	ASSIGNMENT CHECKLIST: 4 Documents + eLearning module online

	To complete your CERTIFICATION YOU MUST SUBMIT:
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_______ Course Overview (use info you did in class for your equipment)
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_______ Lesson Plan (use info you did in class) 
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_______ Safety Job Analysis
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_______ One document of your choice (any template in the book or on the website)

	SAFETY E-LEARNING INSTRUCTIONS

	SAFETY E-LEARNING instructions - To complete the Safety e-learning course, please follow these easy steps:

1. Please go to www.pmmiu.org
2. Log-in to your account by entering the username and password that you selected when you signed up online. If you asked PMMI to create an account for you, please refer to the log-in credentials PMMI emailed to you.  For log-in assistance, contact Dawn Smith at dawn@pmmi.org.
3. PLEASE VERIFY YOUR PROFILE AND CONTACT INFORMATION FOR ACCURACY.  The contact information you provide will be used to send you reminders and updates on the Certified Trainer Program.
4. Click on “Safety First” e-learning course, listed under the red “My Training” menu bar.  This will start the course. The course will stay current for 3 months. 
5. When you have completed the Mastery Test, please be sure to take a SCREEN SHOT of your test results in case the system does not record your score.  Hit “Print Scrn”, and paste your screen shot into an email to dawn@pmmi.org.
6. Click “FINISH” after taking the test

7. Go through remaining slides after the test

8. On the last slide, click “EXIT” on the upper right hand corner.  Then, click “EXIT NOW”
· Note:  Failure to complete steps 4-8 will result in the course not being marked as complete in PMMIU and will require you to take the Safety First course again. 
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ALL DOCUMENTS MUST BE COMPLETED WITHIN 3 MONTHS

BUT TRY TO GET THEM IN WITHIN THE NEXT TWO WEEKS

When you have completed the 4 documents email them to your facilitator (Nancy Cobb cobbnb@comcast.net or Sheree Evans-Metcalf shereemetcalf57@msn.com.) 

Send all files at one time, and make sure your name is on each document. We prefer you send them in the WORD format they are in rather than a PDF so that we can write our comments on them and send them back to you.
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