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All continuing education records are maintained for a period of no less than seven years on a University
of Illinois Box.com enterprise account. Certification officers may email info@wateroperator.org to
request attendance rosters or other verification, if not required by policy to submit by a certain date.
Additionally, updated certificates can be provided to students in locations where the certification entity
requires additional information, such as a course number or operator number on the certificate. State-
by-state (or other entity) instructions are provided for each course.

Records that will be retained include, but are not limited to:

A. Individual session records that include the following:

a.

e.

the list of instructors who taught each session on each date that the session was offered
and the subject areas they presented, as well as which instructor was considered to be
the lead instructor and those sponsor representative(s) that functioned as the facilitator
(if applicable);

the name of the instructor(s) and facilitator(s) who proctored and/or graded the
examination for each session;

the attendance sign-in sheet(s) for each session;

all graded and dated validated examination answer sheets (if applicable) for each
examination attempt including an explanation for any retests as well as a narrative
explaining any assistance provided to the attendee before the re-test; and

session evaluation forms or equivalent compilation/summary.

B. Sponsor file with the following documentation:

a.

5 M

a copy of all documents that substantiate the director's efforts in upholding the duties
outlined in our director attestation letter;
a copy of the department's approval letter for each specific session;
a description of the procedure used to notify the department in writing of any changes
in any aspect of a session before implementing such change;
copies of the application form and all session materials submitted to the department as
part of the original submission;
copies of all revisions to the session, with the correspondence approving such revisions;
copies of all instructors' resumes, directors' attestations and credentials as well as the
documents issued by the sponsor designating each instructor;
copies of examination questions for each session offered (if applicable); and
the names of the designated lead instructor(s) and any other instructor(s) designated to
teach the specified subject of the session and their qualifications which must include
documented relevant educational background, work experience, and training in the
following form:
i. official academic transcripts (certification training only) or completion certificate
from an environmental train-the-trainer session; and/or
ii. either a resume, letter of reference, documentation of work experience, or a
copy of the signed statement of employment.
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