
 
 

Arborist Safety Training Institute 

Host Instructions and FAQ 
  

Thank you for helping provide this important workshop to improve worker safety and educate both 

workers and employers. For many or most of the attendees, this workshop will be the only such 

training they receive this year.  The following is a general FAQ for your immediate information; each 

workshop may have specific differences.  Call TCIA if you have any questions. 
 

ASTI Training Model: The Arborist Safety Training Institute model consists of half- or full-day 

workshops that can be presented locally and at a reasonable cost to the participant.  Workshops should 

be designed to train approximately 30 individuals. 
 

Applications: Grantees are permitted to submit two grant applications per grant cycle for 

consideration.  The ASTI grant applications will be reviewed bi-annually.  The two deadlines for 

applications are March 1 and August 15.  March 1 deadline is for workshops taking place between 

August 1 and January 31; the August 15 deadline is for workshops taking place between February 1 

and July 31.  
 

Registration: Grantee must have an accurate way to take registrations and payments for the workshop.  

Please ensure that accurate reporting is possible at the close of the event.  
 

Attendee number:  The number of attendees for each workshop may vary depending on the type of 

workshop you would like to host.  Please refer to the “Examples of Workshops and Training Programs 

for ASTI Grants.”  Please note, your training room should be able to hold the estimated number of 

attendees and account for all trainees, personnel, instructor, and administrative assistants.  

Additionally, please be sure there is proper space for audio visual equipment, if needed. 
 

Municipal Attendees:  If a municipality is donating space to host the ASTI workshop, they may 

initially register three individuals for the workshop. If space still remains seven days before the 

scheduled workshop they may register additional attendees.   
 

Cost to Participant: Grantees are allowed to charge a nominal fee to workshop attendees, not to 

exceed $25/person for part-day and $35/person for full-day workshops.  
 

Workshop Budget:  A budget worksheet needs to be completed and submitted along with the 

application.  Preference is given to those grant applications seeking less than $1,500 and when 

substantial costs are not dedicated to trainer travel expenses.  While ASTI grant funds will pay for 

external trainers to instruct safety training workshops, funds will not be awarded to cover any expenses 

for instructors currently employed by the company or any of its affiliates. 
 

Workshop Marketing: All marketing materials, including but not limited to posters/flyers, emails, 

additional handouts, Facebook postings, blogs, etc. must include the following language:  This  

workshop is being funded in part by the Arborist Safety Training Institute.  All ASTI workshops 

will be listed on TCIA’s industry calendar and training center. 

 

 



 
 

Insurance: If attendees will be participating in hands-on learning activities, the grantee is responsible 

for providing TCIA/TCIAF evidence of insurance in the amount of $1,000,000 commercial general 

liability and $1,000,000 professional liability.  Additionally, the grantee agrees to provide a Certificate 

of Insurance naming the Tree Care Industry Association, Inc. and the Tree Care Industry Association 

Foundation, Inc. as additional insured. 

 

Workshop materials:  If the workshop requires a TCIA training module, the grantee must call the 

TCIA grant office ten days in advance of the workshop with the number of registered attendees. All 

TCIA workshop materials will be shipped to the grantee.  Each attendee should receive one copy of the 

materials at the time they check in.  Please be sure there are adequate volunteers and/or time on hand to 

check in attendees; that will ensure the process goes smoothly, the workshop starts on time and that 

each attendee receives only one set of materials. If it is a TCIA training program, the grantee is 

responsible for returning all unused materials to TCIA within 48 hours of the workshop. 

 

Roster:  Each attendee must fully fill out and sign their name next to their name listing and indicate 

the company for which they work and whether they are an employer or an employee as they arrive at 

the workshop.  This must be done in order for grant funds to be distributed accurately.  An example 

roster will be included with the Award Letter. 

 

Promotional materials: Materials for some of TCIA’s programs, events and products may be 

included in your shipment; we would appreciate your displaying the material on a table, somewhere 

near the registration table.  You may provide the host and instructor promotional materials as well.  

 

TCIA-Approved Instructors:  If you would like to host a workshop and are looking for a qualified 

instructor, a full list of TCIA-approved instructors is available on the TCIA website: 

http://tcia.org/training/authorized-instructors.  

 

End of workshop and wrap-up:  At the conclusion of the workshop, you need to scan and email 

(asti@tcia.org) or fax (603-314-5386) the roster within 24 hours.  Ideally, the roster should be sent the 

same day as the workshop; if not, then it must be faxed the next day.  Please maintain a copy yourself 

in the event there are any questions regarding attendance, signatures, etc. 

 

Within two business days of the training, please package and send any extra class materials, the 

original roster and the TCIA CTSP CEU forms, along with any other paperwork we may need.  Any 

unaccounted for training materials (no return with no roster signature) will be charged to the host.  

Please call TCIA at 603-314-5380 with shipping details and tracking information. 

 

ISA CEU Forms:  ISA CEU numbers should be given out at the end of class.  Attendees are 

responsible for writing down the CEU number and submitting the ISA CEU forms directly to ISA. 

 

CEU Information: CEUs are available for TCA workshops.  For example, half-day programs are four 

(4) hours in length, inclusive of one 15 minute break and receive 3.75 CEUs; full-day programs are 

eight (8) hours in length, inclusive of a working lunch and two 15 minute breaks, and receive 7.5 

CEUs. 

http://tcia.org/training/authorized-instructors

