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Please follow these procedures for the documents from a motorcycle safety class.  The rationale for Document Handling in this manner follows the instructions.
· Use the link in the instructions below, to submit your Class Report Form, Skills Test Data Sheet and Incident Reports electronically to NCMSEP.  DO NOT send them as attachments to an email.  

· Make sure that you are maintaining files, for at least 5 years, containing the Class Report Form, Original copies of the NC Waiver Form (It has been approved by the MSF) for each student, and copies of any Incident Reports.  (See excerpt of MSF RERP agreement below.)

· Scan the Course evaluations by students and email them to me as a pdf file.  rdwagner62@lenoircc.edu.  You can send the originals to me through the US Mail, if you prefer.  (The evaluations should come to me and not to the staff assistant.)

· I know that some sites have RiderCoaches, (as opposed to coordinators), send in the Class Report Forms.  To avoid confusion, please delineate who will submit the information for your site and ensure that multiple copies are not submitted for the same class.
Thanks,

Bob 
Bob Wagner 
Director
North Carolina Motorcycle Safety Education Program
602 W. Harper Street
Snow Hill, NC 28580
800-428-7433
252-233-6883

Ride safely… and often!

[image: cid:image004.jpg@01DA6BE3.CED0F580]
NCMSEP File Upload Instructions

· Access the form by going to the following URL:
· https://lenoircc.edu/ncmsepupload 
· Fill out the form (all fields are required)
[image: cid:image006.png@01DA6A39.27FBE270]
· You can upload multiple documents in each upload field if you need to:
[image: cid:image008.png@01DA6A39.27FBE270]
· Once you are done filling out the form and uploading the pertinent documents, click the submit button.
· You should see a confirmation message; you may now close your browser
[image: cid:image007.png@01DA6A2E.18DCBBD0]
· An email will be sent to NC Motorcycle Safety Education Program at Lenoir Community College.

If you have a problem with the above, try logging out of any Microsoft account you are using or try a different browser. An incognito/private window may also work. 

Rationale for submitting documents in this fashion:
The information on the Class Report Form and Incident Reports contain Personally Identifiable Information, (PII), and needs to be secured to ensure that our students are protected from Identity Theft.  The Skills Test scores are needed by the NCMSEP office for statistical analysis.

Rationale for maintaining records for 5 years:
The RERP agreement that your site signed with the MSF requires that your site maintain, for at least 5 years, certain information concerning your classes. 
From the MSF RERP Standard Agreement: 

Items 1 & 2 are found in the Class Report Form.  
Item 3 is the NC Waiver (Approved by the MSF) 
Item 4 refers to Incident Reports.

E. Record Keeping. Sponsor shall maintain, for the period of time prescribed by
applicable law, local regulation, or for five (5) years, whichever is longer, the
following information for any training site offering MSF Curricula or RiderCourses:
1. Information regarding each student completing or partially completing Sponsor’s
class, including, but not limited to: (a) contact information including full name,
mailing address, email, and telephone; (b) whether the student passed, failed, left
early, or was counseled out; (c) test scores for Knowledge and Skills Evaluation;
and (d) MSF RiderCourse completion card number.
2. For each class, the following information: (a) date of class; (b) type of class;
(c) number of students; (d) roster of student names; and (e) names and
MSF ID numbers of RiderCoach(es).
3. For each student, a properly completed and signed MSF or MSF-approved
liability waiver and release/indemnification form, as well as properly completed
copies of any other waivers or forms required by MSF from time to time (e.g.,
COVID-19 or other special waivers).
4. For each accident involving a personal injury that occurs during training, a
properly completed and signed Incident Report. Upon request, Sponsor shall
provide to MSF a complete copy of any Incident Report in Sponsor’s possession,
custody or control, subject to any law prohibiting such reporting.

Rationale for submitting Course Evaluations by students as pdf files:
These can be sent through email as there is no Personally Identifiable Information (PII) on the form and it will save the site having to pay for postage to submit them.
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Upload NCMSEP - Class Roster
BROWSE Drop files here to upload

‘You can only upload xisx, xis, fes.

Upload NCMSEP - Skill Test Group Score Sheet
BROWSE Drop files here to upload

‘You can only upload pd, fles.

Upload NCMSEP - Incident Report
BROWSE Drop files here to upload

‘You can only upload pd, fles.
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Upload NCMSEP - Class Roster

BROWSE... + Done

classroster.xis
File(s) uploaded successfully.

You can only upload xisx, xis, files.

Upload NCMSEP - Skill Test Group Score Sheet

BROWSE... + Done

ScoreSheet. pdf
File(s) uploaded successfully.

You can only upload _pdf, files.

Upload NCMSEP - Incident Report

BROWSE... v Done

NCMSEP-Incident-Report.pdf
File(s) uploaded successfully.

NCMSEP-Incident-Report2. pdf
File(s) uploaded successfully.

You can only upload pdf, files.
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Your information has been submitted

‘You may close this window
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