PTDI Annual Report


Professional Truck Driver Institute

555 E. Braddock Road

Alexandria, VA 22314

703-838-8842

Please fill in information for which there is an “X”

	Annual Report for 

                           *Period: 
*Date of Last Report Submitted to Current.  If last year was initial certification or recertification, use that date as beginning date.  This could mean that there are more than 12 months included in the report.
	X

	Enrollment Report for Most Recent 12-Month* Period

Prior to Submitting This Report:
*This section should be a 12-month period only, unlike the rest of the report which could be more than 12.
	X

	Name of School:


	X

	Location:


	X

	Report Due by -______

Date of Report:


	X


Part I

General Information

In this section, please show only changes that you have not reported.  Thank you.

	Date:   

	School Name (as to be shown on lists, etc.):  


	Address 1: Physical (& Zip):   


	Address 2: Mailing (& Zip):   



	General School Phone:   


	General School Fax:  

	Toll-Free Phone:  


	Web Site:  

	Our listing at www.ptdi.org:

	Is Correct  
	Change to: 

	Address 3: Truck Driving, if different from above:



	Address 4: Other:



	Key Contacts:  (Please list main contact for PTDI first, secondary contact next, then others; include director, lead instructor, president, admin. asst.  You may list 1-3 people.)   *For Address box below, please enter 1, 2, 3, and/or 4, referring to the Address lines 1, 2, 3, and 4 above. 

	Name
	Title
	Address* 
	Phone
	Fax
	E-mail

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Training organization is:

Publicly-funded training organization:
Private training organization: 
Carrier:


	Date of initial certification:
	

	
	Date of last recertification:
	

	
	Date current certification expires:
	

	
	Full Name of PTDI-Certified Course:
	

	
	Full Name of PTDI-Certified Course:
	

	
	
	

	Training organization is licensed/approved by:

(Please give full information requested.)
	Agency: 



	
	Address: 



	
	Contact Name: 


	E-mail: 

	
	Phone:   
	Fax:   

	
	License/approval expires (date): 

	If school is accredited, name of agency:   


Part II

Enrollment

The enrollment figures from annual reports from all schools will be compiled into an Enrollment Report to create statistics for PTDI-certified courses.


Reporting Period (Most recent 12 month period prior to filing this report): 

Please provide enrollment information for each certified course.

(If you have more than one certified course, show course names, & in column at right show number/number).

	Certified Course Name(s): 

	Date of initial certification:  
	Date of last recertification:   


During the Reporting Period, please indicate: This should be for period shown above only.
	(A) Number of months the course was certified   This should not be more than 12.
	

	(B) Number of times the PTDI-certified course was offered
	

	(C) Total number of students that enrolled in the PTDI-certified course
	

	(D) Total number of students that graduated from the PTDI-certified course
	

	(E) Total number of students that completed the course and met all PTDI standards and school’s graduation requirements 
	

	(F) Percentage of students that completed the course and met all PTDI standards and school’s graduation requirements (Students who completed all requirements of certified course ( by total graduates of certified course; i.e., (E) ((D)=(F) )

Standard 6.4 (Grad.): 85% of grads of certified course required
	

	(G) Total number of students who had CDL upon graduation.

Standard 6.4 (Grad): All grads of cert course must obtain CDL before graduating; 
	

	(H) Total number of graduates who were issued a PTDI Certificate of Attainment or Seal Standard 6.4 (Grad): Issuance of Certificates or Seals is mandatory requirement of certification, but only to grads who qualify.
	

	(I) PTDI Certificate of Attainment I.D. numbers (preprinted on certificates or seals) issued to students in (H) above (e.g., 22500-22591, 43225-43270) (Show at right in column.)  NOTE: Please explain any discrepancy with (H) above.  Additional documentation will be required if all numbers are not accounted for.
Standard 6.4 (Grad).   Schools must purchase from PTDI.  
	

	
	

	
	

	(J) Total number of graduates of certified course who gained employment in entry-level truck driving positions. NOTE: If number is low, please explain.    Standard 7.1 (Follow-up):
	

	(K) Percentage of graduates of certified course who gained employment in entry-level truck driving positions (positive placements J ( by graduates of certified course E) Standard 7.1 (Follow-up) NOTE: If percentage is low, please explain.
	

	(L) CDL pass rate for certified course   Standard 7.1 (Follow-up):
	

	(M) CDL pass rate for non-certified courses, if applicable  Standard 7.1 (Follow-up):
	

	(N) Total cost of the certified course This is not required by PTDI but is informational; as we often get questions from prospective students on averages.
	

	(O) Total number of graduates from the school’s entire truck driving program (including all truck driving courses offered during the reporting period)  Informational only
	

	(P) Is the school reporting graduates to USIS’s DAC Employment History File?  

Mandatory unless in CN or prohibited by law; need waiver.  Standard 7.1 (Follow-up)
	


Part III

Checklist for Printed Materials & Copy of Materials


Reporting Period (From last report or on-site visit to current):  

From last annual report (or SER) to current (within two months of due date of report).
Column at the right must show document/page in the printed materials that are provided to students and other interested parties.  The items should also be cross-referenced with appropriate pages in the printed materials by numbering on those pages the information requested below.  Please include web pages.

A copy of the current tractor-trailer driver training course/program catalog/printed materials (including web pages) that correspond(s) to the checklist must accompany each of the two copies of this report.  If the school catalog is large and includes unrelated, non-truck driving courses, the school may submit only the front cover and pages that apply to the course (e.g., pages may be torn out and stapled together.)
These materials are used by the Certification Committee to verify compliance with Standard 1.1 (Truth in Advertising & Public Information) for printed materials.  These items must be available to prospective students and other interested parties.  All materials must be clear, truthful, accurate and unambiguous.

	
	DOCUMENT & PAGE REF.

	1. Name and address of organization and program location, if different
	

	2. Date of current course catalog
	

	3. A description of the organization and its program philosophy

	

	4. A statement on the need, role, and importance of the tractor-trailer driver and his or her profession
	

	5. The requirements and procedures for admission to the program
	

	6. The goals and objectives of the program


	

	7. The scope and sequence of the program offered to clearly identify the coverage of the training
	

	8. The number of clock hours of instruction
	

	9. The number of classroom/lab and actual range/street behind-the-wheel time per student
	

	10. The requirements of independent study, if used
	

	11. Requirements for externships, if used
	

	12. The length of time in days and weeks normally required for completion of the program, including externship length, if used
	

	13. The hours of operation and the days of the week of operation
	

	14. A calendar for the program year including beginning and ending dates of classes, holidays, etc.
	

	15. A general description of the program's general physical facilities and training environment
	

	16. A general description of training vehicles used during instruction

	

	17. The evaluation or grading system


	

	18. The required levels of performance for graduation or successful completion of the program
	

	19. The types of certificates, awards, or documents bestowed upon graduation or successful completion of program 
	

	20. Policy related to tardiness and absences

	

	21. Policy related to make-up time  
	

	22. Policy related to conduct and termination

	

	23. Policy related to cancellation and refunds

	

	24. Tuition and other student charges related to enrollment, such as books, fees, room and any other "extras" for which a student may be responsible

	

	25. A description of the extent and nature of student services including placement assistance, counseling, housing, etc. 
	

	26. List all other material facts concerning the organization and the program which serve to define the course of study and its offerings
	

	27. Graduation rates for the last calendar or accreditation reporting year
	

	28. Rates of students employed following graduation for the last calendar or accreditation-reporting year
	

	29. Student’s prospective income upon graduation, using current employment conditions
	

	I acknowledge that the above provisions are represented in the catalog or other printed materials given to students and other interested parties, and that administrative policies and practices conform to the statements herein. INITIALS REQUIRED
	

	Exceptions and explanations for the above acknowledgement are explained below or on a separate page.
	


Part IV

Changes in Operations


Reporting Period (From last report or on-site visit to current):  

Please complete Part IV and include any changes that have not been reported to PTDI.

During the reporting period:







                      Yes
                       No

	Did the school change its name during the reporting period?*  If “Yes,”-see Part I
	
	

	Is the PTDI-certified course(s) actually being offered?  If “No,” explanation is required
	
	

	Has there been a change in ownership?  (a)   If “Yes,” see Part V(a).
	
	

	Has there been a sale of 51% of the stock of outstanding shares
	
	

	Has there been a change in the school director? (a) If “Yes,” see Part V (a).
	
	

	Has there been a change in the director of education/training? (a) If “Yes,” see Part V(a).
	
	

	Has there been a change in instructional personnel? (b) If “yes,” see Part V(b)
	
	

	Number of instructors (FT/PT) at last report: 
	
	
	

	Current number of instructors (FT/PT): 
	
	
	

	Did the school change facilities location during the reporting period? (c) If “Yes,” see Part V(c).
	
	

	Has there been a change of tractors and trailers? (d)  If “Yes,” see Part V(d).
	
	

	Are all tractors and trailers in a safe state of repair and good working order?
	
	

	Are all tractors equipped with occupant restraint systems for all occupants?
	
	

	Are occupant restraints used for all occupants?
	
	

	Do all vehicles contain operational emergency equipment if required for the road?
	
	

	Are all vehicles appropriate to the use made of the vehicle by the school?
	
	

	Are vehicles in a reasonably current state of technology?
	
	

	Has there been a curriculum change, including average length of day, number of hours, ratios, or subject matter? (e) If “Yes,” see Part V(e)
	
	

	Is average length of day (excluding breaks) 10 hours or less?
	
	

	Is the combined classroom, lab & independent study time at least 104 hours?
	
	

	Does each student receive at least 44 hours behind the wheel (BTW) time?
	
	

	Does each student receive at least 12 hours BTW on the range?
	
	

	Does each student receive at least 12 hours BTW on the road?
	
	

	If your course includes an externship, are all elements named in Standard 9 being maintained?
	
	

	Did the school submit a “Substantive Change Report” during the reporting period? If yes, for what? 
 If “Yes,” include explanation of change.
	
	


PLEASE REPORT DETAILS OF THE ABOVE CHANGES IN PART V (a) – (e) – SUBSTANTIVE CHANGE REPORT AS NOTED BELOW: 

*   Please show current name in Part I (General Information).

(a) If change of ownership is involved, a certified statement from the new owner stating effective date of change or date of sale must be submitted.  See Part V(a).  A new Certification & License Agreement must also be signed.

(a) For all personnel changes involving director of school or education/training, or change in owner, complete Part V(a).

(b) For instructor changes, complete an instructor qualification form (Part V(b)) for each instructor.

(c) For change in facilities or location, use Substantive Change Report Part V(c).

(d) For all vehicle changes, submit a complete list of vehicles, indicating the new vehicles. See Part V(d).

(e) For curriculum changes, complete Part V(e).
Part V(a) – Substantive Change:

Change in Ownership or School Administrative Personnel

Submit this report for each administrative personnel change for school director or director of education/training, full or part time, owner, or any other personnel that may affect the PTDI-certified course.  (For instructors, use Part V(b): Instructor Qualifications.)  If change of ownership is involved, a certified statement from the new owner stating effective date of change or date of sale must be submitted within 30 days of the change.  A new Certification and License Agreement must be signed.

  See Standard 1.5 (Administrative Qualifications)

Reporting Period (From last report or on-site visit to current):  

	Name of School    

                              

	Employee’s or New Owner’s Name    

                                 
	Title

	Date of initial employment   


	Years in this position  
	Full-time   
	Part-time   

	Responsibilities      




Education, Training, CERTIFICATION to Teach and/or FOR Administration

	School, State/Province
	Month/Year


	Nature of Training or Certification Received



	
	From
	To
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Prior RELEVANT Work Experience

	Company, Address
	Month/Year


	Job Title and Duties

	
	From
	To
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Please attach a resume with any additional information, or as a substitute for the above form.



	If change in owner, please include effective date of change or date of sale:  
	

	If change in owner, have you submitted a new, signed Certification and License Agreement?


	


Part V(b) – Substantive Change:

Instructor Qualifications

(For changes in school personnel other than instructors, please use Part V(a): Change in Ownership or Administrative Personnel.)

See Standards 3.1 (Instructor Qualifications) and 3.2 (Instructor Staff Development & Supervision) 

Reporting Period (From last report or on-site visit to current):  

	Name of School   
	Date  

	Name of Instructor  
	Position/Title  

	Full-time  
	Part-time  
	Date Hired:  
	Length of Service:  

	Percent of time spent instructing:
	Classroom/Lab          %
	Range BTW        %
	Street BTW      %

	Other Duties:  




Education & Training Background

	H.S. Grad Date: 
	GED Date:  
	Total Years of Formal Education:  


List any post-high school education, special training or professional development courses in vocational education, trucking or driver training.  Include on-the-job orientation training and in-service training.  Attach a separate sheet using the format below.  This should include current training to document Standard 3.2.
	Institution/Organization
	State/Prov.
	Description of Education/Training
	Dates

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Licenses

	CDL:
	State/Prov:  
	Date Issued:  
	Expires:  

	
	Class:  
	Endorsements:  


	Teaching license or certificate is required?
	Yes   
	No  

	Driver Qualification File per Part 391 of the Federal Motor Carrier Safety Regulations is complete and up to date?
	Yes  
	No  


Work Experience

	Total Years Tractor-Trailer Truck Driving Experience:
	

	Total Truck Driving Experience Other Than Tractor-Trailer:
	

	Total Years High School, College, or Vocational Teaching Experience:
	

	Total Years as a Driver-Trainer:
	

	Total Years Other Significant Teaching/Training Experience:
	

	
	


NOTE:  Documentation of all of the above must be in the instructor’s file or available to the onsite team.

Part V(c) – Substantive Change:

Change in Facilities or Location

If location or facilities have changed, please describe how the facilities, including classroom and range, continue to meet PTDI standards.  See Standard 5.3 (Classroom Conditions) and Standard 5.7 (Range Conditions)

	


Date:  

Part V(d) – Substantive Change:

Change in Training Vehicles

If vehicles have changed, please list below or on attached all vehicles that are being used for training and indicate how they continue to meet Standard 4.1 (Condition of Vehicles) and Standard 4.2 (Industry Standard for Vehicles).

	


Date:  

Part V(e) – Substantive Change:

Course Summary Form & Curriculum Changes

(For a Typical Student)

Please complete the following tables ONLY if you have had changes since your last on-site visit or Annual Report.  
 See Standard 5.4 (Student/Instructor/Truck Ratio) & and 5.11 (Length of Day).

	Please indicate whether course is: 60-minute hours   50-minute hours   Other:_______  

(60 minute hours is a 60 minute period with 60 minutes of instruction;

50 minute hours is a 60 minute period with 50 minutes of instruction) 
	   

	Total days of instruction
	   

	Total hours of instruction including Class/Lab + Course Range + Course Street 
	   

	Average length of instructional day (Total hours of instruction ( Total days of instruction) 
	   

	Length of course (in hours) of PTDI-certifiable time (i.e., Class/Lab + Total Individual Student Range & Street BTW), excluding breaks and observation time)
	   

	Classroom ratio
	Instructor:Students

	Range ratio
	Instructor:Students
	Instructor:Trucks
	Students:Vehicle

	Street ratio
	Instructor:Students
	Instructor:Truck
	Students:Vehicle


See Standards 5.2 (Instructional Time), 5.10 (Independent Study) Also see Curriculum Standard Guidelines Page 16.

	
	Classroom/Lab Hours 

R = Regular Hours

IS  = Independent Study
	Course Hours

BTW
	Student Hours BTW

For Each Individual student

	
	
	Range1
	Street2
	Range3
	Street4
	Total

Range3 + Street4

	Unit 1

Basic Operations
	R       

IS      
	    
	    
	   
	   
	     

	Unit 2

Safe Operating Practices for Basic Operation
	R      

IS      
	    
	    
	   
	   
	     

	Unit 3

Advanced Operating Practices
	R     

IS     
	    
	    
	   
	   
	     

	Unit 4

Vehicle Systems and Reporting Malfunctions
	R     

IS    
	    
	    
	   
	   
	     

	Unit 5

Non-Vehicle Activities 
	R     

IS    
	    
	    
	   
	   
	     

	Discretionary Hours

Other Than Units 1-5
	R     

IS    
	    
	    
	   
	   
	     

	Totals


	       
	    
	    
	   
	   
	     


To calculate columns above: Course Range BTW1 ÷ Student:Vehicle Ratio (SVR) = Indiv. Student Range3  

                Course Street BTW2 ÷ Student:Vehicle Ratio (SVR) = Indiv. Student Street4
	Please calculate time as hours & % of hours as in log books (e.g. 5.25 is five & ¼ hours, or 5 hours & 15 minutes.) 

Round up or down to nearest quarter hour:  .25 or .50 or .75 or 1.00.


If changes were made in subject matter taught in either classroom or lab, specify what subjects are now being taught as compared to what was previously taught and specific rationale for change.  Please use a separate sheet if needed.

	Topic Name


	Where Taught
	Prior to Change
	After Change
	Rationale for Change

	
	
	
	
	


Date: 

Part VI
Instructor Staff Development & Supervision 

Documentation

Reporting Period (From last report or on-site visit to current):  

(1) INSTRUCTOR STAFF DEVELOPMENT:

Please attach documentation that verifies that all instructional staff members participate in a regular staff development program and activities, such as in-service training, membership and participation in trade and professional organizations, or other training activities designed to improve teaching competencies in accordance with Certification Standard 3.2.  Documentation may include the plan for the year, agenda for each activity, etc. as well as a check sheet or other document whereby instructors have signed acknowledging attendance.

(2) INSTRUCTOR STAFF SUPERVISION

Also, in accordance with Standard 3.2, instructors are to be carefully supervised and systematically evaluated at least annually with documented evidence of the rating.  Instructors who have been employed by the school for less than one year should be evaluated quarterly.  Please attach documentation for each instructor that verifies compliance with this standard.  Note: This need not be actual completed evaluations, but could be a sign-off by both instructor and evaluator acknowledging that the evaluation has been completed.
See Standard 3.2 (Instructor Staff Development & Supervision) for additional guidelines.

Part VII

Affidavit in Support of Annual Report, Enrollment Report or 

Substantive Change Report to PTDI


Reporting Period (From last report or on-site visit to current):  

I certify that the information contained herein is a true and correct representation of all material required by the Annual Report.  I have fully disclosed any other relevant information not specifically requested herein which may materially affect the school’s continued eligibility for a PTDI-certified course.

Name of Training Institution: ___________________________________________________________

CEO/ President/Director (or other authorized personnel)

Name_________________________________      Title________________________________

(Please Print)

Signature________________________________   Date________________________________

Report Prepared by:

Name___________________________________    Title________________________________




(Please Print)

Signature________________________________     Date________________________________

Based on information presented, the school may be subject to a random onsite visit or be requested to submit additional documentation.

Rev. 2/15/06

See CC Minutes p9 12/8/04

Rev. 6/15/08 (Section to document Standard 3.2 added) 

      See CC Minutes 4/3/08

Rev. 12/4/08 (Reaffirm initialing of Sec. III; Notarization deleted)
Rev. 4/23/09 (Part III Enrollment Report)
m/Certification/Annual Reports/Annual Report

See also “Guidelines for Reviewing Annual Report”
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