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[image: ]Dear Education Coordinator,

By way of this letter, we are introducing the newest version of “First Class Paperwork”.  First Class Paperwork has been a staple of initial certification in Virginia for several decades.  This packet and the accompanying official Office of EMS forms serve two distinct purposes:

1. For educators, it provides you a means of ensuring that all your students have been adequately introduced to EMS education practices, polices and requirements in Virginia;
2. For students, this packet ensures that they are educated on state policies and procedures as well as your individual requirements for the course.

Based on feedback and recurring questions from students over the past 6 years, we have redesigned the first and last class paperwork.  You will now find that we have two distinct paperwork packets:

1. First Class Paperwork – This packet contains many of the forms and documents to which you have become accustom.
2. Last Class Paperwork – This packet is designed to be handed out and discussed with students on the last day of class and it specifically covers the testing process from registration for the state Consolidated Test Site, through the processes required by the National Registry and Pearson VUE.

Each packet is designed to provide you with guidance as to what state documents and forms to incorporate in your packet along with suggestions as what items—unique to your individual program should also be included.  These packets are not designed to simply be printed off and handed out to your students.  We are providing you with the skeletal structure to design a First Class Paperwork packet that is unique to your program and its requirements.

The state forms and paperwork included in the appendices are MANDATORY and must be included, reviewed verbatim and maintained on file for each student in your program. 

In closing, the use of First and Last class paperwork has been carefully designed to assist you as an educator to ensure that you are meeting all of your regulatory requirements for initial certifications programs in the Commonwealth.

We hope these documents assist you in the administration of your programs. 

Division of Educational Development
Virginia Office of EMS
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Introductions

At a minimum, the first thing you as an Education Coordinator, Program Director of Course Coordinator should do is introduce yourself to the student in your class.
a. Make sure you provide the following information to all students:
1. Your name
2. Your training credentials and affiliation
3. Your contact phone number(s), e-mail address etc.
4. A brief description of the type and level of program being taught
b. Introduce the program’s Physician Course Director (PCD) or Operational Medical Director (OMD).
OMD/PCD involvement in initial EMS certification courses is critical. This provides an opportunity for the OMD/PCD to not only introduce themselves, but to also expound on their expectations for students in the class.
c. Distribute Student Information Package you have developed for review.
d. At the conclusion of the “first class”, the course coordinator shall collect state forms TR-35 and TR-09 with the student’s original signature for inclusion in the student’s file. This should be retained and available for inspection when requested as required per the Virginia Emergency Medical Services Regulations.

Important Note:  First impressions are everything–they set the tone for your program and expectations! The way you structure your program, your dress, attitude and level of confidence are all subliminal cues to students which they will model. Feel free to customize your program as you would like, making sure you ensure you meet at a minimum all OEMS Rules and Regulations and Training Program Administration Policies.

Program Prerequisites
This is where the Education Coordinator, Program Director or Course Coordinator shall share all the course specific pre-requisites–at a minimum, the items listed below are required to be covered by the Education Coordinator, Program Director or Course Coordinator,
a. Course Coordinators shall read aloud each section of state form TR-35–Prerequisites for EMS Training Programs, Criminal History and Standards of Conduct–stopping between each item to explain the statement and asking if there are any questions about its meaning. If there are any additional pre-requisites that are in addition to those described in TR-35, read these aloud and obtain signatures for these items as well.
b. Explain any medical requirements (e.g. vaccinations, physicals, etc.) for entry into the program or for class completion. A copy of these requirements and other pertinent information should be included in the Student Information Package. (Note: The physician course director may want to cover these.)
Information should include:
1. The specific requirements.
2. Where to go and who to see about satisfying these requirements, if available
3. When evidence of satisfying the requirements must be produced for the Course Coordinator.
c. When this section is completed, read aloud the statement on the agreement page of the Student Information Package and have each student sign appropriately.
1. Provide each student two copies of state form TR-35–Pre-requisites for EMS Training Programs, Criminal History and Standards of Conduct. Each student is required to sign one copy and return it to you and its recommended that students keep one copy for themselves.
2. While this is a long form, please ensure it is read verbatim and students understand what the pre-requisites are for the program.

Important Note: Records retention is a very important part of what we do in EMS. All OEMS forms and most student records are required to be maintained as outlined in 12VAC5-31-1435. Student records for certification courses.

Class Rules
This is where the Education Coordinator, Program Director or Course Coordinator shall cover all the class rules for the program. A sample “Class Rules” document has been provided, however these rules should be modified as needed to reflect the expectations of the program or course.
a. Read aloud each item of the rules established for your class to the students.
b. Provide a copy in the Student Information Package.
1. The class rules should include:
i. Course attendance requirements.
ii. Standards for successful course completion.
iii. Class cancellation policy.
iv. Time class will begin and end.
v. Location of classes.
vi. Suggested dress code for class.
vii. Special equipment requirements, if any, (i.e. BP cuff, Stethoscope, etc.)
2. Upon completion, read aloud the statement on the agreement page of the Student Information Package and have the student sign appropriately.




Class Rules

1) No responding to EMS calls from class.
2) No radios, pagers or cellular phones in class.
3) No disruptive behavior allowed. Disruptive student(s) will be removed from class.
4) Active participation by all class members is expected. (Participate in all aspects of psychomotor sessions)
5) No smoking, tobacco products or alcohol in classroom.
6) Classes will begin promptly at 7 PM. You are expected to arrive to class on time.
7) Anyone arriving 30 minutes after class starts will be considered absent from that class. Quizzes do not count as time class starts.
8) You are allowed absences for no more than 15% of the course. Absences must be made up within 2 weeks of the missed class. You will not be allowed to take the certification examination if you have more absences than 15% of the course that have not been made up.
9) An overall 70% average must be obtained in order to qualify to sit for the state certification examination.
10) Anyone who falsifies information or is found to be cheating will be immediately removed from the program.
11) All Classes will be held in the continuing education classroom at ___________unless otherwise noted.
12) Class Cancellation Policy: Class will be held except in case of one the following events:

1) Evening classes at _______________ high school is cancelled.
2) You receive a phone call only from the course coordinator, John Smith.

13) Textbooks and course materials: Each student is expected to have a copy of the primary text for this program. Other recommended informational sources are optional.

1) The primary text for this program will be:
TITLE:
AUTHOR:
PUBLISHER:
EDITION:
OBTAINABLE FROM:
2) List any other materials or books required or suggested for the program with information on how to obtain each of the items listed.



Expectations for Successful Completion

The Education Coordinator, Program Director or Course Coordinator shall cover the course expectations for successful completion.
a. Read aloud state form TR-16–Course Expectations for Successful Completion–stopping between each to ask if there are any questions or clarification needed. Provide further explanation if needed.
1. A copy should be provided in the Student Information Package.
2. Information should contain State requirements at a minimum.
3. Also include any expectations that your require. The program may add to OEMS required expectations, but may not subtract these requirements.
b. Upon completion, read aloud the statement on the agreement page of the Student Information Package and have the student sign appropriately.

Course Fees
In this section, the Education Coordinator, Program Director or Course Coordinator shall explain all fees required for the program.
a. Explain any course fees and their purpose.
1. It is recommended that a copy of the fee structure be included in the Student Information Package and each item reviewed and students allowed to have their questions answered.
b. Upon completion, read aloud the statement on the agreement page of the Student Information Package and have the student sign appropriately.

Students Under 18 Years Old
In this section, the Education Coordinator, Program Director or Course Coordinator shall explain the requirements that all students who are under 18 years of age must complete form TR-07 – Student Permission Form for BLS Students Less than 18 Years Old.
a. Explain the purpose of the form and the deadlines expected for having the completed form returned to the instructor.
1. Provide a copy of the TR-07 – Student Permission Form for BLS Students Less than 18 Years Old to all students who are under 18 as of the start date of the course.
b. As needed, discuss the form with all students who are under the age of 18. Read aloud the statement on the agreement page of the Student Information Package and have the student sign appropriately.

Certification Testing
In this section, the Education Coordinator, Program Director or Course Coordinator shall cover the process for certification testing in Virginia. Remind the student that all certification testing processes will be covered in detail on the last day of the program when the Last Class Paperwork is reviewed.
a. Read each item verbatim on state form TR-11B–Certification Testing – BLS, providing an explanation for each and answering any questions the students may have.
b. A copy of the requirements must be included in the Student Information Package.
c. Upon completion, read aloud the statement on the agreement page of the Student Information Package and have the student sign appropriately.


Americans with Disabilities Act
The Education Coordinator, Program Director or Course Coordinator shall cover the accommodation policies for the Commonwealth of Virginia as well as those for the National Registry.
a. Read aloud and verbatim the functional position description for the appropriate level of EMS certification program you are conducting.
1. A copy of the appropriate Functional Position Description must be included in the Student Information Package.
b. It is critical that all portions of the description be read and explained clearly to every student in the same manner!
c. After reviewing the appropriate Functional Position Description, advise the class if anyone feels they may not be able to perform all the tasks and expectations just described, they should see you after class or on a break.
1. For students requesting an accommodation in a BLS program, the student is to be provided a copy of the Office of EMS Accommodation Policy–TR-15A and be advised to contact the Manger of the Division of Regulation and Compliance of the Office of EMS.
2. Students should also be provided NREMT Accommodation Request–TR-15B–for purposes of the cognitive examination.
3. Be sure to indicate to the student the location of the Office of EMS phone number and address.
Upon completion, read aloud the statement on the agreement page of the Student Information Package and have the student sign appropriately.

Course Schedule
The Education Coordinator, Program Director or Course Coordinator shall cover the schedule for the course–this schedule should include all dates, times and locations for the entire program. While scheduled may change due to situations outside of your control, students should have an accurate schedule which correlates to the dates submitted via the TR-01 - Course Approval Request form.
a. A copy of the course schedule is to be included in the Student Information Package.
b. Recommended minimal content:
1. Class Dates
2. Class Topics
3. Identify classes meeting refresher and recert by continuing education criteria.
c. Upon completion, read aloud the statement on the agreement page of the Student Information Package and have the student sign appropriately.
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