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Ohio Department of Public Safety
Division of Emergency Medical Services
Course and Examination Administration Manual

Introduction

The Ohio Department of Public Safety, Division of Emergency Medical Services administers state
certification examinations for firefighter, fire safety inspector and instructor. The written portion of the
certification examination process is conducted via a web-based testing system operated by the Ohio
Department of Public Safety. Examinations are administered by chartered fire training programs and
accredited EMS training programs with approval by the Division of Emergency Medical Services.

This manual has been developed to provide guidance and assistance on the use of the Division of
Emergency Medical Services Course and Examination Administration System, and is designed to:

(1) Ensure authorizing officials, program directors and proctors fully understand the student and
program requirements for examination eligibility;

(2) Ensure authorizing officials, program directors and proctors understand the steps to be taken to
ensure examination integrity; and

(3) Provide step-by-step instruction on course and examination administration.

Types of Examinations

Successfully passing written examinations is required for initial state certification and for certification
through reciprocity. In addition, written examinations may also be required for reinstatement of a
certificate.

Fire Service

The Division of EMS offers examinations for the following categories and levels of certification

approved by the executive director, with advice and counsel of the Firefighter and Fire Safety
Inspector Training Committee:

Firefighter
o Volunteer Firefighter
o Firefighter |
o Firefighter Il
o Firefighter | & Il
Fire Safety Inspector
Instructor
o EMS Instructor
o Fire Instructor
o Assistant Fire Instructor
o Fire Safety Inspector Instructor
Other certification examinations approved by the Division of EMS Executive Director

2015 EMS Course and Examination Manual Update 5.24.2016
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EMS

The Division of EMS offers the instructional methods examination, required for certification as an EMS
Instructor, as approved by the State Board of Emergency Medical, Fire, and Transportation Services.

All other written state certification examinations required for certification as an EMS provider are
administered by the National Registry of Emergency Medical Technicians (NREMT) through contracted
testing centers across the state of Ohio.

Eligibility to Administer Examinations
Examinations shall be delivered at one of two facilities:

* An approved chartered fire training program; or
» An accredited EMS training program.

A chartered fire training program shall be permitted to administer state fire service and instructor
certification examinations if the program holds a current and valid charter, has a signed Division of EMS
“Written Testing Agreement” and meets the requirements outlined in 4765-11-19 of the Ohio
Administrative Code.

The chartered training program shall only be permitted to administer state certification examinations for
certifications in which they hold a classification.

An accredited EMS training program shall be permitted to administer the state EMS instructor
instructional methods examination, required for certification, if the program holds a current and valid
accreditation, and has signed the Division of EMS “Written Testing Agreement”.

Course and Examination Offsite Location

Chartered programs and accredited institutions shall be permitted to offer courses, including the
administration of examinations, at different locations from the location listed in the application for
chartering/accreditation provided that all of the following apply:

* The program continues to operate at the location identified in the application for a
charter / accreditation;

+ Each offsite location where the program is offered meets the minimum standards for
chartering as set forth in rule 4765-11-03 of the Administrative Code and / or the standards
outlined in the “Written Testing Agreement”;

* A written request has been submitted to the Division of EMS Executive Director;

* A program utilizing a location outside of the state of Ohio shall comply with Chapter 4765-
11 of the Administrative Code, the requirements outlined in the “Written Testing
Agreement”, and any applicable laws, rules, or regulations in that state.

Failure to receive the Executive Director approval of an offsite location prior to the start of the
course will be cause for denial of a course request.
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Examination Eligibility
Initial Certification
In order to be eligible to test for state certification applicants shall:

(1) Have successfully completed all course requirements through a chartered fire training program
or accredited EMS training program and shall have received a document of course completion.
(2) Have successfully passed a practical skills examination, if applicable.

All requirements for certification (course completion, application, practical skills and written
examinations) shall commence and end within a consecutive twelve month period (with the exception of
Instructor certification where applicants have 24 months). Applicants are not eligible to sit for an
examination if the twelve month period has been exceeded.

A student who is at least seventeen years old and has graduated or who is enrolled in the twelfth or
final grade in a secondary school program may be admitted into a chartered or accredited program.
The student will be permitted to sit for the examination; however, they will not be awarded a certificate
to practice until they reach the age of eighteen. Underage applicants successfully meeting all
requirements for certification will remain in “pending” status until they have achieved eighteen years of
age.

o Firefighter initial certification is pursuant to 4765-20-02 of the Ohio Administrative Code.

e Fire safety inspector initial certification is pursuant to 4765-20-03 of the Ohio Administrative
Code.

e Fire instructor initial certification is pursuant to 4765-21-03 of the Ohio Administrative Code.

e EMS instructor initial certification is pursuant to 4765-18-12 of the Ohio Administrative Code.

Reciprocity

For purposes of reciprocity the Division of EMS executive director may review firefighter and fire
instructor licensing or certification requirements and firefighter and fire instructor training standards from
another state, the District of Columbia, a United States Territory, or any branch of the United States
military to identify those requirements and standards that are substantially similar to the curriculum and
certification standards in Ohio.

Once an applicant submits their application and required documentation for reciprocity, the applicant
will be issued a letter of authorization to test by the Division of EMS. Firefighter testing includes both a
practical skills examination and written examination. Fire instructor testing includes knowledge and
instructional methods written examinations. Testing shall be completed within twelve months of
approval to test. The program director is responsible for verifying eligibility of the student prior
to testing. The program director shall not test any students without the letter of authorization
prior to testing.

o Firefighter reciprocity certification is pursuant to 4765-20-11 of the Ohio Administrative Code.

e Fire instructor reciprocity certification is pursuant to 4765-21-12 of the Ohio Administrative
Code.

e EMS instructor reciprocity certification is pursuant to 4765-18-11 of the Ohio Administrative
Code.
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Reinstatement

The reinstatement process permits restoration of a lapsed certificate to practice. The Ohio
Administrative Code 4765-20-08 and 4765-21-05 establishes the requirements for reinstatement for
firefighter, fire safety inspector and fire instructor. The program director is responsible for verifying
eligibility of the applicant prior to testing.

e Firefighter and fire safety inspector reinstatement certification is pursuant to 4765-20-08 of the
Ohio Administrative Code.

e Instructor reinstatement certification is pursuant to 4765-21-05 of the Ohio Administrative Code.

e EMS instructor reinstatement certification is pursuant to 4765-18-08 of the Ohio Administrative
Code.

Minimum Passing Scores

Firefighter Knowledge Examination 70%
Fire Safety Inspector Examination 70%
Instructor Knowledge Examination 80%
Instructional Methods Examination 70%

Examinations shall be passed within three attempts. Failure to pass an examination within three
attempts will require the applicant to complete a new course of instruction.

Pro Board Fire Service Professional Qualifications

Candidates that successfully pass the state certification examinations for Firefighter | and / or
Firefighter 11 will be offered the opportunity to be accredited by Pro Board. Once their Ohio certifications
become “active” an email will be sent to them explaining how to apply.

Examination for Pro Board Certificate for Ohio Certified Firefighters

Individuals currently holding a Firefighter I, Firefighter I, or Firefighter | and Il certification in the State of
Ohio who are not Pro Board certified will have the opportunity to obtain a Pro Board certificate by taking
an examination based on when their firefighter certification was obtained. The candidate shall submit a
written request to the Division of EMS, P.O. Box 182073, Columbus, Ohio 43218-2073 requesting
to challenge the examination for the Pro Board Certificate. Division staff will research the candidate’s
certification status and eligibility for the Pro Board Certificate. A notification to the candidate outlining
the requirement and time limits permitted for obtaining the Pro Board Certificate will be issued.
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Roles and Responsibilities

Authorizing Official

The authorizing official is any person who owns or maintains responsibility on behalf of an individual,
corporation, trust, partnership, or an association for the facilities, equipment, instructors, managers, and
other employees of the chartered fire training program or EMS accredited training program. The
authorizing official assumes responsibility for the following:

« Serves as program director or designates another person with a good reputation to serve as the
system administrator;

- Administers the firefighter, fire safety inspector, and instructor courses;

« Complies with all rules and laws applicable to firefighter, fire safety inspector, and instructor
courses;

- Performs ongoing review and maintains written evaluations of the courses including content of
each course;

- Performs ongoing review and maintains written evaluations of the instructors' and students'
performance for each course;

- Assigns faculty responsibilities and schedules program courses;

« Prepares or approves all documents required to be submitted for chartering; and

- Assures the adequacy of the curriculum and all program training materials.

The authorizing official shall ensure the integrity and security of all written examinations including, but
not limited to:

+ Examination Administrator Login;

» Proctor Login and the proctor’s personal confidential information;
« Student Login and the student’s personal confidential information;
e Student Rosters;

* Examination Passwords;

* Examination ltems;

+ Computerized Examination;

» Paper and Pencil Examinations;

+ Examination Room and Testing Facility;

» Access to the examination room.

Program Director

The program director is the authorizing official or that person designated by the authorizing official
of a chartered program to oversee the administration and operation of a chartered fire training
program or accredited EMS training program. This person assumes responsibilities as designated
by the authorizing official (see Authorizing Official).

Test Proctor

Test proctors are appointed by the chartered fire training program or accredited EMS training
program and are subject to approval by the program director.

Test proctors must not be certified as a firefighter, fire instructor, assistant fire instructor,

fire safety inspector, fire safety inspector instructor, EMS instructor, Assistant EMS
Instructor, Continuing Education Instructor, or EMS Provider.
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The program director shall ensure each proctor has received directions in the state examination
process and is familiar with all registration, security, and access procedures for testing.

Test proctors supervise the written examination:

e Proctors monitor registration for all examinations.

e Proctors ensure the testing room meets the requirements outlined in 4765-11-19 of the
Ohio Administrative Code and the “Written Testing Agreement”.

e Proctors ensure no electronic devices are brought into the examination room.

e Proctors ensure students are spaced to ensure that they cannot readily observe each
other’s computer screens.

e Proctors ensure the integrity and security of all written examinations during the course of
the examination.

e Proctors help with login errors and technical computer issues.

Initial System Access

Prior to initial use of the Ohio Department of Public Safety, Division of EMS web-based Course and
Examination Administration System, program directors must set up an account through the ODPS
Account Center. This is a one-time only setup procedure that will allow users to set up a username and
password that then allows users further access to the system.

As an Account Center request is made, the system will email the program director a preliminary
approval with a link that must be clicked to activate the account, which will notify Division of EMS
personnel of the request.

As Division of EMS personnel approve the account, program directors will be emailed an approval.
Once a username has been established, program directors can login to the Division of EMS Course

and Examination Administration System and set up scheduled course(s) and enroll students using the
username and password they established in the Account Center.

Examination Administration

Student Identification

In order to ensure test integrity and to eliminate the potential for someone other than the student to
complete the test on the student’s behalf, a photo identification process shall be implemented to ensure
the identities of persons testing.

Testing Window

A testing window is the amount of time allowed for a student to complete the examination. Ideally, each
examination should be administered at the same time to all students in a class. This practice helps to
minimize the sharing of test questions among untested students.

If a class must be separated due to limited computer availability, the program director is responsible for
the security of the examination process and must ensure test items and the examination process is not
compromised. All areas where testing is to occur shall be approved by the Division of EMS and shall be
monitored at all times testing is underway.
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Testing Session Interruption / Disruptions

Disruptions during test administration must be avoided and / or minimized to the greatest extent
possible. Disruptions may cause students to be distracted and lose their concentration on a test,
potentially having a negative impact on their performance.

Procedures to follow in the event of an interruption will depend on the nature of the interruption. For
example, in the case of a fire alarm or bomb threat, the safety of students and test proctor is of utmost
importance. The test proctor or program director shall report the incident to the Division of EMS as soon
as possible.

Technology as a Security Threat

Examples of technology as testing security threats associated with computer-based administration
include computer hacking, keystroke logging, or extracting test information outside of the testing
delivery system (e.g., printing, emailing, or otherwise storing the test on the computer). Incorporating a
platform testing service helps to ensure that testing is done in a safe and controlled environment.

The Division of EMS recommends prohibiting access to the Internet during testing, turning off
monitoring software that would allow test content to be viewed on another computer during testing, and
ensuring a secure Internet browser connection. The program director is responsible for any breach of a
secure browser, including access to external sites and other resources while testing.

Test Login Security

The program director and test proctor shall have access to the Course and Examination Administration
System. All testing materials, including but not limited to class rosters and student, administrator and
test proctor login information, shall be maintained in a secure location.

Student login information shall be provided exclusively in written format, viewable only by the student to
whom the login information pertains. It should be confidentially provided to the student after verification
of student identity. The program director and test proctor shall be the only individuals allowed access to
student testing login information.

Examination Security Violations

Program directors, school staff, and test proctors play a critical role in monitoring the test session and
adhering to directions for standardized administration. All test items and test materials must remain
secure and must be appropriately handled. This includes creating a secure testing environment for
what students can see, hear, or access.

Examination room accessibility to unauthorized persons creates an opportunity for breached security
and test compromise. Only students approved to sit for the examination shall be permitted in the
examination room.

Once the test begins, only the proctor and the student may view the test screen. Visual barriers and / or
spacing shall be used to ensure students participating in the testing process cannot see each other’s
computer screen.

The program director is ultimately responsible for monitoring and reporting any alleged or known test

security issue. The program director is also responsible for procedures that ensure the students have
properly logged in and are taking the test for which they are scheduled.
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The following are prohibited, would be considered security violations of Ohio Administrative Code 4765-
11-19 and / or the “Written Testing Agreement”, and could result in disciplinary sanctions against the
training program:

e The use of unauthorized electronic devices in the testing session is strictly prohibited. Cell
phones, flash drives, personal lap tops, and tablets shall not be permitted in the examination
room or used during the examination process.

e Leaving the room or leaving students who are testing is not permitted. The test proctor shall be
present in the examination room for the duration of the examination and actively monitoring
students during the entire testing process.

e Inappropriate Internet access.

¢ Any improper display, printing, photographing, duplicating, or sharing of test questions.

No one other than the proctor and students shall be permitted in the examination room.

No firefighter, fire instructor, fire safety inspector, fire safety inspector instructor, or EMS instructor shall
proctor or be present during the examination unless the individual is sitting for the examination as part
of the course requirements.

Examination Irregularities

The program director is responsible to ensure the integrity and security of all written examinations. In
addition, the program director is responsible to ensure each proctor has received directions in the state
examination process and is familiar with all registration, security, and access procedures for testing, as
set forth by the Division of EMS.

The Division of EMS requires that examination irregularities be reported to the Division of EMS
immediately. A detailed report shall be submitted by the authorizing official within 24 hours (one
business day). The report shall include the names of all involved in the irregularities and witness
statements. Reports may be submitted via email to the Division of EMS Office of Fire Services at
OFSTesting@dps.ohio.gov.

The Division of EMS Executive Director reserves the right to immediately suspend or revoke the right to
conduct certification examinations if any of the following occur:

(1) There is an allegation of an examination or security compromise;

(2) There is a known examination or security compromise;

(3) There is a potential violation of rule 4765-11-19 of the Administrative Code or the “Written
Testing Agreement”.

Testing Appeal Procedure

An examinee that wishes to appeal the failure to pass an ODPS Division of EMS examination
administered by a chartered fire training program or accredited institution shall submit the appeal in
writing to the chartered program or accredited institution program director within five (5) business days.

The written appeal shall include a detailed explanation including name of the examinee, contact
information, the specific examination taken, the date, time, and location of the examination, and the
basis for the appeal. The program director shall review the appeal and provide for resolution, if
possible. If the program director is unable to provide a satisfactory resolution, the program director shall
forward the written appeal to the Division of EMS Fire Testing Coordinator (OFSTesting@dps.ohio.gov)
for review, no later than (5) business days after appeal review.
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An examination may be appealed on the basis of improper examination administration or examination
content.

Please contact the Division of EMS Education Section at FireEducation@dps.ohio.gov or (614) 466-
9447 with questions or concerns. The complete policy is included in Appendix C.

Test Bank for Written Examination

The Division of EMS shall maintain a test bank for each certification category and level. Test bank
guestions are reviewed and revised on a regular basis, with a complete review / revision completed in
conjunction with release and adoption of new NFPA standards. Current test banks include:

Volunteer Firefighter

Firefighter |

Firefighter Il

Hazardous Material Awareness / Operations
Driver / Operator

Fire Safety Inspector

Fire Instructor

Examination Scheduling

Examinations shall be scheduled with the Division of EMS by the program director or his / her
designee. For initial certification, testing at or near course completion is desired. Reinstatement,
reciprocity, and Pro Board certificate examinations may be scheduled as needed.

Examination requests shall be received by the Division of EMS a minimum of seven (7) days prior to
the desired date of the examination. Requests are to be made using the EMS Course and Examination
Administration System. Requestors will receive a confirmation within three (3) business days.

Adding Students to and Removing Students from the Course Dashboard

Students who are officially registered for a course shall be added to the course dashboard. All students
should be added to the course within 14 days of the start date of the course.

If a student drops from a course within 14 days from the course start date, that student may be
removed from the course dashboard. After 14 days the student shall not be removed from the course
dashboard except under extenuating circumstances.

Initial Testing vs. Retesting

An initial examination request is the first attempt for a student at the completion of a fire training course
or the student’s first attempt at an examination only.

An examination retest is the 2nd or 3rd attempt of a student who has not yet passed the examination. If
an examination is failed three times, a course of study must be repeated before the student is permitted
further attempts at the examination. Once the repeated course of study is completed, the examination
request will be submitted as an “initial” request because it is associated with a new course.
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An initial examination may be requested either as part of a course or as an examination only. If the
initial examination is requested through a course, any retest attempts must also be requested as part of
the same course. If an initial examination is requested as an Examination Only request, subsequent
attempts must be requested through that same examination number (identified by a four digit ID
number similar to a course ID number) and this four digit ID number must be entered on the initial
screen when the retest is requested.

ADA Accommodation Policy and Procedures

Americans with Disabilities Act of 1990 (ADA) allows for reasonable and appropriate accommodations
in accordance with the Americans with Disabilities Act for individuals with documented disabilities who
demonstrate a need for accommodation.

The purpose of test accommodations is to provide students with full access to the test. However, test
accommodations are not a guarantee of improved performance or test completion. The Division of EMS
provides reasonable and appropriate test accommodations to individuals with documented disabilities who
demonstrate a need for test accommodations.

Test accommodations are individualized and considered on a case-by-case basis. Consequently, no
single type of test accommodation (e.g. extra time) would necessarily be appropriate for all individuals
with disabilities.

Simply demonstrating that an individual meets diagnostic criteria for a particular disorder does not
mean that the person is automatically entitled to test accommodations. Specific test accommodations
should be related to the functional limitations. It is essential that the documentation of the disability
provide a clear explanation of the current functional limitation(s) and a rationale for each requested test
accommodation. A student should work with program directors and instructors who know them to
determine which test accommodations are appropriate.

All students who are requesting test accommodations because of a disability must submit a letter and
provide appropriate documentation of their condition and how it is expected to affect their ability to take
the test under standard conditions. This shall include but is not limited to the following:

¢ Individual Educational Plan (IEP) dated within the past five years
Supporting documentation from the medical or other qualified professional who diagnosed the
condition

o A detailed letter from a certified vocational evaluator who has evaluated the student.

The letter must contain the following:

(1) The nature and extent of disability;

(2) Proposed accommodation;

(3) Rationale behind the proposed accommodations; and

(4) Type of accommodations made to the student during training.

In the event a paper-and-pencil examination is requested as an accommodation, paper-and-pencil test
security policies shall be included with the submitted documentation.

To ensure adequate time to evaluate ADA requests, the accommodation(s) request and all
required documentation should be forwarded to the Division of EMS at least thirty (30) days
prior to the examination date.

The complete Department of Public Safety ADA Testing Policy may be found in APPENDIX C.
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Special Considerations Regarding Oral Examinations

In instances when a proctor must administer a test orally, the proctor shall precisely read each test
guestion aloud twice, allowing 10-15 seconds between the first and second reading. The proctor shall
read the question as written, neither emphasizing a particular portion, nor eliminating any particular
portion, so as not to suggest the correct answer.

The proctor shall then read the possible answers for the questions, pausing 3-5 seconds between
choices to allow students to mark their answers.

After all test questions and possible answers have been read aloud, students will be allowed to request
the proctor to read any question and / or possible answers again.

Oral examinations shall not be conducted in the same examination room with students taking the
computer-based examination.

Proctor, Facility, and Electronic Device Guidelines

Written Examination proctors must not be certified as a firefighter, fire instructor, assistant fire
instructor, fire safety inspector, fire safety inspector instructor, or EMS instructor.

Proctors shall monitor registration for all examinations. Scheduled students shall, upon reporting,
provide photo identification (ID). Acceptable forms of photo ID include state ID card, military ID card, or
driver’s license.

The testing room environment shall be as comfortable as possible with regard to temperature,
lighting, and seating (tables and chairs are required).

The room must be absent of posters, charts, pictures or other visible materials that could aid the
students in answering examination questions.

No electronic devices, including but not limited to, personal laptops, cell phones, flash drives, and
tablets, are permitted in the examination room or are to be used during the examination. This
applies to staff and testing personnel as well as students. Any approved electronic devices needed
for the testing will be provided by the examination site.

Students shall be spaced to ensure that they cannot readily observe each other’'s computer
screens.

Examinations shall not be administered to students who appear to be ill or obviously under the
influence of drugs or alcohol.

Proctors shall be the only persons allowed in the room during testing and shall not leave the room
for any reason during the entire examination process.
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Computer System Requirements

Only Internet Explorer, versions 9, 10 or 11 are compatible with the Division of EMS Course
and Examination Administration System. Confirm computer compatibility prior to scheduling
a written examination.

This Web site requires the use of Pop-ups. Please ensure Pop-ups are allowed.

To allow pop-ups from State of Ohio servers, in Internet Explorer click on Tools -> Pop-up Blocker
-> Pop-up Blocker Settings, and Add “*.state.oh.us” to the list of allowable sites.

If a message appears stating pop-ups are blocked, right click and select “Always allow Pop-ups
from this site”. Click “yes”, and then click “Retry” to allow this web page to retry and load. If any
custom toolbar is installed (e.g. Google Toolbar), make sure the pop-ups are allowed. Prior to
beginning a test session, ensure that all applications are closed except Internet Explorer.

Pre-Examination Instructions
Students, staff, and testing personnel shall be instructed that electronic devices are not allowed into
the examination room during testing (e.g., personal laptops, cell phones, flash drives, and tablets,

or any other electronic device the proctor deems restricted).

Students shall be instructed to read the attestation on the student login page.

This is a State of Ohio computer system and is the property of the State of Ohio. It is for authorized
use only. Users (authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses of this system and all files on this system may be intercepted, monitored,
recorded, copied, audited, inspected, and disclosed to authorized site, State of Ohio, and law
enforcement personnel, as well as authorized officials of other agencies, both domestic and
foreign.

By using this system, the user consents to such interception, monitoring, recording, copying,
auditing, inspection, and disclosure at the discretion of authorized site or State of Ohio
personnel. Unauthorized or improper use of this system may result in administrative
disciplinary action and civil and criminal penalties.

By continuing to use this system you indicate your awareness of and consent to these
terms and conditions of use.

If you agree with the attestation, please click the checkbox that you have read and
understand the attestation.

If you do not agree to the conditions stated in this notice, please close the browser to quit
the test.

NOTE: The student will only be permitted to take the examination by clicking the checkbox
indicating they have read and understand the attestation. If the student refuses they will be required
to leave the examination room without testing.

When the students have finished reading, the proctor shall ask if they understand the instructions. If

necessary, the proctor shall provide clarification. All questions shall be answered until there are no
further questions.

2015 EMS Course and Examination Manual Update 5.24.2016
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Students shall be instructed at this point to enter their assigned Username and Password, and
click “Take Test".

Students shall be instructed to carefully review and verify the information on the computer: Last
Name, First Name, Middle Initial, and contact information. Students will have the opportunity to
correct their personal information at this screen. A student’s date of birth and Social Security
number may not be edited and must be changed within the Division of EMS. To correct an
error in either date of birth or Social Security number discovered on the day of testing, please
contact the Division of EMS. The student may test, however documentation to correct the error
must be submitted to the Division of EMS as soon as possible.

Once the information is verified, the student shall check the box at the bottom of the screen and
click the “Start The Test button”:

Y| 1 acknowledge that my personal information above is correct to the best of my knowledge.

| start The Test |

NOTE: Only the mouse is required for the administration of the examination. It is recommended
that the keyboard be moved to the side once the student has logged into the student test site and
verified his / her personal information. This will prevent the student from pressing unauthorized keys
and closing the test session.

Once information has been verified the proctor shall provide the following information:
1. Students shall be informed of the number of questions on the exam.
2. Students shall be informed of the total time allowance for the examination.

3. Students shall be informed that any questions left unanswered (blank) will be scored as wrong
answers.

4. Students shall be informed that their final score is determined by deducting the number of
incorrect and unanswered questions from the total number of questions per exam.

5. Students shall be informed that the test score is not rounded to the nearest whole number to
establish the final score.

6. Students shall be informed that a passing score of at least 70 percent on the written
examination is required for certification, excluding instructor knowledge examination where the
passing score is 80 percent.

7. Students shall be informed that final scores below 70 percent (80 percent for instructor
knowledge exams) will result in the students’ need to retest. They shall be further informed that,
if needed, up to two retests.

8. Students shall be informed that no talking will be allowed once the examination begins.
9. Students shall be informed that if the proctor observes them cheating on the exam in any way,
their examination will be terminated, and they will be asked to immediately vacate the premises.

The cheating incident will also be reported to the program director and the Division of EMS for
possible additional action.
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10. Students shall be informed that once timing begins, they will only be permitted to leave the
examination room with testing proctor approval. Students will be excused one at a time.

11. Students shall be informed that upon completing the examination, they are to raise their hand to
let the proctor know they have completed their examination.

12. Students shall be informed that there is a right to appeal an examination on the basis of improper
examination administration or examination content. A student wishing to appeal an examination
shall submit the appeal in writing to the chartered program or accredited institution program
director within five (5) business days. The written appeal shall include a detailed explanation
including name of the examinee, contact information, the specific examination taken, the date,
time, and location of the examination, and the basis for the appeal.

13. At this point, the proctor will ask if there are any questions — questions will be answered promptly.
The proctor will continue to ask if there are any questions until there are no further questions.

Once all questions are answered the proctor shall announce the time, instruct the students to click the
“Start the Test” button, and students should begin the examination. Timing shall be initiated at this point.

NOTE: Failure on the part of the proctor to follow this procedure could constitute a breach in test security.
The Division of EMS Executive Director may revoke the approval of any proctor who compromises an
examination.

When a student has indicated he / she has completed the examination the proctor shall:

1. Ensure the student has completed the testing process; and
2. Instruct the student to log off the computer.

Once the computer has been logged off, the student should be instructed to leave the examination room.
Test Proctor Do’s and Don’ts

Test proctors may assist students who inadvertently exit out of the examination. The test proctor
reactivates the test by “unlocking” the student thus allowing them to resume the test. Test proctors must
document all reactivations. Reactivations are limited to situations when a student’s final score has not
already been posted.

Test proctors are not permitted to assist or provide aid to student testing. Students must enter their own
responses during the test and students are responsible for all computer prompts while taking the test.

Special Considerations Regarding Oral Examinations

In instances when a proctor must administer a test orally, the proctor shall precisely read each test
guestion aloud twice, allowing 10-15 seconds between the first and second reading. The proctor shall
read the question as written, neither emphasizing a particular portion, nor eliminating any particular
portion, so as not to suggest the correct answer.

The proctor shall then read the possible answers for the questions, pausing 3-5 seconds between
choices to allow students to mark their answers.

After all test questions and possible answers have been read aloud, students will be allowed to request
the proctor to read any question and / or possible answers again.

Oral examinations shall not be conducted in the same examination room with students taking the
computer-based examination.
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Establishing Initial Administrator
and Proctor Access

Establishing Initial Administrator and Proctor Access

Accessing the Account Center (One-Time System Setup)

The administrative interface provides the program director and the proctor with access to the
Division of EMS Course and Examination Administration System. To access the Account Center,
follow these steps:

1.
2.
3.

4.
5.

Open Internet Explorer browser (using Internet Explorer version 9.0 or higher)

Enter the URL in the address field:

https://ext.dps.state.oh.us/AccountCenter/Pages/Public/Login.aspx

Press the ENTER key.
The Account Center Login screen will appear.
Establish a Username and Password.

Creating an Account / Requesting Access to EMS Course and Administration System

ODPS Home | News | Webmaster

2 Department of
Ohio.gov | T Sley

Home ODPS Divisions ' Services About ODPS ' Contact Us

Account Center
Login

Security Bulletin

If an account already exists in the Account

Center, in place of step 1 below, click on

“Request Additional Access”, otherwise, click on
“Create Account”.

As long as user account requirements are met, click
Continue.

The Create New Account window opens allowing
entry of a user’s personal information.

Record the Password in a secure location. This
password is required for access to the system.

NOTE: A password must contain at least one
number, one special character, one upper case letter
and it must be at least 8 characters in length.

Check “EMS Course and Examination
Administration”.

Click “Submit”.
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0DPS Home | News | Webmaster

2 Department of
Ohio.gov | i ey

Home ' ODPS Divisions ' Services ' About ODPS | Contact Us

Account Center

Requirements for creating a new account

Create New Account

Please fill out the form below to createa new account.

User Name: 2 Password: ? Confirm Password:

Last Name: Middle Name:

Suffix: Phone:

Hote: These items are being requested to validate your identi
Last 4 of SSN: DOB(MM/DD/YYYY)  DL/State ID#:

Hote: All from ODPS.
Email Address:

will be sent o this email address
Confirm Email Address:

Hote: These questions will be used in the event you loose your password or require assistance:
<Seleot -

<Szkeor -

Szt -

Application(s) Access Request (Select Applicable)

[T salvage Affidsvit 4204
[ Salvage Affidavit 4202

Affidavits For Law Enforcement

Affidavits for Rey

nd Storage Facilities

[ EMS Grants

[ Avistion

[ EMS CE Trading

[ ATPS Inquiry

[l EMS Course and Examination Administration
[ nare

[ Motorcyde Ohic

[ Ohio Consortium of Crime Scienca(OCCS)

Enter the word as shown on the right: [
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An email verifying access is sent to the Program Director and Proctor from the Account Center.

In order to activate access, click on the link provided in the email. If this link is not clicked, the
account will not activate, and the Proctor will not be able to log in.

3 - O - > A » 0
% ) £ ) m (68 ‘l' = ““J &3 Mark Unread a& ) |“r.
v o i To Manager - ——— 5 =¥ WS Categorize ~ -
&). Delete Reply Reply Forward 8, . ) Move Assign Transiate Zoom
Al - (33 Team E-mail ~ = 23~ Palicy ~ ¥ Follow Up ~ 5 -
Detete | Respond Quick Steps @ Move | Tsgs :| _Edting | zoom | |
From: ODPSAccounts@dps.state.oh.us Sent: Thu 6/6/2013 3:12 PM
To:
Cc
Subject: Ohio Department of Public Safety - Application Access Request Approved

) &7

This email is being sent in response to an inquiry made in the Ohio Department of Public Safety Account Center
application.

Your request for access to EMS Testing Proctor Has been Approved

23 Retention Policy: Default All tems delete after 6 months (6 months) Expires: 12/3/2013

@) See more about: ODPSAccounts@dps.state.oh.us. | -~

At this point, Division of EMS fire testing administrators will process the request manually. Once they
have approved the request, notification will be sent to users, who may then access the system.
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Administrator and Proctor Login

Upon receipt of notification from the Division of EMS that an account has been approved,
administrators and proctors shall enter the Division of EMS Course and Examination Administration
System, using the following link:

https://services.dps.ohio.gov/EMSProctor/

NOTE: First-time users of the system will see this one-time EMS Testing — Attestation window,
which will require agreement before continuing. Do not click “I Agree” unless you meet the
conditions.

EMS Testing - Attestation

This is a State of Ohio computer system and is the property of the State of Ohio. It is for authorized use only. Any and all users of the testing system

have no explicit or implicit expectation of privacy.

| agree as an approved proctor that any and all uses of the EMS Testing System and all the passwords and files on this system are confidential and shall
not be released to any unauthorized personnel. Furthermore, all testing material is confidential and shall not be printed transmitted, copied or
reproduced in any fashion by any user. Anyone that holds a certification as an EMS or Fire instructor is prohibited from having access to testing

material and resources, including but not limited to examination passwords.
Unauthorized or improper use of this system may result in suspension of testing rights for the user and the educational facility, administrative
disciplinary action and/or civil and criminal penalties. By marking the box and continuing to use this system you indicate your awareness of and consent

to these terms and conditions of use. Log off immediately if you do not agree to the condition stated in this warning.

| have read, understand, and agree with the ahove statement.

IAgree |

After clicking “I Agree”, the process continues with the
Course and ExaminationAdministration Login screen.

1. Enter Username (as created in the Account Cours s Ex Mt Lo
Center).

2. Enter Password (as created in the Account
Center).

Login

ck here for help on new regisiration and password issues

3. Click “Login”.
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Administrator Functions

After logging in to the EMS Course and Examination Administration System, the first screen has five
available options for use. NOTE: The Course and Examination Administration Manual is
accessible from the bottom this page. Click on “Course and Examination Administration
Manual” to be linked to an online version of the Manual.

Current user-Bhanu

EMS Course and Examination Administration

Course/Examination Request

Course/Examination Search

Examination Results Search

Course and Examination Administration Manual

ﬁ =) Course and Examination Administration Manual

Each option is discussed in the following pages in detail; here is a brief overview of the five options:

Select “Request Course” to request a new course or to request an examination which contains both
practical skills and a written examination. Most course requests are approved within three (3) business
days however if more information is needed the Program Director will be contacted or the request will
be “Denied”. Once the course has been approved by the Division of EMS, an examination may be
requested through the course dashboard.

The “Request Written Exam Only” addresses the issue of how to request an exam directly when no
course is required or expected. This option is to be used for the Instructor Knowledge Pretest but may
also be used for situations such as Reinstatement or Pro Board Certification for any already certified
Firefighter when no practical skills are required. This option is not to be used when re-testing a student
who was initially tested through a course exam request and is retesting. Re-tests will continue to be
requested through the Course Dashboard Exam request;

“Course Search” allows a search of the system for courses already approved by the Division of EMS;

“Examination Search” which allows a search of exams that have already been approved by the
Division of EMS and;

“Examination Results Search” to be used to search for exam results for a student. An example of

when this would be used is when a student is being added to an Instructor course, this search would be
used to confirm that the student has taken and passed the Knowledge Pretest exam.
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Requesting an Initial Course

To request a course, choose the “Request Course” option.

Proctor Functions

|

Complete the request by using the following instructions.

Current user.
dorahood

Log Cut
H = : = : *Required
K& Back to Home Course / Examination Administration
*School Type: @ *Course [/ Certification Type: @
@ Fire Charter EMS Accreditation @ Initial Reinstatement ' Reciprocity ProBoard
*School: @ “Course Level =1 @
“Start Date: | mmiddiyyyy wmumaw@ “Course Hours: 0 @

Course/Examination location @
* Instructors: None

Guest Lecturers @
Submit Clear

School Type: Select “Fire Charter” or “EMS Accreditation”.

Select the name of the “School” from the drop down list.

Course / Certification Type: Select “Initial”.

Course Level: Click the dropdown arrow to display levels and choose the desired level.

Enter the “Start Date” of the training course (MM/DD/YYYY).

Enter the “Course Hours” of the training course (See appendix A: Recommended Hour Guide
for Fire Training Courses).

Check the “Course and Examination location” box and complete the required fields. If the
course is being held at an offsite location, select “Offsite” and complete the required fields.

ogrwWNE

~

tor search

Instructor Search

Certification Number: Search Clear @
Done

[ search | [ clear |

@

| Add | [ Done |
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8. Click the “Add” button and enter the Lead Instructor’s Certification Number in the “Add
Instructor” window.

9. Click “Search” to display the name of the Instructor, then click “Add” to add the Instructor to the
Course. For Firefighter | or Firefighter Il levels, use this function to enter the Skills Coordinator.

10. Enter “Guest Lecturers” if applicable.

11. Review the following section regarding Course Attachments for Initial Course Requests. Once
documents are uploaded, click “Submit”.
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Course Attachments for Initial Course Requests

Proctor Functions

As of July 30, 2015, the Course and Examination Administration System requires course documents to
be uploaded with all Initial courses. This will provide the necessary documentation showing course
hours and student contact time. These documents were previously attached to the Opening Report
(which the online Course Request replaced) and submitted to the Division of EMS for review.

Course/Examination Request

*School Type
® Fire Charter

EMS Accreditation

*School

A.’:?lzlrl Date: | What's this?
M1 Course/Examination location

"Instructors: None Add

— o Fitores Opioded /

Guest Lecturers:

Attachments:

Course / Examination Administration

“Course / Cenification Type

= Initial Reinstatement Reciprocity

“Course Level:

“Course Hours: O

| Submit |[ clear |

Curren t user
EMSPROCTORQAZ

Log Out

“Required

ProBoard

=

These documents, such as the course schedule or the course hours spreadsheet, may be attached as
Word, Excel, and PDF documents. Although more than one document may be attached and there is no
limit on the total size of all attachments, individual attachments must be no more than 4 MBs.

D]

Only Word, Excel and PDF File Formats are allowed

Maximum allowed size of each file is 4MB

*Select File: ‘
*Select File Type: D

Description:

Upload || Close

Ae Ems

If the attachment is too large, the following message will display:

Onfy Word, Excel and PDF Fifle Forrmaits are aflfowed
Maximurmm afllowed size of each fife ‘y
Please select file size less than 4VIB.

“Select File:

*Select File Type: | Other

Manual 5.48 MB

=]

Description:

l Upload H Close I

Browse...
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Notification of Course Approval / Denial

An example of a course approval email is shown below:

This email is to inform vou that the course vou requested has been approved.

Course ID: 1253

Course Location: Apollo Career Center
Course Level: Volunteer Firefighter
Course Tvpe: Initial

Course Start Date: 6/27/2014

If vou have any questions, please contact the Ohio Division of EMS at
OFSTesting@dps.ohio_ sov

Thank vou,
Doug Orahood
EMS State Fire/Testing Coordinator

NOTE: An email is also sent if a course is denied including the reason for the denial. The reason for the

Denial is entered in the comments. See below.

This email is to inform vou that the course vou requested has been denied.

Course ID: Not Applicable

Course Location: DEMS - Admin Only
Course Level: Firefighter I

Course Type: Initial

Course Start Date: 6/1/2013

The following feedback was provided by the Ohio Division of EMS:
Course hours are insufficent. Please correct and re-submit course request.

If vou have anv questions, please contact the Ohio Division of EMS at OFSTesting(@ dps.state.oh.us.

Thank vou,
Doug Orahood
EMS State Fire/Testing Coordinator

2015 EMS Course and Examination Manual Update 5.24.2016
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Course Request for Reinstatement

Based on the length of time a Certification has been expired an applicant may be required to take both
practical skills testing and a written exam to reinstate their certification. To request practical skills and a
written examination, a course request must be submitted prior to the reinstatement exam being
requested. If expired for less than six months, only a written exam is required which may be requested
using the Written Examination Only option. The program director is responsible for verifying
eligibility of the applicant prior to testing and determining which option applies.

To request a course request for a reinstatement applicant, follow the steps below.

Administrators (authorizing official or program director, if designated) will receive a course approval or
denial email from the Division of EMS.

Current user:
skedwards

og Out

Required

K Back to Home Course / Examination Administration
"School Type *Course / Certification Type
@) Fire Charter EMS Accreditation )Initial ® Reinstatement Reciprocity ProBoard
*School "Course Leve v
| v ’ ’ —
Instructors: None | Add |

Attach Practicals from Existing Course

Submit Clear |

School Type: Select “Fire Charter” or “EMS Accreditation.”

Select the name of the “School” from the drop down list.

Course Type: Select “Reinstatement”.

Course Level: Click the dropdown arrow to display levels and choose the desired level.

Courses requested for reinstatement do not require an instructor. However, FF1 and / or FF2

course requests for reinstatement will require a Skills Coordinator. To add a Skills Coordinator,

select “Add Instructor”, enter the “Skills Coordinator Cert #,” click “Search,” click “Skill

Coordinator” and click “Add.”

6. To match the practicals of a reinstatement applicant to those of an existing, currently running
course, add the existing course ID in the space provided next to “Attach Practicals from Existing
Course.” This will match the reinstatement applicant’s practicals to those of the existing course.

7. Click “Submit” to submit the course request.

arwDOE

Administrators (authorizing official or program director, if designated) will receive a course approval or
denial email from the Division of EMS within three (3) business days.
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Course Request for Reciprocity

Based on the type of reciprocity being requested and the level of certification in their home state, an
applicant will usually be required to take both practical skills testing and a written exam to become
certified in the state of Ohio. The applicant for reciprocity will receive a letter of approval from the
Division of EMS outlining testing requirements. The program director is responsible for verifying
eligibility of the applicant prior to testing and determining which option applies.

Current user;
y skedwards
Course/Examination Request
Log Out
Ohio Emangency
. N . - *Required
K Back to Home Course / Examination Administration
*School Type: “Course / Certification Type:
® Fira Charter () EMS Accreditation O Initial ® Reinstatement ) Reciprocity ) ProBoard
*School: “Course Level: W
| v

Instructors: None Add

Attach Practicals from Existing Course: |w-|at's this?

—

To request practical skills and a written examination, a course request must be submitted before the
Reciprocity exam may be requested. Follow the same steps for requesting an initial course except
choose “Reciprocity” for Course / Certification Type.

School Type: Select “Fire Charter” or “EMS Accreditation”.

Select the name of the “School” from the drop down list.

Course Type: Select “Reciprocity”.

Course Level: Click the dropdown arrow to display levels and choose the desired level.

Reciprocity courses requested to allow for practical skills testing do not require an instructor.

However, they will require a Skills Coordinator. To add a Skills Coordinator, select “Add

Instructor”, enter the “Skills Coordinator Cert #*, click “Search”, click “Skill Coordinator” and

click “Add”.

6. To match the practical skills of a reciprocity candidate to those of an existing, currently
running course, add the existing course ID in the space provided next to “Attach Practicals
from Existing Course.” This will match the reinstatement candidate’s practicals to those of an
existing course.

7. Click “Submit” to submit the course request.

arLDOE

Administrators (authorizing official or program director, if designated) will receive a course approval or
denial email from the Division of EMS normally within three (3) business days.

2015 EMS Course and Examination Manual Update 5.24.2016 25



Division of EMS Course and Examination Administration Manual Proctor Functions

Course Request for Pro-Board Certification

Current user
dorahood

Course/Examination Request

Log Out

- - - - - "Required
K3 Back to Home Course / Examination Administration q
*School Type @ *Course [ Certification Type:
® Fire Charter ©' EMS Accreditation Initial Reinstatement Reciprocity @ ProBoard
*Schoal: @ El "Course Level: El @

Instructors: None @

Attach Practicals from Existing Course: What's this? @

@ Submit Clear

Individuals who hold a Fire Certification in the state of Ohio that was issued prior to when Pro-
Board Certification was offered may test for certification. Depending on the date certification
was obtained, the individual will take an exam with Practical Skills testing and a written
examination or a written examination only. To qualify for Pro Board Certification, individuals
must score 70% or above on a Firefighter | or Firefighter Il examination. If taking a Firefighter |
and Il examination, the score on both sections of the exam (Firefighter | and Firefighter I1)
must be 70% or above to qualify.

To begin the process, certified individuals interested in receiving a Pro Board Certificate must
submit a request in writing to the Division of EMS. After review, the Division will issue a letter

outlining whether practical and written testing is needed or written testing only. This letter must

be provided to the Charter when the individual arranges for testing. If Practical Skills testing is
required, a course request must be submitted through the Division of EMS Course and
Examination Administrative System.

School Type: Select “Fire Charter” or “EMS Accreditation”.
Select the name of the “School” from the drop down list.
Select ADA — yes or no.

Select Course / Certification Type: “Pro Board”

Select the Course Level desired from the dropdown list.

ogrwnNE

Pro-Board exams do not require an instructor. However, they will require a Skills Coordinator.
To add a Skills Coordinator, select “Add Instructor”, enter the “Skills Coordinator Cert #”, click
“Search”, click “Skill Coordinator” and click “Add”.

7. Enter an “Existing Course ID” to insert a Pro-Board student to an existing course. This will
attach the student to an existing course and assign the student the same practical skills.
8. Click “Submit” to submit the course request.

If the information is complete, the course ID number will display at the top of the screen just below
“Course / Examination Administration”. The message will say “The Course Request has been received
and approved, Course ID: XXXX.” If there is a problem or more information is required, the message
will say “Course Request Submitted Successfully!” however no Course ID number will be included. You
will be contacted by a staff member of the Division of EMS for further information.
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Searching for Approved Courses
Select “Course Search” to locate course approved by the Division.

Log in at the proctor site: https://services.dps.ohio.gov/EMSProctor/ ,

Select “Course Search”.

Proctor Functions

{

!:!
I

EMS Course and Examination Administration

e

i
&
)
;i

|
g
{

Course/Examination Request

|

Course/Examination Search

|

Examination Results Search

:
4

Current userdorahood

1. Select Fire Charter or EMS Accreditation.

Current user:
—_— dorahood
R Search Course/Examination
[ J P~ ] Log Out
nay
mergency
i Sendces
K3 Back to Home Course Search

School Type: @ Fire Charter = EMS Accreditation @ School: El
Course Start Date: | mmvddiyyyy B @Course ID: @ Course Level El
® ©

2. Enter the search criteria which may include School name from the dropdown list (2), Course
Start Date (3), Course ID (4) and / or Course Level (5).

3. Click “Search” (6).

4. Choose the correct course by clicking “Select” on the right hand side of the screen.

; Course
Course ID Course Type Location Level - Lead Instructor
Start Date v
2526 Initial DEMS - Admin Only Volunteer Firefighter 11112016 Select
Page 1 of 1
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Creating a Course Dashboard

1. The course dashboard header will display the following details:

Charter Name

Course ID

Course Level

Course Start Date
Course / Exam Location

PO TR

Proctor Functions

Current user:

skedwards
Log Out
‘Ohio Emergency
Medical Services

Charter:DEMS - Admin Cnly Course ID: 2863
u Search Level: Firefighter | and 11 Start Date: 7/29/2015

Course/Exam Location :  Same as Charter
Instructors Add Exams Request New
None 7 7

Date Time Location ADA
07/29 210 PM DEMS - Admin Only N Select

Guest Speakers
Practicals Students Add
<Ll Name ADA  passed
1-1 PPE-Ingpacting SCBA Select
1-2 PPE-Donning PPE Select ORI ) il UGS EEER])
1-3 PPE-Donning SCBA Select
1-4 PPE-SCBA Emergency Procedures Select
7-3 One Firefighter Extension Ladder Carry and Raise Select
9-1 Exterior Class A Fire Select
10-1 Search and Rescue-Primary Search (Flip the Switch) Select
11-1 Advancing an Uncharged Line From Ladder Select
12-1 Advancing a Charged Line Into Structure Select
13-1 Interior Structure Fire Attack (Flip the Switch) Select
13-2 Establishing Command and Coordinating Crews Select
14-1 Horizontal Ventilation Select
26-1 Vehicle Extrication (Flip the Switch) Select
25-1 Flammable Gas Fire (Flip the Switch) Select

2. Lead Instructors /Skill Coordinators will display in the “Instructor” box. Lead Instructors / Skills

Coordinators may be added or deleted from the course as needed.

3. Click “Request New” to submit an examination request for the course. All approved written

examinations will appear in the “Exam” box.

4. “Guest Speaker” will appear in the appropriate box if guest speakers have been entered.
5. A “Practical Skills” list will be generated for viewing once the course has been approved if

practical skills are required for the course.

6. To add students to the course, click the “Add” button. All students will appear in the “Students”

box.

NOTE: A lead instructor shall not evaluate any student on the specific skills examination that

were taught by the instructor.
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Adding Student to the Course Dashboard

Select “Add” to add student to the course dashboard.

Students ——

Mo Students in course.

NOTE: Indicate whether the student will require ADA accommodations to complete the course. Check
the “Yes” button if ADA accommodations are required. Students will be required to supply an
Individual Educational Plan (IEP) or other documentation dated within five (5) years of the date
accommodations are being sought.

When adding a student who requires ADA accommodations, check the “Yes” button next to ADA. For
more information on ADA accommodations please refer to page 12 of this manual and the EMS Web
site for the complete Department of Public Safety ADA Testing Policy. Students must be able to supply
an Individual Educational Plan (IEP) or other documentation from a qualified professional dated within
five (5) years of the date they are seeking accommodations.

There are three options for adding students to the course dashboard:

1. To search by student name and birthdate, select “Add by Name”,

2. For students who have an Ohio certification number, select “Add by Certification #”,

3. For students who have never been Ohio certified, select “Add New Student” to create a new
record.

Adding Student by Name
1. Click “Add by Name”

2. Enter student’s First Name, Last Name, and Date of Birth
3. Click “Search”. Click “Clear” to clear information.

K3 Dashboard

Add By Name

*First Name: |Required Student List:

*Last Name: Required No students in course

*DOB mmy/ddfy

[ Search H Clear ]

If the search returns a single hame, the student may be added to the course. If multiple names
appear, click on “Add New Student” to enter the information manually.
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u[).i\-;llh

“Last Nam

*DOB

Cert No

Search

Student

“ADA: @

M

“First Name: Doug Student List:

oard

e. Orahood No students in course

First Name Last Name DOB City County
Doug Orahood Columbus Brown

|| Clear ‘
Doug, Orahood .

Yes No
[ Add Student |

Please wverify that this information is correct:

Name: Doug, Orahood .
Date of Birth:

Certification
Number:

ADA: Mo
I attest that abowve information is correct.

Edit || Print

Important:

Review student information prior to adding the student to the course dashboard. Data
entry errors create duplicate records and impact the certification process.

Verify that the student information is correct.

Print the student information and verify student’s personal data. The Division of EMS
strongly recommends that the printout be given to the student to verify the
information prior to testing.

To correct errors in a student’s date of birth or Social Security number
discovered after a student has been added to the course, but prior to the day of
testing, remove the student’s record from the course and re-enter the student
information correctly.

Errors in date of birth and / or Social Security number discovered on the day of
testing must be corrected through the Division of EMS. A student whose record
was entered with an incorrect date of birth and / or Social Security number may
be allowed to test. However, a representative of the Charter must contact the
Division as soon as the error is discovered in order to prevent a certification
card with incorrect information from being printed. Once documentation is
received and the correction is made, the certification card in question will be set
to print.

Once you
screen.

click “Add Student”, the student’s name will appear under “Student List” on right side of the

2015 EMS Course and Examination Manual Update 5.24.2016 30



Division of EMS Course and Examination Administration Manual

Adding a Student by Certification Number

1. Click “Add by Certification #”
2. Enter the student’s Certification Number
3. Click “Search”

Proctor Functions

Certification Number: [

Student: Orahood, Doug

"ADA: @ O Yes O No

Orahood, Doug does not have any active certifications.

Student List:

No students in course

Verify the student’s name, active certification(s) (if applicable) and expiration date (if applicable).

Click “Add Student”.

Certification Number: |
Student: Sands, John E.
“ADA: @ © Yes © No

Add Student
Certification Exp. Date
Paramedic r

Firefighter Il
Fire Instructor
EMS Instructor

Student List:

No students in course

NOTE: Indicate whether the student will require ADA accommodations to complete the course. Check

the “Yes” button if this is the case.
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Please verify that this information is correct:

Name: Doug, Orahood .
Date of Birth:

Certification

Number:

ADA: MNo

I attest that above information is correct.

| Edit || Print |

Important:

Review student information prior to adding the student to the course dashboard. Data
entry errors create duplicate records and impact the certification process.

Verify that the student information is correct.

Print the student information and verify student’s personal data. The Division of EMS
strongly recommends that the printout be given to the student to verify the
information prior to testing.

To correct errors in a student’s date of birth or Social Security number
discovered after a student has been added to the course, but prior to the day of
testing, remove the student’s record from the course and re-enter the student
information correctly.

Errors in date of birth and / or Social Security number discovered on the day of
testing must be corrected through the Division of EMS. A student whose record
was entered with an incorrect date of birth and / or Social Security number may
be allowed to test. However, a representative of the Charter must contact the
Division as soon as the error is discovered in order to prevent a certification
card with incorrect information from being printed. Once documentation is
received and the correction is made, the certification card in question will be set
to print.

Once you click “Add Student”, the student’s name will appear under “Student List” on right side of

the screen.
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Adding a New Student with No Prior Certification

Proctor Functions

Click “Add Student” to add the student to the Course Dashboard. Enter the data in the fields provided.
A red asterisk (*) indicates a required field.

"Required

Required

00-00-0000

mmiddiyyyy

Required

Required

(00000000

Required

(g Dashboard
Add New Student
Enter data carefully. Once data is saved, you will have to remove the
student to change data.
*First Name: Required *Last Name:
Middle Initial:
ssn. 00200000 “Confirm SSN:
*DOB: mmiddlyyyy *Confirm DOB:
*Address 1: Required Address 2:
County: B "City:
*State: B “Tip:
*Phone: (000joqo-00a0 Cell:
*E-Mail: Required *Confirm E-Mail:
s ¢ 0 Yes O No
| Add Student || lear |

2015 EMS Course and Examination Manual Update 5.24.2016
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FPlease werify that this inforrmation is correct:

S5SMM:

MNMame:s Edwards, Susan E.
Date of Birth:

Address 1: 1970 West Broad Street
Address 2:

Cittw:= Columbus
Couwunty: Franklin

State: O hiio

Zip: AZI223

Phome: 5147281525

Cell:z

Emmvail:

A, [ l'e]

I attest thhat abowve information is correct.

Edit | [ Prnnt

Important:

¢ Review student information prior to adding the student to the course dashboard. Data
entry errors create duplicate records and impact the certification process.

o Verify that student information is correct.

e Print the student information and verify student’s personal data. The Division of EMS
strongly recommends that the printout be given to the student to verify the
information prior to testing.

e To correct errors in a student’s date of birth or Social Security number discovered
after a student has been added to the course, but prior to the day of testing, remove
the student’s record from the course and re-enter the student information correctly.
Errors discovered after practical testing or on the day of the student’s written exam
must be corrected by the Division of EMS.

e A student whose record was entered with an incorrect date of birth and / or Social
Security number may be allowed to test. However, a representative of the Charter
must contact the Division as soon as the error is discovered in order to prevent a
certification card with incorrect information from being printed.

e Once documentation is received and the correction is made, the certification card in
question will be set to print.

Once you click “Add Student”, the student’s name will appear under “Student List” on right side of
the screen.

“Required

“First Marme Student List

Mame(Cert Number) DA
Dos: Bunny, Bugs (MIAY W VWD
Coyote, Wybe E. (NA) Mo
Duck, Draffy (MAA) Mo

Search Clear Fudd, Elrmer (FIA) Mo

Gonzales, Speedy (M) Mo

—

Click the “Dashboard” icon to return to the Course Dashboard.
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Adding a Student to Instructor Course and Searching for Examination Results

When adding a student to an Instructor course, a passing score (80%) on the Instructor Pre-test
(knowledge exam) is a prerequisite for entry into the course. Although the prospective student must
provide documentation from the school where he or she tested, the exam results may also be searched
using the Examination Results Search function.

Current user:
— dorahood
gﬁ ﬁ Course/Examination Request Search Course/Examination Examination Results Search
b Log Out
— L 4
[l i siad

*Required

u Dashboard

Add By Name Add by Certification # Add New Student

Student List:

Certification Number: 170190 | search || cClear |

No students in course
Student: Jordan, Hal
“ADA: @@ © ves © No

Please Enter the Knowledge Exam Results

"Knowledge Exam ) -

Pass Date mmmvdcryyyy | BB

"School Type: ® Fire Charter ' EMS Accreditation

“School: b
Add Student

Certification Exp. Date

Firefighter 11 1/30/2018

Search Course/Examination Examination Results Search

K3 eack to Home Examination Results Search

Search by Certification # Search By Name

Any exams a student has taken will be displayed below. If the exam was passed, a score will also be
displayed. No score will be displayed in situations where the exam was not passed.

Current user
testonos
x . 2 R
£F ook to Home Examination Results Search 2a ooy
8 Pees
Search by Certification # Soarch By Name
Ceruficazson Numcer | 133180 Seacch Clea=
133180 Cranhood W Couglas Fre Charter OEMS - Agmun Oty Fire Satety Inspector 2182015 Not Gracea
133180 Oranooc W Douglas Fre Chamer Pianay-Ross Career & Technology Center Fresgnoer | 2132015 Fas
133180 Oranood W Douglas Fre Charer DEMS - Agmmun Only Fre Safety Inspecior 2902015 Not Gracea
133180 Orahood W Douglas Fre Charer DEMS - Adewn Only Fre Safety Inspectior 22015 Fass 100
133180 Crahood W Douglas Fre Charer OEMS - Agmin Oniy Frefigroer 1 anc N E2015 Pass =
133180 Oranoocs W Cougtss Fre Chaner DEMS - Agmwn Onty FreSghtec | 252015 Pass s
133180 Cranood W Douglas Fre Ohamer DEMS - Agewn Only Voicrteer Feefighter 2052015 Pass E
133180 Orahoos W Douglas Fire Charter OEMS - Agewn Ondy Volunteer Finefighter /472015 Not Gracea
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Entering Practical Skills Results

The Program Director or their designee must enter the practical skills test results into the course
dashboard. If practical skills are required, these must have been completed successfully prior to taking
the written test. There are two options for adding students’ practical skills test results to the Course
Dashboard — by practical skill and by student.

NOTE: A lead instructor shall not evaluate any student on the specific skills examination that
were taught by the instructor.

Entering Practical Skills Results by Skill

) Click "Select™ to enter the resulis of the
Practicals student by Skill.
Skill
24-1 Ignitable Liguid Fire (Flip the Switch) Select
26-1 Vehicle Extrication (Flip the Switch) Select
25-1 Flammable Gas Fire (Flip the Switch) Select

To enter practical skills results, click “Select” on the tested skill.

&) Dashboard Practical: | 1-3 PPE Donning SCBA =

Students

Name Date Pass/Fail Instructor Cert#
Bunny, Bugs (MNAA) Pass Fail Save

Coyote, Wylie . (MNAA) Pass Fail Save

Duck, Daffy (M/AY Pass Fail

Fudd, Elmer (MN/A) Pass Fail Save

BEEEE

Gonzales, Speedy (M/A) Pass Fail

Click the calendar to select the date the skill was performed (MM/DD/YYYY).
Select “Pass” or “Fail” for the skill.

Enter the certification number of the instructor serving as the skills evaluator.
Click “Save”.

Pwbn =

Practical: | 1-3 PPE Donning SCBA x>

-~ This message appears after clicking “Sawve”

Students

Name Date

Bunny, Bugs (MA) 10172014
Coyote, Wylie E. (M/A) 107172014
Duck, Daffy (NIA)Y 10/1/2014
Fudd, Elmer (N/A) 10/1/2014

Gonzales, /0'1 2014 \

Date of Practical

Pass/Fail Result
Skill attem pt.

To correct Pass / Fail inputting errors, all testing attempts must be deleted and re-entered for the skill.
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Entering Practical Skills Results by Students

Current user:
dorahood
Log Out
Onio Emargency
Medical Services
“Required
u Dashboard Student' | Gordon, Barbara E Select student name from dropdown box
Click here to remove
Remove From Course
-~ studentfrom course.
Student Info
= @ 8 If you indicate "Yes" for ADA accommodations you must
ADA: ®Yes © No indicate which type of ADA request is being made (written,
practicals, or both) and then click "Update Student Info". Click
*ADA For: 2 Practicals © Writen © Both "Update Student Info" when changes are made to the ADA
status. Do not click "Update Student Info" for updates to other
Update Student Info infermation on this page.
Practicals
Name Date Pass/Fail Instructor Cert# Click "Save"
after entering
24-1 Ignitable Liquid Fire (Flip the Switch) | mm/ddiyyyy E _ Pass O Fail Save the Date,
Pass/Fail, and
26-1 Vehicle Exrication (Flip the Switch) | mmiddyyyy &4 © Pass © Fai Save « Instructor
Certification
25-1 Fl ble Gas Fire (Flip th number
Swilch)ammal e Gas Fire (Flp the LDLEELE E - Pass © Fail Save

1. Select student name from dropdown box. To remove a student from the course click “Remove
From Course”

2. Select if the student has requested ADA accommodation

a. If you indicate “Yes”, you must select the type of ADA request (Practical, Written, or
Both)

b. Click “Update Student Info” to save your entry. NOTE: Do not click “Update Student
Info” for updates to information other than ADA.
3. Click the calendar to select the date the skill was performed (MM/DD/YYYY).

4. Select “Pass” or “Fail” for the skill. To correct pass / fail inputting errors, all testing attempts
for that skill must be deleted and re-entered.

5. Enter the certification number of the instructor serving as the skills evaluator.

6. Click “Save”

Practicals

Name Date Pass/Fail Instructor Cert#

24-1 Ignitable Liquid Fire (Flip the Switch) | 1/1/2015 Pass 133180 Delete
1/1/2015 Fail 170190

26-1 Vehicle Extrication (Flip the Switch)
1/8/2015 Pass 133180 Delete

25-1 Flammable Gas Fire (Flip the Switch) 1/1/2015 Pass 170190 Delete
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Current user:
dorahood

Log Out

Charter:DEMS - Admin Only Course ID: 2813

kg Search Level: Firefighter Il Transition Course Start Date: 1/1/2015
Course/Exam Location:  Same as Charter

Instructors Exams Request New

Cert# Name Role Date Time Location ADA
| Douglas Orahood Lead Instructor Remove 06/29 1:00 AM DEMS - Admin Only N Select
170190 Hal Jordan Skill Coordinator Remove

Guest Speakers

Practicals Students Add

Skill Name ADA E::::gal

24-1 Ignitable Liquid Fire (Flip the Switch) Select

26-1 Vehicle Extrication (Flip the Switch) Select Banneribitucel(ti2) X jles Select

25-1 Flammable Gas Fire (Flip the Switch) Select ETnlTay B (11 L iz e
Hawke, Connor (N/A) N No Select
Kent, Clark (N/A) N Yes Select
Parker, Peter (N/A) N Yes Select

The Passed Practical indicator for the selected student will change to “Yes” after the student passes
all assigned practical skills. “No” means students are not eligible to take the written examination
because practical skills testing is not complete, or the student failed a practical skill after 3 attempts.

NOTE: A lead instructor shall not evaluate any student on the specific skills examination that were
taught by the instructor.
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Requesting a Written Examination

An initial examination request is the first attempt for a student to test at the completion of a fire training
course or the first attempt at an examination only.

An examination retest is the 2nd or 3rd attempt of a student who has not yet passed the examination. If
an examination is failed three times, a course of study must be repeated before the student is permitted
further attempts at the examination. Once the repeated course of study is completed, the examination
request will be submitted as an “initial” request because it is associated with a new course.

An initial examination may be requested either as part of a course or as an examination only. If the
initial examination is requested through the course, any retest attempts must also be requested as part
of the same course. If an initial examination is requested as an Examination Only request, subsequent
attempts must be requested through that same examination (identified by a four digit ID number similar
to a course ID number) and this four digit ID number must be entered on the initial screen when the
retest is requested.

Click “Request New” to submit an examination request for a current course. All initial and retest
must be submitted on the original Course ID. Do not set up a new course for retesting students.

Examinations must be requested a minimum of seven days prior to the desired date of the
written examination. This will be enforced.

Current user.
dorahood
Log Out
QOhio Emergency
Medicol Services
Charter:DEMS - Admin Only Course ID: 2313
K Search Level: Firefighter Il Transition Course Start Date: 1/1/2015
Course/Exam Location :  Same as Charter
Instructors Add Exams Request New
Cert# Name Role Date Time Location ADA Start by
Douglas Orahood Lead Instructor Remove 06/29 1:00 AM DEMS - Admin Only N Select Cl |Ck|ng
170190 Hal Jordan Skill Goordinator Remove “ Request
New”
Guest Speakers
Practicals Students Add
Skill Name ADA l':‘;’:fggal
24-1 Ignitable Liguid Fire (Flip the Switch) Select
26-1 Vehicle Extrication (Flip the Switch) Select EannetlHucel(NA) X ves Selecl
25-1 Flammable Gas Fire (Flip the Switch) Select Eamiter, FviiamE (LU X b e
Hawke, Connor (N/A) N No Select
Kent, Clark (N/A) N Yes Select
Parker, Peter (N/A) N Yes Select

2015 EMS Course and Examination Manual Update 5.24.2016 39



Division of EMS Course and Examination Administration Manual Proctor Functions

Current user:
skedwards
Log Out
Ohio Emergency
Medical Services
*Required
K3 Dashboard New Exam Request
Examinations shall be requested a minimum of seven (7) days prior to the written examinations.
Course ID: 2352 Course Level: Firefighter | and Il
Course Start Date: 7202015 Course Type: Initial
*ADﬁ.: o Oves O No Written Exam Date: | mmvddiyyyy ﬁ
*Type of Test: Select Exam b
*Curriculum: [Jones & Bartlett 2008 Edition hd
*Number of Students: |Requirzd

1. Examinations must be requested a minimum of seven days prior to the desired date of
the written examination. This will be enforced.

2. Select “Yes” or “No” to indicate if the request is for a student that is requesting ADA
accommodations for the written examination. A separate testing request must be made for
written examinations requiring ADA accommodations. Students seeking ADA
accommodations may do so at any time however the approval process may take 30 days and
if requested just prior to testing, will delay the student’s ability to test.

(NOTE: the Program Director may indicate which type of ADA accommodations will be
needed when adding the student to the course. Accommodations are available for written
testing, practical testing or both written and practical testing. An automated message is sent to
the Division of EMS when an ADA is indicated on the student record).

3. Enter desired Written Exam Date (MM/DD/YYYY).

4. Select Type of Test from drop-down list.

5. Select Curriculum (NOTE: exams are based on the current NFPA Standard and NOT the
curriculum).

6. Enter Number of Students.

"Exam Requaited By @

“Scheol Type ® Fire Charter EMS Accreditation

“Exam conducted 3t @ Same location as the above selected school @
Angither Fire Charies
Argiher EMS A Crisdi et
CHTsada

Exam Requested By: Select School Type (Fire Charter or EMS Accreditation).

Select the School Name from dropdown list (field will default to the school that requested the
course).

9. Examination conducted at (4 possible selections):

© N

a. Same location as the selected school.
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b. Another Fire Charter.

i. If selected, choose a school from the dropdown list:

Exam conducted at: ©) game [ocation as the above selected schaol

@ Another Fire Charter Select the Fire Charter below:
Another EMS Accreditation
Offsite DEMS - Admin Only E

Same locaton a5 the above selected schoal

Ancther Fire Charies Salect the EM5 Accraditation bebovw
¥ Another EMS Ac créditation

Lnisie

c. Another EMS Accreditation Schools.
i. If selected, choose a school from the dropdown list:
d. Offsite indicates the testing location is different than that which is on file for the School
Fire Charter. The proper paperwork must be on file with the Division of EMS prior to
requesting an Offsite testing location.

i. If selected, fill in the Test Center Name, physical address and phone number.

Exam conducted at: © game location as the above selected school

Another Fire Charter Enter Test Center Address:
Another EMS Accreditation c
*Center Required
@ Offsite Name:

*Address 1: | Require

Address 2:

~City: Required

“State: Ohio |T|
=Zip: Required

“Phone #:

2. Enter “Session Begin Time”.

*Session Begin Time:

12[~]/oo[~| PMm[~]

Proctor Information

*First Name: R B HE

Middle Name:
“Last Name: SOt

*Proctor E-Mail: FE

*Confirm E-Mail: Requirec
*Telephone #:

Fax #:
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3. Complete Proctor Information. Proctor email is a required field. NOTE: Proctor email
information is case sensitive. The Proctor will be notified at this email address when the
examination has been created by Division of EMS staff. Please double check Proctor email

address to insure it is correct.

4. Click “Submit”. Confirmation of the request will follow as shown below.

Close

Exam request details has been received by EMS. We will contact you with further information.

The system will notify the Program Director and the Proctor by email when the examination has
been set up. However, only the Proctor will receive the email that includes the password for all

students to use when logging into the examination session.

Delete Respond Quick Steps 5 Move

© This message was sent with High importance.

From: DPS EMS OFS Testing

To:

cc

Subject: FW: Automated E-Mail: New Exam Request Received

Sent: Friday, June 14, 2013 9:58 AM

To: DPS EMS OFS Testing;

Subject: Automated E-Mail: New Exam Request Received
Importance: High

Ii From: OFSTesting@dps.state.oh.us [mailto: OFSTesting@dps.state.oh.us

School Name: Township Fire and EMS
School Id:

School Type: Fire Charter

Test Type: Volunteer Firefighter

Exam Date: 06292013

Proctor Name: ’

Proctor Phone: (513)

Proctor E-Mail:

23 Retention Policy: Default All tems delete after 6 months (6 months) Expires: 12/14/2013

@ See more about: DPS EMS OFS Testing.

Policy - & Follow Up ~

== & > L% = FW:Automated E-Mail: New Exam Request Received - Message (HT... =HEC
| L || Message Add-Ins > @
4 Reply paea ) N - il &3 Mark Unread )
» X (2 m @ 2 9 2 a
3 Reply All @ To Manager - - N - m Categorize ~
& - Delete o - Move Assign Editing  Zoom
@ Forwara = 33 Team E-mail 2 23 - S

Sent: Mon 6/17/2013 12:30 PM

) &1

The Proctor will receive an approval or denial email. Examination approval emails confirm the test date
and include the test password that all students use to log in to take the test.

The approved examination will now appear on the Course Dashboard.
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Request a New Examination — Initial

An example of the course dashboard appears below:

buﬂ! l !E

dorahocod

Log Out

Ohio Emergancy
Medical Senvices

Charter:DEMS - Admin Only Course ID: 2378

u Search Level: Firefighter | Start Date: 1/1/2015
Course/Exam Location:  Same as Charter

Instructors Exams ——pp | Request New

No Exams approved for this course.

Cert# Name Role
170069 Daffy Duck Lead Instructor Remove
170070 Bugs Bunny Skill Coordinator Remove

Guest Speakers

Arthur Curry

Practicals Students Add
on T,

1-1 PPE - Inspecting SCBA Select

13 PPE Donning SCBA Select Rettliiaveyi(bUIA) X o Selert
7-3 One Firefighter Extension Ladder Carry and Raise Select (€ames, Jay (WA, X e 26 i
10-1 Search and Rescue - Primary Search Select LT, (A, X HO Select
13-1 Interior Structure Fire Attack Select Kyle, Selina (N/A) N No Select
21-2 Equipment Maintenance - Cleaning and Inspecting Rope Select Nygma, Edward (N/A) N No Select
22-1 Hose Maintenance - Cleaning and Inspecting Fire Hose Select FILYEE, SRIEN (Y, X LE G
32-1 Salvage and Overhaul - Twao Firefighter Salvage s

elect

Deployment e

1-4 PPE -SCBA Emergency Procedures Select

1-2 PPE-Donning PPE Select

To submit an examination request, Click on the “Request New” tab.
Exams —_— | Request New
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Current user.
dorahood

Log Out
“Required
K3 Dashboard New Exam Request
Examinations shall be requested a minimum of seven (7) days prior to the written examinations. @
Course ID: 2526 Course Level: volunteer Firefighter
Course Start Date: 1/1/2018 Course Type: Initial
“ADA: @ Y Yes © No @ *Written Exam Date: mm/ddiyyy j @
*Type of Test: Select Exam El @
“Curriculum:  (5)[Jones & Bartlett 2008 Edition =]
*Number of Students: |Required @

“Exam Requested By

*School Type: 2 @
~ Fire Charter:

"Exam conducted 3t © game Iocation as the above selected school @
-~ Another Fire Charter
- Another EMS Accreditation @

- Offsite @

Session Begin Time: @ Proctor Information

12[-] 00[~] PMm[~]

*First Name: Required

Middle Name:
*Last Name:

“Proctor E-Mail:

R

*Ceonfirm E-Mail:

*Telephone #

Fax #:

Submit Clear @

© N

9.

Select ADA — Yes or No. NOTE: Students seeking ADA accommodations may do so at any
time. However the approval process may take 30 days and if requested just prior to testing,
will delay the student’s ability to test. A separate exam request must be made for each
ADA student. All non-ADA students taking the exam may be accommodated in one exam
request.

Enter the date of the Written Exam. NOTE: An exam request must be submitted at least seven
(7) days prior to the date of the exam being requested.

Select the exam from the drop down menu marked “Type of Test".

Choose from “Curriculum” drop down list.

Enter the number of students who are anticipated to test. NOTE: This number does not need to
be identical to the number of students who are actually added to the Exam.

Select School Type (either Fire Charter or EMS Accreditation).

Select your School.

Complete the “Exam Conducted at” location. NOTE: if Offsite is chosen, the Division of EMS
must have an Offsite Testing Agreement in the Charter file prior to the exam being
approved.

Enter Session Begin Time,

10. Enter Proctor Information.
11. Click “Submit” to submit the exam request.
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Requesting a Written Exam Only

To request a Written Examination Only, choose the “Request Written Exam Only” option.

t
Ll

Select First Attempt (see example below) or Re-Test (next page).

Current user:
dorahood

Log Cut
K3 8ack to Home Examination Only Request “Required
Examinations shall be requested a minimum of seven (7) days prior to the written examinations.
*This Examination Only Request is for @ First Attempt ' Re-Test
Requesting a Written Exam Only - First Attempt
Current user
dorahood
Course/Examination Request ourse/ 2 atio atio esults Searcl
Log Out
Examination Only Request "Required

IMPORTANT! Examinations shall be requested a minimum of seven (7) days prior to the written examinations.

This is an Examination Request for First Attempt change

*School Type "Exam / (:muf.n.nmn@
vF @ & Fire Charter Tooe & Instructor
EMS Accreditation Reinstatement
Reciprocity
@ FroBoard
, eam: G
School [=] =1
*ADA - ﬂ® Yes MNo “Written Exam Date: mrmddiyyyy o @
“NMumber of Students Required @

S S

School Type: Select “Fire Charter” or “EMS Accreditation”.

Select the name of the “School” from the drop down list.

Select Exam / Certification Type.

Select Exam from the dropdown list. Use arrow to display levels and choose the desired exam.
Select ADA — Yes or No. NOTE: Students seeking ADA accommodations may do so at any
time. However the approval process may take 30 days and if requested just prior to testing,
will delay the student’s ability to test. A separate exam request must be made for each
ADA student. All non-ADA students taking the exam may be accommodated in one exam
request.

Enter the date of the written exam. NOTE: An exam request must be submitted at least seven
(7) days prior to the date of the exam being requested.

Enter the number of students that are anticipated to test. NOTE: This number does not need to
be identical to the number of students who are actually added to the Exam.
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*Exam conducted at

@ Same location as the above selected school

- Another Fire Charter
- Another EMS Accreditation
- Offsite

8. Choose the location where the exam will be conducted. If the exam is to be conducted at a

location other than the Fire Charter or EMS Accredited school the Division of EMS must have a

Written Testing Agreement allowing that location to be used for testing.

“Session Begin Time: (5 Proctor Information @
12[z][oo[=][Pm[=] “First Name: Require:

Middle Name:

“Last Name
Proctor E-Mail: [

SE— - — Case sensitive!

*Telephone #:

Fax #:

G D [ submit |[ Ciear |

9. Enter the start time of the examination in “Session Begin Time”.
10. Enter Proctor Information.

11. Click “Submit” to submit the exam request or “Clear” to start over or not submit the request.

Requesting a Written Exam Only - Re-Test

1. Enter four digit ID number from previous examination attempt.

Current user:
dorahood

Log Out

K3 Back to Home Examination Only Request "Required

Examinations shall be requested a minimum of seven (7) days prior to the written examinations

"This Examination Only Requestis for: © First Atterpt @ Re-Test

“Enter ID from Previous Exam |

Next ==

2. Click “Next” to proceed with the request.

(Continued on Next Page)

2015 EMS Course and Examination Manual Update 5.24.2016
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Current user:
dorahood

Log Out

K Back to Home Examination Only Request "Required

Examinations shall be requested a minimum of seven (7) days prior to the written examinations.

This Examination Request is a Re-Test for Exam ID:2797 change -

School Type: @ Fire Charter Exam / Certification Type: Initial @
*Exam:
School: @ DEMS - Admin Only = @
" - - .
ADA: @ @ @ ves O No *Written Exam Date: mmiddfyyyy E @

*Number of Students: Required @

“Exam conductad at @ Same location as the above selected school
© Ancther Fire Charter
' Another EMS Accreditation
© Offsite

*Session Begin Time: @ Proctor Information

12[=]|00[=] PMm[=]

*First Name: Required

Middle Name:

*Last Name:

Case sensitive!

*Proctor E-Mail:

*Confirm E-Mail: Required

*Telephone #:

Fax #: (000)000-0000

G [ suom || iear |

School Type: Select “Fire Charter” or “EMS Accreditation”.

Select the name of the “School” from the drop down list.

Select ADA — Yes or No. NOTE: Students seeking ADA accommodations may do so at any

time however the approval process may take 30 days and if requested just prior to testing,

will delay the student’s ability to test. A separate exam request must be made for each

ADA student. Non-ADA students taking the exam are accommodated in one exam request.

4. Select Exam / Certification Type.

5. Select Exam from the dropdown arrow to display levels and choose the desired level.

6. Enter the date of the written exam. NOTE: An exam request must be submitted at least seven
(7) days prior to the date of the exam being requested.

7. Enter the number of students that are anticipated to test. NOTE: This number does not need to
be identical to the number of students who are actually added to the Exam.

8. Choose the location where the exam will be conducted. If the exam is to be conducted at a
location other than the Fire Charter or EMS Accredited school, the Division of EMS must have a
Written Testing Agreement allowing that location to be used for testing.

9. Enter the start time of the examination in “Session Begin Time”.

10. Enter Proctor Information.

11. Click “Submit” to submit the exam request or “Clear” to clear all fields.

wnN e
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Written Examination Only for Reinstatement

To request a written examination only for the purposes of reinstatement, follow the same steps for
requesting an Examination Only and choose “reinstatement for the “Exam / Certification Type”.

Current user dorahood

_—
S EMS Course and Examination Administration Log Out

Course/Examination Request

Course/Examination Search

Examination Results Search

1. Click on “Request Written Exam Only” button under the Course / Examination Request option.
2. Indicate whether the request is a first attempt or retest and click “Next” for first attempt.
NOTE: For retest, you must include the four digit ID number assigned to the previous exam
attempt.
3. Once at the Examination Only Request screen, follow steps 1 through 11 to complete the request.
(Fesckron i Examination Only Request e
Examination Only Request feqred
S S o Examinaiions shall be requesied a mnimum of seven (7) days prior to the writen examinations.
“This Examination Only Requestis for- © FistAtemgt @ ReTest
“Enter D fom Previous Exam |
Next>>
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Current user:
dorahood

Log Out

K3 Back to Home Examination Only Request "Required

IMPORTANT! Examinations shall be requested a minimum of seven (7) days prior to the written examinations

This is an Examination Request for First Attempt change

*School Type: @ ® Fire Charter ;fr;aem fCer':ification@ ® |nstructor
© EMS Accreditation © Reinstatement
@ Reciprocity
© ProBoard
*Schg EI xExam:@ E|
“ADA: @ @ ® Yes ® No *Written Exam Date: mm/ddlyyyy i @
*Number of Students: Required @
1. Choose School Type.
2. Choose Exam / Certification Type.
3. Choose School from drop down list.
4. Choose Exam from drop down list.
5. Choose ADA — yes or no. NOTE: If you are requesting an exam for an ADA student, please

refer to page 12 of this manual. ADA approval process may take up to thirty (30) days.

6. Choose Written Exam Date. NOTE: An exam request must be submitted at least seven (7)
days prior to the date of the exam being requested.

7. Enter the number of students who are anticipated to test at this time. NOTE: This number does
not need to be identical to the number of students who are actually added to the Exam.

*Exam conducted at 5
@ Same location as the above selected school

© Another Fire Charter
© Another EMS Accreditation
@ Offsite

8. Choose location where Exam will be conducted. (NOTE: if Offsite is chosen, the Division of
EMS must have an Offsite Testing Agreement in the Charter file prior to the exam being
approved).
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*Session Begin Time:@
12[~][00[-]|PM[~]

Proctor Information

“First Name:
Middle Name:
*Last Name:
“Proctor E-Mail:
*Confirm E-Mail:
*Telephone #:

Fax #:

@ [ suomi [ Gar

9. Enter the start time of the examination in “Session Begin Time”.

10. Enter Proctor Information.
11. Click “Submit” button.

a Back to Home

School Type: @
School: @

"ADA: @ @

“Exam conducted at

*Session Begin Time:

Examination Only Request

Examinations shall be requested a minimum of seven (7) days prior to the written examinations

Fire Charter

DEMS - Admin Only

© Yes © No

Exam / Certification Type: Initial @

*Exam:

*Written Exam Date:

*Mumber of Students:

® Same location as the above selected school

= Another Fire Gharter

2 Another EMS Accreditation

O Offsite

®

12[ -] oo[-] PM[~]

Proctor Information

*First Name:
Middle Name:
“Last Name:
*Proctor E-Mail:
*Confirm E-Mail:
*Telephone #:

Fax #:

G [ submit [ Giear |

This Examination Request is a Re-Test for Exam ID:2797 Change/

mm/dd/

Required

Current user
dorahood

Log Out

*Required
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Written Examination Only for Reciprocity

To request a written examination only for the purposes of Reciprocity, click on the “Request Written

Exam Only” button.

1. Click on “Request Written Exam Only” button under the Course / Examination Request option.

2. Indicate whether the request is a first attempt or retest and click “Next” for first attempt.

NOTE: For retest, you must include the four digit ID number assigned to the previous

exam attempt.

sKEMS

o ST

Fesck torome Examination Only Request Requred
Examination Only Request gt

Examinaions shall be requesied a minimum of seven (7) days prior to the writien examinations.

Next>>

“This Examination Only Requestisfor - © FistAtempt @ ReTest

“Enter ID from Previous Exam |

Next>>

3. Once at the Examination Only Request screen, follow steps 1 through 11 to complete the
request.

Current user
arahood

Log Out
Examination Only Request "Required
Examinations shall be requested a miniMum of seven (7) days prior 1o the written sxaminations
This is an Examination Request for First Attempt change
“senoot Type: (1) o Fire Chaner “Exam s cerumcation () w jnerctor
EMS Accreditation © Reinstatement

Reciprocity

@ @ ProBoard

sorEa =1 “exsm: =1
TADA ves o “Written Exam Date: e - |
M

of Students: @ Required

Exam condusted St e g location as the above selected sehoo!

Ansther Fire Gh,

Ancther EMS Ac
Offsite

<session Begin Time: (&) prroctor inform eion )

‘ZI'I QDI'I PM"‘ “First Name:

Middle Name:

@[ submit || Clear |
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Choose School Type.

Choose Exam / Certification Type.

Choose School from drop down list.

Choose Exam from drop down list.

Choose ADA - yes or no. NOTE: If you are requesting an exam for an ADA student, please
refer to page 12 of this manual. ADA approval process may take up to thirty (30) days.
Choose Written Exam Date. NOTE: An exam request must be submitted at least seven (7)
days prior to the date of the exam being requested.

7. Enter the number of students who are anticipated to test at this time. NOTE: This number does
not need to be identical to the number of students who are actually added to the Exam.

agrwdE

o

“Exam conducted at .
@ Same location as the above selected schcol

Another Fire Charter
Another EMS Accreditation
Offsite

8. Choose location where Exam will be conducted. (NOTE: if Offsite is chosen, the Division of
EMS must have an Offsite Testing Agreement in the Charter file prior to the exam being
approved).

“Session Begin Time: @ Proctor Information
12[=] 00[=] [ PME]

“First Name: Required
Middle Name:
*Last Name: Required
“Proctor E-Mail: Required
*Confirm E-Mail: Required
*Telephone #:

Fax #:

() [ submit [ Cleer |

9. Enter the start time of the examination in “Session Begin Time”.
10. Enter Proctor Information.
11. Click “Submit” button.
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Written Examination Only Request for Pro-Board Certification

Individuals who hold a Fire Certification in the state of Ohio that was issued prior to when Pro-
Board Certificate was offered may test for a certificate. Depending on the date the Ohio
firefighter certification was obtained; the individual will take an exam with Practical Skills
testing and a written examination or a written examination only. The individual must obtain a
letter from the Division of EMS with instructions as to whether they need Practical and Written
testing or Written testing only. If only a written exam is required, an exam request must be
submitted through the Division of EMS Course and Examination Administrative System using
the “Request Written Exam Only” option under Course / Examination Request.

To request a written examination only for the purposes of obtaining a Pro Board certificate, click on the
“‘Request Written Exam Only” button.

Click on “Request Written Exam Only” button under the Course / Examination Request option.
Indicate whether the request is a first attempt or retest and click “Next” for first attempt.
NOTE: For retest, you must include the four digit ID number assigned to the previous
exam attempt.

N

=] Current user

dorzhood

Feackon Examination Only Request

3 mienum of seven (7) days pror o the writen examratons

Examination Only Request g

This Examination Only Roquestis for © Frst Atemgt © Ro-Test -
v Examinations shall be requested a mnimum of seven (7) days prior to the written examinations.

‘This Examination Only Requestisior- © FirstAtempt @ ReTest

“Enter ID from Previous Exam |

Next >

3. Once at the Examination Only Request screen, follow steps 1 through 11 to complete the
request.
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aaaaaaaa

Course/Examination Request

Examination Only Request "Required

Examinations shall be requested a minimum of seven (7) day=s prior to the written examinations

This is an Examination Request for First Attempt change

1z =]loo[=]PMm[=]

a1 Subrmit Clear
G | l

1. Choose School Type.

2. Choose Exam / Certification Type.

3. Choose School from drop down list.

4. Choose Exam from drop down list.

5. Choose ADA — yes or no. NOTE: If you are requesting an exam for an ADA student, please
refer to page 12 of this manual. ADA approval process may take up to thirty (30) days.

6. Choose Written Exam Date. NOTE: An exam request must be submitted at least seven (7)
days prior to the date of the exam being requested.

7. Enter the number of students who are anticipated to test at this time. NOTE: This number does
not need to be identical to the number of students who are actually added to the Exam.

TExam conducted 3T 6 game location as the above selected school
Another Fire Charter
Another EMS Accreditation
Offsite

8. Choose location where Exam will be conducted. (NOTE: if Offsite is chosen, the Division of
EMS must have an Offsite Testing Agreement in the Charter file prior to the exam being
approved).

Session Begin Time CTD Procte

Az~ oa[=][FPm[=]

@D [ Submit | [ Cisar

9. Enter the start time of the examination in Session Begin Time.
10. Enter Proctor Information.
11. Click “Submit” button.
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Written Examination Only for Fire Instructor Knowledge Exam

A pre-requisite to enter a Fire Instructor course is completion of Fire Instructor Knowledge Exam (Pre-
test) with a score of 80% or above. The Fire Instructor exam is requested as a Written Exam Only.

To request a written examination only for the purposes of taking a Fire instructor knowledge exam,

follow the same steps for requesting an Examination Only and choose “Instructor” for the
“Exam / Certification Type”.

Current user:
dorahood

Log Out
Ohio Emergency
o cos
- - # ;
K Back to Home Examination Only Request Required
Examinations shall be requested a minimum of seven (7) days prior to the written examinations
This is an Examination Request for First Attempt change
School Type: @ Fire Charter ;Ey:;m I Certification @ Instructor
© EMS Accreditation © Reinstatement
' Reciprocity
© ProBoard
*School: DEMS - Admin Only [=] T"Exam:|Fire Instructor Knowledge =]
"ADA: @ © Yes ® No “Written Exam Date: o7/07/2015
*Number of Students: 2

*Exam conducted at 5
@ Same location as the above selected school

@ Another Fire Charter
© Another EMS Accreditation
© Offsite

*Session Begin Time: Proctor Information

12 El o El PM El *First Name: Required
Middle Name:
*Last Name: Required
*Proctor E-Mail: Required

“Confirm E-Mail:

*Telephone #:

Fax #: (000)000-0000

=

Click on “Request Written Exam Only” button under the Course / Examination Request option.

2. Indicate whether the request is a first attempt or retest and click “Next” for first attempt.
NOTE: for aretest, you must include the four digit ID assigned to the previous
examination attempt.

3. Once at the Examination Only Request screen, follow steps 1 through 11 to complete the
request. (See section on “Requesting a Written Exam Only”.)

2015 EMS Course and Examination Manual Update 5.24.2016 55



Division of EMS Course and Examination Administration Manual

Exam Administration Screen

Scheduling Students for an Examination

Proctor Functions

In the Exams box, click on “Select” to add student to the written examination.

Exams
Date Time Location
0629 1:00 Al DEMS - Admin Only

[ Request Mew

ADA

| Select

—

Adding Students to the Written Examination

Medical Serices

Current user
dorahood

Log Out

u Dashboard

Exam Administration

Course/Exam ID: 2813

Course Start Date: 1/1/2015

Exam Name: Firefighter Il
Exam Duration: 4 hour(s) 0 minute(s)

Course/Certification Level: Firefighter Il Transition Course
Course/Exam Location :

Exam Date: 06/29/2015

Exam Location:  Same as charter

Same as Charter

Exam Start Time: 01:00 AM

Course Type: Initial

ADA: NO

Add Student(s)

Student List

Student Report

Group Report

Print Screen

,

After clicking “Add Student”, select “Accept” or “Deny” when prompted with the following statement:

Ohio Administrative Code.

— [ Accept H Deny I

By adding students to the list for the examination, |
understand that | am attesting to the fact that | have
verified the individuals are eligible to test pursuant to the

By accepting the statement, the Exam Administration page will appear. By selecting “Deny”, the user is

returned to the Course Dashboard.
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Proctor Functions

Qi Emargancy
Medical Services

uDashboard

Exam Administration

Current user:
dorahood

Log Qut

Course/Exam ID: 2813
Course Start Date: 1/1/2015

Exam Name: Firefighter 1l
Exam Duration: 4 hour(s) 0 minute(s)

Exam Date: 06/29/2015
Exam Location :

Course/Certification Level: Firefighter Il Transition Course

Course/Exam Location :

Bame as charter

ADA: NO

Exam Start Time: 01:00 AM

Course Type: Initial
Same as Charter

Exam Password: password

Add Student(s) Student List

Student Report

Group Report

Print Screen

By adding students to the list for the examination, | understand that | am attesting to the fact that | have verified the
individuals are eligible to test pursuant to the Ohio Administrative Code.

Eligible Students

Name (Cert #) Added to Exam

Gordon, Barbara (N/A) No Add
Banner, Bruce (N/A) No Add
Kent, Clark (N/A) No Add
Parker, Peter (N/A) No Add

Completed Students

None

Add all to test

Ineligible Students

Hawke, Connaor (N/A)

AN

Passed Practicals
No

Exam Administration has three categories:

1. Eligible Students — Students have completed all requirements and are eligible to take the written

examination.

2. Ineligible Students — Students have not met the requirements and are ineligible to take the

written examination.

3. Completed Students — Students have completed the program and passed their written

examination.

There are two options to add students to the written examination. Students can be added as a group by
clicking “Add all to test” or added individually by clicking “Add” next to each name.

After adding the student in the Eligible Student category, the indicator will change to “Yes”.

Eligible Students

Name (Cert #)
Gordon, Barbara (N/A)
Banner, Bruce (N/A)
Kent, Clark {(N/A)
Parker, Peter (N/A)

| Add all to test |

Added to Exam

No
—_—  Yes
No
— Yes
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Removing Students from the Written Examination

To remove a student from a written examination, go to the Exam Administration dashboard.

Current user.
dorahood

Onic Emargency
Medical Services

Log Out

(g Dashboard Exam Administration
Course/Exam ID: 2813 Course/Certification Level: Firefighter Il Transition Course Course Type: Initial
Course Start Date: 1/1/2015 Course/Exam Location:  Same as Charter
Exam Name: Firefighter Il Exam Date: 06/29/2015 Exam Start Time: 01:00 AM
Exam Duration: 4 hour(s) 0 minute(s) Exam Location:  Same as charter ADA: NO
Add Studenti(s) Student List Student Report Group Report Print Screen

/

Click “Add Student”.

After clicking “Add Student”, select “Accept” when prompted with the following statement:

By adding students to the list for the examination, |
understand that | am attesting to the fact that | have
verified the individuals are eligible to test pursuant to the
Ohio Administrative Code.

— [ Accept H Deny I

By accepting the statement, the Exam Administration page will appear. By selecting “Deny”, the user is

returned to the Course Dashboard.

Eligible Students Add all to test
Mame (Cert #) Added to Exam
I Yes Remove
I Yes Remove
I Yes Eemove

To remove a student that has already been added to an exam, choose “remove” next to the student’s

name in the “Eligible Students” box. A student who has not taken an exam may be removed at any time

from the Exam Administration page.

2015 EMS Course and Examination Manual Update 5.24.2016

58



Division of EMS Course and Examination Administration Manual Proctor Functions

Managing the Student List

Click on “Select” on the approved exam request on the Course Dashboard to access the Student List.

Current user:
dorahood
Log Out
&3 Dashboard Exam Administration
Course/Exam ID: 2813 Course/Certification Level: Firefighter Il Transition Course Course Type: Initial
Course Start Date: 1/1/2015 Course/Exam Location : Same as Charter
Exam Name: Firefighter Il Exam Date: 06/29/2015 Exam Start Time: 01:00 AM
Exam Duration: 4 hour(s) 0 minute(s) Exam Location : Same as charter Exam Password: password
ADA: NO
Add Student(s) Student List | Student Report Group Report Print Screen
Name Student ID Email Exam Status App- Submitted
BANNER, BRUCE BBannerss0 steroids@hotmail.com Not Taken No
PARKER. PETER PParkerséo webcast@yahoo.com Not Taken No

The Student List has five categories

Name - Listing of students in alphabetical order.
Student ID — Individually assigned student username required for written examination login.
Student email Address.
Test Status — Has three indicators:
a. Not Taken — Indicates that the Student has not logged into the test.
b. Locked — Indicates the Student has logged into the test.

PN

c. Graded — Indicates the Student has completed the test, and the test is graded. The test

results will appear in this column.

5. Application Status — “Yes” or “No” depending on whether the student submitted an application.

NOTE: Proctor may also find the examination password in the Exam Administration field.

Current user: dorahood
Log Out
~ &
K& Dashboard Exam Administration
Course ID: 1856 Course/Certification Level: volunteer Firefighter Course Type: Initial
Course Start Date: 10/1/2014 Course/Exam Location : Same as Charter
Exam Date: 10/24/2014 Exam Start Time: 10:50 AmM Exam Duration: 5 hour(s) 0 minute(s)
Exam Password: Passwaord ADA: NO
Add Student(s) Student List Student Report Group Report Print Screen
Name Student ID Email Exam Status App. Submitted
BUNNY, BUGS BBUNNYEAT7 bbunny@hotmail com Locked No [ Unlock |
DUCK, DAFFY DDuck157 dduck@gmail.com 80% No
FUDD, ELMER EFudd13 efudd@google.org Not Taken Mo
GONZALES, SPEEDY SGonzales620 sgonzales@hotmail com 85% Yes
WVWAYNE, BRUCE BVWaynea50 me@gmail.com Not Taken Mo

If the student loses connection before completing and grading the examination, the proctor can
“Unlock” the student so that the student can log back in (see page 71).
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Viewing Test Schedule

Administrators have the ability to view all courses that have been scheduled for a particular school in
the Division of EMS Course and Examination Administration System.

Click on “Course / Examination Search” at the top of the screen. Choose the name of the school from
the drop-down list.

Current user:
dorahood
Log Qut
uBatk to Home Course Seal’Ch
School Type: @ Fire Charter  ©' EMS Accreditation School:| Southem Hills Career Center |
Course Start Date: mmvdd/yyyy iz Gourse 1D: Course Level: E|
Course
Course ID Course Type Location Level . Lead Instructor
Start Date v
2647 Initial Southern Hills Career Center Volunteer Firefighter 2{15/2015
1587 Initial Southern Hills Career Center Firefighter | 4/1/2014
1085 Initial Scuthern Hills Career Center Assistant Fire Instructor Knowledge - FFI 3/26/2014
1181 Initial Scuthern Hills Career Center Volunteer Firefighter 3/22/2014
1226 Initial Southern Hills Career Center Volunteer Firefighter 3/10/2014
1229 Initial Southern Hills Career Center Volunteer Firefighter 3/10/2014
1086 Initial Scuthern Hills Career Center Assistant Fire Instructor Knowledge - FFI 2/24/2014
1279 Initial Scuthern Hills Career Center Volunteer Firefighter 2/24/2014
296 Initial Southern Hills Career Center Volunteer Firefighter 10/1/2013
297 Initial Southern Hills Career Center Fire Safety Inspector 10/1/2013
Page 1 of 2 2 >
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Proctor Functions

Steps for Examination Room Setup
The Proctor will log in using the following link:

https://services.dps.ohio.gov/EMSStudent/

Review the technical requirements below and click “Continue”.

=N~ OHIO DEPARTMENT . i
&.—-f OF PUBLIC SAFETY Ohio EMS - Student Testing

EDUCATION » SERVICE + PROTECTION

Attention Proctor:

Please note: You must use Internet Explorer 9, 10 or 11 to use the Ohio Division of EMS Course/Examination Administration System.
Other browsers are not compatible

This website requires the use of Pop-ups. Please make sure Pop-ups are allowed.

To set this® Tools -> Pop-up Blocker -> Pop-up Blocker Settings: Add *.state.oh.us This will allow pop-ups from the State Servers

If you get a message at the top stating pop-ups are blocked, right click and select 'Always allow Pop-ups from this site’

Click 'yes' then click 'Retry’ to allow this webpage to retry and load

If any custom toolbar is installed (eg: Google Toolbar), make sure the pop-ups are allowed

Proctor Room Setup Instructions

The Proctor will have the computer ready for student log in prior to student arrival in the
examination room.

Proctors shall monitor registration for all examinations. Scheduled students shall, upon reporting,
provide photo identification (ID). Acceptable forms of photo ID include state ID cards, military ID cards,
or drivers’ licenses.

Students will not be allowed to bring any electronic devices into an exam e.g., cell phones,
blackberries, IPODs, palm pilots, pagers, radios, cameras, or any other electronic device. Any
approved electronic devices needed for the testing will be provided by the examination site.

Students shall be spaced to ensure that they cannot readily observe each other’'s computer
screens.
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Students shall be informed that if they need to use restroom facilities, it should be done prior to
testing. In the event they need to use restroom facilities during the test, students will only be
allowed to leave the room one at a time.

Proctors shall be the only persons allowed in the room during testing and shall not leave the room
for any reason during the entire examination process.

Student Testing Log In

S~ OHIO DEPARTMENT : : :
\\!‘-‘ OF PUBLIC SAFETY Ohio EMS - Student Testing - Login )

EDUCATION - SERVICE « PROTECTION

Ohio Emargancy
Medical Services

Notice to Student

This is a State of Chio computer system and is the property of the State of Ohio.

It is for authorized use only. Users (authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses of this system and all files on this system may be intercepted, monitored, recorded, copied, audited, inspected, and disclosed to authorized site,
State of Ohio, and law enforcement personnel, as well as authorized officials of other agencies, both domestic and foreign.

By using this system, the user consents to such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of authorized site
or State of Ohio personnel.

Unauthorized or improper use of this system may result in administrative disciplinary action and civil and criminal penalties.

By continuing to use this system you indicate your awareness of and consent to these terms and conditions of use.

If you do not agree to the conditions stated in this notice, please close the browser to quit the test.

By continuing to use this system you indicate your awareness of and consent to these terms and conditions of use.

The Proctor will instruct the student to read the “Notice to Student”.

The Proctor will then ask if the student(s) have any questions. Once all questions are answered, the
Proctor will instruct them to click the checkbox below the statement.

The student will only be permitted to take the examination by clicking the checkbox. If the student
refuses they will be required to leave the examination room without testing.
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———— OHIO DEPARTMENT . . .
Ld‘—...r OoF PUBLIC SAFETY Ohio EMS - Student Testing - Login

Notice to Student

This is a State of Ohio computer system and is the property of the State of Ohio
Itis for authorized use only. Users (authorized or unauthorized) have no explicit or implicit expectation of privacy

Any or all uses of this system and all files on this system may be intercepted, monitored, recorded, copied, audited, inspected, and disclosed to authorized site
State of Ohio, and law enforcement personnel, as well as authorized officials of other agencies, both domestic and foreign

By using this system, the user consents to such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of authorized site
or State of Ohio personnel.

Unauthorized or improper use of this system may result in administrative disciplinary action and civil and criminal penalties

By continuing to use this system you indicate your awareness of and consent to these terms and conditions of use

If vou do not agree to the conditions stated in this notice, please close the browser to quit the test.

{7l I8y continuing to use this system you indicate your awareness of and consent to these terms and conditions of use

Username:
Password:

[ Take Test | | aquir |

Student enters the Student ID as the Username.
Student enters the Password as instructed by the Proctor.

Student clicks on the “Take Test” button.

Student ID: BBunny 153 Type Of Test: Volunieer Firefighter MNumber of Quaestions: 20 Time Remaining:
Quit Test

Testing Start Page

Please review the information below for accuracy and make necessary changes. Once you are satisfied the
information is accurate, check the acknowledgement box at the bottom, and then click “Start the Test” to initiate
test.

“ssr: &

“Last Mame Bunny

“First Mame Bugs

Middle Iritia
rth {MMDDAYYYY)
1234 Thats All Folks Awve

~City Mew Concornd
~Sounty: Lake =l
- Stats : oM [ =]

“Eip 43258

FPhone 8147896325

Cell B147 523698
\ “E-Mail by £0 Notmai | com

B

1 acknowledge that my personal information above Is correct to the best of my knowledge.

N

Start The Test

Students must acknowledge that their personal information is correct. Any information that may be
changed should be done by the student at this time. IMPORTANT: If a student’s Social Security
number or date of birth is incorrect, the student may test, however documentation to
correct the error must be submitted to the Division of EMS as soon as possible.

Click “Start the Test” to begin the written examination.
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Cautioning Students against the Improper Closing of the System

Students must not try to close the application by closing the Internet Explorer browser window using the
“red X” found in the upper right-hand side of the window. Doing so may cause them to lock themselves
out of the test once it has begun.

)] @ ntps/otdps statechus/El P ~ @ O X |sweSTeta oo apsication
“x @snoot H &f

(& Ohio EMS - Student Login

SN OHIO DEPARTMENT : . :
.v‘-, OF PUBLIC SAFETY Ohio EMS - Student Testing - Login

EDUCATION « SERVICE « PROTECTION

‘/ \ —

Students should not be
clicking this "Red X" to close
the application. Use only the
appropriate commands found

within the program.

User name: |

\ y

m

[ Take Test | | aquit

Copyright © Ohio Department of Public Safety
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Test Header for Student Test

==~ OHIO DEPARTMENT
"V OF PUBLIC SAFETY

oTE

Student Test

Student ID: BBunny153 @ @ Type Of Test: Volunteer Firefighter @Number of Questions: 20 @ Time Remaining: 04:5

9:46

First Page @ @ Review Test Grade Test @ Quit Test

1. Student ID.

2. Type of Test.

3. Number of Questions on the Test

4. Time Remaining to complete the test.

5. First Page of Test.

6. Review Test — By clicking this link during the test the student can review their
examination. NOTE: Once the student clicks “Review Test” the examination page
format will change to review mode (all questions and answers will now appear on a
single scrollable screen). They will not be able to return to the regular format (10
Questions per page).

7. Grade Test — By clicking this link the student is indicating they have completed the
examination and submitting their test to be graded. If they have not answered all the
guestions, they will be prompted to do so.

8. Quit Test — By clicking this link the Student will exit the test; in order to continue the test, the

Proctor will need to “Unlock” the student (see page 71). The student will be unlocked only if time

allows.

Student Test Footer

The student can click the page number to go to that page of the exam

N

A
Move to the “Next” Page

123456789 10 11 12 13 /mgm

\

Move to the “Last” Page
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Review Test Screen

_——— OHIO DEPARTMENT
\WB== or fusuic sarery

Student ID: BBunny&17 Type Of Test: Volunteer Firefighter Number of Questions: 20 04:54:38

Grade Test

Review Test

Please review all questions before continuing. Onee all questions have been answered, click the 'Grade Test button at the bottormn of the page

1. Can you click A7
@ A This is the answer
B Not the answer
C. So not the answer
D. Seriously, the answer is A

2 Can you click A7

® A This is the answer

B. Not the answ.
©. So not the answer
D. Seriously, the answer is A

3. Can you click A7
® A This s the answer

B. Not the answer
©. So not the answer

D. Seriously, the answer is A

4 Can you click A7

. So not the answer
D. Seriously, the answer is A

5. Can you click A7

@ A This is the answer

8. Can you click A?

® A This is the answer

D Seriously, the answer is A

7. Can vou click A?

Swer is F

8. Can you click A?:

;,'V';‘f:a':':::::m& Unanswered questions will be highlighted
in yellow. All questions must be answered
in order to grade the examination.

Sly, the answer (s A

10. Gan you elick A7
A This is the answer

= B. Mot the answer
€. So not the answer

1. Students are to wait for the Proctor to instruct them when to begin the test. Once they click

“Start the Test”, the clock begins counting down their available time.

Exams consist of 10 questions per page.

Clicking “Next” moves to the next 10 questions.

The system will save every time the student clicks on “Next”. Be sure to instruct students not to

click the “Grade Test” option until all questions have been completed on all screens.

5. Instruct students not to click on the “Review Test” link until they have completed the test. Once
the “Review Test” link is clicked, they will not return to the original format and will need to
complete the test on the single page format.

6. Clicking on “Grade Test” before the entire test is completed will result in a message requesting
the student answer any questions without a response. All questions must be answered before
the system will grade the examination.

7. Students are not to exit the system until they have submitted their certification application.
NOTE: This does not apply to Fire or EMS Instructor applicants, or candidates for Reciprocity or
Reinstatement who must submit paper applications. Paper applications are available on the
Division’s website at http://ems.ohio.gov/index.stm in the EMS & Fire Certifications section.

pwnN
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Submitting an Application for Certification

NOTE: This does not apply to Fire or EMS Instructor applicants, or candidates for Reciprocity or
Reinstatement who must submit paper applications. Paper applications are available on the Division’s
website at http://ems.ohio.gov/index.stm in the EMS & Fire Certifications section.

Students will be able to view their test results by clicking on “Grade Test” (see screenshot below).

It is important for students to be told to click on “Submit Application” and not to click on “Exit” or “Quit
Test”.

)

N OHIO DEPARTMENT
. OF PUBLIC SAFETY
L,-J

Student Test
Student ID: BBunny153 Type Of Test: Volunteer Firefighter Number of Questions: 20 Time Remaining:

Exit

DO NOT EXIT UNTIL YOU SUBMIT APPLICATION FOR CERTIFICATION.
Click the SUBMIT APPLICATION button below to fill out the application.

SUBMIT APPLICATION l

Test Results \

Score Summary Student mUSt Clle
L Esm==]

ot Gumstions | seors -
ot here to complete their

Required Test Score: 70% Test Results State CertlflCatlon .

Score Details

Category m Total Questions m

1.0TestCategoryl 10 100%

& —= [ est Breakdown by Category
1.0TestCategory2 8 10 80%
Total ’ reser 18 20 90%

Upon clicking “Submit Application” the Fire Application will appear, allowing the student to complete
the application online.

The first screen to appear collects Armed Forces Information.

- - OHIO DEPARTMENT
k’\l - OF PUBLtC SAFETY

Fire Certification Application

Student ID: DOranoodt 10 Type Of Test: Volunteer Firefignter Initial Application for: Voluntesr Firenghter

Please fill out the following information. Your certification card will be mailed to you shortly.

- Reguired

Armed Forces Information

Using the definition of armed forces provided, check all that apply and provide information requested.
Armed forces means the armed forces of the United States, including the army. navy, air force, marine corps, coast guard, or any resarve
components of those forces: the national guard of any state: the commissioned t‘ﬁrpe of the United States public health service; the merchant

marine service during wartime; such other services as may be designated by congress; or the Ohio organized militia when engaged in full-time
national guard duty for a pericd of more than thirty days. (R.C. Section 5203.01)

— I am a veteran of the armed forces, discharged / released under honorable conditions

1 I am a current member of the armed forces

— I am a spouse of a current member of the armed forces or a veteran, discharged / released under honorable conditions
|- I am a surviving spouse of a service member or veteran. discharged / released under honorable conditions

— MNone of the abowve
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At this screen, all applicants are required to provide information to complete the application. More than
one item may be selected, if applicable. If the applicant checks a box stating that a discharge or
release from the armed forces has occurred, the year of discharge / release will need to be furnished.

Please fill out the following information. Your certification card will be mailed to you shortly.

* Required

Armed Forces Information

Using the definition of armed forces provided, check all that apply and provide information requested.

Armed forces means the armed forces of the United States, including the army, navy, air force, marine corps, coast guard, or any reserve
components of those forces; the national guard of any state; the commissioned corps of the United States public health service; the merchant
marine service during wartime; such other services as may be designated by congress; or the Chio organized militia when engaged in full-time
national guard duty for a period of more than thirty days. (R.C. Section 5503.01)

[« | am a veteran of the armed forces, discharged / released under honorable conditions.
Year of discharge / release |:|
O | am a current member of the armed forces.
| am a spouse of a current member of the armed forces or a veteran, discharged / released under honorable conditions.

Year of veteran's discharge / release |:|

| am a surviving spouse of a service member or veteran, discharged / released under honerable conditions.
Year of veteran's discharge / release I:l
O Mone of the above.

Next ==

Next, the applicant will need to indicate affiliations with any Ohio department or agency, if any.

N OHIO DEPARTMENT
L'J"'/ OF PUBLIC SAFETY
Fire Certification Application
Student ID: DOrahood110 Type Of Test: Volunteer Firefighter  Initial Application for: Volunteer Firefighter

Please fill out the following information. Your certification card will be mailed to you shortly.

* Reguired
Affiliation(s)

An affiliation is the department or agency with which you work using this certificate, in either a pard or volunfeer stafus. You are not required fo have
an affiliafion fo obtain/maintain your certificate. You also may have more than one affiliation

Do you currently have any affiliation(s) for this Certification? If YES, provide affiliation{s) for this certification. *

ves UMNo

== Previous Next =>
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Ohio does not require fire certification holders to be affiliated. If, however, “Yes” is answered to the
Affiliation question, the applicant will be required to provide information of his or her OHIO affiliation(s).
Agencies may be searched by name or county.

| Add Agency Affiliation I

Search and Add Agency Affiliation
Please enter Agency Name or County or both to search for agency!

Agency Name
County

Search Result(s)

Agency County Address City, State  Zip
Columbus Connection Franklin 1165 Dublin Road Columbus OH 43215

Columbus Division of Fire Franklin Administration Office 3675 Parsons Avenue Columbus OH 43207

Port Columbus Int Fire Dept Franklin 4925 Sawyer Rd Columbus OH 43219

Add an OHIO Affiliation Manually
-

An applicant may add agency information for an affiliation not found on the agency list by choosing the
“Add an OHIO Affiliation Manually” option.

N~ OHIO DEPARTMENT
L?’j:_-’/ OF PUBLIC SAFETY
SAFErT ~ SERCE - (FROTEERION

Fire Certification Application

Student ID: DCrahood110 Type Of Test: Volunteer Firefighter Initial Application for: Voluntser Firefighter

Please fill out the following information. Your certification card will be mailed to you shortly.

* Reguired

Affiliation(s)

An affiliation is the department or agency with which you work using this certificate. in either a paid or volunteer status. You are not required to have
an affiliafion fo obtain/maintain your certificate. You also may have more than one affiliation.

Do you currently hawve any affiliation(s) for this Certification? If YES, provide affiliation(s) for this certification. *
@ vyes (No

Included Affiliation(s) *

Columbus Division of Fire Administration Office 3675 Parsons Avenue Columbus OH 43207 Franklin FullTime Yes

Search and Add Affiliation

Rern:n e

Copyright ® Ohio Department of Public Safety

Once added, applicant will be asked to provide some basic information regarding the affiliation(s).
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Applicants may have more than one affiliation and may indicate whether the affiliation is a primary
affiliation and the employment type the applicant has with the indicated agency.

Add Agency Affiliation

* Required

Columbus Division of Fire
Administration Office 3675 Parsons Avenue
Columbus OH 43207

Franklin

Primary Affiliation = @ ves
T No

Employee Type @ Full-Time @@

O part-Time @
O wolunteer
Back to searcn S -

= =

If applicant has questions regarding the definition of the Employee Types, further information may be
accessed by clicking on the “?”.

Each applicant is also required to answer questions regarding criminal history. If the applicant has had
a certificate revoked or suspended in another state, that information must also be disclosed.

Fire Certification Application

Student ID: DCrahood110 Type Of Test: Velunteer Firefighter Initial Application for: Volunteer Firefighter

Please fill out the following information. Your certification card will be mailed to you shortly.

* Required

Application Questions

1. Do you have any charges pending or have a conviction for a felony or a misdemeanor, other than a minor traffic violation? *
DOYes ONo
2. Have you had any fire certificate, in this or any other state, suspended, revoked. or placed under disciplinary sanction(s}? *

Oyes ONo

=< Previous Next ==

When the applicant answers yes to the pending charges or convictions question, or the suspension /
revocation question, the following box will appear. This gives the applicant an opportunity to review the
answer and either correct the answer or confirm the answer is yes.

Please select the reason!

You have answered "Yes” for the last guestion.

Please select one of the following:

LI answered Yes by mistake and would like to return to the application to change my
answer.

) My answer is correct. I would like to finish the application for this certificate and
understand that my application will be referred to the EMS Investigation Section.
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If the applicant indicates the answer is correct, the following screen will appear. The applicant will
indicate whether there are charges pending, convictions or both.

Please fill out the following information. Your certification card will be mailed to you shortly.

* Required

DECLARATION OF CRIMINAL HISTORY

| am reporting the following: *
O Both Conviction(s) and Charge(s) Pending
O Charge(s) Pending

O Conviction(s)

== PrBViDus

Applicant will then need to enter information regarding the pending charges and / or convictions by
choosing “Add New” on the following screen:

Please fill out the following information. Your certification card will be mailed to you shortly.

* Required
DECLARATION OF CRIMINAL HISTORY

| am reporting the following: *

®) Both Conviction(s) and Charge(s) Pending
(O Charge(s) Pending

(O Conviction(s)

Pending Charge(s) *

Description of Charge(s) Armresting Agency Court (if known) .

NO PENDING CHARGE(S)

Add New Pending Charge

Conviction(s) *

NO CONVICTION(S)

Add New Conviction

I. If you have been convicted of any felony or misdemeanor, other than a minor traffic offense, you shall provide the Division of Emergency Medical
Services (EMS) with the following:

1. A civilian background check from the Bureau of Criminal Identifications & Investigations (BCI&I)
2. Certified copy of the police or law enforcement agency report, if applicable.
3. Certified copy of the judgment entry from the court in which the conviction occurred.

Il. If you have previously disclosed any of the above information to the Division of EMS, please explain below to include when you reported the
conviction(s) and submitted the documentation to the Division of EMS, and disposition taken by the Executive Director:
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The following information will need to be provided for pending charges:

Add Mew Pending Charge

* Required
Drescription of Charge{s)™™ | | HI

Date of Arrest™® [

Arresting Agency™ [ |

Court {if known)} | | I

The following information will need to be provided for a conviction:

sAudd Mew Conwviction

= Required

Criminal Conwiction ™ ] |

Court Where Conwviction Occurred= | |

Conwiction Date™ [ |

Conwiction Lewel™ 2 Felony ¢ Misdemeanor

Arrestinag Police Agency™ [ |

Crear TR

Chose

After entering all required information regarding pending charges and / or convictions, applicant will
complete the following attestation by marking the box and then clicking “Submit Application”.

==_ OHIO DEPARTMENT
L?Jﬁ-'/ OF PUBLIC SAFETY

SAFETY + SERVICE « PROTECTION

Fire Certification Application

Student ID: DCrahood110 Type Of Test: Volunteer Firefighter Initial Application for: Volunteer Firefighter

Please fill out the following information. Your certification card will be mailed to you shortly.

* Required
FIREFIGHTER OR FIRE SAFETY INSPECTOR APPLICANT

[ 1 attest that | am the certificate holder ar person seeking to obtain certification, and that all information provided is true and accurate to the best of
my knowledge. | understand that a false statement on this application constitutes falsification under Section 2921.13 of the Chio Revised Code and is
a misdemeanor of the first degree. Any false statement may also be grounds for denial, suspension, revocation, or other disciplinary action taken
against my cerificate, as determined by the Executive Director. | further attest that | satisfy all requirements for a certificate at the level scught in this
application, as set forth in Section 4765.55 of the Ohio Revised Code and Chapter 4765-20 of the Chic Administrative Code. | affirm that | am sclely
responsible for my certificate. | understand that | must maintain records relating to the requirements for continuing education and such records are
subject to audit by the Division of Emergency Medical Services (EMS). | hereby give permission to the Ohio Department of Public Safety, Division of
EMS, to verify any of the above information.”

S—

Copyright © Ohio Department of Public Safety
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Confirmation of the successful submission of an application will appear with additional information
regarding verifying the submission and information regarding status of the application and information
regarding Pro Board registration. NOTE: Successful submission does not mean a certification is
immediately active.

BN OHIO DEPARTMENT I . )
Lﬂ;—’; OF PUBLIC SAFETY E S Click here to verify
e m— Fito rmagenr the status of the
Application Submitted P individual

7
Your application for Certification has been successfully submitted on 5/24/2016 8:53:47 AM. /

You can verify certification status at https://services dps chio.gowEMSProvidersMerification/.

Pending means the certification will become active on midnight of the effective date. The new certification card will be
mailed within 7-10 days after the effective date_

Needs Approval means that the Division of EMS staff needs to review the application before it can be processed. For
questions, please call the Division of EMS at 1-800-233-0785 or email ems-firecertifications@dps.chic.gov.

Exit & Close Window

Pro Board information will be sent to the applicant’s personal email account if the eligibility
requirements are met once the certification is active. (Applicant must successfully meet the NFPA
Firefighter Standard at each level to be eligible for a Pro Board certificate).

If the application is in “needs approval” status, applicant will receive the following important message:

IMPORTANT MESSAGE: Your application has not been approved and has been placed in "Needs Approval” status.
You answered "Yes" to a question regarding pending charges, convictions or that your certification has been suspended
or revoked. Your application will be forwarded to EMS Investigative Services for further review.

If you have been convicted of any felony, a misdemeanor committed in the course of practice, or a misdemeanor
invelving moral turpitude, you shall provide the Division of Emergency Medical Services(EMS) with the following:

1. A civilian background check from the Bureau of Criminal |dentifications & Investigations(BCI&I).
2. Certified copy of the police or law enforcement agency report, if applicable.
3. Certified copy of the judgement entry from the court in which the canviction occurred.

This documentation should be submitted to:

EMS Investigative Services
P.O. Box 182073

1970 West Broad Street
Columbus, Ohio 43215-2073

If you have any questions regarding this procedure, please contact EMS Investigative Services, 1-800-233-0735, or
emsinvestigationsi@dps.ohic.gov.

You can verify certification status at https://servicesq.dps.chio.gowWEMSProvidersMNVerification/.

Pending means the certification will become active on midnight of the effective date. The new certification card will be
mailed within 7-10 days after the effective date.

Needs Approval means that the Division of EMS staff needs to review the application before it can be processed. For
questions, please call the Division of EMS at 1-800-233-0785 or email ems-firecertifications@dps.chioc.gov.

Exit & Close Window
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If an applicant has had a certificate revoked or suspended in another state, that information must also

be disclosed.

Please fill out the following information. Your certification card will be mailed to you shortly.
* Reguired
Suspension / Revocation Information ™

1. Provide an explanation for the suspension, revocation, or other disciplinary sanction(s) issued against your certificate(s), to include the name of
the agency that took the disciplinary action and the date the action was taken:

e~

The following screen will appear if the applicant successfully submitted the application:

N OHIO DEPARTMENT EE= ) )
==, OF PUBLIC SAFETY EEap Click here to verify

Srstgn the status of the

Application Submitted P individual
-

Your application for Certification has been successfully submitted on 5/24/2016 8:53:47 AM. /

You can verify certification status at https://services.dps.chio.gow/EMSProviders/Verification/.
Pending means the certification will become active on midnight of the effective date. The new certification card will be
mailed within 7-10 days after the effective date.

Needs Approval means that the Division of EMS staff needs to review the application before it can be processed. For
questions, please call the Division of EMS at 1-800-233-0785 or email ems-firecertifications@dps.chic.gov.

Exit & Close Window

To verify status:

1. Go to https://services.dps.ohio.gov/EMSProviders/Verification/.
2. Enter either name or Certification number.

3. Click on “Search”.

4. The results will be shown as in this example.

& OHIO EMERGEMCY EMS and Fire Providers

MEDICAL SERVICES

Certification Verification

Search

Cert Number

(OR)
Last Name te
First Name i
City o

State ~Any State-
County -Any County- “~

maximum 8 digits

> Clear

+City, State & County fields are based on residential information

Results

Displaying & Result(s)

Testcase, EMS 173268 Columbus, Ohio Frankdin

Testcase, EMS Columbus, Chio Franklin

Testcase, EMS Columbus, Chio Franklin
Testcase, EMS Columbus, Ohis Frankiin
Testcase, EMS Columbus, Chio Franklin

Columbus, Chio Greene

Testcase, EMS

e S S T [ S
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Cards will be received within 10-14 days of becoming: “Active” in the system.

A certification will show as “Pending” until it becomes “Active”. A new certification will remain in
“Pending” status until the certification card prints. In cases where the certification holder is under 18,
the certification will go from “Pending” to “Active” at midnight on the certificate holder’s 18" birthday.

Status showing as “Needs Approval” indicates that the Division of EMS staff needs to review the
application before it can be processed. If this occurs and the student has questions, they may call the
Division of EMS at 1-800-233-0785 or send an email to ems-firecertifications@dps.ohio.gov.

Student Application for Pro Board Certificates

Information regarding how to apply for a Pro Board certificate will be sent to the student’s personal
email account (see below) if they meet the eligibility requirements. Students must successfully meet
the NFPA 1001 Standard for Firefighter Professional Qualifications at each level to be eligible for a
Pro Board certificate. NOTE: The Pro Board link will not become active until the certification
has changed from “Pending” to “Active”. Applicant should verify status before attempting to
complete the Pro Board application.
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Unlocking a Student

Current user: dorahood

Course Search Log Out

Course Search

School Type: @ Fire Charter & EMS Accreditation Schools Schoaol: =
Start Date: e Course ID: Course Level: E

Click “Select” on the Exam Date.

Click on “Course Search” at the top of the screen. Search from any of the fields provided. Locate
the correct course and click “Select” to access the Course Dashboard. \

P I R . i
Cowurme IDF: 106
Start Date: o000
R
P br s fos e it e - B
Tt Hame Role Date Thmes
- Lenmet = Toma f VA
Gusst Spsakers
FPracticals Students ety
i - ADA Fassed Practost
“
- v
rarm
- v
e
Current user: dorahood
Log Out
K& Pashboard Exam Administration
Course ID: 1856 Course/Certification Level: volunteer Firefighter Course Type: nitial
Course Start Date: 10/1/2014 Course/Exam Location : Same as Charter
Exam Date: 10/24/2014 Exam Start Time: 1050 AM Exam Duration: s hour(s) 0 minute(s)
Exam Password: Password ADA: NO
Add Student(s) Student List Student Report Group Report Print Screen
Name Student ID Email Exam Status App. Submitted
BUNNY, BUGS BBunny647 bbunny@hotmail com Locked No [ Unlock ]
DUCK, DAFFY DDuck157 dduck@gmail com 8BO0% No
FUDD, ELMER EFuddi3 efudd@google. org Mot Taken Mo
GONZALES, SPEEDY SGonzales620 sgonzales@@hotmail com a85% Yes
WAYHNE, BRUGE BWayne450 me@gmail.com Mot Taken Mo

Click on “Student List”. The student will appear as “Locked” in the Exam Status column.

Click on “Unlock”.

As long as the student has not yet been graded, the test is unlocked and the student is able to re-enter

the test at the point where the test was last saved by the system.

Note 1: If the test has already been graded, the test cannot be unlocked.
Note 2: Once the exam time window has ended, no students may be unlocked.
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Student Reports
The results on this page are to be printed out by the Proctor and given to the student.

Click “Student Report”.

Current user: dorahood

Log Out

Select the Student

Name from the &J Dashboard Exam Administration
Course ID: 1852 ification Level: Firefighter | Course Type: inital Course Start Date: 10/1/2014
d rOdeWFI IlSt Course/Exal cation :  Offsite  ODPS (1970 West Broad Street Columbus OH 43218)
. Exam Date: 10/20/2014 Exam Start Ti 00 AM Exam Duration: 5 hour(s) 0 minute(s) Exam Password: doug
\ ADA: NO
Student List Student Report Group Report Print Screen

Print

Click the “Print Screen” button on the Exam Administration screen to print a copy of the test results.

Current user: dorahood
Log Out
3 Dashboard Exam Administration
Course ID: 1852 Course/Certification Level: Firefighter | Course Type: Initial Course Start Date: 10/1/2014
Course/Exam Location : Offsite ODPS (1970 West Broad Street Columbus OH 43218)
Exam Date: 10/20/2014 Exam Start Time: 09:00 AM Exam Duration: 5 hour(s) 0 minute(s) Exam Password: doug
ADA: NO
Add Student(s) Student List Student Report Group Report Print Screen
. BUNNY, BUGS| ~
Print > =
Student Details Exam Details Training Facility
Student Id: BBunny153 Exam Type: Volunteer Firefighter Facility Name: EMS - (School Id: 413)
Student Name: BUGS BUNNY Exam Version: EASYTEST Facility Type: Fire Charter
Student E-Mail: bbunny@hotmail.com Exam Date: 10/20/2014 Facility Address: 1970
Start Time: 09:00 AM Columbus OH 43223
Duration: 5 Hours 0 Minutes
Instructor: MARK S. ASHWORTH (13)
Exam Location
School Name: EMS - (School |d: 413)
School Type: Fire Charter
School Address: 1970
Columbus OH 43223
Test Result
TOTAL CORRECT
QUESTION CATEGORY QUESTIONS ANSWERS SCORE
1.0TestCategory1 10 10 100%
1.0TestCategory?2 10 8 80%
Total 20 18 20%
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Group Reports

Group Report is a three-part report that will assist the program director in evaluating the course. This
report includes the results for all members of the class who took the test during the same session.

The first part of the report will give a breakdown of the course by test item.

Current user:
dorahood
Log Qut
Ohio Emergency
Medical Services
g Dashboard Exam Administration
Course/Exam ID: 2813 Course/Certification Level: Firefighter Il Transition Course Course Type: Initial
Course Start Date: 1/1/2015 Course/Exam Location:  Same as Charter
Exam Name: Firefighter II Exam Date: 06/30/2015 Exam Start Time: 11:00 AM
Exam Duration: 4 hour(s) 0 minute(s) Exam Location: Same as charter ADA: NnO
Add Student(s) Student List Student Report Group Report Print Screen
Student Testing: 1
TOTAL TOTAL AVG CORRECT
QUESTION # CATEGORY CORRECT | INCORRECT RESPONSES
1 5.1.1 GENERAL KNOW 1 0 100
2 5.1.1 GENERAL KNOW 1 0 100
3 5.1.1 GENERAL KNOW 1 0 100
4 5.2 1 EMERGENCY RESP 1 0 100
oo S—

The second part of the report will give a breakdown of the course by test category.

QUESTION CATEGORY NUM oF QuEsTioNs | TOTAL STURENTS | avG CORRECT RESPONSES
511 GENERAL KNOW @ 3 1 100
52 1 EMERGENCY RESP 3 1 100
5.3.1 SCBA/PPE 8 1 100
5310 INT. ATTACK 5 1 80

The third part of the report will give a breakdown of the course by practical skills. This only displays for

courses that have practical elements within them

SKILL  [SKILL DESCRIPTION PASSES FAILS TOTAL ATTEMPTS S
A \ 24-1 Ignitable Liquid Fire (Flip the Switch) 5 o 5 100

26-1 ehicle Extrication (Flip the Switch) 4 2 6 B86.67

25-1 Flammable Gas Fire (Flip the Switch) 5 1 6 8333
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Division of EMS Contacts

Contact the Division of EMS at (614) 466-9447, or (800) 223-0785

Testing Questions OFSTesting@dps.ohio.gov
Fire Education Questions FireEducation@dps.ohio.gov
EMS Education Questions EMSEducation@dps.ohio.gov

Division Personnel:

Mel House Executive Director mrhouse@dps.ohio.gov

EMS / Fire Education Section

Doug Orahood EMS / Fire Education Coordinator dorahood@dps.ohio.gov
Susan Edwards Fire Testing / Education Staff skedwards@dps.ohio.gov
Loretta Garred Fire Testing / Education Staff lgarred@dps.ohio.gov

Certification Section

Jean Booze Certification Coordinator jabooze @dps.ohio.gov

Certification Questions EMS-FireCertifications@dps.ohio.gov

Important URLS

Account Center https://ext.dps.state.oh.us/AccountCenter/Pages/Public/Login.aspx
Proctor Site https://services.dps.ohio.gov/EMSProctor/
Student Center https://services.dps.ohio.gov/EMSStudent/
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APPENDIX
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Appendix A: Recommended Hour Guide for Fire Training Courses
OHIO DEPARTMENT OF PUBLIC SAFETY
f g DIVISION OF EMERGENCY MEDICAL SERVICES OffICG Of
- RECONMMENDED INSTRUCTIONAL HOUR Fire Services
Heded e GUIDE FOR FIRE TRAINING COURSES!"
VOLUNTEER FIREFIGHTER | FIREFIGHTER | FIREFIGHTER Il FIREFIGHTER |

TQPIC HOURS® TRANSITION HOURS HOQURS TRANSITION HOURS & Il HOURS
Fire Department Organization and Safety 3 X 3 5 8
Life Safety Initiatives X 4 4 X 4
Fire Alarm and Communications X 2 2 4 B
Fire Behavior 1 2 3 X 3
Overhaul 1 X 1 X 1
Personal Protective Equipment / SCBA 6 X 6 X 6
Fire Hose, Appliances and Streams 3 6 9 7 16
Foam Fire Streams X X X 13 13
Fire Control 2 14 16 7 23
Fire Cause and QOrigin X 1 1 5 6
Rescue 2 X 2 30 32
Water Supplies 3 X 3 4 7
Fire Detection Alarm and Suppression Systems X 2 2 10 12
Fire Prevention, Fire Education, Fire Cause X 2 2 4 B
Building Censtruction X 8 8 5 13
Forcible Entry 2 4 6 X 6
Ventilation and Tools 3 9 12 X 12
Ropes X 3 3 X 3
Salvage X 4 4 X 4
Fire Extinguishers 1 2 3 X 3
Ground Ladders 3 8 11 X 11
Emergency Medical Care X 8 8 X 8
Hazardous Materials X 16 16 X 16
ICS X 1 1 X 1
Practical Evolutions [§] X 6 X B
Live Fire Training X 8 8 10 18
Driving X 16 16 X 18
TOTAL 36 hours max. 120 hours min. 156 hours min. 104 hours min. 260 hours min.

EMS 0118 3/15 [760-1265]

(1) The topic hours listed are recommendations. Chartered fire training programs may reallocate topic hours fo meet student needs so long as all course
objectives are met. Proper documentation of students meeting course objectives is required.

Student contact hours: 50-60 minutes = 1 hour; 25-30 minutes = % hour.

Instructional hours may include topic instruction, material review, and testing for knowledge, e.g. quizzes. Instructional hours do not include practical skill
or written testing for certification, or instruction on any topic(s) not listed on this guide

@

as a pre-requisite to the volunteer firefighter course. For more information on the 16 Life Safety Initiatives go to:
hitp:/iwww everyonegoeshome.comvinitiatives. html

The Firefighter and Fire Safety Inspector Training Committee recommends all initial volunteer firefighting students complete the 16 Life Safety Initiatives
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Appendix B: Test Questions for Fire Exams and Exam Durations

Division of EMS Contacts

1 Hour 45 Minutes

Volunteer Firefighter 75

Firefighter 1 100 2 Hours
Firefighter 2 125 2 Hour 30 Minutes
Fire Safety Inspector 100 3 Hours

Fire Safety Inspector Knowledge 100 3 Hour

EMS and Fire Instructional Methods 100 2 Hours

Fire Instructor Knowledge 125 2 Hour 30 Minutes

The general accommodation for ADA is extended time (time and a half) and must be approved prior to the

exam.

Reciprocity and Reinstatement are given at most levels listed above. The duration of the examination will

remain the same.
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Appendix C: Policies and Directives
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P, U o) John R. Kasich, Governor
"\/ HIO DEPARTMENT : » G0
-y John Born, Director
LJ~ OF PUBLIC SAFETY e Bureau of Motor Vehicles Melvin R. House
SAFETY + SERVICE + PROTECTION . . .
e Emergency Management Agency i p—— Executive Director
e Emergency Medical Services =-=- 5
o Office of Criminal Justice Services 14 Emergency Medical Services
e Ohio Homeland Security Wodical Sonices 1970 West Broad Street
e Ohio State Investigative Unit P.O. Box 182073
e Ohio State Highway Patrol Columbus, Ohio 43218-2073

(614) 466-9447 » (800) 233-0785
www.ems.ohio.gov

July 9, 2015
TO: Program Directors, Ohio Chartered Fire Training Institutions
FROM: Melvin House, Executive Director

Ohio Division of Emergency Medical Services

REF: Request an ADA Accommodation for Written and / or Practical
Examination

Americans with Disabilities Act of 1990 (ADA) allows for reasonable and appropriate
accommodations in accordance with the Americans with Disabilities Act for individuals with
documented disabilities who demonstrate a need for accommodation.

The purpose of test accommodations is to provide students with full access to the test. However,
test accommodations are not a guarantee of improved performance or test completion. The
Division of EMS provides reasonable and appropriate test accommodations to individuals with
documented disabilities who demonstrate a need for test accommodations.

Test accommodations are individualized and considered on a case-by-case basis. Consequently, no
single type of test accommodation (e.g. extra time) would necessarily be appropriate for all
individuals with disabilities. Simply demonstrating that an individual meets diagnostic criteria for
a particular disorder does not mean that the person is automatically entitled to test
accommodations.

Specific test accommodations should be related to the functional limitations. It is essential that the
documentation of the disability provide a clear explanation of the current functional limitation(s)
and a rationale for each requested test accommodation. A student should work with program
directors and instructors who know them to determine which test accommodations are
appropriate.

All students who are requesting test accommodations because of a disability must provide
appropriate documentation of their condition and how it is expected to affect their ability to take
the test under standard conditions. This shall include but not be limited to the following:

e Individual Educational Plan (IEP) dated in the last five (5) years;
e Documentation from a medical or other qualified professional who diagnosed the condition;
e A detailed letter from a certified vocational evaluator who has evaluated the student.

The documentation submitted must contain the following:

e The nature and extent of disability;
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e Proposed accommodation;
e Rationale behind the proposed accommodations; and
e Type of accommodations made to the student during training.

The Program Director of the chartered training program is responsible to submit a signed letter
with the documentation with the following details.

1. Describe the type of accommodations granted to the student while in the fire training program.

2. Attach the documentation that includes a detailed justification for the proposed
accommodation.

3. Identify the individual that will be administering the examination. Include their position and
experience with administering examinations to those with disabilities granted by the Division of
EMS. Such representative shall be approved by the Division of EMS prior to administering the
examination. The chartered training program is responsible for ensuring the security of the
examination and the integrity of the testing process.

4. Attach a signed statement by the student explaining the type of accommodations they are
requesting. The statement must include the following:

a. The student legal name;
b. Current address;
c. Student preference for method of testing (computer or paper).

5. Inthe event a paper-and-pencil written examination is requested as an accommodation, the
chartered fire training program test security policies shall be included with the submitted
documentation.

To ensure adequate time to evaluate ADA requests, the accommodation(s) request and all
required documentation should be forwarded to the Division of EMS at least thirty (30) days prior
to the examination date request.

The student is responsible for arranging and bearing the cost for appropriate evaluation.

The determination and provision of reasonable accommodations involves a process of discussion
and negotiation between the student and the Division of EMS. With the goal of maximizing the
independence of the adult learner, the Division of EMS will make a good-faith effort to provide
effective accommodations to students with disabilities. The final determination as to whether to
allow an accommodation and the type of accommodation that will be allowed rests with the
Division of EMS.

Accommodations are determined on a case-by-case basis depending on the identified needs of the
student and analysis of supporting documentation and available resources. Ohio Department of
Public Safety employees may be consulted as to whether an accommodation is reasonable given
program requirements and structure.
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The Division of EMS is not compelled to make accommodations which would fundamentally alter
the nature of the training or compromise the certification process.

Please contact the Division of EMS Education Section at FireEducation@dps.ohio.gov or (614)
466-9447 with questions or concerns.
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ACCOMMODATION REQUEST FOR WRITTEN EXAMINATION

Please type or print the information requested on the front of this page except for your signature.
Some accommodation requests may require additional documentation. If additional documentation
is needed, please have the appropriate professional complete the reverse side of this form.

Student Information:

Print Student Name:

Address:

City: State: Phone number: ( )

Email Address:

Examination Information:

Accommodation is requested for the following examination:

(Level)
to be administered on at:
(Date) (Time) (Test Location)

Course ID#: Examination ID#:
PLEASE MARK ALL THAT APPLY (Please Justify):

Separate Testing Area

Extended Time

Reader as accommodation for learning disability

Other: (please specify):
Student Signature: Date:

The applicant has discussed with me the nature of the test to be administrated. It is my opinion that
because of this applicant’s disability, he / she should be accommodated by providing the following:

PLEASE MARK ALL THAT APPLY:

____Separate Testing Area
___ Extended Time

____Reader as accommodation for learning disability
____ Other: (please specify):

Program Director’s Name (Print): Charter #:

Program Director Signature: Date:

NOTE: PLEASE ATTACH ANY OTHER DOCUMENTATION REGARDING THE INDIVIDUAL'’S DISABILITY
THAT SHOULD BE CONSIDERED IN PROVIDING ACCOMMODATION IN AN EXAMINATION SETTING.
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TO:
FROM:

Division of EMS Contacts

John R. Kasich, Governor

John Born, Director

Bureau of Motor Vehicles
Emergency Management Agency
Emergency Medical Services

Office of Criminal Justice Services
Ohio Homeland Security

Ohio Investigative Unit

Ohio State Highway Patrol

March 20, 2015

Melvin R. House
Executive Director

Medical Senvices

Emergency Medical Services
1970 West Broad Street

P.O. Box 182073

Columbus, Ohio 43218-2073
(614) 466-9447 » (800) 233-0785

www.ems.ohio.gov

Program Directors, Ohio Chartered Fire Training Institutions

Melvin House, Executive Director

Ohio Division of Emergency Medical Services

REF:

Course Request Approval Requirements

As of February 9, 2015 all course requests (formerly known as Opening Reports) must be submitted
through the EMS Course Administration and Examination System. In order to facilitate course approval, a
class schedule / syllabus showing topic hours and total course hours must be submitted by email
attachment or fax to Division of EMS Fire Education staff.

We are requesting that this information, along with the course request, be submitted at least seven (7) days
prior to the start of the course. This will allow our staff adequate time to review the documents and
communicate with charter programs, if needed, to ensure compliance with Ohio Administrative Code

requirements.

Failure to comply with this request may result in denial of course requests and could impact students’

abilities to become certified in Ohio.

Please contact the Division of EMS Education Section at FireEducation@dps.ohio.gov or (614) 466-9447

with questions or concerns.
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April 24,2015
TO: Program Directors, Ohio Chartered Fire Training Institutions
FROM: Melvin House, Executive Director

Ohio Division of Emergency Medical Services

REF: Examination Request Approval Requirements

As of February 9, 2015 all written certification examination requests must be submitted through the EMS
Course Administration and Examination System. Per page 39 of the current EMS Course Administration
and Examination System Manual, “Examinations must be requested a minimum of seven days prior to the

desired date of the written examination.”

The Division understands extenuating circumstances may sometimes occur that are out of the program’s
control. In those cases, contact the Division for guidance. Otherwise, failure to comply may result in denial
of examination requests and could impact students’ abilities to become certified in Ohio.

Please contact the Division of EMS Education Section at FireEducation@dps.ohio.gov or (614) 466-9447

with questions or concerns.
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July 9, 2015
TO: Program Directors, Ohio Chartered Fire Training Institutions
FROM: Melvin House, Executive Director

Ohio Division of Emergency Medical Services

REF: ODPS Division of EMS Web-Based Testing Appeal Process

An examinee that wishes to appeal the failure to pass an ODPS Division of EMS examination administered
by a chartered fire training program or accredited institution shall submit the appeal in writing to the
chartered program or accredited institution program director within five (5) business days. The written
appeal shall include a detailed explanation including name of the examinee, contact information, the
specific examination taken, the date, time, and location of the examination, and the basis for the appeal. The
program director shall review the appeal and provide for resolution, if possible. If the program director is
unable to provide a satisfactory resolution, the program director shall forward the written appeal to the
Division of EMS Fire Testing Coordinator (OFSTesting@dps.ohio.gov) for review, no later than (5) business
days after appeal review.

An examination may be appealed on the basis of improper examination administration or examination
content.

Upon receipt of an appeal, Division of EMS staff will review the appeal and draft a report, including
recommendation(s) for appeal resolution or denial, for review by the Executive Director. The report shall
be reviewed by ODPS Legal Services when appropriate. The Division of EMS shall provide a written
response within five (10) business days of receipt of the appeal. The response shall be directed to the
student, with a copy to the program director.

Resolution of appeals that result in a student passing an examination shall result in the appropriate action,
i.e. certification, instructor course eligibility, etc.

Please contact the Division of EMS Education Section at FireEducation@dps.ohio.gov or (614) 466-9447
with questions or concerns.
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