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BLS Course Student Information 
Package  
 

Virginia Office of EMS 
Division of Educational Development 

1041 Technology Park Drive 
Glen Allen, VA 23059 

 
804-888-9120 

 
Enclosed are documents containing information about the EMS program you are about to attend. You will be asked to verify that 
you have reviewed the information with the Course Coordinator, have had your questions answered and understand the 
information contained herein by signing this cover form and individual documents enclosed.  
 
My signature below indicates that the specific section listed below for the Emergency Medical Technician-First Responder or 
Emergency Medical Technician-Basic program has been read to me.  Further, my signature indicates that I read the contents of the 
specific section for the Emergency Medical Technician-First Responder or Emergency Medical Technician-Basic program and 
understand the information contained in that section.  
 
Student Name    

(printed)       
    

Part I Introduction 
    

Part II Prerequisites for EMS Training Programs, Criminal History and Standards of Conduct 
    
    

                   
 Signature Date Signed Date of Birth – Minimum 18 YO 
 Signature for this item indicates that I was also provided a duplicate copy of this form. 
  

Part III Class Rules 
    
    

                 
 Signature Date Signed  
  

Part IV Expectations for Successful Completion of the Program 
    
    

                 
 Signature Date Signed  
  

Part V Course Fees 
    
    

                 
 Signature Date Signed  
  

Part VI Requirements for State or National Registry Testing 
    
    

                 
 Signature Date Signed  
  

Part VII Americans with Disabilities Act 
    
    

                 
 Signature Date Signed  
  

Part VIII Course Schedule 
    
    

                 
 Signature Date Signed  
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Introduction 
A. Introduce yourself and provide the following information to all students: 

1. Your name 

2. Your training credentials and affiliation 

3. Your contact phone number(s), e-mail address etc. 

4. A brief description of the type and level of program being taught 

B. Introduce the program's Physician Course Director 

(Note: If at all possible the medical director should be present to introduce him or 

herself and make any appropriate comments concerning the program.) 

C. Distribute Student Information Package for review. 
D. At the conclusion of the “first night”, the course coordinator should collect state forms 

TR-35 and TR-09 with the student’s original signature for inclusion in the student’s file. 



 

  

 

Program 
Prerequisites 

A. Read aloud each section state form TR-35—Prerequisites for EMT-Basic and EMS First 

Responder Programs, Criminal History and Standards of Conduct—stopping between 

each item to explain the statement and asking if there are any questions about its 

meaning. (This information is provided by the Office per 12VAC5-31-910 through 

12VAC5-31-940 and 12 VAC 5-31-1450 of state EMS regulations.) 

B. Read aloud each section of any additional local or regional prerequisites that are in 

addition to those described in TR-35. (Provide this information in the Student 

Information Package) 

C. Explain any medical requirement (vaccinations, etc.) for entry into the program or for 

class completion. A copy of these requirements and other pertinent information should 

be included in the Student Information Package. (Note: The physician course director 

may want to cover these.) 

Information should include: 

1. The specific requirements. 
2. Where to go and who to see about satisfying these requirements. 
3. When evidence of satisfying the requirements must be produced for the Course 

Coordinator. 
D. When this section is completed, read aloud the statement on the agreement page of the 

Student Information Package and have each student sign appropriately. (Provide each 

student two copies of state form TR-35—Prerequisites for EMT-Basic and EMS First 

Responder Programs, Criminal History and Standards of Conduct.  Each student should 

sign one copy and return it to you and keep one copy for themselves.) 



 

 Page 1 Virginia Office of Emergency Medical Services 
www.vdh.virginia.gov/oems  
EMS.TR.35 
Revised: January 2011  

 

Prerequisites for EMS Training 
Programs, Criminal History and 
Standards of Conduct 

Virginia Office of EMS 
Division of Educational Development 

1041 Technology Park Drive 
Glen Allen, VA 23059 

 
804-888-9120 

 
Basic Life Support – Emergency Medical Technician and EMS First Responder 
 
To be eligible to attend a EMS First Responder, EMS First Responder Bridge, or Emergency Medical Technician 
Course in Virginia, you must: 
 

A. Be proficient in reading, writing and speaking the English language in order to clearly communicate with a 
patient, family or bystander to determine a chief complaint, nature of illness, mechanism of injury or to assess 
signs and symptoms. 

B. Be a minimum of 16 years of age at the beginning date of this certification program. If less than 18 years of age, 
you must provide the course coordinator with a completed parental permission form with the signature of a 
parent or guardian verifying approval for enrollment in the course. If you are less than 18 years of age and are 
affiliated with an EMS or other public safety agency you must also provide the Course Coordinator with 
documentation from an Officer of the agency stating that you will be covered by agency insurance while 
attending the course. (Students less than 18 years of age must obtain and complete a copy of the Student 
Permission Form from the course coordinator of the training program and present a signed copy of the form 
at the state test site.)  

C. Have no physical or mental impairment that would render him unable to perform all practical skills required for 
that level of certification including the ability to function and communicate independently and perform 
appropriate patient care, physical assessments and treatments without the need for an assistant.  

D. Hold current certification in an Office of EMS approved course in cardio-pulmonary resuscitation (CPR) at the 
beginning date of the certification program. This certification must also be current at the time of state testing. 

E. Not have been convicted or found guilty of any crime, offense or regulatory violation, or participated in any 
other prohibited conduct identified in state EMS regulations as follows: 

1. Have never been convicted or found guilty of any crime involving sexual misconduct where the lack of 
affirmative consent by the victim is an element of the crime, such as forcible rape. 

2. Have never been convicted of a felony involving the sexual or physical abuse of children, the elderly or 
the infirm, such as sexual misconduct with a child, making or distributing child pornography or using a 
child in a sexual display, incest involving a child, assault on an elderly or infirm person.  

3. Have never been convicted or found guilty of any crime (including abuse, neglect, theft from, or financial 
exploitation) of a person entrusted to his care or protection in which the victim is a patient or is a 
resident of a health care facility.  

4. Have never been convicted or found guilty of any crime involving the use, possession, or distribution of 
illegal drugs except that the person is eligible for affiliation five years after the date of final release if no 
additional crimes of this type have been committed during that time.  

5. Have never been convicted or found guilty of any other act that is a felony except that the felon is 
eligible for affiliation five years after the date of final release if no additional felonies have been 
committed during that time.  

6. Are not currently under any disciplinary or enforcement action from another state EMS office or other 
recognized state or national healthcare provider licensing or certifying body. Personnel subject to these 
disciplinary or enforcement actions may be eligible for certification provided there have been no further 
disciplinary or enforcement actions for five years prior to application for certification in Virginia. 

http://www.vdh.virginia.gov/oems�
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Prerequisites for EMS Training 
Programs, Criminal History and 
Standards of Conduct 

Virginia Office of EMS 
Division of Educational Development 

1041 Technology Park Drive 
Glen Allen, VA 23059 
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7. Have never been subject to a permanent revocation of license or certification by another state EMS 

office or other recognized state or national healthcare provider licensing or certifying body.  
F. All references to criminal acts or convictions under this section refer to substantially similar laws or regulations 

of any other state or the United States. Convictions include prior adult convictions, juvenile convictions and 
adjudications of delinquency based on an offense that would have been, at the time of conviction, a felony 
conviction if committed by an adult within or outside Virginia.  

G. If you are bridging to the EMT-Basic certification level you must hold current Virginia certification at the EMS 
First Responder level. 

H. Be clean and neat in appearance. 
I. May not be under the influence of any drugs or intoxicating substances that impairs your ability to provide 

patient care or operate a motor vehicle while in class, or clinicals, while on duty or when responding or assisting 
in the care of a patient. 

 
 
Advanced Life Support – EMT-Enhanced, EMT-Intermediate, EMT-Paramedic and 
RN to Paramedic Bridge 
 
To enroll in an ALS certification program (EMT-Enhanced, EMT-Intermediate, EMT-Paramedic or RN to Paramedic 
Bridge) Course in Virginia, you must also comply with the following: 
 

A. Be a minimum of 18 years of age at the beginning date of the certification program.  
B. Hold current certification as an EMT or higher EMS certification level.  
C. Hold, at a minimum, a high school or general equivalency diploma.  
D. If you are bridging to the EMT-Intermediate certification level you must hold current Virginia certification at the 

EMT-Enhanced level. 
E. If you are bridging to the EMT-Paramedic certification level you must hold current Virginia certification at the 

EMT-Intermediate level or current Virginia licensure as a Registered Nurse. 
 

Acknowledgement - I have not been convicted or found guilty of any felony or misdemeanor crime, offense or 
regulatory violation listed above nor participated in any other conduct which prohibits EMS course enrollment or 
certification. My signature below acknowledges that I have read and understand the prerequisites for course 
enrollment, and the listing of criminal convictions and/or misconduct that preclude individuals from EMS Certification in 
Virginia and verify that I am eligible for certification based upon the “Standards of Conduct” required by the Office of 
EMS. 
 
Signed:          ________________________________________________________ Date:  ___________________ 
 
Print Name:  ________________________________________________                  Date of Birth:  ______/______/_____ 
 

THE MINIMUM AGE FOR BLS PROGRAMS IS 16 YEARS OF AGE AND THE MINIMUM AGE FOR  
ALS PROGRAMS IS 18 YEARS OF AGE AT THE START DATE OF COURSE 

http://www.vdh.virginia.gov/oems�


 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Class Rules 
A. Read aloud each item of the rules established for your class to the students. 

B. Provide a copy in the Student Information Package. 

1. The class rules should at a minimum include: 

i. Course attendance requirements. 

ii. Standards for successful course completion. 

iii. Class cancellation policy. 

iv. Time class will begin and end. 

v. Location of classes. 

vi. Suggested dress code for class. 

vii. Special equipment needs if any (i.e. BP Cuff, Stethoscope, etc.) 

2. Upon completion, read aloud the statement on the agreement page of the 

Student Information Package and have the student sign appropriately. 



{Example ONLY}  

1) No running calls from class.  
2) No radios, tone pagers or cellular phones in class. (silent pagers are ok)  
3) No disruptive behavior allowed. Disruptive student(s) will be dropped from class.  
4) Active participation by all class members is expected. (Participate in all aspects of 

practical sessions)  
5) No smoking, tobacco products or alcohol in classroom.  
6) Classes will begin promptly at 7 PM. You are expected to arrive to class on time.  
7) Anyone arriving 30 minutes after class starts will be considered absent from that class. 

Quizzes do not count as time class starts.  
8) You are allowed absences for no more than 15% of the course. Absences must be made 

up within 2 weeks of the missed class. You will not be allowed to take the certification 
examination if you have more absences than 15% of the course that have not been 
made up. Each absence after 15% of the course will result in 1 point being removed 
from your final grade point average.  

9) An overall 70% average must be obtained in order to qualify to sit for the State 
Certification Examination.  

10) Anyone who falsifies information or is found to be cheating will be immediately 
removed from the program.  

11) All Classes will be held in the continuing education classroom at ___________unless 
otherwise noted.  

12) Class Cancellation Policy: Class will be held except in case of one the following events:  
 

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

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

 
A) The primary text for this program will be:  

TITLE:  
AUTHOR:  
PUBLISHER:  
EDITION:  
OBTAINABLE FROM:  
 

B) List any other materials or books required or suggested for the program with 
information on how to obtain each of the items listed.  

  



  

 

Expectations for 
Successful 
Completion 

A. Read aloud state form TR-16—Expectations for Successful Completion—stopping 

between each to ask if there are any questions or clarification needed. Provide further 

explanation if needed. 

1. A copy should be provided in the Student Information Package. 

2. Information should contain State requirements at a minimum. 

3. Also include any expectations that you require. 

B. Upon completion, read aloud the statement on the agreement page of the Student 

Information Package and have the student sign appropriately. 
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Course Expectations for Successful 
Completion 

Virginia Office of EMS 
Division of Educational Development 

1041 Technology Park Drive 
Glen Allen, VA 23059 

 
804-888-9120 

 
1) Comply with all course prerequisites.  

2) Comply with all class rules.  

3) Satisfy all minimum requirements as set forth in the minimum training requirements for the corresponding 

curriculum.  

4) Satisfy all current course expectations.  

5) Demonstrate proficiency in the performance of all practical aspects of the program. (Also includes activities 

reviewed in the "Functional Position Description" for the appropriate level.)  

6) Successful completion of 1, 2, and 3 above as evidenced by the submission of a completed "Course Student 

Disposition Report (CSDR) form as required by the end date of the program.  

7) The following levels required: 

a. For First Responders bridging to EMT, they must maintain a valid FR credential as evidenced by a 

current Virginia certification card issued by the Office of EMS.  

b. For EMT’s bridging to any ALS level, they must maintain a valid EMT credential as evidenced by a 

current Virginia certification card issued by the Office of EMS.  

http://www.vdh.virginia.gov/oems�


 
 
 
 

  

 

Course Fees 
A. Explain any course fees and their purpose. 

1. It is recommended that a copy of the fee structure be included in the Student 

Information Package and each item reviewed and students allowed to have 

their questions answered. 

B. Upon completion, read aloud the statement on the agreement page of the Student 

Information Package and have the student sign appropriately. 



 

 

 

 

 

  

 

Requirements for 
Testing 

A. Read each item verbatim state form TR-11B, providing an explanation for each and 

answering any questions the students may have. 

B. A copy of the requirements must be included in the Student Information Package. 

C. Upon completion, read aloud the statement on the agreement page of the Student 

Information Package and have the student sign appropriately. 
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Requirements for State Testing - BLS 

Virginia Office of EMS 
Division of Educational Development 
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(This section applies to initial testing for EMS First Responder and EMT-Basic and 

recertification testing for all state BLS levels.)  
 

1. You must satisfy all items contained in state form TR-16—Course Expectations for Successful Completion. 
2. Successful completion of #1 above as evidenced by your Course Coordinator marking you as “Pass” on the 

Course Student Disposition Report (CSRD) and possession of a valid Test Eligibility letter from the Office of EMS. 
a. This letter must be obtained from your online EMS Portal which can be accessed via the OEMS website 

at: www.vdh.virginia.gov/oems  
3. Hold current CPR credentials from an Office of EMS approved course as evidenced by a current card or copy of 

the roster submitted to the respective agency. The CPR certificate must indicate successful training in adult, 
infant, and child airway maneuvers and CPR. 

4. Testing for initial certification must be begun within 180 days of the course's end date. 
5. Pass/Fail: Students must demonstrate proficiency on all practical stations. 
6. Practical Retest Policy: 

a. Grades of UNSATISFACTORY in any critical area within a single practical station will constitute failure of 
the station, requiring a retest. 

b. Failure of one or more stations on the practical constitutes failure of the practical exam. All practical 
stations failed must then be retested at another test site. 

c. Students attending another test site to retest must provide the Program Representative or Certification 
Examiner with all necessary documents provided by the Office of EMS, explaining which parts of the 
written or practical need to be retested. 

d. Failure of any retest will constitute total failure of the practical exam series and will require completion 
of the retest procedures listed below prior to being permitted to take the written and practical 
examinations again. 

7. Written Examinations 
a. Once the written exam has begun, no student will be allowed to leave and return. (Other than for rest 

room) Any student who does leave will have their exam scored for only the questions completed prior to 
departure. 

b. Exam Scores: The Office's standard for successful completion is that the student must obtain a minimum 
score of 70 on the final standardized examination. 

c. Oral testing will not be permitted on written examinations. The use of any electronic or mechanical 
device which translates the written exam material into an audible or tactile format of any type is not 
permitted, but the use of normal corrective lenses is allowed. 

8. Students successfully completing all requirements for state certification, will be mailed a certificate with 
attached pocket card at the conclusion of the training program. 

9. General Testing and Retesting Policy 

http://www.vdh.virginia.gov/oems�
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a. A certification candidate may have up to two series of state certification examinations before being 

required to repeat an entire BLS or ALS certification program.  
b. A certification candidate failing a practical examination but passing the written examination of an exam 

series must only repeat the practical examination of an exam series.  
c. A certification candidate failing the written examination but passing the practical examination must only 

repeat the written examination for the exam series. 
d. A certification candidate who has failed the retest of the initial examination series or has not taken the 

retest within the 90 day retest period, must satisfy the following before an additional certification test 
may be attempted: 

i. Completion of the recertification CE hour requirements for the level to be tested. 
ii. Receipt of a "Second Certification Testing Eligibility Notice" from the Office of EMS. 

e. A certification candidate who has received a "Second Certification Testing Eligibility Notice" must pass 
both the written and practical certification examinations for the certification level. 

f. A certification candidate who fails a retest during the second certification examination series must 
complete an initial certification program or applicable bridge course in order to be eligible for further 
certification examination. 

g. A certification candidate must complete all certification examination series within 12 months from the 
date of the first certification examination attempt. This 12- month maximum testing period may shorten 
the time available for retesting specified in subsection B of this section. 

http://www.vdh.virginia.gov/oems�


  

 

Americans with 
Disabilities Act 

A. Read aloud and verbatim the functional position description for the appropriate level of 

EMS certification program you are conducting.  

1. A copy of the appropriate Functional Position Description must be included in 

the Student Information Package. 

B. It is critical that all portions of the description be read and explained clearly to every 

student in the same manner! 

C. After reviewing the appropriate Functional Position Description, advise the class if 

anyone feels they may not be able to perform all the tasks and expectations just 

described, they should see you after class. 

1. For students requesting an accommodation in a First Responder, Emergency 

Medical Technician or a Virginia Enhanced program, the student is to be 

provided a copy of the Atlantic EMS Council Accommodation Policy—TR-15A—

and be advised to contact the Manager of the Division of Regulation and 

Compliance of the Office of EMS. 

2. For Intermediate and Paramedic students, accommodation requests must be 

made directly with the National Registry of EMT’s.  For students requesting an 

accommodation at one of these levels, the student is to be provided a copy of 

form TR-15B. 

3. Be sure to indicate to the student the location of the Office of EMS phone 

number and address. 

D. Upon completion, read aloud the statement on the agreement page of the Student 

Information Package and have the student sign appropriately. 
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Functional Position Description for the 
Basic Life Support Provider  
 

Virginia Office of EMS 
Division of Educational Development 

1041 Technology Park Drive 
Glen Allen, VA 23059 

 
804-888-9120 

 
Introduction 

 
 
The following is a position description for the Emergency Medical Technician (EMT) within Atlantic EMS Council states. 
This document identifies the minimum qualifications, expectations, competencies and tasks expected of the EMT.  
 
Qualifications for State Certification 

 
 
To qualify for state certification, the applicant must at a minimum:  
 

1. meet minimum state entry requirements.  
2. meet course requirements such as attendance and grades.  
3. successfully complete all certification/licensure examination(s).  

 
Competencies 

 
 
The EMT must demonstrate competency in handling emergencies utilizing basic life support equipment and skills in 
accordance with the objectives in the U.S. Department of Transportation National Standard Curriculum for the EMT to 
include having the ability to:  
 
 verbally communicate in person, via telephone and telecommunications using the English language;  
 hear spoken information from co-workers, patients, physicians and dispatchers and in sounds common to the 

emergency scene;  
 ability to lift, carry, and balance up to 125 pounds (250 with assistance) a height of 33 inches, a distance of 10 

feet;  
 read and comprehend written materials under stressful conditions;  
 document, physically in writing, document physically patient information in prescribed format; 
 demonstrate manual dexterity and fine motor skills, with ability to perform all tasks related to quality patient 

care in a safe manner; 
 bend, stoop, crawl, and walk on uneven surfaces; 
 meet minimum vision requirements to operate a motor vehicle within the state. 
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Description of Tasks 

 
 
The Basic Life Support Provider must:  
 
 Receives a dispatched call, verbally acknowledges the call, reads road maps, identifies the most expeditious 

route to the scene, and observes traffic ordinances and regulations. 
 Upon arrival at the scene, ensures that the vehicle is parked in a safe location. Safely performs size-up to 

determine scene safety including the presence of hazardous materials, mechanism of injury or illness, and the 
total number of patients. Performs triage and requests additional help as necessary. 

 In the absence of public safety personnel takes safety precautions to protect the injured and those assisting in 
the care of the patient(s). 

 Using body substance isolation techniques, protects the patient(s) and providers from possible contamination. 
 Inspects for medical identification emblems, bracelets or cards that provide patient emergency medical care 

information. 
 Determines nature and extent of illness or injury, checks respirations, auscultates breath sounds, takes pulses, 

auscultates/palpates blood pressure (including proper placement of the cuff), visually observes changes in skin 
color, establishes priority for emergency care. Based on assessment findings renders emergency care to adults, 
infants and children. 

 Skills performed include but are not limited to: establishing and maintaining an airway, ventilating patients, 
cardiac resuscitation, use of automated external defibrillators where applicable. In addition, provides 
prehospital emergency care of single and multiple system trauma such as controlling hemorrhage, bandaging 
wounds, treatment of shock (hypoperfusion), spinal immobilization and splinting of painful swollen or deformed 
extremities. 

 Manages medical patients to include, but are not limited to: assisting in childbirth, management of respiratory, 
cardiac, diabetic, allergic, behavioral, and environmental emergencies and suspected poisonings.  

 Performs interventions and assist patients with prescribed medications, including sublingual nitroglycerine, 
epinephrine auto injectors, and metered dose aerosol inhalers observing safety measures for others and self. 

 Responsible for the administration of oxygen, oral glucose and activated charcoal.  
 Reassures patients and bystanders by working in a confident, efficient manner.  
 Functions in varied environmental conditions such as lighted or darkened work areas, extreme heat, cold and 

moisture. 
 Performs in situations that create stress and tension on a regular basis. 
 Where extrication is required, assesses extent of entrapment and provides all possible emergency care and 

protection to the patient. Uses recognized techniques and equipment for removing patients safely (to include 
proper strap placement) Communicates verbally for additional help as needed.  

 Complies with regulations for the handling of crime scenes and prehospital deaths by notifying the appropriate 
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authorities and arranging for the protection of property and evidence at that scene. 

 Lifts and moves patients into the ambulance and assures that the patient and stretcher are secured, continues 
emergency medical care enroute in accordance with local protocols. 

 Determines most appropriate facility for patient transport. Reports to the receiving facility, the nature and 
extent of injuries, and the number of patients being transported. 

 Observes patient enroute and administers care as directed by medical control or local protocol. Able to 
maneuver to all points in the patient compartment while transporting with a stretchered patient. Assists in 
lifting and carrying patient and appropriate equipment from ambulance and into receiving facility. 

 Reports verbally and in writing, observations and emergency care given to the patient at the scene and in transit 
to the receiving staff for record keeping and diagnostic purposes. Upon request, provides assistance to the 
receiving facility staff. 

 Disposes of contaminated supplies in accordance with established guidelines, decontaminates vehicle interior, 
sends used supplies for sterilization. 

 Maintains ambulance in operable condition which includes cleanliness, orderliness and restocking of equipment 
and supplies. Determines vehicle readiness by checking oil, gas, water in battery and radiator, and tire pressure. 

 Checks all medical equipment for future readiness. Maintains familiarity with all specialized equipment. 
 Attends continuing education and or refresher training programs as required by EMS agency, medical direction, 

and/or certifying agency. 
 Meets qualifications within the functional job analysis of the EMT. 
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VIRGINIA DEPARTMENT OF HEALTH  
 
 
 

OFFICE OF  
EMERGENCY MEDICAL SERVICES  

 
 
 
 
 

Manager of Regulation and Compliance 
1041 Technology Park Drive  

Glen Allen, VA 23059 
(804) 888-9120  
(800) 523-6019 

 
 
 
 
 
 
 
 
 
 
  

This document is intended to be distributed by course coordinators to students who after a formal review of the 
administrative aspects of a Virginia Basic Life Support program believe they need to pursue an accommodation. 
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I. INTRODUCTION  
 

The Americans with Disabilities Act of 1990 has implications for coordinators and students in the areas of 
prospective student information, testing of knowledge and skills competency. Among the many provisions of the 
ADA are several that pertain specifically to agencies, institutions and organizations that provide courses or 
examinations leading to certification.  
 
The intent emphasizes that individuals with disabilities are not to be excluded from jobs that they can perform 
merely because a disability prevents them from taking a test or negatively influences the results of a test, which 
is a prerequisite to the job. Passing written and skills examinations during an EMS course and passing 
certification examinations are prerequisites for functioning as a certified EMS provider.  
 
This law permits testing that requires the use of sensory, manual or speaking skills where the tests are intended 
to measure essential functions of the profession. For example, an applicant with a reading disability could be 
required to take a written examination if the ability to read is an essential function of the profession, and the 
examination is designed, at least in part, to measure the ability to read. An essential function of an EMS provider 
is the ability to read and understand small English print under highly stressful conditions for the provider and 
patient. A second example deals with skills examinations that must be performed within established time 
frames.  
 
Performing a skill within a certain time frame can be required if speed of performance is an integral part of the 
skill being measured. Both the ability to read and the ability to perform basic skills within time frames are 
essential functions of an EMS Provider.  

 
II. SCOPE  
 

The information provided herein applies to all prehospital EMS personnel.  
 
III. SPECIFIC DIRECTIONS  
 

Coordinators must review the standard functional position description and the information concerning the ADA, 
with every prospective student. Prospective students need to understand the competencies and tasks that are 
required within the profession BEFORE entering a training program.  
 
Students cannot be discriminated against on the basis of a disability in the offering of programs or services.  
There will be NO allowed accommodations during the course of instruction or certification examinations unless 
written approval is received from the certification/licensure agency, in advance. Students who have received an 
accommodation during the course need to fully understand that there is a separate process for requesting an 
accommodation for the state written and practical certification examination. The certification agency will 
establish eligibility for an accommodation on a case-by-case basis. Documentation confirming and describing the 
disability must be submitted according to policy, for consideration.  
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Here are five examples of accommodations that would NOT be allowed during the instructional program:  
 

1. Additional time for skills with specific time frames will NOT be allowed. Obviously, patients would suffer 
due to life threatening conditions in emergency situations.  

2. No accommodation will be made in a training program that is not reasonably available in a prehospital 
environment. Students may use performance aids which could be readily available and easily accessible 
to them in the prehospital setting. It is the responsibility of the student to provide any personal aids 
they deem necessary and the certifying agency deems appropriate.  

3. Unlimited time to complete a written examination is NOT allowed. Such a request is not considered 
reasonable because a candidate should be able to complete a test within a finite amount of time.  

4. Written examinations are NOT to be administered with an oral reader. The ability to read and 
understand small English print (12 point) is an essential function of the profession, and written 
examinations are designed, at least in part, to measure that ability.  

5. A written examination with a reading level which is lower than the reading level required by the 
profession to function safely and efficiently should not be administered.  

 
IV. DOCUMENTED LEARNING DISABILITY  
 

Test takers who have presented a documented learning disability relating to reading decoding or reading 
comprehension may be granted a standard extension. A standard extension allowed for completing a written 
examination is time-and-a-half. Thus if the examination is normally administered in two hours, an extra hour 
could be allowed to complete the examination. This accommodation could be  
allowed because the individual would be able to perform the essential functions of the position description.  
 
The critical nature of reading in emergency situations requires reading finite amounts of material in measured 
amounts of time, as it is required for taking an examination. Also the reading level of an exam is not impacted by 
the time requirement of the exam.  
 
The certification/licensure agency will review only written requests for accommodations on the state written 
certification examination on a case-by-case basis. Requests must be submitted on the "Accommodation 
Request" form. The state certification/licensure agency will provide written notification upon review of the 
request for accommodation.  

 
V. DISABILITY ACCOMMODATION POLICY  
 

A. Requesting Accommodations  
 
"Accommodation Request" forms are available from the Office of Emergency Medical Services. The candidate 
who is requesting an accommodation must complete the request form at the start of the instructional program 
or as soon as the need for an accommodation is recognized.  
 
Documentation of a specific disability which would impact your performance on the written examination must 
include a signed statement on letterhead stationary from a professional who is familiar with your disability. This 
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statement must confirm and describe the disability for which the accommodation is required. The professional 
must have expertise in the specific disability for which the accommodation is being requested.  
 
Applicants with disabilities are entitled to, and have the responsibility to meet the same deadlines for 
application and submission of documentation established for preregistration as non-disabled individuals. The 
process involved in establishing eligibility will not impose discriminatory timeliness for application on the 
individual with a disability.  
 
B. Reasonable Accommodations  
 
The certification/licensure agency will offer reasonable accommodations for the written certification exam for 
those persons with written documented disabilities.  
 
Based upon an analysis of the Functional Position Description and the written examination, it has been 
determined that persons with learning disabilities manifested in the academic areas of reading decoding, or 
reading comprehension may be eligible for additional time as an accommodation.  
 
Documentation of a specific disability which would negatively impact one's performance on the written 
examination must include a complete "Accommodation Request" form with signature of the individual. This 
statement must confirm and describe the disability for which an accommodation is being requested.  
 
Requests for accommodation on the written examination will be reviewed on a case-by-case basis. If the 
appropriateness of the requested accommodation is in doubt, the certifying agency will discuss options with the 
candidate and will consult with professionals knowledgeable about disability and functions of the profession. 
The recency of disability testing is not an issue in determining the need for accommodation. A permanent 
learning disability is a permanent disability.  

 
VI. DEFINITION  
 

The word "written" was purposefully included to ensure that certified individuals could read. The written 
portion of the EMS certification examination is designed, in part to measure an applicant's ability to read and 
understand English. Being able to read is a skill that is justified as integral to the performance of the job.  

 
VII. RECORD KEEPING  
 

Diagnostic information related to an individual's disability is highly confidential and will not be disclosed to third 
parties. The accommodation file will be maintained separately from the application and test result files. 
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Course Schedule 
A. A copy of the course schedule is to be included in the Student Information Package. 

B. Recommended minimal content: 

1. class dates 

2. class topics 

3. identify classes meeting refresher and recert by continuing education criteria. 

C. Upon completion, read aloud the statement on the agreement page of the Student 

Information Package and have the student sign appropriately. 




