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Department of
State Health Services

DSHS
EMS COURSE COORDINATOR
INITIAL COURSE

WELCOME TO THE JOURNEY

The future of Texas EMS will be determined by the students
that graduate from our education programs.

What type of program will you operate as a Course
Coordinator?

Please be sure you have signed in.
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2015 EMS Course Coordinator Course
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We're here, so now what?
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This is only a pit stop
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www.shutterstock.com - 66470428

Route Maps

15732 15745 & 157.44
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Périodic Rest Stops

157.32 (0) 157.43 (h) & 157.44 (e)
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Destinatior.

DSHS EMS Course Coordinator




INTRODUCTION
STUDENTS

* Name
* City
* Level of Program — EMT or Paramedic

e Type of Program — College, Government
Agency, Private

* Tell us what you want to get out of the
course.
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EMS Education

Program Management 101

Fernando Posada — DSHS Compliance Group Manager
East Group

Joe Hamilton — DSHS Compliance Specialist
East Group

DSHS EMS Course Coordinator Course 2015

6/15/2015




EMS Education

&
Training Manual

6/15/2015

EMS Education & !

Training Manual |

“STANDARDS” FOR
TEXAS EMS EDUCATION

.7 DSHS 5C Coordinator,C 15 . 12
Training Manual (manual) outlining standards for EMS education...
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PART | — Education Program APPROVAL
PART Il — Education Program ORGANIZATION

PART Ill — Education Program RESOURCES
PART IV — Education Program CURRICULUM
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PART I:
EMS Education Program APPROVAL.:
Program Approval

will be discussed under
“Applying for a Program”

later this morning.
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PART 11
EMS Education Program

ORGANIZATION:

(WHO are the KEY PLAYERS and WHAT are their JOBS)
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EMS Education Program Organization

Sponsoring Organization
Program Director
EMS Coordinator

Medical Director

Advisory Committee
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EMS Education Program Organization
(1) Sponsoring Organization

RULF §157.52 (d) (d) Sponsorship.
EMS Education programs shall be sponsoved by organizations or

individuals with adequate resources and dedication to carry out
successful educational endeavors. Program sponsors shall provide
appropriate oversight and supervision to ensure that programs are (1)
educationally and fiscally sound; and (2) meet the responsibilities listed
in subsection (o) of this section.

High School

RS

‘ .
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EMS Education Program Organization
(2) Program Director

RULF §157.52 (g) have a program director who contributes an
adequate amount of time to assure the success of the program.

PRINCIPAL
&

desired level of | a H ‘

competence

|
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EMS Education Program Organization
(3) EMS Coordinator

157.32 (g) (3) have at least one course coordinator certified as an
EMT or higher; the program divector may function as a course
coordinator if appropriately certified.

Basic

Although the specific requirements for designation as a
BASIC or ADVANCED level COORDINATOR are found in

Rule 157.32, this subject will be discussed shortly in
another presentation.

DSHS EMS Course Coordinator Course 2015
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EMS Education Program Organization
(4) Medical Director

RULF §157.32 (7/ (5) The medical divector shall be a licensed physician
approved by the department with experience in and current knowledge
of emergency care. ...be knowledgeable about educational programs for

EMS personnel.

B SERSYCourse Coordinator Course 2015
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EMS Education Program Organization
(S) Program Advisory Committee

RULF §157.32 (g/ (6) have an advisory committee representing the
program's communities of interest...designated and charged with
assisting the program dirvector and, medical divector in formulating
appropriate goals and standards, monitoring needs and
expectations and ensuring program responsiveness to change;

Community Input to the Program
(see handout)

Assist in selecting appropriate
Program Goals and

Standards (Planning)

Provide Practical Expert Input (SME)
into defining the Program’s Learning
Outcomes for successful graduates

DSHS EMS Course Coordinator Course 2015
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PART IlI:

EMS Training Program
RESOURCES

ls DSHStMgzC inat 2015
(manual) outlining standards for EMS education.
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EMS Education Program Resources

Resources —

People, Equipment, Facilities,
Technology, Funding, and more...

Most important assets necessary to
carry out the mission of the EMS
Education Program
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EMS Education Program Resources

MOST COMMON RESOURCE EXAMPLES
 Personnel

Financial
Instructional — Classroom & Lab (equipment)

Teaching and Learning Resources
Clinical & Field Learning Resources
Business Management
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EMS Education Program Resources
Instructional Resources - Personnel

DSHS Personnel Certification
LIKE: DSHS EMS — Instructor Certification (EMS-I)
LIKE: Teaching Experience (Background)

LIKE: Presentation Creativity (Learning
Techniques)

LIKE: Good Presentation Skills
LIKE: Leadership Skills (Firm but Understanding)

Appreciates and Respects Diversity of
Others
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EMS Educational Program Resources
Financial Resources

Consider the past,
Measure the present,

Plan for the Future
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EMS Educational Program Resources

Financial Resources
“OPEN CHECKBOOKS”

* PAST: Cost-Benefit Analysis

« PRESENT: Budgeting — A FACT OF LIFE

 FUTURE: Planning for - Growth, Change, Scientific
Trends, Technology...
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EMS Educational Program Resources
Business Management

Memoranda of Understanding (MOU)
Clinical Hospital Affiliations

Field EMS Affiliations

DSHS Reporting

Governmental Immunity (?)
Admissions/selection Guidelines
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EMS Educational Program Resources
Business Management (cont.)

Although the specific requirements for having
Program Policies and Procedures are found in Rule
157.32...

Mr. Lee Gillum will discuss this subject in more
detail in his presentation on Thursday.

DSHS EMS Course Coordinator Course 2015
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EMS Educational I|3ro ram Resources
Instructional Resources

Physical Classroom

— Lighting Adjacent to:
— Distractions (visual, Restrooms
audio, olfactory) Break Areas
— Temperature- Instructor Offices/Space
Ventilation Equipment-Supply Storage
Learning Resources (computer

— Teaching Resources
access?)

— Proximity to
Lab/Skills Area(s)

DSHS EMS Course Coordindes
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EMS Educational Program Resources

Instructional Resources

Cognitive ClassrooMm— . comme-

-——-——_'5

e Syllabus Development (see handput
! pment Ci’ i !!! 7T T

— Classroom Policies =tk
— Student Behavior ar ﬁ-;
— Uniforms? = YR
— Grading Formulae

— Completion Criteria

* Lesson Plans (see handout)

* Teaching Methods/Enhancements
— Stand and Deliver
— Hybrid Courses
— Flipped Classroom, etc.

DSHS EMS Course Coordinator Course 20

Learning Resources

Video

Worksheets
Schemes of Work
Study aids
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EMS Educational Program Resources
Instructional Resources

Psychomotor Skills Laboratory

(all factors for classroom space, plus...)

— Proximity to Classroom Area(s)

— Secure Equipment Storage

— Clean-Up Area

— “Line of Sight” - Space for Skills Demonstration
— Simulation!1??

— Appropriate Furnishings for Skills Practice

— SPACE! Room to S-P-R-E-A-D O-U-T

DSHS EMS Course Coordinator Course 2015
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EMS Educational Program Resources
Instructional Resources

Psychomotor Skills Laboratory

Extension of the Classroom Syllabus

— Laboratory Policies

— Student Behavior (different than
classroom)

U ENEY

— Student to Instructor Ratios
— Plan for Teaching

— Plan for Testing

DSHS EMS Course Coordinator Course 2015
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EMS Educational Program Resources
Equipment & Supply Management

Consider the past,
Measure the present,

Plan for the Future
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EMS Educational Program Resources
Equipment & Supply Management

* |nitial Equipment Needs
(see handout)
Initial Supply Needs
(see handout)

Equipment Lifespan (Depreciation)
Planning

Technology Upgrades — Currency in
Science and Simulation Lab(s)

Contingency Planning (What if?)
Equipment Security

DSHS EMS Course Coordinator Course 2015
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EMS Educational Program Resources
Clinical & Field Resources

External Learning Resources and Management will
be discussed in detail later this morning

DSHS EMS Course Coordinator Course 2015 36
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EMS Education Program Resources
Resources Evaluation

The Program must evaluate the educational components
to:

onsider the past,

easure the present, and
lan for the Future

Without evaluation, analysis and corrective actions,
educational programs may become locked into less
than successful practices.

DSHS EMS Course Coordinator Course 2015
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EMS Training Program Resources
Resources Evaluation

The EMS Coordinator/Program Director should

be fDURT D theds

effectiveness.

38
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EMS Training Program Resources
Resources Evaluation

s i O o S odamiion,

medical |rectors, awsory committee, and

used as feedback to faculty.
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EMS Training Program Resources
Resources Evaluation

modifications toward |mprovement.

6/15/2015
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EMS Education Training Curriculum
Training Standards

The training curriculum for each certification level in Texas is
based upon the National Education Standards published in 2009
by the National Highway Traffic Safety Administration (NHTSA).

On August 16, 2012, DSHS adopted the use of the National EMS
Education Standards and Instructional Guidelines

replacing the use of DOT National Standard Curriculum (DOT).

EXCEPTIONS TO THE RULE
National Standard Curriculum Texas Certification

Emergency Medical Responder Emergency Care Attendant*

Advanced EMT EMT-Intermediate *

DSHS EMS Course Coordinator Course 2015
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EMS Education Training Curriculum
Training Standards

Dr. Debra Cason will present
The 2009 National Educational Standards

to the class including how they were implemented
in Texas in her presentation

tomorrow morning

DSHS EMS Course Coordinator Course 2015
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EMS Education Training Curriculum

What is a Curriculum?

CURRICULUM = OVERALL SUBJECT TO BE TAUGHT
COURSE = SCHEDULED APPLICATION/DIVISION

OF THE CURRICULUM INTO SPECIFIC CLASSES
CLASS = ONE SESSION OF THE COURSE

DSHS EMS Course Coordinator Course 2015
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EMS Education Training Curriculum

How do | design a CURRICULUM?

. NES 2009
. Textbook Organization
. Models of Courses from other coordinators

. Sponsoring Organization Experts
. DSHS Subject Matter Experts
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Emergency Care Attendant (ECA

NREMT — Emergency First Responder (EFR)

None

ECA = 2009 EFR & Vehicle Operations

1. Emergency First Responder (EFR) Text, or
2. Emergency Medical Technician (EMT) Text (partial)

DSHS EMS Course Coordinator Course 2015
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Emergency Care Attendant (ECA

. Verification — During the Course
. Certification Testing — During the Course

. Course — Meet or exceed minimum standard

. Certification — NREMT Cognitive Examination
(PearsonVUE)

. Texas Emergency Care Attendant (4 yr.)
. NREMT Emergency First Responder (2yr.)

DSHS EMS Course Coordinator Course 2015
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EMERGENCY MEDICAL TECHNICIAN

Ehep AL
GENCY MEDIC
TECHNICIAN

NREMT - Emergency Medical Technician (EMT)

None

EMT (NES 2009)

Emergency Medical Technician Text
(multiple publishers available)

DSHS EMS Course Coordinator Course 2015
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EMERGENCY MEDICAL TECHNICIAN

Ehep AL
GENCY MEDIC
TECHNICIAN

. Verification — During the Course
. Certification Testing — During the Course

. Course — Meet or exceed minimum standard

. Certification — NREMT Cognitive Examination
(PearsonVUE)

. NREMT Emergency Medical Technician (2 yr.)
. TEXAS Emergency Medical Technician (4 yr.)

DSHS EMS Course Coordinator Course 2015
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EMT- INTERMEDIATE

Advanced Emergency Medical Technician (AB

EMT Certification (Texas or NREMT)

AEMT (NES 2009) + Endotracheal Intubation (Texas)

Advanced Emergency Medical Technician Text
(EMT-I85 and EMT-I99 are no longer available), or

DSHS EMS Course Coordinator Course 2015




EMT- INTERMEDIATE

All NREMT skills verified by program including
Endotracheal Intubation

NREMT AEMT Psychomotor Examination

NREMT Advanced Emergency Medical Technician (AEMT)
Cognitive Examination (PearsonVUE)

1. NREMT Advanced Emergency Medical Technician

(2 yr.)
1. TEXAS Emergency Medical Technician - Intermediate

DSHS EMS Course Coordinator Course 2015
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EMT - PARAMEDIC

NES Paramedic

EMT Certification (Texas or NREMT)

Paramedic (NES 2009)

Paramedic Text (multiple publishers and versions
available)

DSHS EMS Course Coordinator Course 2015
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EMT - PARAMEDIC

All NREMT skills verified by program, prior to testing
NREMT PARAMEDIC Psychomotor Examination

NREMT Paramedic Cognitive Examination
(PearsonVUE)

1. NREMT Paramedic (2 yr.)
2. TEXAS Paramedic (4 yr.)

DSHS EMS Course Coordinator Course 2015
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Role of the EMS Training Program
and TAC 157.32
“The EMS Education Rule”

SUMMATION o
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Role of the EMS Training Program

and TAC 157.32
‘Lhe EMS Education Rule”

Question & Answer




15 MINUTE BREAK

6/15/2015
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REQUIREMENTS
OF A
SELF STUDY

Presented by:
Raul Guerrero, EMS Specialist - El Paso
Joseph Hamilton, EMS Specialist - Houston

DSHS EMS Course Coordinator Course 2015
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FORMAT OF THE SELF STUDY

Two (2) complete copies

Pagination

a.
b.

C.

Self Study is printed on 82" x 11” paper in portrait format
Consecutive page numbering

Number each question
Write each question completely

Answer each question completely

DSHS EMS Course Coordinator Course 2015
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.‘*‘_1-r ; TE's:".,S. Emergency Medical Services

Up-dated Oobobar, 20039
Labis of Sorsarcs

FE-' S

EMS Education &
Training Manual

DSHS EMS Course Coordinator Course 2015

90

6/15/2015

90



Boll-Etudy Insinescilons
In preparing the self-smdy report, informadon thould be orpanized in 2 mannes Bke thar described

in the self-= md—P:ePauuan ounsline within this manual The self-snudy should be prodneed an

stamwdard § Y2 by 11 _nr.'ﬂtpapexmdipagesm:rremmbﬂedmnur\dr When preparing the
report, the cocrdinator must write sach question o statement being addressed follooed by the
answer. Complete sentences comrey thought bemer than fragmentary expressions amd should be the
norm Toro copies of the selfse cn:h-upon are to be mojled or deliversd to the approprisee Regional
EMS OfSee ac leazt nimety days (90} poor to the submizsion of a conre appleation for the program®s
£zt course. At least one copy muost be retained for reference by the program dizector and/or course
coordinator. MNew programs will mot be allowed to start courses until a self-smdy has been accepted

as complete and an applicarion for the course has been approved.

Upon review and determination thar the self-soady iz co . a letter of the appeowal or

dizapprowal of the program will be sent to the program director or the coordinaror. Sweh nodfication

zhall ke place not later thon siwty-days (60 from the sobmisson of the self-stady.
To aidlnprepaunc\n of dhe :eL‘—',m.d'_t, the outline on the Eu'_'lcv'.nng toro pages i offered for

reThenr.
of Seli-Siudy Repori
A, General Informasion A General Information (contnnaed)
1. IName, addres:z and lewel of poopzam. 11. Siate approximacely how many stadents will
Z. Name and address of sponsoring nssitastion be accepeed into the program per year.
3. Names and addreszes of clinical affilations.
4. Mames and addreszes of feld internchip sites. | B. Progmm/Course Policie:s 8 Procedures
5. Name and phone number of program 1. ATTACH a copy of all information o be

director and medical director.

Mame and phone number of persoo
responsible Sor the prepasytion of the zalf-
stachy.

if arry, offered by the program. or within the
instnation.

B. ATTACH an orpanizational chact of the
sponsonng insoiubon that shows the
relationships nnder which the program.
operate: and all persons directly iovolred
with the program.

9. Desczibe bow the Snancial rezousces of the
Pprogram are sufficient to azsume the
achievement of progmam goals.

10. State the lenpth of =ach trpe of courze the
program will condacr, the pmmber of clock
hourz, amount of academic credit (i
applicable)) and the type of certificate or
depres offered (if applicable).

Lizz of other allied health-tmining programs,

provided to prospectve and sorolling
smadenss. Idensfy which material is to be
provided to enrcllicg smadant: only.

2. ATTACH copies of policie: and procedures
that are to be nzed

C. Insmacror Selection 8 Evaluadon

1. List the names and guahfcatons of
instractors, clinical coordinators, precepiors
and goese leemarers associated with the

program.

Z. Descobe the methods that are ©o be used to
eraluxbe stouctors, clinical coordinabors,
precepiors and guest lectaoers.

Db, Climieal and Faeld {Ambulance] Ixbernskap
[Tote: This secton does not apply ©o programs
offering only ECA mmining)

1. ATTACH copies of cument clinical and Seld

intemship agresments.

1. Exzplin how patient census and mn vobame
il ke pemiewred and deteomaned to be
appropriate for the level of course and
mumber of students.

DSHS EMS Course Coordinator Course 2015
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D. Chmucal and Field (Ambulance)
Intemship (continuved)
3. .-\TT.-\CH eoyus of clinical and feld

P and p a if not
lod “m licies and p d for the
ogx:mmenuoned:bore

4. ATTACH copies of all clinical and Seld
internship objectives that are used in the
PO,

E. Equipment

1. Descobe how the equip and L
are ldnqnautomc:tb«nncd:cf:hn
peogeam.

2. Desccbe the p for ceplacing oz
= 0 -oldo“- k =2 ‘K

F. Classsoom & Facilities
1. Statethe ma:imum number of students that

can be pred into each level for
which the program pzondes training. State
the of tobe
conducted concurrently.
2. Descobe how the cla m, lab and

instructional matenals are adequate to folall
the needs of the program given the
maximom number of students in the

(7]

program.

Descaobe how the Lbracy mcmxees are
po to the for

r.hg number of smd.gn:: encolled in the

progaam.

G. Srudent Evalvarions
1. Explain how stodents will be evaloared

dunng program courses.

(conunuved)

2. Explain how wntten exam and performance
evaluation results will be reviewed with
students.

H. Medical Director Involvrement

1. Identify the p ?s soadical & .
fmmam and stateif he/she is
under contract oz if he/she is involved with
the program through a letter of agreement ox
contract.

2. E:plunhaw the medical director will be
vsed to review student pufounmm and
assuce of )

P

1 Orenll Program Evaluation

1. Discuss the program’s goals and objectives.

2. Descabe how these goals and objectives aze
:e!pmau\'c to dunnds of the community.

3. D any sp iderations that will
5 e 5
T o i el
a & 1 availability of

medical expenences, etc.)
4. ldannfr du areas of anticipated strengths
in the prog:
Dq;cnbc methods p.lamd to remediate any
identified weakness.

u

In addition to addressing all the progaam componmh n the Ilbll on pages 19- 20 in the self-

study, plete ds must be

auve

actioms and program revinons that vafold as the pxogam pfogﬂs ns In paﬂucu!.l.f programs that are
Nationally Accredited mustcopy all communications received from or sent to the accraditing antity to
the appropriate EMS Regional Office. The site visitteam at the initial and subsaquent site visits will
review all files. The coordinaror shovuld develop plans as to how he will document program

aeunnu_ evalvate staff and substantiate outcomes.

ation. Ex 1

the site viur, the team will ask for such

of such req s are Listed in the table that follows on pages 22-23.

DSHS EMS Course Coordinator Course 2015
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GENERAL INFORMATION

Name, Address and Level of Program

Name and Address of Sponsoring Institution
a) Letter of sponsorship from institution

Names and Addresses of Clinical Affiliation Sites
Names and Addresses of Field Internship Sites

Name, Address and Phone Number of Program Director
Name, Address and Phone Number of Medical Director

Name, Address and Phone Number of Person Responsible for
Preparation of Self Study

List of Other Allied Health Training Programs Offered

Organizational Chart of the Sponsoring Institution

DSHS EMS Course Coordinator Course 2015 83
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EMS SCHOOL
EMT Training Program

Basic Self Study Report

A. GENERAL INFORMATION

1.

Mame, Address and Level of Program
EMS SCHOOL

EMT Training Program

1313 Mockingbird Lane

El Paso, Texas 79999

Basic Education Frogram

Mame and Address of Sponsoring Institution
WE DELIVER EMS

1313 Mockingbird Lane

El Paso, Texas 79999

Mame and Addresses of Clinical Affiliation Sites
BEST CARE HOSPITAL AND TRAUMA CENTER
1001 Main Street

El Paso, Texas 79999

Mame and Addresses of Field Intemship Sites
WE DELIVER EMS

1313 Mockingbird Lane

El Paso, Texas 79999

DSHS EMS Course Coordinator Course 2015 94
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EMS SCHOOL
EMT Training Program

Organizational Chart

Program Director
Joe Smith

f Medical Director
| Adam Bones, M.D.

[ Hamy Potter, Basic Coordinator

Frogram Coordinator J

[

Clinical
Coordinators

Lab
Instructors Assistant

DSHS EMS Course Coordinator Course 2015
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GENERAL INFORMATION

10. Description of the Financial Resources of the Program and how they
are sufficient to achieve program goals

11. Profile for Each Course Offered
a) Length of each course
b) Total Clock Hours
(Didactic / Clinical / Internship)
c) Academic Credit (if applicable)
d) Type of Certificate / Degree Offered
(if applicable)

12. How Many Students Accepted into the Program per Year

DSHS EMS Course Coordinator Course 2015
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POLICIES AND PROCEDURES

1. Simple and easily understood
a. Examples

1) Screening / Admission
2) Disability Information
3) Attendance / Tardiness
4) Grades / Testing / Make-Up
5) Clinical Internship
6) Field Internship

2. ldentify what information will be provided to prospective students

a. Acceptance Letter
b. Student Handbook
c. Policies and Procedures

DSHS EMS Course Coordinator Course 2015 97
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Names and Qualifications of Personnel Associated with Program
a.
b.
C.
d.

Description of Methods to Perform Evaluations
a.

b.
C.
d

INSTRUCTORS

Instructors

Clinical Coordinators
Preceptors

Guest Lecturers

Instructors

Clinical Coordinators
Preceptors

Guest Lecturers

DSHS EMS Course Coordinator Course 2015
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AFFILIATION AGREEMENTS

Copies of Current Affiliation Agreements
a. Clinical Affiliation
b. Field Internship

Policies and Procedures for Affiliation Agreements
a. Clinical Affiliation
b. Field Internship

Objectives for Affiliation Agreements
a. Clinical Affiliation
b. Field Internship

Explanation of Patient Census and Run Volume Appropriate for Each
Level of Course and Number of Students

DSHS EMS Course Coordinator Course 2015
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EQUIPMENT

Description How Equipment & Supplies are Adequate to Meet the
Program’s Needs

Process for Repairing or Replacing Old or Broken Equipment

Complete List of Equipment for Each Course Level

DSHS EMS Course Coordinator Course 2015 100
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Basic Program Equipment List

Oral Alrway sets 3 K.E.Ds

Masal Airway sels 4 Traction Splints
Mask Non-Rebreathers 4 Head roll sets
MNasal Cannulas 10 Ladder Splints
Oxygen Tubing 4

Bag Valve Mask 200 4x4 Seerile

Manual Suctions 3 4x4 Non-Sterile - Pkg
Electric Suctions 20 Kerlix

Mebulizer Mask 20 Kling

Blood Pressure Cuffs 3 Trauma Dressing
Stethoscopes 240 Cold Packs

Penlights 30 Vaseline Gauze

Pulse Oximeter 2 O.B. Kits

Glucometer 6 Sharp's Containers
Oxyvgen Cylinders = Combi Tube - Adult
Oxygen Regulators 3

1

Epi-Pen Trainer 3 CO2 Detectors

Advance Program Eguipment List
In addition to Basic Program equipment

[FERE S L N N SN

[
(==
Q

LifePak 12 Defibrillator™Monitor
LifePak 12 Defibrillator/Monitor — Trainer
Zoll Defibrillator/Monitor

IV Training Arms

Adult 10 leg

Pedi ALS Trainer mannequin
Adult ALS trainer mannequin

12 lead ECG simulator mannequin
MNewborn IO leg

Infant 1O leg

Adult airway mannequins
Endotracheal tubes — various sizes
Laryngoscope — sets

/O Trainer sets

Capnography monitor adapters
Needles — various sizes

IV Catheter — various sizes
Macro/Micro administration set
IV Starter Kits

Magill Forceps — adulis

Magill Forceps — pediatric
Electrodes

Syringes — various sizes
Medications - various

DSHS EMS Course Coordinator Course 2015

Padded Boards Splints

Combi Tube - Small Adult
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CLASSROOM & FACILITIES

Maximum Number of Students Accepted into Each Course Level
Maximum Number of Course Conducted Concurrently

Description of Facilities and Adequacy to Fulfill Student Needs
a. Classroom

b. Laboratory

c. Bathrooms

d. Break Facilities
e. Internet

Description of Library Resources and Adequacy to Support the
Curriculum

a. Textbooks

b. Magazines

c. Internet
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STUDENT EVALUATIONS

How Students will be Evaluated
How will Written Exams be Reviewed with Students

How will Performance Evaluations (Skills) be Reviewed with Students

MEDICAL DIRECTOR

Identify the Medical Director

Explain Medical Director Involvement with the Program
a. Review and Approve content of program’s curricula
b. Review Student Performance

c. Assurance of Attained Competency
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Texas Department of State Health Services ¥
Emergency Medical Services .*
Medical Director Informartion Form
Ocrober 2009

ces

Submit this form to:

EMS Compliance & QA , MC 1979, PO Box 149347, Austin, TX 78714-9347

For assistance, contact the appropriate regional DSHS EMS staff.
See http:/ /www.dshs. state. tw.us /| systems / EMSCeomplianceRegOficl ist.pdf for contact information

Name of Physician

Preferred Mailing Address

City

(Do notuse address / phone sumber of the EMS Education Frogram)

Email

State Zip
Medical License #: Exp date:
Phone Number FAX Number

Name of Training Program

Date Began With Training Program

[ If affiliated with more training programs, mark tiis block and list on an attachment

I verify that T am a physician licensed in the State of Texas_I have read and am familiar with the Medical
Practice Actand the Texas Medical Board rules regarding Emergency Medical Service at Title 22 of the
Texas Administrative Code (TAC), Chapter 197, with the Department of State Health Services EMS
statute at Chapter 773 of the Texas Health and Safety Code, and with EMS rules at Title 25 TAC,
Chapter 157. I understand that I am responsible for all aspects of the operation of the above named
training program(s) concerning medical education and/or provision of medical care.

Date

Physician's Signature

PRIVACY NOTIFICATION

With = few exceptions, you have the right to request and be informed sbout information that the State of Texas collects about

you. You are entitied to receive and review the information upon request. You also have the right o ask the state agency to

comect any information that is determined to be incomect. See http./Awww.dshs state bous for information on Privacy MNotification.
(Reference Govermnment Code, Section S22.021, 522.023 and 559.004)

Publication #: FO1-120741

- Electronic Publication #. EF01-13071 EMSTrainingProgram-MedicalDirectorForm-Cct00
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EMERGENCY MEDICAL SERVICES
STATEMENT OF MEDICAL DIRECTION / SUPERVISION OF EDUCATION CONTENT

The purpose of this document is to provide verification of medical direction and supervision of
education content delivered by certified Emergency Medical Services (EMS) Education Programs. | have read
and am familiar with the Medical Practice Act and Texas Administrative Code (TAC) regarding Emergency
Medical Service at Title 22 of the Texas Administrative Code (TAC), Chapter 197 (Emergency Medical
Services), as required by Chapter 7732 of the Health and Safety Code (Emergency Meadical Services), and by
Chapter 157 (Emergency Medical Services)

| affirm that | am — (1) a physician licensed to practice medicine in the State of Texas; (2) Familiar with
the operation of EMS systems; (3) Expenenced in prehospital emergency care of acutely ill or injured patients;
(4) Actively involved in the emergency management of acutely ill and/or injured patients, in the training andfor
continuing education of the EMS personnel under my supervision at their level of certification, in the medical
audit, review, and critique of the EMS personnel performance, and in the administrative process affecting the
delivery of emergency prehospital care; (5) knowledgeable about local multi-casualty plans: (8) familiar with
dispatch and communications operations of prehospital emergency units; and (7) knowledgeable about laws
and regulations affecting local, regional and state EMS operations, (8) compensated/voluntarily offering my
services without compensation

I understand that, as medical director, | will:

(1) review and approve the educational content of the program’s curricula;

{2) review and approve the guality of medical instruction provided by the program:;

(3) establish and monitor compliance with training guidelines which meet or exceed
Texas Department of State Health Services EMS certification regulations;

(3] participate as part of the advisory commitiee;

[E)] attest that each graduating student has achieved the desired level of competence

prior to graduation

Medical Director:
I agree to assume the authority and responsibility of Medical Director for

(EMS Edu i Program).
Physician's Name:
Physician's Signature: Date:
FPhysician Address:
City: State: Zip: Telephone: ( b

EMS Provider:
On behalf of (EMS Education Program),

1 accept the authority and the responsibility of the Medical Director.

Name and Title of Authorized Provider Representative:

Signature: Date:
Provider Address:
City: State: Fip: Telephone: { )

Either party may cancel this agreement within receipt of sixty (60) day advanced written notice.
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OVERALL PROGRAM EVALUATION

Describe Program’s Goals and Objectives
a. Are they responsive to the needs of the community?

Special Considerations

a. Financial Constraints

b. Availability of Medical Experiences

c. Methods to Remediate Identified Special Considerations

Identify Specific Areas within the Program
a. Strengths
b. Weaknesses
1) Methods to Remediate Identified Weaknesses

DSHS EMS Course Coordinator Course 2015 108

108



The Self Study is meant to be a
Living Document.

It must be continuously revised to
reflect ongoing evaluations and
refinements of the program.
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APPLYING FOR
A
PROGRAM

Presented by:
Raul Guerrero, EMS Specialist - El Paso

Daniel P. Williams, Education Specialist - Austin
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PROGRAM REQUIREMENTS

Two (2) complete hard copies and one electronic
(USB in either Word or PDF Format)

Pagination

a.

b
C.
d.
e

Self Study is printed on 82" x 11” paper in portrait format
Consecutive page numbering

Number each question

Write each question completely

Answer each question completely

Submitted at Least Ninety (90) Days Prior to Start of Any Program
Activities to the Regional Office

EMS Education Program Application (completed)
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WX ¥ TEXAS
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Departy
State Health Services

EMS Education Program Application | Program Approval Number: |

Note: This form must be submitted to the appropriate regional office at least 90 days prior to proposed start of program
activities_Upon approval of the Self Study. the program Director andior Course Coordinator may begin activities

Program Name:

‘€—— Actual Name of Program

O Initial Application [ Renewal Application
Program Level: O Basic [ Advanced
If Advanced, give date of Basic Program Approval:

Program Open to Public? O Yes ONo

[ Check hece if this progeam will not be ongoing

[ €—— New / Renewal ; Open / Closed

Physical Location:

€—— Actual Location of Program

Program Director:
Name:

Email:

Pa

Mailing Address:

Phone Contacts: #1 #2

City/ State/ Zip

Fax #:

<€ Program Director Information

Program Spansar
Name:

Mailing Address:

City/State/Zip

€—— Program Sponsor Information

Name:

Mailing Address:

Phone Coantacts: #1 #2

Cowrse Coordinator: ( FILL IN ONLY IF DIFFERENT FROM PROGRAM DIRECTOR)

City/ State/ Zip,

{€—— Program Coordinator Information

Name:

Mailing Address:

Phone Contacts: #1 #2

Medical Director: (MAILING ADDRESS CANNOT BE THE PROGRAM ADDRESS)

City/ State/ Zip

€ Medical Director Information

Anticipated number of courses per year?

Anticipated number of students per course?

&€ Students / Course Information

Clinical Affiliates:

Field Intemship Affiliates:

€ Affiliates

Fee attached: O Basic Program: Self Study Evaluation Fee ($30) Site Visit Fee (390 ) Total Fee $120
O Advanced Program: Self Study Evaluation Fee (360) Site Visit Fee ($250) Total Fee 3310

€ Fees

Course Coordinator Signature Date Program Director Siznature Date
(If different than the coordinator)

'DSHS Use Only — —

Do Not Write In This Self Study Approved Date Receipt Number:
Area Frovisional Approval Date Fee RemitDeposit Date:
O Summary = = n
Oa Y Site Vasit Date(s): Fee Postmark Date
Approval Letter | g Sonored By Fee Received Date:
O Database Entry
Y | Date Approved: Expiration Date

Rev. 1107 ZZ100160

<€— Signatures
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AFFILIATION AGREEMENTS

1. Clinical Affiliation Agreements
a. Hospitals
b. Other Facilities
1) High Fidelity Simulation Lab
2) Urgent Care
3) Morgue
4) Primary Care Physician Office

2. Field Internship Agreements
a. Ambulance Provider
1) 911 Provider
2) Non-Emergency Transport
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Applying for a Program Online

* We are planning to go live with online applications for education
programs and courses in August of this year.

* We will be sending letters in the next few weeks to all current
education programs asking for a generic email address for the
program. We will then create an account for your program to use
using the email address provided. This email address will be used
for the online account and this email address should be able to
change hands if the current coordinator leaves.

* Please note the applications are still being tested and the
following screenshots may change.
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Online Licensing Services

Navigate to: http://vo.ras.dshs.state.tx.us

Ih*ﬁTEXAS

Department of State Health Services

Online Licensing Services

| Help & Support | Contact us |

Check License Status or Search for a License

It is not necessary to register or login to view or search for a license or certification. Begin your
license search here to verify that a license holder has a current license with the Department of State
Health Services. You can search by name, license type, city or county.

Apply for a New License

To apply for an initial license, please see the Online Licensing Eligibility page to check if your license type
is supported before you reaister as a new user. If you have previously registered using this system, it is
not necessary to create another user registration to apply for a new license.

Renew Your License

To renew an existing license, please verify that your license type is eligible for online renewal. Once you
have confirmed that your license may be renewed online, please login with your existing user ID and
password, or register as a new user.

Asbestos Notifications

It is not necessary to login to view asb i it Search for a notification by project
location, date, name or notification number. If you wish to submit/amend an asbestos notification, you
may register as a new user if you have not previously registered using this system.

Contact Us | Compact with Texans | File Viewing Info | Internet Policy

Statewide Search | Homeland Security | Texas.qov

Returning User

User ID:

Password:

Forgot user ID?
Forgot password?

Create a new online
account as a first time user.
Log in with the password
emailed to you to access online
services.
Register as a new user
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http:http://vo.ras.dshs.state.tx.us

We are interested in the “Apply for a
New License” section.

From the drop down menus you will
choose the following:

Board: Emergency Medical Services
Application: Initial Basic Program

Then hit the select button on the
right

Quick Start Menu

Bk TEXAS

h Department of State Health Services

Quick Start Menu

To start choose an option and you will return to this Quick Start menu after you have finished. If no licenses display

under the options, and you are licensed, select 'Add Licenses to Registration’ fo add your license(s) to your registration

W 1tis fime to Renew!

Certified Emergency Medical Technician (EMT) N Renewal EMS Personnel

| | Manage your license information
=Choose Application= %

Mailing Address Change

Certified Emergency Medical Technician (EMT) N

EMS Instructor #JEN

M Apply for a New License
What are you applying for?

| <Choose Board> hd
=Choose Application= %

M view Application Status

Check Status of Your Applications (2)

B ~oditional Activities

Add Licenses To Regisfration

DSHS EMS Course Coordinator Course 2015

Contact your licensing board or program | Internet Policy|

Logged in as
Update Profile | Logoff | Contact Us

License Information

Show Details.

License Mumber
Certified Emergency
License Type Medical Technician
(EMT) -

Show Details.
License Number 4N
License Type EMS Instructor

Show Details
License Mumber

License Type Licensed EMS Provider

Show Details
License Number:

Registered First
License Type Responder
Organization

License Information

License Information

License Information
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The Application

2 TEXAS

Department of State Health Services

F

Contact vour licensing board or proaram | Internet Policyl
Logged in as

Main Menu | Update Profile | Logoff | Contact Us

" Initial Basic Education Program - Introduction
Introduction

© Function Suitability Welcome to the Office of EMS/Trauma Systems Coordination online application for initial licensure as an Emergency Medical Services
Education Program. Follow the instructions on each screen to complete your application. Your information will not be saved until you

MName and Organizational complete the application and submit your information and fees.

Details

Press "Next'to continue
© contact Information Press "Cancel”to cancel this application and return to the main menu.
Select Attributes

PRIVACY NOTIFICATION: With few exceptions, you have the right to request and be informed about information that the State of Texas

O Easic Information collects about you. You are entitled to receive and review the information upon request. You also have the right to ask the state agency
- to correct any information that is determined to be incorrect. See httpifwww.dshs state te us for more information on Privacy Notification

Equipment Agreements (Reference: Government Code, Section 522.021,522.023, 559.003, and 559.004)

Field Intern Agreements m m

Other Agreements

Classroom Agreements
Equipment Agreements
Related Licenses Listing

Application Summary

DSHS Cerfifications. Licenses and Permits | Disclaimer

Last Updated Mar 27,2013
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Function Suitability aka Kill Questions

3 TEXAS

Department of State Health Services

P>

Contact your licensing board or program | Internet Policy]
Logged in as|
Main Menu | Update Profile | Logoff | Contact Us

Introduction Initial Basic Education Program - Function Suitability
Answer the questions below to ensure that you have selected the correct online transaction.
Answer the questions and press "Next”.

Name and Organizational Details  Press "Previous™ to retum to the previous section.

Function Suitability

© Contact Information Press "Cancel” to cancel this application and return to the main menu.

Select Attributes Question

EEE TR Are you attempting to renew an existing license/registration/permit?
Clinical Agreements
Are you applying for an Advanced Education Program?
Field Intern Agreements
Other Agreements

Classroom Agreements

Equipment Agreements
Related Licenses Listing

Application Summary
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Name and Organizational Details

Introduction Initial Basic Education Program - Name and Organizational Details

Function Suitability Please enter your organizafional details and press "Next" to continue.
Press "Previous” to retumn to the previous section.

Name and Organizational Press "Cancel” to cancel this application and retum to the main menu

Details

© Contact Information Organization Name: I
Select Attributes Doing Business As Name: |

Basic Information Tax Number. I:l

Clinical Agreements m m

Field Intern Agreements
Other Agreements

Classroom Agreemenis
Equipment Agreements
Related Licenses Listing

Application Summary

If your EMS Provider is the same entity as your Education Program (e.g. same Tax ID Number) changing your
Tax Number here will change your Tax Number on file with us on your EMS Provider’s license.
* The Tax Number field will be prefilled with your current Tax ID Number
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Introduction
Function Suitability
Name and Organizational Details
Contact Information
Select Altribules
Basic Information
Clinical Agreements
Field Intern Agreements
Other Agreements
Classroom Agreements
Equipment Agreements
Related Licenses Listing

Applicafion Summary

Contact Information

Initial Basic Education Program - Contact Information

Press "Previous™ to return to previous page.

Press "Next” to go to next page.

Press "Cancel" to Cancel application and go back to Quick Start Menu

If Return to Summary Button is available. Press "Retumn to Summary” to return to the summary_
If Delete Button is available. Press "Delete” to delete the address

If Copy Bution is available. Press "Copy” fo copy a previously entered address.

0 Main Aduress Using the drop down menu and
i Flsal Loe then pressing the “Copy”

= Mailing Address

Capy Fram: button allows you to copy from

swoethumoer [ | other addresses if they are the
+ Address [ | same.
| ]
| ] . .
< Zpcoss @ After typing in a zip code you
- ciy I can press the Zip Lookup
" sate @ button to auto fill
* County

oty city/state/county fields.

Phone Number: I:| {200-000-0000)
e —

E-mail: [

DSHS EMS Course Coordinator Course 2015 124

6/15/2015

124



Introduction
Function Suitability
Name and Crganizational Details
Contact Information
Select Attributes
Basic Information
Clinical Agreements
Field Intern Agreements
Other Agreements
Classroom Agreements
Equipment Agreements
Related Licenses Listing

Application Summary

Select Attributes

Initial Basic Education Program - Select Attributes

Listed below are the license atiributes you may add or delete.

Flease select/de-select the desired atfribute and press "Next” to continue.
Press "Previous” to return to the previous section.

Press "Cancel” to cancel this application and refurn to the main menu.
If Return to Summary Button is available. Press "Retumn to Summary” to return to the summary.

Attribute Type: Additional Attributes (please check all that apply)
Atftributes: ] Exempt from Licensing Fees

Affribute Type- Category

Atftributes: ] Program Closed to Public

Here you will choose if you are fee exempt or closed to the public.

DSHS EMS Course Coordinator Course 2015
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Introduction
Function Suitability

Name and Organizational
Details

O Contact Information
Select Affributes

O Basic Information
Equipment Agreements
Field Intern Agreements
Other Agreements
Classroom Agreements
Equipment Agreements
Related Licenses Listing

Application Summary

Agreements

Initial Basic Education Program - Information

Press "Previous” to refurn to previous page.

Press "Next"to go to next page.

Press "Cancel"to Cancel application and go back to Quick Start Menu

IfReturn to Summary Button is available. Press "Return to Summary” to return to the summary.

If Save Button is available, Press "Save” to save the information and return to the summary.

Add Equipment Agreements m
Equipment Agreements

Affiliate Name:

Expiration Date: (mmiddiyyyy)

Notes:

FSF Y

DSHS EMS Course Coordinator Course 2015

You may add multiple
agreements in each
agreements section.

Press the “Add” button if you
need to enter more than one
of a specific type of
agreement.

If you have an agreement
with no expiration date put
the application date as the
expiration date and explain in
the notes.
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Introduction

O Function Suitability

Name and Organizational
Details

O contact Information
Select Attributes

O Basic Information
Equipment Agreements
Field Intern Agreements
Other Agreements
Classroom Agreements
Equipment Agreements
Related Licenses Listing

Application Summary

Initial Basic Education Program - Related Licenses Listing

Related Licenses

Press "Add" to add a related license. If "Add” button is not enabled (gray), adding a related license is not possible for this license type.
Press "Delete” to delete a related license. If"Delete” button is not available, deleting a related license is not possible for this license type.
Press "Previous™” to return to the previous section.

Press "Next" when finished viewing/adding/changing the related licenses.
Press "Cancel” to cancel this application and return to the main menu.

Related Licenses
Relation Name:
Your Role:

Cther Party Role

Relation Name:
Your Role:

Other Party Role

Coordinator
Education Program
Coordinator

EMS Educator - 174605
Current - 2017-04-30

Education Medical Director
Education Program
Medical Director

EMS Medical Director -
Current -

Delete Relation

Delete Relation

DSHS EMS Course Coordinator Course 2015

You will need to attach your
Coordinator and Medical
Director to the application
to proceed past this point.

If your medical director
cannot be found when
trying to attach him/her you
must contact DSHS and
submit a Medical Director
Information Form.
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Other things not covered

Payment options will be ACH (electronic check) or Credit Card.
* There will be an option to mail in a check or money order by using a “pay later” feature.

Online Convenience Fee for all Programs, Renewals, Courses, CE Programs will be added once
we go live with online education applications. This will be an additional $2, $3 or $4 depending
on the application fee.

}'here will be an option to attach PDF or Word versions your self-study and all other required
orms.

A dedicated webpage for Education Programs and Courses is coming!
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REQUIREMENTS
FOR A
COURSE

Presented by:
Raul Guerrero, EMS Specialist - El Paso

Joey Ancelet, EMS Specialist - Beaumont

DSHS EMS Course Coordinator Course 2015
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COURSE REQUIREMENTS

Completed Course Notification Form (CNF)

a.
b.
C.

One CNF per Course Request
Appropriate Fee

Signature / Date

1) Course Coordinator

2) Program Director

2. Course Schedule

a
b.
C.
d

Printed on 874" x 11” Paper

Total Number of Didactic (Classroom) Hours
Total Number of Clinical Hours

Total Number of Ambulance Internship Hours

DSHS EMS Course Coordinator Course 2015
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COURSE REQUIREMENTS

3. CNF & Course Schedule Submitted to the Regional Office at Least
Thirty (30) Days Prior to the Start of Any Course Activity /
Advertisement / Collection of Fees / Enrollment of Students

4. Affiliation Agreements are Current
a. Clinical Affiliations
b. Field Internships

5. Coordinator Certifications are Current
a. Coordinator
b. Personnel

DSHS EMS Course Coordinator Course 2015
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REQUIREMENTS FOR COURSE NOTIFICATION FORM
(Revised 12202011)

Each course conducted by an approved program shall be approved by notice from the department and the
issuance of an assigned course number. A program shall not start a course. advertise a course(*), or
collect tuition and/or fees from prospective students until the course 1s approved by the department and
the assigned course number issued. The program director of an approved program shall submit notice of
intent to conduct a course and the appropnate fee. if required. to the department on a form provided by the
department at least 30 days prior to the proposed start date of the course. § 157 32(r)(1)(2). *College
catalogs are an exception.

*  Submut one (1) Course Notification Form (CNF) per proposed course type
s  Submit a fee and schedule for each proposed course type

Course Type/Fees

Basic Course (ECA, EMT) $30
Remedial (ECA. EMT) $30
Re-certification (ECA. EMT) $30
Advanced Course (EMT-I, AEMT, EMT-P) 360
Remedial (EMT-L EMT-P) $60
Re-certification (EMT-L EMT-P) $60
Instructor course $30
Emergency Medical Information Operator Course (EMD) $60
Emergency Medical Information Operator (EMD) Instructor Course $30

The form(s) and fee(s) must be subnutted to your respective regional office in your area. Once recerved,
all documentation will be reviewed for completeness. If no deficiencies are found, you will be notified by
mail of the course approval

If deficiencies are found, you will be notified by mail of the noted deficiencies. Once all deficiencies
have been comrected and re-submitted. the program will be notified by mail of the course approval. A
deficient CNF submittal may result in delay of the proposed start date.

Useful Reminders:

e The CNF is available in both Word and PDF format.
Go to: http://
Nate: In Word format, baxes that need to be checked can be done so by placing the cursor
directly over the box and double clicking. Select ‘Checked’ under the default value.

* Assure all information 1s complete and accurate on the form.

rww.dshs.state. tx. us/emstraumasystems/ formsresources shum#EMS

*  Assure all clinical affiliation agreements are current, as applicable.

* CNF must be signed by the EMS Course Coordinator and the Program Director Signature (If
different than the coordinator).

+ Discuss EMT- I curriculum with your regional office before submutting an EMT- I CNF

If vou have questions regarding the CNF process feel free to contact your respective regional office in
vour area. Go to: http://www dshs state tx us/emstraumasystems/regions shtm
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Department o
State Health Services

+*
Ik .y TEXAS
ha

EMERGENCY MEDICAL SERVICES
Course Notification Form

Conrse Approval Number:

Program Name:

Program Number:

[OECA OEMT OEMI-I [J AEMT O EMI-P [ Initial
[ Remedial
] EMS Instructor [ EMD [] EMD Instructor [ Re-certification

Physical Location of Classroom:

Physical Address of Classroom:

A

Course Start Date:

Course Ending Date

Course Meeting Days:

Course Meeting Times:

Course Coordinater

‘ ID Number:

Email

Mailing Address:

City State: Zip-

Phone Number.

| Fax Number:

Principal Instructor:

Email

Mailing Address:

City State: Zip:

Phone Number.

| Fax Number:

Course Open to Public?  [] YES Owo ‘ Tuition:

Anticipated Number of Students:

Total Course Hours

Total Fee Enclosed.

Clinical Site(s):

Field Tnternship Site(s)

Toume o Sigpaars [

Frogram Dissior Sgrs 1

DSHS Use Only — Do Not Write In This Area

Group [ Approved

Reason(s) for Deficiency

[ Deficiency VR File Number:

DSHS Evaluator.

Receipt Number: Fee Received Date:

Postmark Fee Date:

Course Approval Date:

CNF Form - Rev. 05726/2011

Actual Name of Program /
E‘éj\%ng Course / Type

Location of Course (Where)
Address / City / State / Zip

Course Information

Coordinator Information

Principal Instructor Information

More Course Information

Affiliations (Clinical / Field)

Signatures / Date

6/15/2015
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EMERGENCY MEDICAL SERVICES
Conrse Notification Form

Comrse Approval Number:
Program Name: EMS School | EMT Training Program Program Number: 101040
OECcA & =T OBT-1 O aswT [mpaltasy [ Emtial
[ Romedial
OE srucicr O D O ED Insmcior O Re-cartification

Physical Location of Clasarocee EMS School [ EMT Training Program - Northwest Campus

Phyysical Adédmeas of Chsaoenr 1313 Mockingbird Lane El Paso, TX 79993

Conrwe Stant Date: September 1, 2015 Cowna Ending Dass: December 15, 2013
{Conrss Masting Days: Mon [ Wed [ Sat Coumsa Masting Times: 6 - 10p (M, W) / 8a - Sp (5at)
o Coondinaes: Herman F. Munister [ m et 131313

Ezail: hmunsterd i lspookyeity.com

Mailing Addrows: 130013 Franky Lane City. Mockingbird Heights St TX Tp: THIAT-1313

Phoae Mumber: ($13) 335-1343 I.’u.‘fmh: (915) 355-21

Prizcipal Isszuctr: Marilyn Priest

Ecadl: mpriestimunstercity.or;

Mailing Addrow: 2341 Main Blwd. Citr: Mockingbird Heights  Sak: TX Zp: T9TST
Phome Mumbar: (313) 335-0001 I Fax Mumbar: (315) 533-9090
CowwOpawPblc?!  EVES O | Tusien $1.050.00 [ Amsciprrd Momber o S 15

Teml ConrseHowrs: 232 hrs (160-D 1 24-H T 48-A) chm]FHEH]Mﬁd! $30.00

(Chnical Sits): Best Care Hospital and Trauma Center

Fisld Ioarzahip Size(s): We Deliver EMS ; CU Later Ambulance |

T e e e T TEeT

DSHS Use Culy — Do Not Tiride In Thiz Ares

X Fils Mamshar-
Grog [ Approsd [ mes -~ VR Fils Monsher:

Esasen(s) for Defciency:

D¥5EE Evahmibor:
eceipt Number: [ Foe Received Dae:
Posomark Fee Date: | Course Approval Daie:

THI Form - Wew. B/
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EMT-BASIC COURSE #: Mon/Wed/Sat
Sep 1 — Dec 16, 2016
Day Date Topic Location| Hrs Instructor
SECTION #1 (Orientation)
1 Sep 1 Program Orientation Class | 4
Clinical Orientation
HIPPA
Bloodborne Pathogens
2 Sep1 [CPR Class | 4
SECTION #2 (Preparatory]
3 Sep 3 Ch 1 EMS Systems Class | 4
Ch 2 Workforce Safety & Wellness
Ch 3 Medical, Legal & Ethical Issues
4 Sep 7 Ch. 4 Communication & Documentation Class | 4
Ch. 5 The Human Body
5 Sep9 |Ch 5 The Human Body Class | 4
6 Sep 11 Ch. 35 Lifting & Moving Patients Class | 4
Sep 11 DUE!!
SECTION #2 Exam
Quizes 1,2,3,4.5, 35
Homework: Knowledge Objective Section 2
Vocabulary: Section 2
SECTION #3 (Patient Assessment]
T Sep 14  |Ch. 12 Medical overview Class | 4
8 Sep 16 |Ch. 6 Life Span Development
) Sep 18 |Ch. 8 Patient Assessment Class | 4
10 Sep 21 NREMT Patient Assessment Class | 4
Practice & Testing
Trauma & Trauma Assessment
Sep 21 DUE!!
EMT-BASIC COURSE #: ____ Mon/Wed/Sat
Sep 1 - Dec 15, 2016
15 Dec1 Ch. 38 Incident Management Class | 4
Ch. 39 Terrorism Resp & Disaster M
Dec 4 DUE!!
Section #11 Exam
Quizes 36, 37, 38, 39 Online
Homework: Knowledge Objective Section 11 Online
Vocabulary: Section 11 Online
36 Dec6  [HAZMAT AWARENESS Class | 4
31 Dec8  |HAZMAT AWARENESS Class | 4
38 Dec 11 |NREMT Skills Exams Class | 4
39 Dec13 [NREMT Skills Exams Class | 4
40 Dec 15 FINAL Class | 4
Classroom Hours 160
Clinicals Hospital| 24
Clinicals Amb. | 48
Total Course Hours 232
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EMERGENCY MEDICAL SERVICES
Course Notification Form

By TEX
| N, (AR

Comrse Approval Number:
Program Name: EM55 ETF Program Number:
OECA [ EMT OBm-1 O a=wr OT-r [ sal

[E Fammedial

[ E34E Ernstructer [mp=tisg [0 EMD Instucior [E Fe-cartficaticn
Phoical Location of Classmonr: School Campus
Physical Addwas of Chursonr Main Classroom
Conares Start Dats 9-1-15 Cowrsa Ending Dae: 12-15-14
Conrse Maating Days: Mon | Wed Coura Mesting Times: 6-10 Mon / 7-9 Wed ! 8-3 Sat
Comrss Coondinzer: H. F. Munster | ID Mumshar:
Ecail: hmunsterdd @spookyeity.com
Mailing Addre: SAME City- Same Soate: S3ME T same
Phema Number: (915) 555-1313 Ifn:fmba;
Principal Istructor: M. Priest
Ezail: mpriest@munstercity
Mailing Address: 533 Cin-saa Stre: 533 Iposaa
Phoms Yumber: 533 | Fox emmbar 52
ComwOpmwPbii? OIVEs 0 | Tusien $1.050.00 | e —
Toml ComseHom: 218 hrs (138 7 36 / 60) chm]FnEn:loud: £30.00

Climical Sim(s): BCH Trauma

Fiald Esarzchip Site(s): WED EMS ; Later Ambulance

A _—

e e g fm Ty ryye—— =

DSHS Use Duly — Do Mot Write In Thiz Area

f— [ Apgrousd [ Dssciancy VE File Nemshar:

Raason(s) for Deficiancy

[¥SHS Evahmior:
Receipt Number: [ Fee Received Dare:
Pozemark Fee Dare: | Course Approval Date:

TR Form - How, (amial |
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CONSIDERATIONS

Change to Total Hours of Course Offering
Change in Time Allotted for Course

Physical Location: Alternate Classroom
(include address, city, state, zip code)

Change to Course Syllabus

Specialized Equipment

DSHS EMS Course Coordinator Course 2015
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Applying for a Course
Online

Presented by:

Daniel P. Williams, Education Specialist - Austin
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Applying for a Course Online

* We are planning to go live with online applications for education
programs and courses in August of this year.

* If your program already has an account with our online licensing
services you will not need to setup an account to apply for a course.

» Courses must be applied for using the sponsoring program’s account.

* Please note the applications are still being tested and the following screenshots may change.

6/15/2015
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Online Licensing Services

Navigate to: http://vo.ras.dshs.state.tx.us

I:ﬁTEXAS

Department of State Health Services

Online Licensing Services | Help & Support | Contact us |

Check License Status or Search for a License

It is not necessary to register or login to view er search for a license or certification. Begin your
license search here to verify that a license holder has a current license with the Department of State User ID:
Health Services. You can search by name, license type, city or county. Password:

Forgot user ID?
Forgot password?

Apply for a New License

To apply for an initial license, please see the Online Licensing Eligibility page to check if your license type

is supported before you reaister as a new user. If you have previously registered using this system, it is
not necessary to create another user registration to apply for a new license. .
Create a new online
account as a first time user.
Log in with the password

Renew Your License emailed to you to access online
isting i | ify th i is eligible for oni I services.
To renew an existing license, please verify that your license type is eligible for online renewal. Once you (e e ey 7 A T (1T

have confirmed that your license may be renewed online, please login with your existing user ID and
password, or register as a new user.

Asbestos Notifications

It is not necessary to login to view asb i it Search for a notification by project
location, date, name or notification number. If you wish to submit/amend an asbestos notification, you
may register as a new user if you have not previously registered using this system.

Contact Us | Compact with Texans | File Viewing Info | Internet Policy
Statewide Search | Homeland Security | Texas.qov

DSHS EMS Course Coordinator Course 2015 144
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We are interested in the “Apply for a
New License” section.

From the drop down menus you will
choose the following:

Board: Emergency Medical Services
Application: Initial Course Application

Then hit the select button on the
right

Quick Start Menu

Bk TEXAS

h Department of State Health Services

Quick Start Menu

To start choose an option and you will return to this Quick Start menu after you have finished. If no licenses display

under the options, and you are licensed, select 'Add Licenses to Registration’ fo add your license(s) to your registration

W 1tis fime to Renew!

Certified Emergency Medical Technician (EMT) N Renewal EMS Personnel

| | Manage your license information

Certified Emergency Medical Technician (EMT) N

=Choose Application= %

EMS Instructor +EN Mailing Address Change

M Apply for a New License
What are you applying for?

| <Choose Board> hd

=Choose Application= %

M view Application Status
Check Status of Your Applications (2)

B ~oditional Activities

Add Licenses To Regisfration

DSHS EMS Course Coordinator Course 2015

Contact your licensing board or program | Internet Policy|

Logged in as
Update Profile | Logoff | Contact Us

License Information

License Mumber
Certified Emergency
License Type Medical Technician
(EMT)

License Information

License Number 4N
License Type EMS Instructor

License Information

License Number- N

Show Details.

Show Details.

Show Details

License Type Licensed EMS Provider

License Information

License Number:
Registered First
License Type Responder
Organization

Show Details

'

5
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The Application

x5 TEXAS

h Department of State Health Services

Contact your licensing board or program | Internet Policy]
Logged in as

Main Menu | Update Profile | Logoff | Contact Us

Initial Course Application - Introduction

Introduction
O Function Suitability Welcome to the Office of EMS/Trauma Systems Coordination online application for initial licensure for an Emergency Medical Services
Course Program. Follow the instructions on each screen to complete your application. Your information will not be saved until you
Name and Organizational complete the application and submit your information and fees.
Details
Press "Next' to continue.
© contact Information Press "Cancel”to cancel this application and return to the main menu.

O select atributes PRIVACY NOTIFICATION: With few exceptions, you have the right to request and be informed about information that the State of Texas

collects about you. You are entitied to receive and review the information upon request. You also have the right to ask the state agency
to correct any information thatis determined to be incorrect See hitp/fwww.dshs state te.us for more information on Privacy Notification
Equipment Agreements (Reference: Government Code, Section 522.021, 522.023, 559.003, and 559.004)

Equipment Agreements m m

Other Agreements

Course Information

Classroom Agreements
Field Intern Agreements
Related Licenses Listing
Aftachments

Application Summary

DSHS Certifications. Licenses and Permits | Disclaimer

Last Updated Mar 27, 2013

DSHS EMS Course Coordinator Course 2015
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Function Suitability aka Kill Questions

3 TEXAS

Department of State Health Services

P>

Contact your licensing board or program | Internet Policy]

Logged in as Williams, Daniel
Main Menu | Update Profile | Logoff | Contact Us

Introduction Initial Course Application - Function Suitability

Answer the questions below to ensure that you have selected the correct online transaction.
Answer the questions and press "Next”.

Name and Organizational Details  Press "Previous™ to retum to the previous section.

© Contact Information Press "Cancel” to cancel this application and return to the main menu.

Function Suitability

© Select Aftributes R

Are you attempting to renew an existing license/registration/permit?
Course Information ¥ pting 9 9 pe

Equipment Agreements
Does this course start sooner than 30 days?
Equipment Agreements

Other Agreements

Classroom Agreements
Field Intern Agreements
Related Licenses Listing
Attachments

Application Summary

DSHS EMS Course Coordinator Course 2015 147
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Introduction
Function Suitability

Name and Organizational
Details

O _Contact Information
O Select Attributes
Course Information
Equipment Agreements
Equipment Agreements
Other Agreements
Classroom Agreements
Field Intern Agreements
Related Licenses Listing
Attachments

Application Summary

Name and Organizational Details

Initial Course Application - Name and Organizational Details
Please enter your organizational details and press "Mext" to continue.
Press "Previous™ to retum to the previous section.

Press "Cancel” to cancel this application and return to the main menu.

Organization Name: I

Deing Business As Name:

Tax Number: [

1501c3 (Tax Exempt)

) Associates

ity Health Department
ounty Health Department

Entity Type:

artnership Unicorporated
ole Owner/Proprietorship

) Unincorporated Association
niversity / College

DSHS EMS Course Coordinator Course 2015

R ——

Tax Number and Entity
Type will be removed from
this page. This page will

just show you the

organization that you are

applying for.
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Main Address
Classroom Location

Course Location

Contact Information - Addresses

Program Mailing Address

Coord Mail Addr
=l Prin Instr Mail

Copy From:
Street Number:

= Address:

= Zip Code: &

= City:

* State: @

+ County:
Country:

= Phone Number:
Extension
E-mail:
Title:

= First Name:
Second Name:

= Last Name:

Add Another Contact

78754 Zip Lookup
United States ~
—

We will be capturing the following addresses:

Classroom Location

Course Location

Program Mailing Address
Coordinator Mailing Address
Principal Instructor Mailing Address

DAl S o

If you have multiple classroom locations you
can add additional classroom locations using
the drop down labeled “Contact Type”

Using the drop down menu and then pressing
the “Copy” button allows you to copy from
other addresses if they are the same.

After typing in a zip code you can press the

Zip Lookup button to auto fill
city/state/county fields.

DSHS EMS Course Coordinator Course 2015 149
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Introduction

© Function Suitability

Name and Organizational
Details

O contact Information
O select Attributes
Course Information
Equipment Agreements
Equipment Agreements
Other Agreements
Classroom Agreements
Field Intern Agreements
Related Licenses Listing
Aftachments

Application Summary

Initial Course Application - Information
Press "Previous” to return to previous page.

Press "Mext" to go to next page

Agreements

Press "Cancel" to Cancel application and go back to Quick Start Menu.

If Return to Summary Button is available. Press "Return to Summary” to return to the summary

If Save Button is available Press "Save”to save the information and return to the summary

Add Equipment Agreements m

Equipment Agreements
Equipment Name

Equip Exp Date:

Motes:

(mmiddiyyyy)

prvis [ ver Jcorce

DSHS EMS Course Coordinator Course 2015

You may add multiple
agreements in each
agreements section.

Press the “Add” button if you
need to enter more than one
of a specific type of
agreement.

If you have an agreement
with no expiration date put
the course end date as the
expiration date.
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Introduction

© Function Suitability

Mame and Organizational
Details

O Contact information
O select Attributes

© Course Information
Equipment Agreements
Equipment Agreements
Other Agreements
Classroom Agreements
Field Intern Agreements
Related Licenses Listing
Attachments

Application Summary

Related Licenses

Initial Course Application - Related Licenses Listing

Enter in the license numbers for the required related licenses in the bottom section if required. You can delete any related licenses by

clicking the Delete hyperlinks.
Add any optional related licenses using the Add a New Relationship section

Related Licenses
Relation Name:  Coordinator
“our Role Education Program
Other Party Role:  Coordinator

EMS Educator
Current -

Relation Name:  Course-Medical Director
Your Role Course
Other Party Role:  Medical Director

EMS Medical Director
Current -

Add a New Relationship

Type of Relationship

Delete Relation

Delete Relation

provns lvec Jcarce

DSHS EMS Course Coordinator Course 2015

You will need to attach your
Coordinator and Medical
Director to the application
to proceed past this point.

If your medical director
cannot be found when
trying to attach him/her you
must contact DSHS and
submit a Medical Director
Information Form.
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Introduction
© Function Suitability
Mame and Organizational Details
O _contact Information
O Select Atiributes
Course Information
Equipment Agreements
Equipment Agreements
Other Agreesments
Classroom Agreements
Field Intern Agreements
Related Licenses Listing
Attachments

Application Summary

Attachments

Initial Course Application - Attachments

Flease upload a course schedule

Locate a file with the "Browse” button and press "Aftach” or "Remove” as is required.
Press “Next” when there are no more files to attach.

Press "Previous™ to return to the previous screen.

Press "Cancel" to cancel this application and return fo the main menu.

File Name:

Browse...

Notes:

DSHS EMS Course Coordinator Course 2015

raacn [l proons e P carc
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Other things not covered

* Payment options will be ACH (electronic check) or Credit Card.

* There will be an option to mail in a check or money order by using a “pay later”
feature.

* Online Convenience Fee for all programs, renewals, courses and CE Programs
will be added once we go online. This will be an additional $2, $3, or $4
depending on the application fee.

* A dedicated webpage for Education Programs and Courses is coming!
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* X
lk*ﬁ\ Course
TEXAS Monitoring

Department of
State Health Services

What to Expect

Why is it necessary?
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DSHS staff will:

Review Course Notification form (CNF) and Course Schedule.
To make sure we (DSHS) are not going on an exam date or any
other date that would not provide a good overview of how
the course is being conducted.

Arrive prior to the start of the class and identify ourselves
to the instructor

State the purpose of our visit.
a. Periodic/Routine review
b. Open complaint

Verify the primary instructor is consistent with the Course
Notification Form

Give each student the opportunity to complete an
evaluation of the EMS Course/ Instructor; via evaluation
form

6/15/2015
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Student Evaluation(s)

If possible or required as part of a complaint
investigation, each student will be given the
opportunity to complete a “Student Evaluation
of the EMS Instructor” Form. In addition, the
instructor will be requested to leave the

classroom during the evaluation time; this will
allow for open forum questions with the students to
speak freely.

6/15/2015
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Monitor Completion

DSHS staff will review the Summary (findings)
with the Instructor and the Coordinator and/or
Program Director if available:

Pass — There were no deficiencies found.

Fail — There was a/were deficiency(ies)
found.

After reviewing findings, instructor will be asked
to sign the report on the tablet

Report will be sent to the Program
Comment card will be left

6/15/2015
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What will the program receive?

Cover letter
Report
Plan of Correction guide (if needed)

Summary and/or copies of the student’s
evaluations
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LUNCH BREAK
DINNING ROOM RESERVED
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	– 
	Plan for Teaching 
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	• 
	• 
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	•. 
	•. 
	Initial Supply Needs (see handout) 

	•. 
	•. 
	Equipment Lifespan (Depreciation) Planning 

	•. 
	•. 
	Technology Upgrades – Currency inScience and Simulation Lab(s) 

	•. 
	•. 
	Contingency Planning (What if?) 

	•. 
	•. 
	Equipment Security 


	Figure
	DSHS EMS Course Coordinator Course 2015 
	EMS Educational Program Resources. 
	Clinical & Field Resources. 
	Figure
	External Learning Resources and Management will be discussed in detail later this morning 
	EMS Education Program Resources 
	Resources Evaluation. 
	The Program must evaluate the educational components to: 
	Consider the past,. Measure the present, and. Plan for the Future. 
	Without evaluation, analysis and corrective actions,.educational programs may become locked into less.than successful practices.. 
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	EMS Training Program Resources The results of these assessments must be shared with the sponsoring organization, medical director(s), advisory committee, and used as feedback to faculty. Resources Evaluation DSHS EMS Course Coordinator Course 2015 39 
	EMS Training Program Resources Evaluations and Performance Assessments are your tools in making program modifications toward improvement. Resources Evaluation DSHS EMS Course Coordinator Course 2015 40 
	PART III: EMS Education Training CURRICULUM Role of the EMS Education Program and Rule §157.32 “The EMS Education Rule” DSHS EMS Course Coordinator Course 2015 41 
	EMS Education Training Curriculum Training Standards The training curriculum for each certification level in Texas is based upon the National Education Standards published in 2009 by the National Highway Traffic Safety Administration (NHTSA). On August 16, 2012, DSHS adopted the use of the National EMS Education Standards and Instructional Guidelines replacing the use of DOT National Standard Curriculum (DOT). EXCEPTIONS TO THE RULE….. National Standard Curriculum Texas Certification Emergency Medical Respo
	EMS Education Training Curriculum. 
	Training Standards. 
	Dr. Debra Cason will present. The 2009 National Educational Standards. 
	to the class including how they were implemented. in Texas in her presentation. 
	. 
	tomorrow morning

	43 
	EMS Education Training Curriculum. 

	What is a Curriculum?. 
	What is a Curriculum?. 
	CURRICULUM = OVERALL SUBJECT TO BE TAUGHT COURSE = SCHEDULED APPLICATION/DIVISION 
	OF THE CURRICULUM INTO SPECIFIC CLASSES CLASS = ONE SESSION OF THE COURSE 
	EMS Education Training Curriculum. 
	How do I design a CURRICULUM?. 
	1. 
	1. 
	1. 
	NES 2009 

	2. 
	2. 
	Textbook Organization 

	3. 
	3. 
	Models of Courses from other coordinators 

	4. 
	4. 
	Sponsoring Organization Experts 

	5. 
	5. 
	DSHS Subject Matter Experts 


	Emergency Care Attendant (ECA) NES Curriculum: NREMT – Emergency First Responder (EFR) Pre‐Requisites: None Learning Outcomes: ECA = 2009 EFR & Vehicle Operations Textbook: 1. Emergency First Responder (EFR) Text, or 2. Emergency Medical Technician (EMT) Text (partial) DSHS EMS Course Coordinator Course 2015 46 
	Emergency Care Attendant (ECA) Skills Competency 1. Verification –During the Course 2. Certification Testing –During the Course Cognitive Competency 1. Course –Meet or exceed minimum standard 2. Certification –NREMT Cognitive Examination (PearsonVUE) Certification 1. Texas Emergency Care Attendant (4 yr.) 2. NREMT Emergency First Responder (2yr.) DSHS EMS Course Coordinator Course 2015 47 
	Curriculum: NREMT ‐Emergency Medical Technician (EMT) Pre‐Requisites: None Learning Outcomes: EMT (NES 2009) Textbook Selection: Emergency Medical Technician Text(multiple publishers available) EMERGENCY MEDICAL TECHNICIAN DSHS EMS Course Coordinator Course 2015 48 
	EMERGENCY MEDICAL TECHNICIAN. 
	Skills Competency: 
	Skills Competency: 

	1. 
	1. 
	1. 
	Verification – During the Course 

	2. 
	2. 
	Certification Testing – During the Course 


	Figure
	Cognitive Competency: 
	Cognitive Competency: 

	1. 
	1. 
	1. 
	Course –Meet or exceed minimum standard 

	2. 
	2. 
	Certification –NREMT Cognitive Examination(PearsonVUE) 


	Certification: 
	Certification: 

	1. 
	1. 
	1. 
	NREMT Emergency Medical Technician (2 yr.) 

	2. 
	2. 
	TEXAS Emergency Medical Technician (4 yr.) 


	Curriculum: Advanced Emergency Medical Technician (AEMT)] Pre‐Requisites: EMT Certification (Texas or NREMT) Learning Outcomes: AEMT (NES 2009) + Endotracheal Intubation (Texas) Textbook: Advanced Emergency Medical Technician Text (EMT‐I85 and EMT‐I99 are no longer available), or Paramedic Text (partial) EMT‐INTERMEDIATE DSHS EMS Course Coordinator Course 2015 50 
	EMT‐INTERMEDIATE 
	: 
	Skills Competency

	All NREMT skills verified by program includingEndotracheal Intubation 
	Figure
	NREMT AEMT Psychomotor Examination 
	: 
	Certification Exam

	NREMT Advanced Emergency Medical Technician (AEMT)Cognitive Examination (PearsonVUE) 
	Certification: 
	Certification: 

	1. NREMT Advanced Emergency Medical Technician (2 yr.) 
	1. TEXAS Emergency Medical Technician ‐Intermediate (4 yr.) 
	EMT ‐PARAMEDIC. 
	Curriculum: 
	Curriculum: 

	Figure
	NES Paramedic 
	Pre‐Requisites: 
	Pre‐Requisites: 

	EMT Certification (Texas or NREMT) 
	Learning Outcomes: 
	Learning Outcomes: 

	Paramedic (NES 2009) 
	: 
	Textbook

	Paramedic Text (multiple publishers and versionsavailable) 
	EMT ‐PARAMEDIC. 
	:. 
	Skills Competency

	Figure
	All NREMT skills verified by program, prior to testingNREMT PARAMEDIC Psychomotor Examination 
	Certification Exam: 
	Certification Exam: 

	NREMT Paramedic Cognitive Examination(PearsonVUE) 
	Certification: 
	Certification: 

	1. 
	1. 
	1. 
	NREMT Paramedic (2 yr.) 

	2. 
	2. 
	TEXAS Paramedic (4 yr.) 


	Role of the EMS Training Program .and TAC 157.32..“The EMS Education Rule”..
	SUMMATION. 
	Figure
	Role of the EMS Training Program and TAC 157.32 “The EMS Education Rule” Question & Answer DSHS EMS Course Coordinator Course 2015 55 
	DSHS EMS Course Coordinator Course 2015 56 15 MINUTE BREAK 
	Role of the Coordinator and Rule 157.43 Your Host Joe Hamilton, EMS Specialist -Houston Chuck Rowe, EMS Specialist -Houston DSHS EMS COURSE COORDINATOR COURSE 2015 57 
	RULE §157.43 (h)Responsibilities (1)-(16) You’re a Course Coordinator! Now What?  DSHS EMS COURSE COORDINATOR COURSE 2015 58 
	YOU NOW HAVE RESPONSIBILITY (h) Responsibilities. Course coordinator shall have the following responsibilities: As a Course Coordinator you have a whole list of responsibilities. Regardless of the Program or Course size the responsibilities remain the same. Get to know what they are and how you will address them. DSHS EMS COURSE COORDINATOR COURSE 2015 59 
	MULTI-TASK Know What TASKS to Multi! (1) plan for and evaluate the overall operation of assigned courses; (2) provide supervision and oversight for assigned courses; Don’t get OVERWHELMED If you don’t  know where you are going it is easy to get overwhelmed. Learn the art of delegation where applicable. Dropping 1 part can throw all your plans out of sequence. DSHS EMS COURSE COORDINATOR COURSE 2015 60 
	Be Successful Put people and things in place Plan ahead to create a good learning environment Everything falling in place will make life as a Coordinator much easier. MULTI-TASK Know What TASKS to Multi! (1) plan for and evaluate the overall operation of assigned courses; (2) provide supervision and oversight for assigned courses; DSHS EMS COURSE COORDINATOR COURSE 2015 61 
	COORDINATOR = LEADER (3) act as liaison between the students, personnel instructing in assigned courses, the program, and the department; Be an Effective Leader Know all the players involved Not just Instructors Make Affiliates and Preceptors part of Team DSHS EMS COURSE COORDINATOR COURSE 2015 62 
	Team Leader Sets The Tone Don’t Be This Guy Your Lead Will Be Followed If this is what you project This is what you will get in return DSHS EMS COURSE COORDINATOR COURSE 2015 63 
	TEAM LEADER/Coordinator Sets the Tone Be the “Go To” Guy (Gal) Always be enthusiastic Your class and TEAM will feed off of your energy BE POSITIVE! DSHS EMS COURSE COORDINATOR COURSE 2015 64 
	Working in Concert (3) act as liaison between the students, personnel instructing in assigned courses, the program, and the department; Keeping everyone on the same page If it takes a village to raise a child Then it takes a TEAM to teach a student Bring all those different personalities together as one unit DSHS EMS COURSE COORDINATOR COURSE 2015 65 
	Micro-Manage &Feedback Avoid Micro-Managing As the Liaison / Coordinator let your TEAM do their work Get the right people up front Then let them do what they do DSHS EMS COURSE COORDINATOR COURSE 2015 66 
	Micro-Manage &Feedback Avoid Negative Feedback As the Liaison make your feedback constructive Project positive reinforcement Avoid the  aggressive confrontational approach DSHS EMS COURSE COORDINATOR COURSE 2015 67 
	Paperwork (4) coordinate submission of course approval documents and fees, if applicable, for assigned courses to the department as defined in the Education and Training Manual; The Sensation The Reality DSHS EMS COURSE COORDINATOR COURSE 2015 68 
	Paperwork (4) coordinate submission of course approval documents and fees, if applicable, for assigned courses to the department as defined in the Education and Training Manual; Nothing to stress about Follow the instructions and the time lines Crossing the “T’s”  + Dotting th e“I’s”  = APPROVED! (submitted with payment of the fee of course!!) DSHS EMS COURSE COORDINATOR COURSE 2015 69 
	Regardless it has to be COMPLETED Paperwork has to be done right Paperwork has to be completed Paperwork left undone will lead to a mess later on! DSHS EMS COURSE COORDINATOR COURSE 2015 70 
	Organized Approach (5) assure availability of classrooms and other facilities necessary to provide for the instruction and convenience of students enrolled in assigned courses; DSHS EMS COURSE COORDINATOR COURSE 2015 71 
	Selection of Students (6) in cooperation with the training program, process student applications and select students; Make the selection process Fair. Make it Consistent Keep it transparent. Let the process be known . Have a plan for those NOT selected . DSHS EMS COURSE COORDINATOR COURSE 2015 72 
	Organize People (7) schedule classes and assign program instructors; Class size and number of instructors are a match Classroom is the right size Classroom and facilities are adequate Enough equipment DSHS EMS COURSE COORDINATOR COURSE 2015 73 
	More Responsibility -Inventory (8) assure that training equipment and supplies are available and operational for each laboratory session; Have the right kind of equipment for the class Have enough to keep everyone busy Make sure it all works!! Make sure its all CLEAN! DSHS EMS COURSE COORDINATOR COURSE 2015 74 
	Agreements (9) maintain effective relationships with clinical and field internships facilities necessary to meeting the instructional objectives of assigned courses; Patient volume and type to sustain your student load Identify and train Preceptors Maintain list of “Qualified” Preceptors DSHS EMS COURSE COORDINATOR COURSE 2015 75 
	Clinical/Field Internships (10)develop field internship and clinical objectives for assigned courses; Provide your objectives list for the Affiliate Preceptors should know and understand objectives Students are there to learn and not “Free Labor” for the affiliate DSHS EMS COURSE COORDINATOR COURSE 2015 76 
	Clinical/Field Internships (10)develop field internship and clinical objectives for assigned courses; Make sure the affiliate understands your desired outcome And your goals meet up in the end Avoid miscommunication that leads to failed experience for the student DSHS EMS COURSE COORDINATOR COURSE 2015 77 
	Preceptors (11) train and evaluate internship preceptors; Preceptors need to know your expectations A list of guidelines to review and share with the student Review what paperwork is required for the clinical rotation Track student evaluations of preceptors and address any issues revealed. DSHS EMS COURSE COORDINATOR COURSE 2015 78 
	Records Management (12) in cooperation with the training program, maintain all course records for a minimum of five years; DSHS EMS COURSE COORDINATOR COURSE 2015 79 
	Have a Records Plan Program size guides the  size of the records management project Storage space for all your records for 5 YEARS! Not just store them, but some place accessible for the 5 YEARS DSHS EMS COURSE COORDINATOR COURSE 2015 80 
	Wrapping up the Course (13) in cooperation with the training program coordinate course written examinations, skills proficiency verifications, and other student evaluations; Exams match the course content and objectives Medical Director Must Approve Exam Content and Answers Organize and  utilize all student evaluations. DSHS EMS COURSE COORDINATOR COURSE 2015 81 
	Instructor/Preceptor Evaluation (14) in cooperation with the training program evaluate the effectiveness of the personnel who instruct in assigned courses; Do not let your only contact with Instructors, Affiliates and Preceptors be on paper. Pop in to see how they aredoing. Solicit and use Student feedback Anticipate problems before they are a PROBLEM. Accurately evaluate clinical affiliates and preceptors DSHS EMS COURSE COORDINATOR COURSE 2015 82 
	How are they Doing? (15) in cooperation with the training program supervise and evaluate the effectiveness of the clinical and field internship training for assigned courses; and Regular evaluation of Affiliate performance will help maintain their effectiveness Affiliates are members of your TEAM you have the least oversight yet the largest potential for issues. Review thoroughly and often. Identify & Resolve Issues DSHS EMS COURSE COORDINATOR COURSE 2015 83 
	WORK OUT DISPUTES / ISSUES Have a process for resolving issues. Everyone knowing  the process up front maintains the credibility of your Program. DSHS EMS COURSE COORDINATOR COURSE 2015 84 
	WRAPPING IT ALL UP (16) in cooperation with the training program attest to the successful course completion of all students who meet the program's requirements for completion. DSHS EMS COURSE COORDINATOR COURSE 2015 85 
	6/15/2015. 
	QUESTIONS? DSHS EMS COURSE COORDINATOR COURSE 2015 86 
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	REQUIREMENTS. OF A. SELF STUDY. 
	REQUIREMENTS. OF A. SELF STUDY. 
	Presented by:. Raul Guerrero, EMS Specialist -El Paso. Joseph Hamilton, EMS Specialist -Houston. 
	DSHS EMS Course Coordinator Course 2015 
	FORMAT OF THE SELF STUDY 
	1. 
	1. 
	1. 
	Two (2) complete copies 

	2. 
	2. 
	2. 
	Pagination 

	a. 
	a. 
	a. 
	Self Study is printed on 8½” x 11” paper in portrait format 

	b. 
	b. 
	Consecutive page numbering 

	c. 
	c. 
	Number each question 

	d. 
	d. 
	Write each question completely 

	e. 
	e. 
	Answer each question completely 
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	GENERAL INFORMATION 
	1.. 
	1.. 
	1.. 
	Name, Address and Level of Program 

	2.. 
	2.. 
	Name and Address of Sponsoring Institution a) Letter of sponsorship from institution 

	3.. 
	3.. 
	Names and Addresses of Clinical Affiliation Sites 

	4.. 
	4.. 
	Names and Addresses of Field Internship Sites 

	5.. 
	5.. 
	Name, Address and Phone Number of Program Director 

	6.. 
	6.. 
	Name, Address and Phone Number of Medical Director 

	7.. 
	7.. 
	Name, Address and Phone Number of Person Responsible for Preparation of Self Study 

	8.. 
	8.. 
	List of Other Allied Health Training Programs Offered 

	9.. 
	9.. 
	Organizational Chart of the Sponsoring Institution 
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	6/15/2015. 
	DSHS EMS Course Coordinator Course 2015 94 
	6/15/2015. 
	DSHS EMS Course Coordinator Course 2015 95 
	GENERAL INFORMATION 
	10. 
	10. 
	10. 
	Description of the Financial Resources of the Program and how they are sufficient to achieve program goals 

	11. 
	11. 
	Profile for Each Course Offered a) Length of each course b) Total Clock Hours 


	(Didactic / Clinical / Internship). c) Academic Credit (if applicable). d) Type of Certificate / Degree Offered. 
	(if applicable) 
	12. How Many Students Accepted into the Program per Year 
	DSHS EMS Course Coordinator Course 2015 
	POLICIES AND PROCEDURES 
	1.. Simple and easily understood 
	a.. Examples. 1) Screening / Admission. 2) Disability Information. 3) Attendance / Tardiness. 4) Grades / Testing / Make-Up. 5) Clinical Internship. 6) Field Internship. 
	2.. Identify what information will be provided to prospective students 
	a.. 
	a.. 
	a.. 
	Acceptance Letter 

	b.. 
	b.. 
	Student Handbook 

	c.. 
	c.. 
	Policies and Procedures 


	DSHS EMS Course Coordinator Course 2015 
	INSTRUCTORS 
	1. Names and Qualifications of Personnel Associated with Program 
	a. 
	a. 
	a. 
	Instructors 

	b. 
	b. 
	Clinical Coordinators 

	c. 
	c. 
	Preceptors 

	d. 
	d. 
	Guest Lecturers 


	2. Description of Methods to Perform Evaluations 
	a. 
	a. 
	a. 
	Instructors 

	b. 
	b. 
	Clinical Coordinators 

	c. 
	c. 
	Preceptors 

	d. 
	d. 
	Guest Lecturers 


	AFFILIATION AGREEMENTS. 
	1.. Copies of Current Affiliation Agreements 
	a.. 
	a.. 
	a.. 
	Clinical Affiliation 

	b.. 
	b.. 
	Field Internship 


	2.. Policies and Procedures for Affiliation Agreements 
	a.. 
	a.. 
	a.. 
	Clinical Affiliation 

	b.. 
	b.. 
	Field Internship 


	3.. Objectives for Affiliation Agreements 
	a.. 
	a.. 
	a.. 
	Clinical Affiliation 

	b.. 
	b.. 
	Field Internship 


	4.. Explanation of Patient Census and Run Volume Appropriate for Each Level of Course and Number of Students 
	DSHS EMS Course Coordinator Course 2015 
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	EQUIPMENT. 
	1.. 
	1.. 
	1.. 
	Description How Equipment & Supplies are Adequate to Meet the Program’s Needs 

	2.. 
	2.. 
	Process for Repairing or Replacing Old or Broken Equipment 

	3.. 
	3.. 
	Complete List of Equipment for Each Course Level 
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	100 
	6/15/2015. 
	DSHS EMS Course Coordinator Course 2015 101 
	CLASSROOM & FACILITIES 
	1.. 
	1.. 
	1.. 
	Maximum Number of Students Accepted into Each Course Level 

	2.. 
	2.. 
	Maximum Number of Course Conducted Concurrently 

	3.. 
	3.. 
	3.. 
	Description of Facilities and Adequacy to Fulfill Student Needs 

	a.. 
	a.. 
	a.. 
	Classroom 

	b.. 
	b.. 
	Laboratory 

	c.. 
	c.. 
	Bathrooms 

	d.. 
	d.. 
	Break Facilities 

	e.. 
	e.. 
	Internet 



	4.. 
	4.. 
	4.. 
	Description of Library Resources and Adequacy to Support the Curriculum 

	a.. 
	a.. 
	a.. 
	Textbooks 

	b.. 
	b.. 
	Magazines 

	c.. 
	c.. 
	Internet 
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	6/15/2015. 
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	STUDENT EVALUATIONS 
	1. 
	1. 
	1. 
	How Students will be Evaluated 

	2. 
	2. 
	How will Written Exams be Reviewed with Students 

	3. 
	3. 
	How will Performance Evaluations (Skills) be Reviewed with Students 


	MEDICAL DIRECTOR 
	1. 
	1. 
	1. 
	Identify the Medical Director 

	2. 
	2. 
	2. 
	Explain Medical Director Involvement with the Program 

	a. 
	a. 
	a. 
	Review and Approve content of program’s curricula 

	b. 
	b. 
	Review Student Performance 

	c. 
	c. 
	Assurance of Attained Competency 
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	105 
	6/15/2015. 
	DSHS EMS Course Coordinator Course 2015 106 
	6/15/2015. 
	DSHS EMS Course Coordinator Course 2015 107 
	OVERALL PROGRAM EVALUATION 
	1.. Describe Program’s Goals and Objectives 
	a.. Are they responsive to the needs of the community? 
	2.. Special Considerations 
	a.. 
	a.. 
	a.. 
	Financial Constraints 

	b.. 
	b.. 
	Availability of Medical Experiences 

	c.. 
	c.. 
	Methods to Remediate Identified Special Considerations 


	3.. Identify Specific Areas within the Program 
	a.. 
	a.. 
	a.. 
	Strengths 

	b.. 
	b.. 
	Weaknesses. 1) Methods to Remediate Identified Weaknesses. 
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	The Self Study is meant to be a .Living Document.. 
	It must be continuously revised to .reflect ongoing evaluations and .refinements of the program.. 
	DSHS EMS Course Coordinator Course 2015 
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	APPLYING FOR. A. PROGRAM. 
	APPLYING FOR. A. PROGRAM. 
	Presented by:. Raul Guerrero, EMS Specialist -El Paso. Daniel P. Williams, Education Specialist -Austin. 
	DSHS EMS Course Coordinator Course 2015 
	PROGRAM REQUIREMENTS. 
	1.. 
	1.. 
	1.. 
	Two (2) complete hard copies and one electronic (USB in either Word or PDF Format) 

	2.. 
	2.. 
	2.. 
	Pagination 

	a.. 
	a.. 
	a.. 
	Self Study is printed on 8½” x 11” paper in portrait format 

	b.. 
	b.. 
	Consecutive page numbering 

	c.. 
	c.. 
	Number each question 

	d.. 
	d.. 
	Write each question completely 

	e.. 
	e.. 
	Answer each question completely 



	3.. 
	3.. 
	Submitted at Least Ninety (90) Days Prior to Start of Any Program Activities to the Regional Office 

	4.. 
	4.. 
	EMS Education Program Application (completed) 


	Figure
	Actual Name of Program 
	New / Renewal ; Open / Closed 
	Actual Location of Program Program Director Information 
	Program Sponsor Information 
	Program Coordinator Information Medical Director Information Students / Course Information 
	Affiliates Fees 
	Signatures 
	AFFILIATION AGREEMENTS 
	1.. Clinical Affiliation Agreements 
	a.. 
	a.. 
	a.. 
	Hospitals 

	b.. 
	b.. 
	Other Facilities. 1) High Fidelity Simulation Lab. 2) Urgent Care. 3) Morgue. 4) Primary Care Physician Office. 


	2.. Field Internship Agreements 
	a.. Ambulance Provider. 1) 911 Provider. 2) Non-Emergency Transport. 
	DSHS EMS Course Coordinator Course 2015 
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	Applying for a.Program.Online. 
	Applying for a.Program.Online. 
	DSHS EMS Course Coordinator Course 2015 117 
	Applying for a Program Online. 
	•. 
	•. 
	•. 
	We are planning to go live with online applications for educationprograms and courses in August of this year. 

	•. 
	•. 
	We will be sending letters in the next few weeks to all currenteducation programs asking for a generic email address for theprogram. We will then create an account for your program to useusing the email address provided. This email address will be usedfor the online account and this email address should be able to change hands if the current coordinator leaves. 

	•. 
	•. 
	Please note the applications are still being tested and thefollowing screenshots may change. 


	DSHS EMS Course Coordinator Course 2015. 118 
	Online Licensing Services. 
	Navigate to: 
	http://vo.ras.dshs.state.tx.us 

	Figure
	DSHS EMS Course Coordinator Course 2015 119 
	Quick Start Menu. 
	We are interested in the “Apply for a New License” section. 
	From the drop down menus you will choose the following: Board: Emergency Medical Services 
	Application: Initial Basic Program Then hit the select button on the right 
	Figure
	120 
	The Application DSHS EMS Course Coordinator Course 2015 121 
	Function Suitability aka Kill Questions DSHS EMS Course Coordinator Course 2015 122 
	Name and Organizational Details. 
	Figure
	If your EMS Provider is the same entity as your Education Program (e.g. same Tax ID Number) changing your Tax Number here will change your Tax Number on file with us on your EMS Provider’s license. 
	• The Tax Number field will be prefilled with your current Tax ID Number 
	DSHS EMS Course Coordinator Course 2015 123 
	Contact Information. 
	Figure
	Using the drop down menu and then pressing the “Copy” button allows you to copy from other addresses if they are the same. 
	After typing in a zip code you can press the Zip Lookup button to auto fill city/state/county fields. 
	DSHS EMS Course Coordinator Course 2015 124 
	Select Attributes. 
	Figure
	Here you will choose if you are fee exempt or closed to the public. 
	DSHS EMS Course Coordinator Course 2015 125 
	Agreements 
	You may add multiple agreements in each agreements section. 
	Figure

	Press the “Add” button if you need to enter more than one of a specific type of agreement. 
	If you have an agreement with no expiration date put the application date as the expiration date and explain in the notes. 
	DSHS EMS Course Coordinator Course 2015 
	DSHS EMS Course Coordinator Course 2015 
	126 

	Related Licenses. 
	Figure
	You will need to attach your Coordinator and Medical Director to the application to proceed past this point. 
	If your medical director cannot be found when trying to attach him/her you must contact DSHS and submit a Medical Director Information Form. 
	127 
	Other things not covered. 
	•. 
	•. 
	•. 
	•. 
	Payment options will be ACH (electronic check) or Credit Card. 

	•. There will be an option to mail in a check or money order by using a “pay later” feature. 

	•. 
	•. 
	Online Convenience Fee for all Programs, Renewals, Courses, CE Programs will be added oncewe go live with online education applications. This will be an additional $2, $3 or $4 dependingon the application fee. 

	•. 
	•. 
	There will be an option to attach PDF or Word versions your self‐study and all other required forms. 

	•. 
	•. 
	A dedicated webpage for Education Programs and Courses is coming! 
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	Figure
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	REQUIREMENTS. FOR A. COURSE. 
	REQUIREMENTS. FOR A. COURSE. 
	Presented by:. Raul Guerrero, EMS Specialist -El Paso. Joey Ancelet, EMS Specialist -Beaumont. 
	DSHS EMS Course Coordinator Course 2015 
	COURSE REQUIREMENTS 
	1.. Completed Course Notification Form (CNF) 
	a.. 
	a.. 
	a.. 
	One CNF per Course Request 

	b.. 
	b.. 
	Appropriate Fee 

	c.. 
	c.. 
	Signature / Date. 1) Course Coordinator. 2) Program Director. 


	2.. Course Schedule 
	a.. 
	a.. 
	a.. 
	Printed on 8½” x 11” Paper 

	b.. 
	b.. 
	Total Number of Didactic (Classroom) Hours 

	c.. 
	c.. 
	Total Number of Clinical Hours 

	d.. 
	d.. 
	Total Number of Ambulance Internship Hours 


	DSHS EMS Course Coordinator Course 2015 
	COURSE REQUIREMENTS 
	3.. 
	3.. 
	3.. 
	CNF & Course Schedule Submitted to the Regional Office at Least .Thirty (30) Days Prior to the Start of Any Course Activity / .Advertisement / Collection of Fees / Enrollment of Students. 

	4.. 
	4.. 
	4.. 
	Affiliation Agreements are Current 

	a.. 
	a.. 
	a.. 
	Clinical Affiliations 

	b.. 
	b.. 
	Field Internships 



	5.. 
	5.. 
	5.. 
	Coordinator Certifications are Current 

	a.. 
	a.. 
	a.. 
	Coordinator 

	b.. 
	b.. 
	Personnel 
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	6/15/2015. 
	DSHS EMS Course Coordinator Course 2015 134 
	Figure
	Actual Name of Program / Number
	Level of Course / Type Location of Course (Where) Address / City / State / Zip Course Information 
	Coordinator Information 
	Principal Instructor Information 
	More Course Information Affiliations (Clinical / Field) Signatures / Date 
	6/15/2015. 
	DSHS EMS Course Coordinator Course 2015 136 
	6/15/2015. 
	DSHS EMS Course Coordinator Course 2015 137 
	6/15/2015. 
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	CONSIDERATIONS 
	1.. 
	1.. 
	1.. 
	Change to Total Hours of Course Offering 

	2.. 
	2.. 
	Change in Time Allotted for Course 

	3.. 
	3.. 
	Physical Location: Alternate Classroom (include address, city, state, zip code) 


	5.. 
	5.. 
	5.. 
	Change to Course Syllabus 

	6.. 
	6.. 
	Specialized Equipment 
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	Applying for a Course.Online. 
	Applying for a Course.Online. 
	Presented by: Daniel P. Williams, Education Specialist -Austin 
	DSHS EMS Course Coordinator Course 2015 142 
	Applying for a Course Online. 
	• 
	• 
	• 
	We are planning to go live with online applications for educationprograms and courses in August of this year. 

	• 
	• 
	If your program already has an account with our online licensingservices you will not need to setup an account to apply for a course. 

	• 
	• 
	Courses must be applied for using the sponsoring program’s account. 

	• 
	• 
	Please note the applications are still being tested and the following screenshots may change. 
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	Online Licensing Services. 
	Navigate to: 
	http://vo.ras.dshs.state.tx.us 

	Figure
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	Quick Start Menu. 
	We are interested in the “Apply for a New License” section. 
	From the drop down menus you will choose the following: Board: Emergency Medical Services 
	Application: Initial Course Application Then hit the select button on the right 
	Figure
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	6/15/2015. 
	The Application DSHS EMS Course Coordinator Course 2015 146 
	6/15/2015. 
	Function Suitability aka Kill Questions DSHS EMS Course Coordinator Course 2015 147 
	Name and Organizational Details. 
	Figure
	Tax Number and Entity Type will be removed from this page. This page will just show you the organization that you are applying for. 
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	Contact Information ‐Addresses. 
	Figure
	We will be capturing the following addresses: 
	1. 
	1. 
	1. 
	Classroom Location 

	2. 
	2. 
	Course Location 

	3. 
	3. 
	Program Mailing Address 

	4. 
	4. 
	Coordinator Mailing Address 

	5. 
	5. 
	Principal Instructor Mailing Address 


	If you have multiple classroom locations you can add additional classroom locations using the drop down labeled “Contact Type” 
	Using the drop down menu and then pressing the “Copy” button allows you to copy from other addresses if they are the same. 
	After typing in a zip code you can press the Zip Lookup button to auto fill city/state/county fields. 
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	Agreements. 
	Figure
	You may add multiple agreements in each agreements section. 
	Press the “Add” button if you need to enter more than one of a specific type of agreement. 
	If you have an agreement with no expiration date put the course end date as the expiration date. 
	150 
	Related Licenses. 
	Figure
	You will need to attach your Coordinator and Medical Director to the application to proceed past this point. 
	If your medical director cannot be found when trying to attach him/her you must contact DSHS and submit a Medical Director Information Form. 
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	6/15/2015. 
	Attachments DSHS EMS Course Coordinator Course 2015 152 
	Other things not covered. 
	•. 
	•. 
	•. 
	•. 
	Payment options will be ACH (electronic check) or Credit Card. 

	•. There will be an option to mail in a check or money order by using a “pay later”feature. 

	• 
	• 
	Online Convenience Fee for all programs, renewals, courses and CE Programswill be added once we go online. This will be an additional $2, $3, or $4depending on the application fee. 

	•. 
	•. 
	A dedicated webpage for Education Programs and Courses is coming! 
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	Figure
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	Figure
	Course. Monitoring. 
	What to Expect 



	Why is it necessary? 
	Why is it necessary? 
	DSHS staff will:. 
	•. 
	•. 
	•. 
	Review Course Notification form (CNF) and Course Schedule.To make sure we (DSHS) are not going on an exam date or anyother date that would not provide a good overview of howthe course is being conducted. 

	•. 
	•. 
	Arrive prior to the start of the class and identify ourselvesto the instructor 

	•. 
	•. 
	•. 
	State the purpose of our visit. 

	a. 
	a. 
	a. 
	Periodic/Routine review 

	b. 
	b. 
	Open complaint 



	•. 
	•. 
	Verify the primary instructor is consistent with the CourseNotification Form 

	•. 
	•. 
	Give each student the opportunity to complete anevaluation of the EMS Course/ Instructor; via evaluationform 


	Student Evaluation(s). 
	Student Evaluation(s). 
	If possible or required as part of a complaint investigation, each student will be given the opportunity to complete a “Student Evaluation of the EMS Instructor” Form. In addition, the instructor will be requested to leave the classroom during the evaluation time; this will allow for open forum questions with the students to 
	speak freely. 
	Monitor Completion. 
	•. 
	•. 
	•. 
	•. 
	DSHS staff will review the Summary (findings)with the Instructor and the Coordinator and/orProgram Director if available: 

	Pass –There were no deficiencies found. Fail –There was a/were deficiency(ies)found. 

	•. 
	•. 
	After reviewing findings, instructor will be askedto sign the report on the tablet 

	•. 
	•. 
	Report will be sent to the Program 

	•. 
	•. 
	Comment card will be left 


	What will the program receive?. 
	•. 
	•. 
	•. 
	Cover letter 

	•. 
	•. 
	Report 

	•. 
	•. 
	Plan of Correction guide (if needed) 

	•. 
	•. 
	Summary and/or copies of the student’s evaluations 
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