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COMMUNITY EMERGENCY RESPONSE TEAM 
Course Overview and Instructor Responsibilities 

 

COURSE PURPOSE 
The purpose of this Community Emergency Response Team (CERT) Program Manager 
course is to prepare CERT Program Managers for the tasks required to establish and 
sustain an active local CERT program.  
 
OVERALL COURSE OBJECTIVES 
Upon completing this course, the participants should be able to: 
 
1. Define the purpose and core components of a local CERT program. 
2. Use strategic planning to define the mission and goals for a local CERT program. 
3. Describe the purposes and strategies for promoting a local CERT program. 
4. Establish a process for working with volunteers. 
5. Establish a process for working with instructors. 
6. Establish a process for acquiring and managing program resources. 
7. Build a plan for delivering and managing safe training and exercises.  
8. Describe the role of policies and procedures in operating a local CERT program. 
9. Develop a process for evaluating a local CERT program. 
10. Describe how to sustain a local CERT program. 
 
In addition to the overall course objectives listed above, each unit has specific 
objectives.   

CERT PROGRAM MANAGER INSTRUCTOR GUIDE MAY 2011 PAGE 1 

 



COMMUNITY EMERGENCY RESPONSE TEAM 
Course Overview and Instructor Responsibilities 

 

TARGET AUDIENCE 
The target audience for this course includes the following: 
 Professionals and volunteers who are designated to be or are interested in being 

appointed a local CERT Program Manager 
 Those who are already in the CERT Program Manager position  
 
PREREQUISITES 
Prerequisites for anyone who wants to attend the CERT Program Manager course 
include the following: 
 A referral from a CERT sponsoring agency.  The CERT sponsoring agency could be 

a local, regional, or State government agency  
 Approval from a State CERT coordinating agency if the CERT Program Manager 

course is sponsored by such an agency  
 Completion of the CERT Basic Training course 
 
COURSE MATERIALS 
The CERT Program Manager course includes these materials: 

1. Instructor Guide (includes administrative, logistical, and preparation information; 
lesson plan; instructor notes; mini PowerPoint slides; instructions for all activities; 
all participant handouts and job aids) 

2. Participant Manual (key content, activity worksheets, all handouts, and job aids) 
3. PowerPoint slides 
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COURSE AGENDA 
This is a 3-day course.  The first and second days run about 8.5 hours each.  The third 
day runs about 4 hours.  
 
Day 1 
8:30 – 10:00 a.m. Unit 1: Course Introduction, Overview, and Pre-Test 
10:00 – 10:15 a.m. Break 
10:15 – 11:15 a.m. Unit 2: Setting a Program Vision 
11:15 – 11:30 a.m. Break 
11:30 a.m. – 12:30 pm. Unit 2: Setting a Program Vision (cont’d) 
 Lunch 
1:30 – 2:30 p.m. Unit 3: Promoting Your Program 
2:30 – 2:45 p.m. Break 
2:45 – 3:45 p.m. Unit 3: Promoting Your Program (cont’d) 
3:45 – 4:00 p.m. Break 
4:00 – 5:00 p.m. Unit 4: Working with Volunteers  
 
Day 2 
8:00 – 9:00 a.m. Unit 4: Working with Volunteers (cont’d) 
9:00 – 9:15 a.m. Break 
9:15 – 10:15 a.m. Unit 5: Working with Instructors 
10:15 – 10:30 a.m. Break 
10:30 – noon Unit 6: Procuring and Managing Resources 
 Lunch 
1:00 – 2:00 p.m. Unit 7: Training and Exercises 
2:00 – 2:15 p.m. Break 
2:15 – 3:15 p.m. Unit 7: Training and Exercises (cont’d) 
3:15 – 3:30 p.m. Break 
3:30 – 4:30 p.m. Unit 8: Policies and Procedures 
 
Day 3 
8:00 – 9:00 a.m. Unit 9: Program Evaluation 
9:15 – 9:30 a.m. Break 
9:30 – 10:30 a.m. Unit 10: Keeping Your Program Going  
10:30 – 10:45 a.m. Break 
10:45 – noon Unit 11: Course Summary and Conclusion 
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INSTRUCTOR QUALIFICATIONS 
Instructors will be recruited and selected to conduct this course based on the following 
qualifications: 
 Completion of the CERT Basic Training course  
 Completion of the CERT Train-the-Trainer course 
 Completion of the CERT Program Manager course  
 Extensive training experience  
 State-level approval  
 
PREPARING TO TRAIN 
The preparation and conduct of the instructor has a definite impact on the effectiveness 
of the training.  This introductory section provides guidelines for preparing for this 
course.  Use the following steps when you prepare for training: 
 Thoroughly read both the Instructor Guide and the Participant Manual. 
 Conduct a walk-through of all activities and be prepared to answer any questions the 

participants ask while completing the activities themselves. 
 Instructors are encouraged to add pertinent information to the course, but topics 

should not be deleted. 
 It is recommended this course be taught to groups of 15 to 25 participants with a 

maximum of 40 participants. 
 The activities developed for this course are essential for critical learning.  Follow the 

Instructor Guide to help assure that these activities are conducted during the course. 
 For State and local course offerings, where time may be limited, the instructor 

should be prepared to conduct an optional lunch forum for questions and answers. 
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PREPARING THE CLASSROOM 
As an instructor, you are responsible for: 
 The equipment that you need for the course 

 
For each session, you will need: 
• A computer with PowerPoint software (PowerPoint 97 or more recent) 
• A computer projector and screen 
• Whiteboard or chart paper with easel and markers 
• Masking tape 
• Pens and pencils 
 
Session-specific equipment and materials are listed at the beginning of the Instructor 
Notes for each unit. 
 

 The room arrangement 
 
Regardless of the room arrangement you select, the training room must be large 
enough to accommodate the demonstrations and hands-on activities for each 
session.  Particularly for larger groups, a U-shaped seating arrangement is 
preferable so as to facilitate group interactions and media visibility. 
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