Instructions for Driver Education - Year End Paperwork
You may only submit your paperwork electronically, via e-mail or by flash drive.
Include students you have taught for the previous six months.
Include students who have COMPLETED the classroom and/or driving on or before the last day of the six month period.  E-mail the completed year end paperwork to Dr. Jerry Cross and Michele Schellhorn.
Submitting Paperwork Online
· Go to http://drivered.ucps.k12.nc.us/instructor_resources.htm
· Click on the link that states “Year End Paperwork”.
· Save the Excel file to your computer as your name and the date of the last day of this cycle (i.e. JerryCross123111)
· Open the document.

· Type the information in the proper boxes.
· Student Name

· DOB

· Choose the Type of School.
· Choose the School Regularly Attended.
· Choose the number of Hours of Instruction.
· Choose the Type of instruction (Class or Behind the Wheel).
· Record the proper grade for either Class or Behind the Wheel.  If you conducted both sets of instruction for the student, you will record their name twice.

· Choose whether the student Passed, Failed or is Incomplete.

· Choose your name as the instructor.
· Choose the school name where the instruction was conducted. 

· Attach the excel file to your email. 

Contact either Dr. Jerry Cross or Michele Schellhorn, if you need assistance with completing and/or attaching the file.
Turn in your certificates and 800 forms, in alphabetical order, to your lead teacher.  Count each to make sure that your numbers match up.

If you provided a copy of the 800 form to a student to take to a private driving school, make a notation as such on your copy of the 800 form.

