14. The Sponsor Representative will approve the form after successfully confirming all 

documentation has been received and the instructor’s resume includes journey-level 
knowledge or experience in the curriculum they have been certified to instruct. 

15. The instructor’s Craft Instructor Certification will generate in the Registry System once the 
Registration of Curriculum Certifications form is approved by the Sponsor Representative. 

16. The certified Craft Instructor should now sign in to the Registry System and request 
association with the ATS organization. 

a. Important Note: The certified Craft Instructor will be unable to conduct craft 
training, proctor module tests in the NCCER Testing System, and submit completed 
performance profile dates until they have been associated with an ATS organization 
in the Registry System. 

 

CRAFT INSTRUCTOR CERTIFICATION MAINTENANCE 

 The Craft Instructor’s expiration date is automatically set to 3 years after the certification 
date or date of the last passed craft training module submission.  

 A Craft Instructor must maintain their certification before they expire; otherwise, they will 
need to re-attend a full ICTP session to become re-certified. 

 NCCER requires the Sponsor Representative to evaluate the certified Craft Instructor once 
within the first year of certification and then once every 3 years after. 

 NCCER requires the Sponsor Representative to ensure the certified Craft Instructor is 
evaluated by students once within the first year of certification and then once every 3 years 
after.  


