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[image: ]Dear Education Coordinator,
By way of this letter, we are introducing the newest version of “First Class Paperwork”.  First Class Paperwork has been a staple of initial certification in Virginia for several decades.  This packet and the accompanying official Office of EMS forms serve two distinct purposes: 
1. For educators, it provides you a means of ensuring that all your students have been adequately introduced to EMS education practices, polices and requirements in Virginia;
2. For students, this packet ensures that they are educated on state policies and procedures as well as your individual requirements for the course.

Based on feedback and recurring questions from students over the past 6 years, we have redesigned the first and last class paperwork.  You will now find that we have two distinct paperwork packets:
1. First Class Paperwork – This packet contains many of the forms and documents to which you have become accustom.
2. Last Class Paperwork – This packet is designed to be handed out and discussed with students on the last day of class and it specifically covers the testing process from registration for the state Consolidated Test Site, through the processes required by the National Registry and Pearson VUE.

Each packet is designed to provide you with guidance as to what state documents and forms to incorporate in your packet along with suggestions as what items—unique to your individual program should also be included.  These packets are not designed to simply be printed off and handed out to your students.  We are providing you with the skeletal structure to design a First Class Paperwork packet that is unique to your program and its requirements.
The state forms and paperwork included in the appendices are MANDATORY and must be included, reviewed verbatim and maintained on file for each student in your program. 
In closing, the use of First and Last class paperwork has been carefully designed to assist you as an educator to ensure that you are meeting all of your regulatory requirements for initial certifications programs in the Commonwealth.
We hope these documents assist you in the administration of your programs.  
Division of Educational Development
Virginia Office of EMS
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	Introduction

	Explain to your students that you will be covering four important areas of the certification testing process.
1. The Virginia and NREMT Accommodation Request Policies
2. The state psychomotor testing process conducted at a local CTS.  
3. The National Registry Cognitive Exam Process
4. The process of registering on Pearson VUE for the NREMT Cognitive Exam






	Americans with Disabilities Act

	We ask that you cover the American with Disabilities Act paperwork again
A. Read aloud and verbatim 	the functional position description for the appropriate level of EMS certification program you are conducting. 
1. A copy of the appropriate BLS Functional Position Description must be included in the Student Information Package.
B. It is critical that all portions of the description be read and explained clearly to every student in the same manner!
C. After reviewing the appropriate Functional Position Description, advise the class if anyone feels they may not be able to perform all the tasks and expectations just described, they should see you after class.
1. For students requesting an accommodation in a BLS program, the student is to be provided a copy of the Virginia Accommodation Policy—TR-15A and be advised to contact the Manager of the Division of Regulation and Compliance at the Office of EMS.
2. Students should also be provided NREMT Accommodation Request—TR-15B—for purposes of the cognitive examination. 
3. Be sure to indicate to the student the location of the Office of EMS phone number and address.

Reminder: This was covered in the “First Class” paperwork and each student 
acknowledged covering this by signing the TR-09.





	BLS Certification Testing Process

	Read each item verbatim on state form TR-11C—BLS Programs Certification Testing Policy providing an explanation for each.
A. A copy of the following documents MUST be provided to each student and must be included in the Student Information Package:
1. NREMT Americans with Disabilities Accommodations Policy Guidelines for Educators and Students 
2. NREMT Candidate Information Brochure
3. NREMT Exam Pathway Brochure
4. Pearson VUE Testing Procedure – TR-13
B. Answer any questions your students may have about the BLS Certification testing process.
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