DECEMBER 2015

Wow! The last email for 2015!!  I wanted to touch on some topics that I continue to get questions on…


HOW TO READ A CAN LETTER

So, I decided to once and for all explain how the CAN (Course Approval Notification and Check list) letter is supposed to be read… Below is a completely made up CAN letter with completely made up people.  Any similarities you may notice are completely coincidental 

Note some areas you should be aware of:

1. The dates that the paperwork came into my State Ed office and the date I actually approved your program are on the bottom left hand side.

1. The dates your program expire and are approved until:

-The lower right hand side shows 2 dates - The top date is when the “next thing” due within your program will need to be sent to me by.  On this particular CAN, it shows that the program is ok until 07/01/16.  The reason is because Betty White has an out of state license, and an abstract needs to be sent to me with a DE-1A to amend the program.  Once that amendment is sent, the program will be all set to run until 8/27/16 when Hugh Jackman’s driver’s license will need to be updated, etc….

-The lower date shows when your 3 years of approval is expiring.  The lower right hand date never changes.  Your program is yours until the 3 years are up unless the program violates guidelines or your school opts out of running a DTSE program.

1. I will always change your CAN letter according to when changes are made on the DE-1A you send me.  For example, if you drop Charlie Brown from your program, I will take him off of your CAN letter.  If you add someone in Charlie’s place, I will add that person to the CAN letter.

1. Please take notice of the dates on your school’s particular CAN letter and mark the dates on a calendar so you remember that they need to be amended.  Too many times schools have forgotten and then problems arise!!
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3 Pieces of Information on 1 page


So, I always take the time to copy, cut and tape the 3 pieces of information for your lecture teachers and/or drivers.  I also make sure to include my handy-dandy blue sheet on how YOU can do it, too.  Here’s the exact process.  It helps ME tremendously and will help YOU with cost of postage, ease of having everything all in one place, as well as with amendments.
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Lastly, I want to wish each and every single one of you the HAPPIEST of holidays, and an AMAZINGLY Happy New Year!!

Mary 



















NOVEMBER 2015

November is here!  Let’s be Thankful for Safe Drivers!!

MV-285Rs (Rosters)
Just a reminder that As of the August 2015 guidelines, Client ID numbers must be listed on the MV-285R. 

Please note that MV-285Rs must be sent into the Utica DMV within 2 weeks of completion of your DTSE Course.  


MV-285 Reminders
I’m hoping to increase the awareness of students and parents concerning MV-285s (completion certificates).  So many are lost or misplaced.  It’s a pain for everyone involved – especially when a panicked parent or student needs a duplicate at the last minute because their road test is in an hour.  I would advise, in my humble opinion, to add literature to your school’s registration/permission paperwork.  ONE sentence can make all of the difference.  REMIND these parents/students to keep the MV-285 in a SAFE place.  

Also remind them to KEEP THE BOTTOM PORTION FOR INSURANCE!!!  I don’t work for the DMV, but I cannot tell you how many people/schools think that I do.  I can’t produce a duplicate MV-285 for anyone – no matter how much I’d like to.    



Making up Classes
I’ve been asked a number of times recently if students can do an assignment as a “make up” for an absence.  The answer is NO!!!!
Students who miss a lecture must make up lecture time.  Students who miss driving time must make up the driving time.  Assignments are not a suitable alternative.

Also helpful to know – a student may only have a maximum of 90 minutes of lecture a day.  Students may only do a maximum of 90 minutes of in-car observation/driving per day.   That’s the MAXIMUM.  At the same time, a student may NOT do 2 lecture classes in one day.  They may not do double in-car classes, either.  I have addressed this before, and I am positive that our guidelines convey this exact sentiment.  If you have any questions, please feel free to call or email me to discuss.  


Becoming a Lecture Teacher
I’m still getting calls and emails about schools looking for lecture teachers.  I’m still getting calls about how schools aren’t happy with the driving school they are using.  If you are looking to truly own the DTSE program you are running, you must be in control of the instruction.
**The only way to take control of your program is to have your own Lecture teacher!**

I’ll link back to an article that describes just how easy it is to get started.  Please take the time to read it and at your next faculty meeting, bring it up.  Ask if anyone is interested.  It’s seriously worth it.

1. It’s professional development
1. It’s something to keep in your pocket for extra money after retirement, during summers, or just as extra income
1. You can teach at other schools/BOCES/Colleges. (Not connected to your home school)

Do yourself/your school a favor and check out the process…



Lastly, if you are interested in materials for a safer driving season, see below.
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		[image: Drive Sober or Get Pulled Over]Holiday Season Drunk Driving Prevention
December 16, 2015 - January 1, 2016
The holiday season is right around the corner. As we prepare 
for festivities with family and friends, NHTSA wants to remind
all drivers that it’s dangerous to drive after drinking.
These marketing tools can be distributed to fit your local needs and objectives while, 
at the same time, partnering with other States, communities, and traffic safety organizations on this drunk driving prevention initiative.
Click here and get your campaign materials now.
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	SaferRide, HTSA's New Mobile App
During this holiday season, and throughout the year, NHTSA's new SaferRide app will help keep drunk drivers off our roads by allowing users to call a taxi or a friend and by identifying their location so they can be picked up.   It is available for Android and iPhone devices.









I wish each and every one of you an amazing Thanksgiving!  

Mary 






OCTOBER 2015

This is a really important email.      
It contains answers to the most frequently asked questions I receive.  
PASS IT ON.      MAKE SURE THE PERSON/PEOPLE WHO FILL OUT THE DTSE FORMS RECEIVE THIS EMAIL!!!!



LENS – What Am I looking for???

I receive many, many questions about LENS.  It’s not nearly as confusing and complicated as it sometimes seems.  This little section will (hopefully) clear up all of your questions/anxieties about LENS.

1.  PUBLIC schools and colleges are required to have LENS accounts.  Nonpublic schools and Colleges aren’t required, but I personally would recommend having one.

1. LENS stands for License Event Notification Service.  This a fancy way of saying you will be alerted via email to anything having to do with your lecture teacher(s) and driver(s).  For example, fingerprinting tells you someone’s criminal history – LENS tells you their driving history.  It’s that simple.  

1. When a school opens a LENS account, that person must do so with their own license and client ID number.  The password gets sent to your home address.  Once that password comes in the mail, you can log in and add lecture teachers AND in car drivers to the account via their license client ID numbers.  

-You must include a LENS screen shot when submitting a DE-1 form.  
-You must include a LENS screen shot when you add someone to your program via the DE-1A form.  
-When you are doing drops and updates, a LENS screen shot isn’t necessary. If you’re adding, dropping and updating on your DE-1A you’d still need to include the screen shot since you’d still be adding someone.

Screen Shots:
-Once everyone has been added to your LENS account, you just need to click on “list of drivers”
-This list should include lecture teachers and in car instructors.  
-That’s the “shot” I’m looking for – to see everyone listed as I know they’re in your account.
-You can print it out just like that.
-Keep this list updated to make it easier for yourselves!! If you drop or add someone with me via DE-1A form, drop or add them to the LENS.
**If you’re having trouble with your LENS account, call the DMV LENS helpline at (518) 486-4480**


*****LENS is not connected to NYSED.  If you drop or add someone to LENS, I don’t get an update.  You must submit a form to NYSED (me) so I can make the changes to your program!!****



How to fill out the DE-1A (and DE-1s as well)

Here’s a link to exactly how to fill out the forms we use for Driver Education.  The DE-1As (for amendments) are much simpler than they may seem – Promise! DE-1s (3 years) are a bit more complicated, but this guide will walk you through it.

Z:\P12\OCIFS\CareerDev\Driver Ed\DTSE Documents and Forms\DTSE Forms\Assistance--Filling Out DE-1.doc




Adding someone new to your program

If you need to add a new person(s) to your program whether it be in car instructors (MV-524) or lecture teachers (MV-283) card holders, you will need to make sure you include all pieces of information requested.  You will also need to include a LENS screen shot IF you’re a public school and/or have a LENS account.  Some nonpublic schools choose to have a LENS account (which, in my humble opinion, is very smart of you to do).

This would include:  
*For PUBLIC SCHOOL lecture: Driver’s license, MV-283 card and Secondary teaching cert (Ex: Math, PE, S.S, Spanish, Sp. Ed, etc.)
*For PRIVATE SCHOOL lecture: Driver’s license and MV-283 card.  No Secondary certification is needed.
*For In car instructors: Driver’s license, MV-524 card and 30 hour Basic Instructor’s Certificate.

***See above on how to fill out the DE-1/DE-1A form***






What Certification # am I looking for under section 9?    Where to find it????

The certification number has been a part of the Driver Education paperwork process for almost a year now, but I still get a lot of questions.  

-Certification usually only pertains to Public schools.  Nonpublic schools having an administrator who received their administration certification must include their certification number as well. Just because you’re working at a nonpublic school doesn’t make your administrator exempt.
-Certification numbers can usually be found in HR or personnel. 
-Superintendents will usually have a School District Administrator or School District Leader certification
-Principals/Assistant Principals and often times Deans, etc. have a School Building Administrator or School Building Leader certification.
-Sometimes the certification number is a Social Security number – if this is the case, you have 2 options:
          -There’s often a control number below the certification number. You may write a control number down instead of the SS#
          -If only the SS# is listed, and there is no control#, you may write dashes and the last 4 digits  (ex. --- -- 1234)



Requesting MV-278s and MV-285s…

Please, PLEASE send out your school’s request letters to the Utica DMV at least 2 weeks after sending me (NYSED) your DE-1 or DE-1A forms.  
If you send them out at the same time, you leave me ZERO time to process your paperwork.  This causes a few problems:
-The DMV needs to do extra work sending you an (unnecessary) rejection letter
-You call me, usually quite startled, asking WHY your school is being rejected and what do you need to do to fix it?!?!?
-I am taken away from my Driver Ed duties to discuss why this has happened, and no one wins



As a special aside, I’d like to make everyone aware that I’m about 3 weeks behind on paperwork right now.  I’m hoping to have things go back to normal by the end of November, but until then, please be patient.  

As always, pass this on to anyone who might profit from knowing this information.  We’re in this together and as they say, “The more you know….”














September 2015 Tips & Tricks

Happy School Year!!

I’m back to wish you all a fabulous, HEALTHY and safe school year.  As always, here are a few items that I’ve been getting calls/emails about lately…

1.  MV-524 cards
This affects any school contracting with a Driving School.  MV-524 card holders are the in-car instructors associated with said driving school.  Their cards are renewed every 2 years.  You probably have MV-524 card holders whose cards are expiring 9/30/15.  You will need to get me their updated information asap. I know that many of you are still waiting for your MV-524 cards.  You can send me your paperwork with everything listed but the new MV-524# and expiration date.  I’ll allow you to fax or email me the card(s) a week or 2 later if you’re looking to expedite the process.  Send me a DE-1A and list them in section 7.  Make sure you send all 3 pieces of their information (driver’s license, updated MV-524, and 30 hour certificate).  

Also make sure you know which drivers are going to be with your students.  It’s your responsibility to know who is driving with your students!

1. Any lecture teacher receiving this or school leader who passes this on to their MV-283 card holders, please feel free to email me your contact information.  Phone numbers and email addresses are helpful in spreading the word on Driver Education (guidelines, contests, paperwork tips and tricks, etc).

1.  It’s come to my attention that there are schools that are allowing students to make up absences by doing assignments.  This is NOT allowed.  Students must make up lecture classes by attending the missing lecture class and make up their driving session by driving in a car.  That being said, students are not allowed to double up on sessions.  90 minutes is the maximum amount of time per day for lecture, and 90 minutes is the maximum amount of time per day for in-car instruction.

4.  Lastly, just a reminder of our updated DTSE guidelines.  The guidelines and its preamble may be found 
at:  http://www.p12.nysed.gov/cte/de/DTSEGuidelines.html.   (You’ll want to pay special attention to Section XIII, items 2-4) 


***As always, please forward this on to others who may find it useful, ESPECIALLY those who fill out the paperwork.***







August 2015 Tips & Tricks

Hello out there! It’s me again with some more handy-dandy tips! 

I recently received a request concerning where to find Driver’s Ed information – posters, pamphlets, etc. to be used for bulletin boards/given to students or parents.  I realized that this information might be beneficial to other schools, as well. 

Below you can find few of MY favorite links:

http://urthatdistracting.org/

http://noys.org/

http://www.safeny.ny.gov/SRO-Toolkit/resource.html

http://www.nhtsa.gov/Teen-Drivers

http://oli.org/

http://www.ghsa.org/

Not only are these links wonderful for requesting information, they’re great to send to parents looking for activities, videos and extras for their child or themselves!

-----------------------------------------------------------


I just wanted to send a quick reminder that the New/Revised DTSE Guidelines are now up at: 

http://www.p12.nysed.gov/cte/de/DTSEGuidelines.html

Make sure to read them at your earliest convenience!!


-------------------------------------------------------------


REMINDER:

Please note that MV-285Rs must be sent in within 2 weeks of completion of your DTSE Course.  Please also note that as of the August 2015 guidelines, Client ID numbers must be listed on the MV-285R.  




JULY 2015
Here’s another installment of DTSE Tips for you!! 

1. I have received many phone calls inquiring as to where a list of approved driver education programs can be found.  Your school can easily put this link on the website for students who can’t participate in your school’s current program due to date conflicts or time constraints of extracurricular activities/family vacations. This is also a handy link to post if your school doesn’t have a driver education program, as parents are probably asking where their child can take the course.  The list is alphabetically arranged by county.  Schools are then alphabetically listed within each county. http://www.p12.nysed.gov/cte/docs/rptApproved_DTSE_Programs_Contacts7_2015.pdf


1. Here are 2 very easy-to-use guides to help when filling out paperwork for your DTSE program: 

*The first goes step-by-step on how to fill out the DE-1 (3 year approval) and DE-1A (amendment) forms.  Print it out and keep it with your DTSE papers, bookmark or favorite it on your computer or do both.  

http://www.p12.nysed.gov/cte/de/forms.html. Just click on “DE-1 DE-1A Assistance form”



*The second is helpful when you’re confused about who to contact in regards to different areas of your DTSE program.  Addresses and phone numbers are listed, as well!  

Just click on the “NEW- Quick View Chart”  http://www.p12.nysed.gov/cte/de/driveqa.html




As always, feel free to call or email with any comments or questions you may have – and FORWARD to anyone who may fill out paperwork!!!

Thanks,
Mary






JUNE 2015
DTSE Insider’s Tips
Mary is the dedicated staff responsible for the verification of Driver & Traffic Safety Education (DTSE) documents, including program and teacher approvals.  Periodically, she will provide some DTSE tips: sharing her insights on DTSE best practices.  

MV-283 email “How to”
Many of you have been calling and asking for advice on how to give your programs more “ownership”.  Having a MV-283 cardholder (lecture teacher) on staff is the easiest way of doing this.  
Any current or retired teacher can get their MV-283 card.  The process is fairly straightforward and not terribly difficult.  The person interested in the credential must take a total of 12 college level credits.  After the first 6 credits are completed, a Provisional credential may be requested.  The Provisional MV-283 is good for up to 4 years.  This means that the teacher has up to 4 years to complete the final 6 credits.  Getting a Provisional credential allows the person taking the courses to secure a job much sooner than if they went through the entire 12 credits at once. Below are four easy steps to get you started.
· First, check out the 3 colleges that offer the appropriate courses and choose the one for you.  http://www.p12.nysed.gov/cte/de/accredit.html
· Next, take at least the first 6 credits necessary. Some schools may have the first 6 credits completely or mostly online.
· Once the first 6 are completed, you can fill out and send in the appropriate paperwork (DE-2 form) for a Provisional a credential. The same paperwork (DE-2 form) would be sent in for the Permanent credential, as well.  http://www.p12.nysed.gov/cte/de/forms.html
· Once the paperwork is received, the MV-283 card should be mailed approximately 4-6 weeks later

Please feel free to call or email with any concerns or questions you may have concerning the MV-283 card process. As school leaders, exploring these options could only benefit your DTSE program.  Having a current or retired staff member teach your lecture classes allows for better communication, knowledge of students, flexibility, parent engagement, and better control of your program. It may still be necessary to contract with a driving school for the in car portion, but the actual teaching portion would be controlled by the school. For further details concerning MV-283 cards, you can refer back to our April 2015 Journal. http://www.p12.nysed.gov/cte/de/news.html

*** Please note that once your classes are completed, an official transcript and driver’s license must accompany your paperwork.  Please also be aware that finishing the initial 6 or even all 12 credits does not automatically provide you with a MV-283 credential.  You must fill out and send in the appropriate paperwork for you to receive a MV-283 card.***
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Please keep these for your records.

Having a single sheet for each Lecture teacher (My-283) and/or Instructor
(MV-524) whether it be all on one side or double-sided, makes it much
easier to keep all 3 pieces per person organized and in one place.

When updating someone, just take the copy of their new card or license and
cut it out with scissors. Use some scotch tape to tape it right on top of the
old one and you're set! Just make a copy, whether it be single or double
sided to send with your DE-1 or DE-1A and you're completely up-to-date!

‘You certainly don't need to fallow this model but it makes it a lot easier and
processing faster.

Thanks!

PS5 - to make a full page certificate small enough to fit 3 pieces on one page, copy-
at 78%, then add license and certification at bottom. Copy the page at 100% and
you're all sat!
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Driver Traffic & Safety Education Course Approval Notification & Check List
Your Driver & Traffic Sefety Education Courss has been reviewsd. Plessa note that if & your program’s
cesponsibilt o maintin s spproved ststs by smanding vour program's Critieal Components 3 they expire. The.
st that vou program i spproved untl i notad by the “Progrem Approved Untl” fald balow. Do not sonfuse this
it the “Amsndments Acceptad Unti” date. You may amend it in your program via form DE-1A untl the

“Amsndments Acssptad Usti” date blov. At you smend critcl componsnts your Progrem Approvad Until” date
il be xtendsd, and you il b fszuad & new Couees Approvel Notification & Chack List form.

Fos your convanisncs, the expication dates of yout progam’s Cetcal Components ac lsed in the able sbeled
Comments below. You prosrem wil b approved for & priod of up to hree vears, butnot to xceed the salest
expiraton dae of any Crtcal Componant. Should you change or pdateany Cetcl Component istedbelow of i
Sour oriinal DTSE Program Approval form DE-1, you must subrit sendment form DE-1 A with the nacassary.
djustments 1 dsapproved, please retum this sntice packet withthe necessary information required

Date | Comments: Ttems listed below must be amended prior to their expiration date via form

DE-1A to maintain program’s approved status

070116 | Official driving abstract for Betty White, including letter indicating which school the

original abstract s iled with. See Note.

08727/16_| Hugh Tackman's driver' license._See Note.

09/30/16 | Sheldon Cooper's, George Clooney's and Farrah Fawceffs MV-324 cards_See Note.

10001716 | Official driving abstract for Betty White, including letter indicating which school the

original abstract s filed with._See Note.

T2/01/17 | Official driving abstract for Betty White, including letter indicating which school the

original abstract s filed with. See Note.

OA/T4/17 | Charlie Brown's Driver's license._See Note

06530/17 | Driving School contract,

07/01/17 | Official driving abstract for Befty White, including letter indicating which school the

original abstract s filed with._See Note.

0001717 | Official driving abstract for Betty White, including letter indicating which school the

original abstract s filed with._See Note.

T20T/18 | Official driving abstract for Betty White, including letter indicating which school the

original abstract s iled with. See Note.

‘Note: When updating any teacher s or ISructor s credential. please include every

Supportive document associated with that teacher/instructor such as MV-283, MV-524,

drivers' license, NYS secondary teaching certificate (public schools onty), and/or

certificate or affirmation of basic 30 hour instructar’s course.

#
 [[Schook Cllsge o BOCES | Most Wondsrfol igh School | Program Approved Until| 0701716
Address 23 Fairyland Aveme ‘Amendments Accepted Until | 06/30/18
Wondeland, NY 12345
Date DE-1 Received | 05/13/16 Not Approved
Date DE-1 Processed | 0523/16 SED Reviewer Initial | MC

Date DE-1A Received.
Date DE-1A Processed

Note: No notificationill be sent to alert programs ofpending expiration. Itis the school, college, or
'BOCES responsibility to reapply for NYS-DTSE course approval upon expiration ofprevious approval
e
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Mary’s Driving School

Certifies that

Kermit T. Frog

Hias successfully completed the 30 hour Basic Driving Course
On December 16, 2015

280
oate

Driver’s license
HERE

MV-524 or MV-283 card
HERE





