PRETE' PARTNERSHIP FOR RETAIL EDUCATION AND TRAINING

How Can My State, Local, Tribal, Territorial, or Military (SLTT) Regulatory
Agency Deliver an OTED Course?

JURISDICTION TASKS

OTED TASKS

REVIEW REQUIREMENTS FOR COURSES
Access the PRET Handbook for information on
program and course requirements. The Handbook
can be accessed from the OTED website.
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OTED Staff is available to answer questions you
: may have related to the PRET Enroliment or

: Qualified Instructor Process. Staff can be contacted

: at Oll-OTED-PRET@fda.hhs.gov
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JURSIDICTION ENROLLMENT FORM
Complete the Jurisdiction Enrollment Form at
www.surveymonkey.com/r/PRET-Enroll and
nominate Qualified Instructor Candidates.

OTED Staff will process the Jurisdiction Enroliment
Form and Qualified Instructor Applications. OTED
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will provide QI Candidate approvals within ten (10)
business days. OTED Staff will add jurisdiction
points of contacts to the Information Disclosure

QUALIFIED INSTRUCTOR APPLICATION FORM
Qualified Instructor (Ql) Candidates complete the QI
Application Form at www.surveymonkey.com/r/PRET
-Ql-Application.

Portal PRET Team.
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QUALIFIED INSTRUCTOR TRAINING PROCESS

After OTED approval, Qualified Instructor (Ql)
Candidates complete the base course and Qualified
Instructor Training (T course)

Qualified Instructors will be added to the
Information Disclosure Portal sub-team for their

—)| respective courses. In the IDP, they will have
access to course materials and discussion forums
to connect with other Qls.
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COURSE DELIVERY SCHEDULING

Once Qls are successfully trained, jurisdictions will
be able to schedule course delivery sessions within
their jurisdictions. Jurisdiction will submit course
details (course ID, Ql names, dates, location) a
minimum of four (4) weeks prior to course start date.
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JURISDICTION COURSE DELIVERY

JURISDICTION SUBMITS COMPLETIONS

: OTED Staff is available to answer questions you

: may have related to course delivery. A Logistics

= Review call can be scheduled, if additional support
: is needed. Staff can be contacted at OII-OTED-

: PRET@fda.hhs.gov
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OTED Staff will forward course details to LMS Team
to set up session on backend of LearnED to

facilitate entering post-course completion data.
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OTED Staff will process course completion rosters
and record completions in the Oll LearnED system.
Certificates will be automatically issued within 24

After course delivery, jurisdictions will submit
completion rosters to the OTED PRET Staff email.

hours of entry. Participant survey will also be sent.
PRET staff will notify jurisdictions when rosters are
\processed.
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Six weeks after course completions are processed,
OTED Staff will forward a report of any survey
feedback received for the course session.




