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CONSTRUCTION INDUSTRIES DIVISION 
GUIDELINES AND PROCEDURES  

FOR 
APPROVAL OF MECHANICAL/PLUMBING  

CONTINUING EDUCATION COURSES 
 

 
I. Administrative Information.  

A. Objective. These guidelines and procedures are made available to 
assist those individuals who have an interest in obtaining approval of 
course work taken or to be taken for renewal of a mechanical or 
plumbing journeyman certificate issued by the Construction Industries 
Division (CID), pursuant to the continuing education requirements set 
forth in 14.6.4.8 D NMAC. 

B. Scope. These guidelines and procedures apply to any education course, 
class or other type of program of study (collectively referred to as 
“course”) submitted for approval in satisfaction of the continuing 
education requirements set forth in 14.6.4.8 E, F NMAC . 

C. Effective Date. December 14, 2009 
D. Duration. Permanent 
 

II. Approval Procedures. 
A. Application. 

1. Course Approval. 
a.   An application for course approval, approved by the 

Division, must be submitted for each course to the 
Mechanical Bureau. 

b. The application must include the following information: 
(i)  The name and a detailed description of the 

subject matter or content of the course and a 
statement identifying the relevance of the 
course to the practices and procedures 
currently followed in the Mechanical and 
Plumbing trades in New Mexico. 

(ii.) The total number of hours of instruction. 
(iii.) The name, address, phone and email 

information for the instructor(s) for the 
course. 

(iv.) The date, time and location of the course. 
(v.) The cost of the course. 
(vi.) The name, address, phone and email 

information of the institution or entity that 
offers or sponsors the course. 
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(vii.) The name, address, phone and email 
information of the person or entity 
submitting the application for approval. 

c.   An application for course approval must include the 
following attachments: 

(i) A sample of the certificate of course completion 
that is issued by the instructor and/or the institution 
or entity sponsoring the course to attest that an 
individual has attended and successfully completed 
the course. The certificate must include the date, 
time, location and title of the course, the name of 
the institution or entity sponsoring the course, the 
number of instruction hours, the instructor(s) 
name(s), the name of the attendee and the attendee’s 
New Mexico journeyman certificate number. 

(ii) A sample of the course evaluation form used by the 
sponsoring institution or entity to gather input on 
the course. The evaluation form must include the 
date, time, location and title of the course, the name 
of the institution or entity sponsoring the course, the 
number of instruction hours, the instructor(s) 
name(s) and a rating scheme that allows the 
attendee to express his or her opinion of the value of 
the course and the instruction. 

(iii) A sample of any evaluation tool that is used by the 
instructor to rate or grade the participation of the 
attendee in the course. 

(iv) A course outline and format, which give a general 
description of the course and anticipated class 
size(s). 

(v) A schedule of classes indicating the location(s), 
date(s) and time(s) of the course submitted for 
approval. 

(vi) Copies of any written material, visual aids, 
bibliographies, power point presentations or other 
information provided or required in connection with 
the course. 

 
2. Instructor Approval. 

a. An application for instructor approval, approved by the 
Division must be submitted for each instructor to the 
Mechanical Bureau. 



b. The application must include the following information: 
MB-CE 12.09 
Page 3 of 3 
 

(i) The name, address, phone and 
email information for the applicant. 

(ii) The name, address, phone, and 
email information of the institution 
or entity that offers or sponsors the 
course. 

(iii) The title of course(s) that will be 
taught. 

 
c. An application for instructor approval must include the 

following attachments: 
(i) A copy of the applicants’ teaching certificate, 

trade license or certification, and/or other 
qualifying documentation 

(ii) Letter(s) of verification of the applicants’ 
teaching experience in the mechanical/plumbing 
trade from educational institutions, state, city or 
county entities, or other trade groups that have 
received training by the applicant. 

(iii) A list of any other experience which qualifies 
the applicant as an instructor for the course 
listed.     

 
 
 

B. Approval Procedure – Course and Instructor. 
 
1. Criteria to be considered for approval shall include: 

i. No course will be approved unless any instructor 
teaching the course has been separately approved by 
the Commission according to the guidelines 
provided for instructor approval, above. 

ii. The course subject matter or content of the course 
must be relevant to the current practices and 
procedures followed in the mechanical and 
plumbing trades in New Mexico. 

iii. The course must present material that is consistent 
with the current laws, rules and codes that are 
applicable to construction in New Mexico. 

iv. The information presented in the course and 
associated material must be accurate, current and 
substantive. 


