NCDPS

Session — Adding an Adjunct Instructor

While creating your session, select ADD INSTRUCTOR

Name: I‘

Description: [new Employee Orientation

Location: [DPS HR Western Foothills RegionX| Select Room Layout Add Resource Add Instructor

DATE AND TIME

Find the instructor for your session and click on their name to select them. Designate the Adjunct Instructor as
the Secondary Instructor. DO NOT check Confirmation Required.

Important Note: There should always be 1 Primary Instructor for each seated class, unless the course requires
an instructor/student ratio to be met, such as Firearms, CRDT, RCDT...etc. — please check with your Training
Coordinator or person responsible for training at your location for these ratios.

EThstructor to be confirmed before the session is approved”

(*If the "Confirmation Reguired” checkbox is not checked, the session will be approved even If the instructor is not available)

[ « Back ] [ Done ]

Note: If your instructor is not found, please send an email to DPS_LMSHelp@ncdps.gov to request to have
the instructor added to the system. You can save your session and go back and edit/add the instructor once you
are notified they have been added.
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