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Responsibilities & Guidelines
Administration Responsibilities 

1. Register Apprentices for the Apprenticeship Program

2. Register 1st time Online Apprentices into the NEIT system 

3. Populate the Apprentice into the Online Course

4. Build report for the DOL (Grades)
5. Work with apprentices to schedule their monthly review meeting for their online learning
Instructor Responsibilities 

1. Maintain the online Course work 

a. Grade All Online assignments that does not automatically grade them selves

b. Input test scores that are sent from the proctors 

c. Input Pass or Fail on all Practical’s that are sent by the proctors 

d. Check discussion questions every day and reply when necessary 

e. Check and give feedback on all Value Add assignments 

f. Conduct a virtual class each week based on the weekly assignments 
g. Send out Early Warning Notices for any student who has not successfully passed a Module Test or Practical 

h. Check email every morning – afternoon & evening to make sure that students questions are being answered 

i. Check Grade book everyday to make sure that work is being done 

j. Check statistic tracking to verify what each apprentice is doing their required work. 
2. Weekly updates 

a. Send grades weekly to the Apprenticeship Coordinator

b. Send grades weekly to the Master Instructor 

c. Notify any Apprentice that has not done what is needed of their status 
d. Notify the Apprentice’s that are in danger to their department heads 

e. Review all module evaluations and make suggestions on how to improve the online course. 
3. Inform the Administrative Representative of each students availability to move to the next Course

4. Issue notices to Apprentice and others because absences and missed assignments 
Proctors Responsibilities 
              Mandatory 

1. Oversee the Apprentice taking each module test.
2. Grade each module test and email results to Instructor. 

3. Send the graded paper to the Instructor. 

4. Oversee the Apprentice taking each module practical. 

5. Grade each module practical (pass/fail) and email results to Instructor. 
6. Email the attendees time to Instructor 

7. Send the sign in sheets to Corporate 
Optional 
1. Run open Labs - This would be time that the apprentice would be able to come in for extra help.
a. Online Content 

b. Hands On 
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