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Introduction
Welcome to the Georgia Tech OTI Education Center Family! Congratulations on completing the
requirements to become an OSHA Authorized Outreach Trainer. We are here to support you by
providing answers to your questions and fulfilling your card requests quickly and accurately.
The information in this manual will provide you with the information you need as an Outreach
Trainer.
Thank you for choosing the Georgia Tech OTI Education Center for your training needs. If you
have questions after reviewing the information, please contact us.
Email: trainingcardrequests@innovate.gatech.edu
Phone: 404-407-7345
NOTE: If you do not receive a response within 48 business hours when using the above email
address, please email Yavonne Jones directly.

Yavonne Jones
OSHA Training Institute Education Center
Georgia Tech Enterprise Innovation Institute
171 17th St. NW Suite 1250
Atlanta, GA 30332-0643
Phone: 404-407-8349
Email: Yavonne.jones@innovate.gatech.edu
Myrtle I. Turner Harris, PhD, MPH, CET
Principal Research Scientist/Industrial Hygienist
Director of Safety Health and Environmental Services
Director of the Georgia Tech OSHA Education Center
Georgia Tech Enterprise Innovation Institute
171 – 17th St., NW, Suite 1250, Room 1287; Atlanta,
GA 30363-0643
Phone: 404.407.8066 - Cell 404.861.1648
Myrtle.turner@innovate.gatech.edu

Jim Howry
Principal Research Associate
Associate Director, GT OSHA Training Institute
Education Center
Georgia Tech Enterprise Innovation Institute
171 17th St, NW Suite 1250
Atlanta, GA 30332-0643
Phone: 404-407-8053
jim.howry@innovate.gatech.edu

You may also find us at www.oshainfo.gatech.edu
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How to Begin
Before conducting your first class, you will want to follow the steps below.
1. It is your responsibility as an OSHA Authorized Outreach Trainer to ensure you meet the
requirements of the most recent edition of the OSHA Outreach Training Program
requirements and related industry procedures. This is part of the Statement of
Compliance you signed in your trainer class or trainer update class. Be sure to bookmark
both the Georgia Tech Outreach Trainer Portal/Website and OSHA’s Training Webpage
to ensure you have easy access to both websites and to stay current with the
requirements:
a. Georgia Tech Outreach Trainer Portal/Website:
https://outreachtrainer.gatech.edu
b. OSHA’s Training Webpage: https://www.osha.gov/dte/outreach/index.html
c. Construction Industry webpage:
https://www.osha.gov/dte/outreach/construction/index.html
d. General Industry webpage:
https://www.osha.gov/dte/outreach/generalindustry/
e. Current Program Requirements document:
https://www.osha.gov/dte/outreach/OSHAOutreachTrainingProgramRequireme
nts-2019.pdf
f. Current Construction Industry Procedure document:
https://www.osha.gov/dte/outreach/construction/ConstructionProcedures2019.pdf
g. Current General Industry Procedure document:
https://www.osha.gov/dte/outreach/generalindustry/GeneralIndustryProcedure
s-2019.pdf
2. Check your trainer authorization card to ensure it has not expired. OSHA requires you to take
the update class every four (4) years. If it has expired you are required to retake train-thetrainer class prior to teaching a 10-hour or 30-hour class. Note: If it has been 7 years or longer
since you took the standards course (OSHA 510 or 511) you must retake the course as a
prerequisite to the train-the-trainer course.

3. Register on the Georgia Tech Outreach Trainer Portal/Website:
https://outreachtrainer.gatech.edu. The REGISTER button is located at the top right next
to the Georgia Tech logo. Fill out the registration page and send an email to:
trainingcardrequests@innovate.gatech.edu to let us know you have registered. It can
take 2 – 4 business days to approve your registration and you will NOT be able to log in
until your registration is approved. NOTE: You will need to register before teaching your
first class so you can submit your advanced notice for your upcoming class.
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4. Create an advanced notice for your class. Georgia Tech requires all trainers to provide
an advanced notice for any 10-hour or 30-hour Outreach class they will be conducting.
After we approve your registration you will receive an email letting you know. You
should log in and create your Advanced Notification to let us know of your upcoming
class. We ask that you submit the notice as soon as you know you will be teaching a
class but no later than the day the class starts.
5. A detailed schedule or training agenda must be created prior to your class. The schedule
must include all topics to be taught with the exact time each topic will be presented and
must include the time of each break. The heading should include the type of class,
including industry (i.e., construction or general industry), the dates of the class, the
instructor’s name and the training site location (city and state). If you have a guest
speaker or are teaching the class with another Authorized Outreach Trainer, the guest
instructor’s name must be shown next to any topic he or she will teach. For more
details on the OSHA requirements, refer to the current version of the OSHA Outreach
Training Program Requirement document, to ensure your schedule includes all required
and elective topics. You can find the Requirement and Procedure documents on OSHA’s
website, on the Help page of the Georgia Tech Outreach Trainer website or by using the
links below:
a. Current Program Requirements document:
https://www.osha.gov/dte/outreach/OSHAOutreachTrainingProgramRequireme
nts-2019.pdf
b. Current Construction Industry Procedure document:
https://www.osha.gov/dte/outreach/construction/ConstructionProcedures2019.pdf
c. Current General Industry Procedure document:
https://www.osha.gov/dte/outreach/generalindustry/GeneralIndustryProcedure
s-2019.pdf
6. Each OSHA Outreach class must have a minimum of three (3) students and a maximum
of forty (40) students. If you need permission to teach a class with fewer than 3 students
you must email Georgia Tech to request permission at least seven (7) days prior to the
start of your class. Email us here: trainingcardrequests@innovate.gatech.edu and
provide an explanation with your request. See the OSHA Outreach Training program
Requirement, for information regarding the request.
7. If you need permission to teach a class with more than 40 students your request must
be received at least sixty (60) days prior to the start of the class and must include the
6|Page

explanation list shown in the OSHA Outreach Training program Requirement document,
Email us here: trainingcardrequests@innovate.gatech.edu with your request.
8. A separate sign-in sheet must be created for each day of class. The sign-in sheets should
include a header showing the type of class, including the industry, the duration of the
class, the date the students are signing in, the instructor’s name (including any guest
instructors), and the training site location (at least the city and state). Student names
must be printed or typed and students should sign-in using their full signature each day
of class. Instructor should sign the daily sign-in sheets each day.

9. Students must provide their address, either home or work, where you will mail the
cards. It is acceptable to distribute the cards at a student’s workplace, however,
students must be given the option of receiving the card at his or her home address. You
may also include a space for students to provide their address on the sign-in sheets the
first day of class.
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How to Register and Use the Georgia Tech
Outreach Trainer Portal/Website
How to Register
Your first step to using the Georgia Tech Outreach Trainer Portal is to register. Use this link to
access the website: https://outreachtrainer.gatech.edu/. You will find the REGISTER button
located at the top right next to the Georgia Tech logo.
1.
2.
3.
4.

Access the Georgia Tech Trainer Website: https://outreachtrainer.gatech.edu/
Click REGISTER
Fill out the information requested
NOTE: The Title box should only include certification initials or advanced degree
abbreviations (ex., Certification designations: CHST, CSP, OHST, etc. or Advanced Degree
abbreviations: MPH, MBA, PhD., etc.)
5. Submit request by clicking the Next button at the bottom of the page.
If you do not receive an email letting you know your registration has been approved within 3 –
4 business days, please give us a call.
You will find a more detailed set of instructions showing screen shots on how to register and
use the Georgia Tech Trainer Website by accessing the site here:
https://outreachtrainer.gatech.edu/ and clicking Help. All the detailed instruction documents
will be found in the section called How To Documents section; select the link for the
instructions you want to access.
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Submit an Advance Notification
Georgia Tech requires all Outreach Trainers to submit an advanced notice of any upcoming 10or 30-hour Outreach class. If you plan to conduct a 10-hour or 30-hour Outreach Training class,
login here: https://outreachtrainer.gatech.edu/ and create your advanced notice.
1. Login here: https://outreachtrainer.gatech.edu/
2. Click Create/Advanced Notification
3. Fill out the Advanced Notification information requested.
One area that often causes problems for new trainers is the course duration section. There are
four (4) date fields available. You will document the course duration on the course report using
the following instructions:
•

•

•
•

•

If your class is to be conducted over two (2) days you will fill out the Start Date (the first
date field) and the End Date (the last date field) and will also provide the start time and
end time for each date you enter. You will leave the other date fields blank.
If your class is to be conducted over three (3) days, you will fill out the Start Date (the
first date field), the first Course Date field, and the End Date (the last date field) and will
also provide the start time and end time for each date you enter. You will leave the
other date field blank.
If your class is to be conducted over four (4) days, you will fill out each date field as well
as the start and end time for each date your enter.
If your class is to be conducted over five (5) or more days, you will fill out the Start
Date, day two (2), day three (3), and the End Date along with filling out the start time
and end time for each of these days. You will leave off any additional days you
conducted your class. The information on the other days will be in your class records.
You will note that you must always enter the Start Date and the End Date when
entering the class dates on the advanced note or the course report.
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Preparing for Your Class
Class Agenda/Topic Outline
OSHA requires you to create a specific class agenda or topic outline detailing the topics you will
teach and the exact time you will teach each topic and schedule each break. The agenda can be
created before or after submitting your advanced notice but must be created PRIOR to
conducting the class. Each agenda must include the following header information:
•
•
•
•

Type of class, including industry
Class duration (dates of class)
Instructor name
Class location, including city and state

A sample agenda for Construction and General Industry 10- and 30-hour classes are shown on
later in this document, please refer to the table of contents.

Sign-in Sheets
A separate sign-in sheet must be created for each day of class. The header information is much
like the header for the agenda and must include the following:
•
•
•
•

Type of class, including industry
Class duration (dates of class)
Instructor name
Class location, including city and state

The students’ printed or typed names must appear next to their full signature. Students must
sign-in each day of class and the instructor should sign at the bottom each day. A sample sign-in
sheet appears later in this document, please refer to the table of contents.

Student Contact Information
Trainers are required to create a list from each class of all students’ names and either business
or home address (student’s choice). A sample student contact list appears later in this
document, please refer to the table of contents. NOTE: The student address should be the
address where you will deliver the student’s card.
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Submitting a Course Report
After your class is over you must create a course report to request your student cards.
Remember, OSHA requires you to submit the report within 30 days following the end date of
the class. Georgia Tech highly recommends submitting the report within 2 weeks of the end
date. Submitting your report within 2 weeks allows plenty of time in case you have questions or
have problems using the system.
•
•

Login to the Georgia Tech Outreach Trainer Portal/Website:
https://outreachtrainer.gatech.edu/
Click VIEW/Advanced Notification

NOTE: The system will show any advanced notices you have submitted. Click the AN ID
(Advanced Notification ID Number) for the class you completed. Usually that will be the notice
at the top of the list unless you have submitted multiple notifications.
•
•

The system will take you to the Advanced Notification Summary Page.
Scroll to the bottom of the page and click the Create Course Report button located at
the bottom right side of the webpage.

NOTE: DO NOT USE the BACK button on your internet browser while you are working on
your course report. This will cause the system to kick you out. If you are kicked out twice
you will be BLOCKED and will need to contact us before you can proceed. If you are kicked
out please email us to let us know AND attach a copy of your agenda/class schedule to the
email. Provide the best phone number to reach you and your availability for a couple of
days.
IF Blocked, email:
trainingcardrequests@innovate.gatech.edu, AND Yavonne.Jones@innovate.gatech.edu
If you have included your agenda, someone will respond within 24 business hours to set
up a time to discuss the agenda. If you do not send your agenda, we will request that
you email it to us before we can assist you.
Page 1 of the Course Report
•
•

The system will automatically populate the fields on page one (1) of the course report
based on the information you submitted on the advanced notice.
STOP and REVIEW – Review the information on the first page. If anything changed from
the information provided on the Advanced Notification, you will need to make the
changes.
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Example of possible changes:
1. The number of students shown from the notice is different from the number of
students who completed the class.
2. The end date changed to a different date.
3. The end time changed because the class went longer than expected.
After reviewing the information on the first page and making any necessary changes,
read the statement of certification and check the box at the bottom of the page.
NOTE: You signed a statement of certification in your trainer class. By checking the box
you are electronically signing the statement for the course report.
•

Click the NEXT button to move on to the next page.

Topic Outline
•
•
•
•
•

Fill in the amount of time for each topic you taught in class.
After completing the time for all topics taught, STOP and REVIEW your entries.
Add up the time you input into the system. You may want to print the page. Click File (at
the top of your browser), then click Print.
Compare the total time to your class schedule/agenda. Does it match? If so, compare it
with the minimum time required for each topic as required by OSHA in the
Does it match? If so, click the NEXT button to move on to the next page.

NOTE: If the time does not match your schedule or the minimum time required by OSHA,
logout of the system and email your schedule to:
trainingcardrequests@innovate.gatech.edu. Please use the Subject Line: First Outreach
Class – Need Help. Attach your schedule/agenda and in the body of the email let us know
you had a problem when entering information into the system. Provide a phone number
where you can be reached and the best time to call. We will review your schedule/agenda
to determine the next steps.
•
•
•
•

If you click the NEXT button and the system kicks you out, you will receive an on screen
message telling you the amount of hours does not comply with the OSHA requirements.
If this is your first course report you may want to give us a call to discuss your schedule.
If this is not your first course report and you believe your schedule does comply, you
may start over from Click View/Advanced Notification and begin again.
If you are kicked out a second time the system will block you and you will need to
contact us.

NOTE: If blocked, email the following:
trainingcardrequests@innovate.gatech.edu, and Yavonne.Jones@innovate.gatech.edu
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If you included your agenda in your email, someone will respond within 24 business
hours to set up a time to discuss the agenda. If you do not send your agenda, we will
request that you email it to us before assisting you. Also note that if you have an
assistant submit the course report for you, YOU are responsible for ALL information
submitted. If your assistant is blocked we will contact both you and your assistant to
address any concerns.
Student Names
•
•
•

If your topics and time are compliant with OSHA Requirements the system will take you
to the Student Names page.
Type in each student’s name
After typing in all student names, review each name to ensure all names are spelled
correctly.

NOTE: Cards issued with misspelled names will require a replacement card fee of $25.
•

After ensuring the names are spelled correctly, click the NEXT button on the screen.

Shipping Address
•

•

After typing in the student names and clicking the Next button, the system will take you
to the shipping address page. This is the address we will use to ship you the cards. It is
important that you ensure this address is typed correctly. Please review before clicking
the Next button.
The system will retain the shipping address after you type it into the system the first
time. You will be able to select from a previous shipping address in future.
NOTE: The student cards must go to the Outreach Trainer. The trainer must make a copy
of each card and then ensure each student receives his or her card.

•

After typing in the shipping address, click the NEXT button at the bottom of the page.

Course Summary Review Page
•
•
•
•
•

The system will take you to the course summary review page.
Review the information you have entered.
If the information is correct you should check the box at the bottom of the page and
click the Submit button.
If you find the information that has been submitted is incorrect, print the page and then
logout of the system.
If you know where you made the mistake you can log back in and reenter the
information correctly.
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•

If you do not know where you made the mistake, email your schedule to:
trainingcardrequests@innovate.gatech.edu. Please use the Subject Line: Need Help.
Attach your schedule/agenda and a copy of the page you printed from the system. In
the body of the email let us know you had a problem when entering information into
the system. Provide a phone number where you can be reached and the best time to
call. You can also give us a call at 404-407-7345 and leave a message. Please provide the
best phone number to reach you and the best time to call when you can access your
computer. We will review your schedule/agenda to determine the next steps.

If the information was correct and you checked the box and clicked Submit on the Course
Summary Review Page, the system will provide you with confirmation that you successfully
submitted the course report.
Course Report Summary Page
The system will redirect you to the Course Report Summary page where you will:
•
•
•
•
•
•
•
•
•
•

Click Export as Word Document
Click on the Download link when you see it (this may take a minute)
Open the document
This is the Official OSHA Outreach Training Report form that you are required to keep in
the class records.
Print the document
Now you may use the BACK button on your internet browser without getting kicked out
Click the Back button to return to the Course Report Summary Page
Click the Purchase Student Cards button to pay for the cards
o NOTE: We will not process or approve your report until AFTER payment is made.
Follow the prompts to make the payment.
The system will return you to the main page on the Georgia Tech Outreach Trainer
website.

Receipt
•
•
•
•
•
•
•
•

If you need a DETAILED RECEIPT for your payment, you will need to return to the Course
Report Summary Page after you make the payment.
Click View, then Course Report
Click the ID number for the Course Report you want to open
The system will take you to the Course Report Summary Page
You will see the Credit Card Transactions information
Click on the Transaction ID number
The system will take you to the Receipt page
Print the page
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Student Replacement Cards
If a student course completion card is lost, stolen or destroyed, we are allowed to replace the
card one time if the end date for the class was less than five (5) years. The request should be
submitted online by the trainer who conducted the original Outreach Training class. Follow the
steps below to submit the request. Replacement student cards cost $25 each. Once you submit
the request we will notify you so you can make the payment.
1. Log into the trainer website: https://outreachtrainer.gatech.edu
2. Click View / Course Report
3. Click on the Course Report ID for the original class for the student
4. Once on the Course Report Summary page, click the Replace/Change/Add Students
button
5. Check the student’s name who needs the replacement card
6. Scroll to the notes/comments section and type a note to us to let us know the following:
a. Reason for the replacement request (lost, stolen, destroyed, name misspelled,
etc.)
b. Name of the Student who needs the replacement card
c. PLEASE NOTE: If your shipping address has changed since you submitted the
original card request, please provide your current address.
NOTE: The card must be shipped to you, the trainer, since you need to make a copy and send or
give the card to the student.
7. Add any additional notes regarding the replacement request.
8. Email a copy of the sign-in sheets for the class to:
trainingcardrequests@innovate.gatech.edu and Yavonne.Jones@innovate.gatech.edu
NOTE: If we have questions or feedback based on our review of these documents we will
contact the trainer prior to processing the replacement card request. Please include a call
back number in the body of the email along with an explanation for why you are sending
the sign-in sheets and reference the course report ID number.

After we process the request you will receive an email telling you to log into the online system
and pay the replacement card fee ($25). You will then log in again, access the course report and
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click on the button Purchase NEW Student Cards. Check the box beside the student who will
receive the replacement card and fill in your payment information as requested.

If you need a detailed receipt for the payment you can access the receipt page after completing
the payment process. The system will automatically take you back to the trainer website after
you successfully make your payment. To get the detailed receipt follow the steps below:

•

Click View / Course Report

•

Click on the Course Report ID you want to review

•

Click on the Payment Transaction ID for the replacement card payment (there should be
2 payment transaction IDs showing)

•

The system will take you to the detailed Receipt page

•

Print the page
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Recordkeeping Requirements
Construction & General Industry Outreach Classes
OSHA requires Outreach Trainers to maintain class records for 5 years. If requested by OSHA
or the Authorizing OTI Education Center, trainers must provide copies of his or her records
within the retention period. Failure to keep or provide these records may result in corrective
action, up to and including the revocation of Outreach Trainer Status. The following documents
must be included in each class record:
•

•

•

•
•

•
•

•

Topic Outline/Class Schedule – A detailed class schedule or topic outline must be
created for each 10- or 30-hour class conducted. Each schedule must be specific for the
class conducted and must include the exact time spent on each topic taught. The
schedule will also include the time of each break, including lunch, if applicable. See
sample later in this document.
Advanced Notice (Georgia Tech Requirement) – Print the Advanced Notice Summary
page when you submit your notice on the trainer website. Retain this copy for your
records.
Student Sign-in Sheets – Trainers are required to have a separate sign-in sheet for each
day of class. (See sample later in this document.) The students must sign in next to their
printed or typed name. The header must include the following information:
o Type of class, including industry
o Class duration (dates of class)
o Instructor name
o Class location, including city and state
Student Contact Information – Trainers must have a list of student names and
addresses. The address should be either business or home address for the student.
OSHA Outreach Training Program Report – A copy of the OSHA Outreach Training
Program Report form must be retained as part of the class record. You should download
a copy of the form after submitting your course report online (see instructions in
previous section).
Student Cards – Trainers must make a copy of each student card (front and back) for the
class record and should ensure the card number can be read.
Correspondence Related to the Class – Copies of any email messages or notes
pertaining to class (For example: email message sent to or received from Georgia Tech
OTI Education Center regarding a request for exception, or problem with submitting the
course report, or any other documentation regarding this class)
Assistance Outreach Trainer or Guest Trainer Names – The names of each additional
trainer (Authorized Outreach Trainer or Guest Trainer) must be included with the class
record. In addition, please see specific requirements for each below:
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o List each guest trainer’s name beside the topic(s) taught on class agenda and
must have documentation supporting their qualifications (ex., résumé, copy of
certifications, etc.) in the class file.
o List each OSHA Authorized Outreach trainer’s name beside the topic(s) taught on
class agenda and must have a copy of their trainer card and résumé in the class
file.
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Georgia Tech OSHA Training Institute
Education Center
Answers to Trainer’s FAQs
I. I am about to conduct my first 10- or 30-hour Outreach Training class, what do I
need to do?
1. Register on the Georgia Tech Trainer website: https://outreachtrainer.gatech.edu.
Click the REGISTER button at the top right-hand side of the page and fill out the
information requested.
2. Registration approval usually takes 2 – 4 business days. If your registration has not
been approved within 4 business days or you need your request expedited, email us
at: trainingcardrequests@innovate.gatech.edu. Let us know when you registered
and how to contact you (phone number, best time to call, etc.). If you are requesting
an expedited approval, please provide the reason you need your request processed
quickly.
3. Please note, if we cannot locate your trainer credentials we may need you to email
your trainer credential documents to us. The following documents are the required
trainer credential documents we must have on file for you:
a. A copy of trainer card,
b. A copy of the certificate received from the trainer class or update class, and
c. A signed statement of compliance and statement of certification.
i. The statement of compliance/certification form can be found on our
trainer website. Go to: https://outreachtrainer.gatech.edu and then
click on Help, there you will find a list of helpful links; click on the
Statement of Compliance for the industry you are authorized to train.
ii. If you are authorized for both industries, you will need to complete
both industry forms.
d. Credential documents should be emailed to:
trainingcardrequests@innovate.gatech.edu.
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4. After your registration is approved, log into the trainer website:
https://outreachtrainer.gatech.edu. If you have completed your class, click Create
and select Course Report. Fill out the information requested. Instructions for using
the website can be found on the Help page of the website. Click Help. Locate the
specific instructions under the ‘How To Documents’ section. You can also find a
document called Basic Instructions for high level instructions for using the site.
5. If you have not yet conducted the class, you should create an advanced notice. Log
into the trainer website: https://outreachtrainer.gatech.edu and click on Create and
select Advanced Notification. Fill out the required information and submit the notice
by clicking the button at the bottom of the page.
NOTE: If you see an error message showing the following error message above the
course date field: * The end date must be in the past and no older than 30 days. You
selected course report and not Advanced Notice when you clicked Create. You must go
back and select Create and Advanced Notice and begin again.
6. If you neglected to submit an advanced notice and have already completed your
class, you must submit your course report. Log into the trainer website:
https://outreachtrainer.gatech.edu and click Create and Course Report and fill out
the information required.
a. After you successfully submit your course report and the system takes you to
the Course Report Summary Page, you will need to print the Official OSHA
Outreach Training Program Course Report Form. Click on the Export to Word
Document button. When you see DOWNLOAD, click the link, then save the
document and print the document for your files. NOTE: You are REQUIRED to
have a copy of the official OSHA Outreach Training Program Report form in
your course records. DO NOT SKIP this step!
b. Click the back button on your browser to return to the Course Report
Summary Page so you can pay for the cards. NOTE: Your course report will
NOT be process/approved and cards WILL NOT be mailed until payment is
made. Once you are on the Course Report Summary page, click on the
Purchase Student Cards button and pay for the student cards. NOTE: Student
course completion cards cost $8.00 each.
c. The payment system will email you a simple receipt for your payment,
however, if you need a more detailed receipt, follow the instructions below:
i. Once the payment has been accepted, the system will take you back
to the main page of the trainer website. To return to the Course
Report Summary page and access the detailed receipt, click View and
then Course Report. The system will show a list of all course reports
you have submitted. Click on the Course Report ID # for the report
you want to access.
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ii. Once you are the Course Report Summary Page for the report you
want to access, you should see Credit Card Transactions. Click on the
Transaction ID # to access the detailed receipt.
iii. Once on the Receipt page, print the page for your records.
d. Instructions for registering and using the website can be found on the trainer
website by clicking Help and then clicking on Basic Instructions for the
Trainer Website. Go to: https://outreachtrainer.gatech.edu and then click on
Help, there you will find a list of helpful links. The instruction document are
found under the section called ‘How to’ Documents.
II. I am not a new trainer but it has been a while and I just finished a 10- or 30-hour
class, how do I submit my request for cards?
1. If you submitted a notice online for the class you just finished you will click View and
Advanced Notice. Click on the AN ID number (Advanced Notification ID number) for
the class you just completed. The system will take you to the Advanced Notice
Summary Page. Scroll to the lower right corner of the Summary page and click on
the button Create Course Report.
2. If you neglected to submit an advanced notice go to Question I, step 6 above AND
you must email us to explain why you did not submit an advanced notice. Email
must be sent to: trainingcardrequests@innovate.gatech.edu. Subject line must read:
No Advanced Notice Provided. Body of the email must include the reason you did
not submit a notice and an action plan to ensure it does not happen in future.
3. If you submitted your notice and you click on the button Create Course Report from
the Notice Summary page, the system will input the information from you notice
onto the first page of the course report. NOTE: It is EXTREMELY important that you
review this page and correct anything that may have changed from the notice to the
actual class. For example, if your notice said you were going to have 12 students
attend the class but only 10 actually finished the class you MUST CHANGE the
number of students from 12 to 10 on this page. If the dates or time of the class
changed from what you showed on the notice you must correct this information.
The same is true for the class location. At the bottom of the first page of the course
report you will electronically sign the STATEMENT of CERTIFICATION and the
information you submit must be true and accurate.
4. If you have not registered on the trainer website you must do so now. ALL Advanced
Notices and Course Reports and Card Payments must be submitted using the trainer
website. See Question I Step 2 – 4 above for instructions.
5. As a reminder, after you successfully submit your course report you must print a
copy of the Official OSHA Outreach Training Program Report form AND must make
payment for the student cards.
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a. After you successfully submit your course report and the system takes you to
the Course Report Summary Page, you will need to print the Official OSHA
Outreach Training Program Course Report Form. Click on the Export to Word
Document button. When you see DOWNLOAD, click the link, then save the
document and print the document for your files. NOTE: You are REQUIRED to
have a copy of the official OSHA Outreach Training Program Report form in
your course records. DO NOT SKIP this step!
b. Click the back button on your browser to return to the Course Report
Summary Page so you can pay for the cards. NOTE: Your course report will
NOT be process/approved and cards WILL NOT be mailed until payment is
made. Once you are on the Course Report Summary page, click on the
Purchase Student Cards button and pay for the student cards.
NOTE: Student course completion cards cost $8.00 each.
c. The payment system will email you a simple receipt for your payment,
however, if you need a more detailed receipt, follow the instructions below:
i. Once the payment has been accepted, the system will take you back
to the main page of the trainer website. To return to the Course
Report Summary page and access the detailed receipt, click View and
then Course Report. The system will show a list of all course reports
you have submitted. Click on the Course Report ID # for the report
you want to access.
ii. Once you are the Course Report Summary Page for the report you
want to access, you should see Credit Card Transactions. Click on the
Transaction ID # to access the detailed receipt.
iii. Once on the Receipt page, print the page for your records.
III. How long will it take to receive the student cards?
OSHA requires the OTI Education Center to provide student cards within 30 days from
receipt of the request and payment is made. It usually takes 2 – 6 days to process a
request so you should receive the cards within 9 – 18 days.
IV. How long do I have to submit my request for student cards?
OSHA requires trainers to submit the course report within 30 days from the end of the
class. DO NOT wait until then to submit the report. We recommend submitting your
course report within 2 weeks from the end date of your class to allow time in case you
have questions or problems. That will allow enough time to solve any issues before the
30 day deadline.
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V. I understand I need to provide Georgia Tech with notice when I plan to conduction
10- or 30-hour classes. How do I provide the notice?
1. Georgia Tech requires all of our trainers to provide notification of upcoming
10- or 30-hour training. Trainers are required to provide as much advance notice
as possible. We do recognize that trainers may not have much notice. Trainers
must provide the advance notification to Georgia Tech as soon as possible but no
later than the day the training begins.
2. Log into the trainer website: https://outreachtrainer.gatech.edu, click on Create,
select Advanced Notification, then complete the information requested and
submit.
3. Once you complete the class, log into the website and click on View, then select
Advanced Notification, then double click on the line showing the advanced
notice you provided for the class you just completed.
4. At the bottom of the Advanced Notification form you will see the Create Course
Report button. Click the button.
5. The information you provided on the advanced notice will auto-populate on the
course report form. You will be able to update or correct any information as
needed. Complete the course report form, pay for the student cards and Export
the document to Word for your files.
VI. I conducted a 10- or 30-hour class with another trainer, who should request the
cards?
Only one trainer can request cards for a class. If you and another authorized trainer (or
trainers) collaborate to conduct a 10- or 30-hour class, you should decide in advance
which trainer will submit the request for cards and get credit for the class. That trainer
will be responsible for maintaining the paperwork for that class and his or her name will
show on the student cards as the trainer of record.
VII. I need to request a class size exception, what do I need to do?
OSHA requires Outreach Training class be limited to 3 – 40 students and class size
exception requests must be submitted to the trainer’s Authorizing Training Organization
(Georgia Tech OSHA Ed Center).
I.

A request to conduct training with more than 40 students must be made at least 60
days prior to the class. The following is taken from the OSHA Outreach Training
Program Requirements document. Trainers must provide the following explanation
with the request for exception. The exception request must be emailed to:
trainingcardrequests@innovate.gatech.edu with the subject line: Advance
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Notification - Request for Class Size Exception, if you do not receive a response
within 24 business hours, please contact Yavonne.Jones@innovate.gatech.edu.
1. Explanation. Explain why the training cannot be conducted in accordance with OSHA
requirements.
2. Class Curriculum. A topic outline which indicates each topic, the length of time each
topic will be taught, and the date and time the topic will be taught.
3. Student Materials. Provide a general list of materials which will be provided to each
student.
4. Method for Facilitating Student Questions. Explain how students will be able to ask
questions when the class is not in session. Possible methods include email,
answering questions after class, and a Q & A session after each topic.
5. Documentation for Student Attendance. Confirm that attendance will be taken at
the beginning and end of each class day.
II.

A request to conduct training with fewer than 3 students must be made at least 7
days prior to the class. The following is taken from the OSHA Outreach Training
Program Requirements document. Trainers must provide the following explanation
with the request for exception. The exception request must be emailed to:
trainingcardrequests@innovate.gatech.edu with the subject line: Advance
Notification - Request for Class Size Exception, if you do not receive a response
within 24 business hours, please contact Yavonne.Jones@innovate.gatech.edu.
1. Explanation.
a) Explain why the training cannot be conducted in accordance with OSHA
requirements. Include information regarding why students cannot obtain the
training in a larger class at a later time.
b) If this type of training is considered a routine business practice, such as when
beginning employment, please note this. If applicable, note the period over
which this practice will continue. The Authorizing Training Organization may
provide an exception over an extended period.
2. Target Audience. If applicable, indicate whether the training is for in-house
employees, if the training is required for employee orientation purposes or to
fulfill company or jurisdictional policy, or if it is makeup training.

VII. How do I get my Georgia Tech Trainer ID #?
The system will automatically assign your Georgia Tech Trainer ID # at the time your
registration on the Georgia Tech Outreach Trainer Portal/Website is approved. You can
locate your ID # on the My Profile page after logging into the trainer website:
https://outreachtrainer.gatech.edu. The My Profile button is located at the top right24 | P a g e

hand side of the page after logging in. Your Trainer ID # will be listed at the top of the
My Profile page. The system will automatically fill your ID # on the course report.
VIII. I just printed my course report and noticed my Georgia Tech Trainer ID # is
wrong…how can I correct it?
When we transitioned to the online website you were assigned a new Georgia Tech
Trainer ID #. The old Trainer ID # will only be used in reference to the requests sent in
the past and your new Trainer ID # will be used going forward. You can validate/check
your current Georgia Tech Trainer ID # by accessing the My Profile page after logging
into the trainer website: https://outreachtrainer.gatech.edu.
You will find the My Profile button at the top right-hand side of the page after logging in.
Your Trainer ID # will be listed at the top of the My Profile page.
IX. Help! I forgot my password. What do I do and who do I contact?
If you need to have your password reset go to the trainer website:
https://outreachtrainer.gatech.edu and click Login, on the Login page below the area
where you type in your login credentials, click the Forgot Password link. The system will
email you a link to reset your password. If you do not receive the link to reset your
password within 24 hours, leave a message for us at the following number: 404-4078363. Be sure to provide details of why you are calling and the best number to reach
you and the best time to reach you. You may also email us here:
trainingcardrequests@innovate.gatech.edu with the subject line: Help! I need my
password rest. Please be sure to provide a phone number and the best time to reach
you. We will respond to your phone call or email within 24 hours.
X. Help! I tried to submit a course report and now I’ve been blocked!
If you have been blocked you will need to contact us before we can unblock your
account. We must review the information you tried to submit. We will also request that
you send us a copy of your schedule/class outline and a copy of the sign-in sheets for
the class. You should leave a message at the following phone number: 404-407-8363.
You can also send an email to: trainingcardrequests@innovate.gatech.edu with the
subject line: Blocked Account. You can email a copy of your schedule and
We will respond to your phone call or email within 1 – 24 business hours. If you do not
receive a response within 24 business hours, please contact
Yavonne.Jones@innovate.gatech.edu.
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XI. I lost my trainer card (or certificate), how can I get a replacement?
If you lost your trainer card or certificate and would like to receive a replacement you
will need to complete a Trainer Replacement Card/Certificate form and pay for the
replacement card. Replacement cards or certificates cost $25. NOTE: We cannot replace
a trainer card that is older than 3 years but certificate can be replaced any time.
1. Locate the Trainer Card Replacement form on our trainer website. Go to:
https://outreachtrainer.gatech.edu and then click on Help, there you will find a list
of helpful links; click on Trainer Replacement Card (Certificate) form to open the
document.
2. Complete the Trainer Replacement Card (Certificate) form.
3. You will pay for the replacement card or certificate using the old payment website:
https://epay.gatech.edu/C20793_ustores/web/store_main.jsp?STOREID=156.
4. Once payment is submitted, email the completed form to:
trainingcardrequests@innovate.gatech.edu.
5. The request will be fulfilled within 72 business hours and we will notify you via email
when the card or certificate is mailed. If you do not receive a response within 72 hours,
please contact Yavonne.Jones@innovate.gatech.edu. Please note that if you did not
provide the FORM and the PAYMENT at the same time, your request will not be fulfilled
until we receive both the Form and Payment.
XII. I’m not sure if I’m using the most up to date requirement for my Outreach Training
classes. Where can I find the most recent requirement information?
For the most up to date information, go to OSHA’s website: www.osha.gov and click on
the Training tab. You can also do a search on the site’s A to Z index or search the site’s
FAQs site. The links to each of these can be found at the top of the webpage.
XIII. I plan to teach a class with 4 – 5 students, what if only 1 – 2 students show up or
finish the class, can I still teach the class with only 1 – 2 students?
OSHA will not allow trainers to teach a class with fewer than 3 student unless they have
prior permission granted by their Authorizing OTI Education Center. If you plan to teach
an upcoming class and only have 3 – 5 students you can submit a request 7 days in
advance for permission to conduct the training with fewer than 3 students. In your
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explanation you can let us know you are planning the class with X number of students
but just in case only 1 – 2 show up, you want to ensure you have permission to conduct
the training. You must also include the additional explanation required by OSHA as
shown in the OSHA Outreach Training Program Requirements document. Trainers must
provide the following explanation with the request for exception.
The exception request must be emailed to: outreachtraining@ gatech.edu with the
subject line: Advance Notification and Request for Class Size Exception
1. Explanation.
a) Explain why the training cannot be conducted in accordance with OSHA
requirements. Include information regarding why students cannot obtain the training in
a larger class at a later time.
b) If this type of training is considered a routine business practice, such as when
beginning employment, please note this. If applicable, note the period over which this
practice will continue. The Authorizing Training Organization may provide an exception
over an extended period.
2. Target Audience. If applicable, indicate whether the training is for in-house
employees, if the training is required for employee orientation purposes or to fulfill
company or jurisdictional policy, or if it is makeup training.

XIV. Help! I really need to speak with someone.
If you have a question or an urgent request and need to contact us, you may contact:
Yavonne Jones
OSHA Training Institute Education Center
Georgia Tech Enterprise Innovation Institute
171 17th St. NW Suite 1250
Atlanta, GA 30332-0643
Phone: 404-407-8349
Email: Yavonne.jones@innovate.gatech.edu
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