
This Document is a step-by-step guide on how to open (register) and 

close an NSP course.  In order to get to the drop-down tabs, you must be 

a current NSP-certified instructor (OEC, Toboggan, MTR, Avalanche, 

Inst. Dev.)  If you do not have instructor status, you will not be able to 

enter the web sites to do this.  Please feel free to contact your Region 

Advisors/Instructor Trainers or the Region Director for any assistance. 

 

Remember:  Courses should be registered at least 4 weeks before the 

first class and closed within 2 weeks following the end of the course 

(final exam.) 

 

************************************************************* 

 

How to open an NSP Course: 

 

 
http://www.nsp.org/members/oms/dwnlds/1/How_to_Register_a_Course.pdf 

 

 

How to Register a Course 

Step 1 

The Instructor of Record logs onto member page at www.nsp.org 

Step 2 

From member page Education Tools drop down, select Register a Course 

Step 3 

To complete the registration form, fill in the following: 

• Course Type 

• Begin Date 

• End Date 

• Course Location 

• Projected Enrollment 

• Participating Patrol or Affiliate Group 

• If OEC course select whether it is a Course or Challenge 

• Send Certificates of Completion 

• Send Course Completion Records 

• Notes-(i.e. who to contact, contact numbers, or if they may need to bring anything.) 

• Special Instructions or comments for National Office processing. (enter information 

National Office may need to know concerning the class). 

• Verify Instructor of Record Information is correct. 

• Submit 

Once you have selected submit you will see your course number. You will also receive an 

email confirming the course has been registered.  

If this is an OEC course, Go to the Winter Catalog/Education/Instructors 

This option allows you to order the books and enrollment fees for the course. 

http://www.nsp.org/members/oms/dwnlds/1/How_to_Register_a_Course.pdf


 

 

 

How to Close an NSP Course: 

 
1. When you registered the course, you were sent an email with the course number.  

SAVE THIS NUMBER. 

 

2. Sometimes National will send you a copy of the course completion form along 

with certificates of completion and release forms. (Patroller 101). 

 

3. If you need to find a course completion form, log in to the NSP web site and go to 

“Member Services”.   Go to “Member Resources (email patrol…..”.    

a. left side “Member Links”, under “My Bookshelf”, go to “Downloads”. 

 
 



        

 
 



 





 
 

 

b. Other places to find the Course Completion Form: 

c. Left side, “Instructor Resources”, S&T resources. 

. 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Left side, “Instructor Resources”, OEC resources: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Filling out the form: 

Here is an example of an OEC Course.  Student #1 (Rusty Parka), passed the final 

exam.  

Student #2 (Joe Patroller) registered for the course but did not complete it.  Joe 

Patroller gets marked as “incomplete”.  If he returns and takes and passes the final 

exam, he will get a second Course Completion form sent in with the same registration 

number  marked as “pass”. 

Student #3 (Brad Pitt), did not pass the final exam and failed the course.  When the 

retest is done and if he passes, that Course Completion form will have the same 

registration number and be marked “pass”. 



 

 
National course #  

number given 

upon registration 

of the course 

Course Location 

where? 

Starting Date 

when? 

Ending Date 

when? 

Total Passed 

how many 

passed? 

Total Enrolled 

how many 

started? 

 

INSTRUCTOR 

APPOINTMENT 

 

OEC 
 

Alpine Toboggan 
 

Nordic Toboggan 
 

PES 
 

MTR 
 

Avalanche Level 1  
 

Avalanche Level 2  
 

Instructor   
     Development 
 

 

 

 

INSTRUCTOR  

RECERTIFICATIO

N 

CLINICS 

 

OEC 
 

Alpine Toboggan 
 

Nordic Toboggan 
 

PES 
 

MTR 
 

Avalanche Level 1  
 

Avalanche Level 2  
 

Instructor 
    Development 

OEC COURSES 

OEC Course 
 

OEC e-course 
 

OEC Challenge 
 

OEC Refresher  
Cycle A Year       
Cycle B Year       
Cycle C Year       

 

Outdoor First Care 
   

OEC Enhancement Seminar 
Modules: 

Lower Extremities 
Upper Extremities 
Head, Face, Neck, & Back 
Hip & Pelvis 
Chest, Abdomen &   

             Genitalia 
        Unresponsive or Altered 

      Guest 
Other (i.e. Special Olympics or 

                   Adaptive Skiers) 
 

SKI & TOBOGGAN COURSES 

Alpine 

Alpine Skiing Enhancement    
      Seminar 

Alpine Skiing Enhancement    
      Seminar Women 

Telemark Enhancement   
      Seminar   

Snowboard Enhancement  
      Seminar 

Alpine Toboggan Enhancement   
     Seminar 

Alpine Toboggan Enhancement   
     Seminar Women 

Toboggan Refresher 
 

STW- Ski Trainers Workshop 
 

PAT- Intro to Ski Patrolling 

SKI & TOBOGGAN 

COURSES Nordic 

Skiing Enhancement Seminar 
Toboggan Enhancement  

      Seminar 
Telemark  Classic Skate 

 
 

MOUNTAIN TRAVEL & 

RESCUE 

MTR Fundamentals 
MTR 1 
 MTR 2 

 

AVALANCE COURSES 

Avalanche Awareness 
Intro to Avalanche Safety 

     and Rescue 
Standard Level 1 Avalanche 
Level 1 Avalanche for  

     Rescue Personnel - Upgrade 
Level 1 Avalanche for  

 Rescue Personnel 
Level 2 Avalanche for 

 Rescue Personnel 
 

AVALANCE REFRESHERS 
 

Level 1 Avalanche for Rescue  
     Personnel Refresher 

 Stand Alone 
Cycle 1 
Cycle 2 
Cycle 3 

 
 

CERTIFIED PROGRAM 

Avalanche 
Explosives 
Hill & Lift Operations 
Medical  
Risk Management 
Rope Rescue 
Ski/Snowboard 
Toboggan 
Transceivers 
      
      

SENIOR PROGRAM 

SENIOR MODULES 

Senior Aid Room 
 

SENIOR OEC COURES  
 

SR. EMERGENCY 

MANAGEMENT 

SEM Clinic  
 (Non-Credited Prep Course) 

SEM Evaluation/Test   
         (Credited  Course) 
 

SENIOR SKIING & 

TOBOGGAN 

Training Clinics 

(Non Credited Prep course) 
Senior Alpine Skiing Clinic 
Senior Alpine Toboggan Clinic 
Senior Nordic Skiing Clinic 
Senior Nordic Toboggan Clinic 

 

Evaluation Clinics 
(Credited Course) 

Senior Alpine Skiing  Evaluation 
Senior Alpine Toboggan Eval.  
Senior Nordic Skiing Eval.  
Senior Nordic Toboggan Eval.  
Senior Nordic (MTR2 required)   

       

Senior Continuing Education  

Senior Alpine Skiing CE   
Senior Alpine Toboggan CE   
Senior Nordic Skiing CE   
Senior Nordic Toboggan CE   

 

Senior Trainer/Evaluator Clinics 

(Non Credited) 

OEC Sr. T/E Clinic   
EMM Sr. T/E Clinic   
S&T Alpine Sr. T/E Clinic 
S&T Nordic Sr. T/E Clinic 

 
 

INSTRUCTOR 

DEVELOPMENT 

ID course 
ID  e-course 

LEADERSHIP DEVELOPMENT 

PES 



I certify that this NSP education program was conducted in accordance with National Ski Patrol training standards and that the 

students have satisfied all knowledge and skill objectives and assessments. 
 

Special instructions or comments for National Office:Here you can state that there is a re-test scheduled for ____ 

Instructor of Record Signature:your signature 

NSP Number:your NSP # 

IT of Record Signature:If an OEC Course, MUST be 

signed by IT 

NSP Number: IT's NSP number 

Phone Number:your phone 

number 

      

Cell Phone:      

Division: 

Central 
Patrol Name:Patrol Name 

Patrol Number:C _____ 

           National Course #same as front page                       Course Location: same as front page 

NSP NUMBER  

DOB, or 

PHONE  

FIRST & LAST NAME 

(Please Print Clearly) 

P
a

ss
 

In
c
. 

F
a

il
 

EMAIL ADDRESS 

phone 

number is 

fine 

Rusty Parka    rusty@nsp.org sunnyside lane 

555-555-

5555 

Joe Patroller (registered but 

did not finish) 

   joe@patrolcom       

555-666-

5555 

Brad Pitt(failed test)    brad@me.com       

                           

                           

                           

                           

                           

                           

                           

                           

                           



                           

                           

                           

                           

 

Mail original course completion record to: National Ski Patrol, 133 S. Van Gordon, Suite 100, Lakewood, CO 80228. Records also 

may be faxed to the Education Department at 1.800.222.4754 or emailed to education@nsp.org. (Instructors: Please keep a copy 

of course records, and follow division guidelines and instructor manual for division distribution of course records.) 

 

 
 

 

 

 

Once the Course Completion form has been filled out completely, email the finished 

form to education@nsp.org 

      For OEC courses, cc Karen Hadden (HADDENK@bronsonhg.org)  and Sue Hayes 

(schayes60@gmail.com)  

      For S&T courses, cc Dave Bramel (DBram@aol.com).  

 

******National Office will close the course and enter individual’s completion into 

database. Courses taken will appear on Membership Card. 

 

 

MAKE SURE YOU KEEP A COPY FOR YOUR RECORDS IF QUESTIONS 

ARISE 

 

 

 

mailto:education@nsp.org
mailto:education@nsp.org
mailto:HADDENK@bronsonhg.org
mailto:schayes60@gmail.com
mailto:DBram@aol.com

