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Instructor Cheat Sheet 
                        Before Your Course 

 
 

 Secure course location 
 Course location must be in a public location and meet the requirements outlined on page 

8-9 of your instructor guide (found on your flash drive or the instructor only website) 
 If this is your first time using this location in conjunction with the register-ed website, you 

will need to create the location in the system before you can register a course there.  

 
 Register your course on the register-ed website at least 14 days before the course start date 

 The URL to the register-ed website is: https://my.register-ed.com/login/login 
 You can also find this on the instructor only website 
 Designate your course as public if you want it visible on the website for anyone to attend 
 Designate your course as private if you have a known list of individuals for whom the course 

will be privately held. This will allow you to send invitations to register to these individuals. 
 Designate the course as unlisted if the course is for a select group of people, but you do not 

know the individual participants. This will generate a link that can be distributed. Anyone with 
the link can register for the course.  

 

 Request Materials (course rosters, textbooks, student record forms, exams, return 
envelopes, Spanish language materials) 
 Use the Microsoft Forms link to request materials:  

https://forms.office.com/Pages/ResponsePage.aspx?id=6rhs9AB5EE2M64Dowcge5_NB4-
cO3xFLkRFBq8460gJUQ1dNT1VQMUJVUE9QVVFPNlhISEJMR1o5My4u 

 You can also find this on the instructor only website.  
 
 Advertise your course 

 Consider networking with local businesses or community organizations to advertise your 
course. Libraries, City/Town/County Parks and Rec departments, Chambers of 
Commerce, Tourism agencies, Campgrounds and Farms Markets all have potential. Not 
only can these locations serve as good host sites for your courses, but they may have 
member listservs or newsletters that they may advertise your courses in. 

 Course must be registered on register-ed before advertising.  
 

https://my.register-ed.com/login/login
https://forms.office.com/Pages/ResponsePage.aspx?id=6rhs9AB5EE2M64Dowcge5_NB4-cO3xFLkRFBq8460gJUQ1dNT1VQMUJVUE9QVVFPNlhISEJMR1o5My4u
https://forms.office.com/Pages/ResponsePage.aspx?id=6rhs9AB5EE2M64Dowcge5_NB4-cO3xFLkRFBq8460gJUQ1dNT1VQMUJVUE9QVVFPNlhISEJMR1o5My4u
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Instructor Cheat Sheet 
                                                                 During Your Course 
 
 
 Remember that the NY Safe Boating course is a minimum of 8 hours, 

including one 10-minute break every hour and exam time. 
 If teaching a multi-session course, be sure to mark student attendance at each 

session on the course roster 
 Students must attend all 8 hours of course instruction to be eligible to take the 

exam. 
 
 All students must be at least 10 years of age at the start of the course -no 

exceptions! 
 
 A NYS Parks instructor must always be in the room 

 
 At the end of the course, students who have attended all 8 hours of 

instruction take the exam 
 Exam is closed book and proctored 
 Passing grade is 76%. 
 Students requiring special testing accommodations, such as having the exam 

read to them, should be accommodated to the best of your ability. 
 Any student who fails the exam should discuss retest options with the 

instructor. 
 Students may not leave the class with the exam, transcripts of exam 

questions, or any part of the 3-part student record form. 
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Instructor Cheat Sheet 
After Your Course/ Student Record Form 

 
 

 Instructors must make sure the student has completely and legibly filled out all 
information in the 3-part student record form. 
 If listed on your form, gender field is the only field that does not need to be filled out. 

 
 Every student who passes the final exam takes home the                   copy of  the student 

record form. 
 This is their Temporary Certificate and is valid for 90 days. 
 Instructors must be sure to sign the bottom of the temporary certificate 

 
 Every student who passes the final exam and is 18 years of age or older takes home the                        

                       copy of the student record form. 
 

 This is their Application for a Safe Boating Certificate and must be mailed to Parks by 
the student with a check or money order for $10 before their permanent certificate is 
issued. 

 
 DO NOT give the yellow copy to students under the age of 18 (there is no charge for 
their certificate). Simply leave the yellow copy attached to the pink copy for these 
students. 

 
 copies of the student record form should NOT be sent home with any student, 
under any circumstance. 

 Instructors must be sure that the student signs the attestation on the side of the pink 
form before they leave the class. 

 
When in doubt, look at the bottom of each part of the student record form – the small text at 

the bottom tells you what to do with each of the 3 copies. 
 
 Enter student results on your roster on register-ed within 5 days of completing the 

course. 
 Before submitting results, manually add in information from the student record form for 

walk-in students.  
 Enter the certificate number, course result (pass, fail, etc) and grade for each student on 

your roster.  
 Be sure assisting instructors are noted before submitting results.  
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Instructor Cheat Sheet 
                Mailing back your Paperwork 

 
 
 

What to mail back to Parks (within 7 days of course completion, 21 
days for commercial organizations) 

 
      copies of the student record form for ALL students in your 

class. 
 

     copies, still attached to the pink copy, for all students 
UNDER the age of 18. 

 
 ALL parts of the student record form for students who failed the 

exam 
 
 
 DO NOT Mail the following items back to Parks 

 Yellow copies of the student record form for students 18+ years old. 
 

 Payment for permanent certificates on behalf of students. Instructors 
must never collect this fee (instructor guide, page 9) 

 
 Yellow copy of the Class Roster/Attendance Sheet. Keep this for 

your records. 
 

 Any unused/extra student record forms, exams, textbooks etc. 
Please hold on to these for your next course. 

 


	A New York safe boating certiﬁcate may be obtained by completing the New York Safe Boating Course. The course is designed as a comprehensive boating course, teaching the fundamentals of safe boating operation.
	This course requires a minimum of eight (8) hours of classroom instruction.
	TABLE OF CONTENTS
	FORWARD
	Who is required to carry a safe boating certificate in New York State:
	- All operators of personal watercraft
	- Starting in 2020, all operators of motorized vessels will be required to obtain a boating
	safety certificate by 2025 under a new law known as Brianna’s Law. Phase in details can be
	found in the chart below:
	How to use this guide:


	SECTION I - GENERAL INFORMATION
	Introduction:
	Communications:
	Program Authority and Administration:
	Non-discrimination Policy and Americans with Disabilities Act:
	Alternate Acceptable Boating Safety Courses and Exemptions:
	Course Content:
	Fees:
	The commercial instructor or commercial organization must provide a receipt to the student for any fee collected. The volunteer instructor must provide a receipt to the student for any charge or donation collected. All instructors must maintain copies...


	SECTION II - CERTIFIED INSTRUCTORS
	Volunteer Instructor:
	Commercial Instructor:
	Commercial Organization:
	General Instructor Requirements:
	Duties and Responsibilities:
	1. Identify and secure a suitable training facility for the class.
	5. Provide each student at the start of the program with the New York Safe Boating textbook for their own individual use.

	Instructor Recordkeeping:
	2. The instructor must ensure that the student fills out the Student Record Form completely prior to taking the final examination.

	Conduct:
	Instructor Certification:
	Instructor Certification Process:
	Instructor Recertification:
	Instructor Probation and Agency’s Audit:
	Removal/Denial of Instructor Certification:
	Immediate suspension:
	Alternative Suspension or Revocation:
	Appeal Process for Instructors and Instructor Candidates:
	Instructor Records:
	Recruitment of New Instructors:
	Services the Bureau of Marine Services Provides:
	Instructor Course Policies:

	SECTION III – COMMERCIAL ORGANIZATION
	Initial Application:
	Renewals:
	Certification:
	Additional Recordkeeping Requirements For a Commercial Organization:
	Commercial Organization Roster Changes:

	SECTION IV - STUDENTS
	Course Completion Requirements:
	Student Behavior:
	Denial of Course Completion Certificate:
	Appeals by Students Who Do Not Receive a Course Completion Certificate:
	Students with Learning Disabilities:
	Lost Certificates:

	SECTION V - LESSON PLANS
	Lesson Plans:

	SECTION VI - PREPARATION AND PLANNING
	Scheduling a Course:
	Class Composition:
	Class Size:
	Class Size: Student/ Instructor Ratio
	How to Publicize and Register Your Course:
	Recommended Time Line for Planning a Course:


	SECTION VII- TEACHING THE COURSE
	Dress/Uniforms:
	Course Introduction:
	c. Clearly explain all charges and fees*.

	Breaks During Lessons:
	Audio-visual Materials:
	Teaching so that Students are Successful on the Exam:
	However, at no time should an instructor use the actual exam questions for review or tell the students what exact material is covered in the questions.


	SECTION VIII - COMPLETION OF THE COURSE
	Final Examination:
	Filing the Course Completion Paperwork:
	Mailing the Paperwork to OPRHP:
	Information for Students:

	SECTION IX - THE LEARNING PROCESS
	SECTION X - A FINAL NOTE
	Appendix 1 – Important Links and Contact Information
	NYS OPRHP
	Kalkomey (register-ed)
	Instructor Cheat Sheet
	Before Your Course
	 Secure course location
	 Register your course on the register-ed website at least 14 days before the course start date
	 Request Materials (course rosters, textbooks, student record forms, exams, return envelopes, Spanish language materials)
	 Advertise your course


	Instructor Cheat Sheet
	During Your Course
	 All students must be at least 10 years of age at the start of the course -no exceptions!
	 At the end of the course, students who have attended all 8 hours of instruction take the exam


	Instructor Cheat Sheet
	After Your Course/ Student Record Form
	 Instructors must make sure the student has completely and legibly filled out all information in the 3-part student record form.
	 Every student who passes the final exam takes home the                   copy of  the student record form.
	 Every student who passes the final exam and is 18 years of age or older takes home the                                                copy of the student record form.
	 copies of the student record form should NOT be sent home with any student, under any circumstance.
	 Enter student results on your roster on register-ed within 5 days of completing the course.


	Instructor Cheat Sheet
	Mailing back your Paperwork
	What to mail back to Parks (within 7 days of course completion, 21 days for commercial organizations)
	What to mail back to Parks (within 7 days of course completion, 21 days for commercial organizations)
	UNDER the age of 18.
	 DO NOT Mail the following items back to Parks





