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THE STATE EDUCATION DEPARTMENT / THE UNIVERSITY OF THE STATE OF NEW YORK / ALBANY, NY 12234


Office of Curriculum, Instruction and Field Services
New York State Driver & Traffic Safety Education

Career And Technical Education Team
(518) 486-1547

89 Washington Avenue, Room 315 EB
www.p12.nysed.gov/cte/de
Albany, New York 12234
emscdrved@mail.nysed.gov

July 24, 2012
To:
New York State Driver & Traffic Safety Education Program Administrators

From:
New York State Driver & Traffic Safety Education Team

Re:
New York State Driver & Traffic Safety Education: Fall program approval forms, DE-1 Assistance form, MV-524 card renewals and Revisiting DE-1 and DE-1A form preparation.
=============================================================


This month’s Driver & Traffic Safety Education (DTSE) memo to the field announces

the Fall DE-1 and DE-1A program approval forms, DE-1 Assistance form, MV-524 card 

renewals and Revisiting DE-1 and DE-1A form preparation.

 Fall Program Approval Forms


The Fall 2012 DE-1 and DE-1A (DTSE) program approval forms are now available at www.p12.nysed.gov/cte/de/forms. Each semester, the State Education Department produces new DTSE program approval and program amendment forms.   DTSE programs are expected to use the most current forms when submitting to the State Education.  Since this semester’s form has a minimal number of changes, the DTSE office would like to recap some common oversights found when processing DE-1 and DE-1A forms.  
Section III: Calculations should now be written in minutes, not hours.  Please also remember to indicate a “yes” or “no” concerning the 5 hour pre-licensing content.
Section IX. a-c: Appropriate signatures include the individual(s) who: 
A. prepared the form, 
B. are the LENS account holder (non-public schools are exempt), 
C. are the Program Administrator, and Highest level administrator in the district/school,

respectively must be signed in blue ink and sent in with every DE-1 or DE-1A form- no exceptions.
As always, please refer to your Course Approval Notification (CAN) letter to determine if your program’s approval is scheduled to expire. 
DE-1 Assistance form

The DTSE is happy to announce that we now have a step-by-step assistance form to help administrators and staff in filling out DE-1 forms.  We have taken your comments, questions and suggestions into account and are hopeful that this form will alleviate most of the stress and confusion of filling out the form.  The link is located directly under the most current Course Approval form located on our website www.p12.nysed.gov/cte/de/forms.html.  As always we encourage you to call the DTSE office if there are any questions you may still have concerning your Driver Education program.
MV-524 card Renewals
Programs that contract with commercial driving schools may find that several of their MV-524 Instructors who serve as indirect employees (via a contract with a commercial driving school) will need to renew their MV-524 card.  All MV-524s have an expiration date of September 30th. 

 DTSE administrators are asked to work collaboratively with MV-524 card holders in order to amend this component via the DE-1A form located at http://www.p12.nysed.gov/cte/de/forms.html.  In years past the DMV experienced a gridlock in paperwork because MV-524 holders who deliver private lessons were being processed at the same time as MV-524 card holders who deliver Driver Education.  The solution was to allow DTSE associated MV-524 card holders to renew this credential in August thus giving them priority status.  
For this reason the DMV’s Bureau of Driver Training Programs has agreed to process MV-524 card renewals as early as August 1st.  This means that any DTSE program administrator whose program has expiring MV-524 card holders listed on their DTSE program’s Course Approval Notification and Check List (CAN) letter should begin the process of renewing the MV-524 cards as soon as possible.  This will serve to avoid the traditional September lag in processing.  Remember, this is only required if your approved DTSE program’s CAN letter lists an MV-524 card holder(s) slated to expire this September.  Once renewed, schools are to submit a DE-1A form with the accompanying necessary copies of the updated MV-524 cards to the DTSE office. 
Revisiting DE-1 and DE-1A Form Preparation

An increasing number of DE-1 and DE-1A forms submitted to the DTSE office for review and processing have been determined to be prepared by commercial driving schools, and not by the school administering the program.  DTSE Guidelines clearly state:

“All NYS-DTSE courses must be under the direct organization, administration, and supervision of the public or nonpublic school, college, or BOCES administration.”  

This is a direct violation of the “Assurances” section in the form itself where it states: 

“The school, school district, college, or BOCES seeking approval on this form assures that the submitted DE-1 form has been prepared by direct school employees only.  Further, the school district, college, or BOCES seeking program approval assures that no independent contractor has directed school employees as to what information to place on this form other than supplying materials (license(s), MV-524 card(s), driving abstract(s), and proof of 30 Hour Basic Instructor’s Course, etc.) pertaining to section VII (Instructors).”

It is unlawful and reckless to allow others to fill out forms concerning a school’s Driver Education program.  Administrators must be held accountable for the programs they are running.  Any school found to be in violation concerning this matter, may be subject to disciplinary action.  

Thank you for taking the time to read this month’s Driver & Traffic Safety Education memo.  We look forward to providing the best quality service to the field.
Sincerely, 
The DTSE Team
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