






WISCONSIN INDIANHEAD TECHNICAL COLLEGE                                                                                                                                                                                                                                                                            EMT BASIC INFORMATION / COURSE COMPLETION REQUIREMENTS

Wisconsin Indianhead Technical College will strive to provide the highest quality EMS instruction to its students. You, the student, will need to strive to become the best EMT Basic that you can become. WITC will comply with all federal and state laws and WITC policies to ensure equal opportunity and nondiscriminatory treatment for all students and the general public using our facilities and/or attending our classes. To this end, the following policies and procedures have been established and will be followed to successfully complete this program.

ATTENDANCE:
You are responsible to complete all classroom and patient contact requirements in order to successfully complete the course.  There will be limited opportunity to make up any missed sessions.  Only two (2) absences will be allowed with make-up work to be done within one week of the absence.  If makeup work is not done within one week of the absence, the student will be suspended from the course. Three absences will result in the student being suspended from the course, despite make up work. Tardiness is defined as more than 15 minutes late and if this happens more than three (3) times during the course, it is considered excessive and the student will be subject to suspension from the course.   Students leaving a class session prior to the completion of the session will be counted as absent, and will be required to make up the entire session at the convenience of the course instructor.  If you cannot attend or will be tardy for any classroom or clinical session, you must contact the course instructor / coordinator before the class begins.
All absences will be made up in one or more of the following ways, at the discretion of the course instructor:
	Written response to the course objectives / workbook questions for the missed session,
	Makeup quiz / exam at the instructor’s convenience,
	View videos and write a summary for each,
	Schedule time to make up practical skills at the instructor’s convenience
Withdrawing from the course: If you choose not to continue in the EMT Basic course, it is YOUR responsibility to withdraw. Current District Policy states that the student must initiate a class drop prior to class start for a full refund and within designated percentages of class completion in order to be eligible for a prorated refund.  This drop procedure must be made either through their portal or by properly filling out the drop form and submitting it to the campus for processing.  If the student fails to initiate the drop then no refund may be given unless there are special circumstances which are approved by the Registrar.  The policy does state the Registrar must approve all exceptions.  

WITC’s current operating procedure is that all refunds are issued to the student.  In the cases in which the student is sponsored by an agency and that sponsorship is replacing another student sponsored and paid for by the same agency an exception to this procedure will be made if the proper procedures are followed:

1. A student prior to the start of the class must notify WITC of their intent to not attend through the steps noted above.  
1. Prior to a refund being issued, another registration must be received and sponsored by the agency and that registration is to be processed.  
1. A request to move posted payment to a different account form must be completely filled out and forwarded to the campus Business Office Technician so that they are aware of the transaction and can place the proper holds on the refund and the form will be forwarded to Shell Lake for processing.  This process will move the proper refund amount for the initial registration to the fees due on the replacement registration.  
1. If the drop is not received prior to the class start then the prorated refund will not cover the full amount due with the registration.  Please note:  this process is separating out the initial refund for payment to be used on the other registration, in no cases should a direct student to student payment swap be processed. 



In the case where a subsequent registration is not received and the agency requests the refund in writing prior to a refund being issued,  then the request to move posted payment to a different account form should be filled out and forwarded to the Business Office Technician for notification and placement of holds prior to submittal to Shell Lake.  Be advised that a payment moved to an organization with outstanding fees will not receive a refund but the amount will instead be applied to the oldest outstanding fees on the organizational account.

The business processes identified above are in place to insure students who are requesting tuition refunds are treated consistently college-wide and to provide for a means to track changes (audit trail) made to the student’s account.   Unless extenuating circumstances have been approved (requiring registrar approval), tuition refunds are issued in accordance with WTCS’s tuition refund policy.  Additionally, the type of payment type (self-pay versus sponsorship) should have no impact as to how this policy is applied.  Agencies do not have the abilities to drop students from a course similar to how parents or other family members do not have this ability regardless of who is making the payment.  They may have some claim to the refund if there is any after properly applying the refund policy.  As a final item to be aware of, FERPA rules forbid us from discussing a student record or account with anyone without prior approval from the student.  This includes the sponsoring agency as well.  

Thank you for your assistance in applying this policy and please feel  free to contact us with any questions. Please feel free to forward this to any staff you feel should be aware of this e-mail but we do ask that any questions or concerns by your staff be summarized and forwarded by the Deans of Continuing Education to us.   
 
Exceptions and extenuating circumstances: the instructor teaching the EMT Basic course may exempt you from the 80% rule;
	Death, disability, unforeseen hospitalization
	WITC error
These exceptions must be documented in writing by the instructor and attached to the withdrawal form.
If you have any questions on the withdrawal and / or refund policy, you can find this information in the WITC Student Handbook or by contacting the Dean of Students at 1-800-243-9482 ext. 4301 

REQUIREMENTS FOR COURSE COMPLETION:
1.	Achieve at least 70 percent on all course written exams.  Retest exams are allowed only for failed exams and must be completed within one week of the failed exam. If a student fails any two exams (original and retest, or original and next written exam,) they will be suspended from the course. See EMS Course Retest Policy.  
2. Achieve total competency for all practical skills.  All practical skill sheets are supplied in the required EMT Basic Student CD available from the instructor.
3. Each student must successfully complete a minimum of five (5) patient contacts.  All patient contacts must be completed and documented on the supplied forms by the required date listed in the course schedule.  More patient contacts will be required if minimum competencies are not met.
4. Attitude, professional appearance, and willingness to participate in the course will be considered. Student participation is helpful, stimulating, and is encouraged. One should feel free to ask questions, add comments, or relate their own experiences as they apply to the topic of discussion. It is important that participation be:
1. In good taste and with positive intentions,
2. For the good of the entire class,
3. With full regard for the instructor, fellow class members, and the flow of the course.
5. Appropriate dress and cleanliness are essential components of a good EMT Basic. Clothing that is “questionable” (i.e., “Big Johnson, “Coed Naked...”) cannot be worn in the class. Revealing clothing is disruptive to the classroom atmosphere and should not be worn. Dress for class should be comfortable and casual.
6. Students should not be “on-call” while at class. Pagers and cell phones are disruptive and will be off during class sessions unless other arrangements are made with the instructor.



PATIENT CONTACTS / SKILLS EVALUATION:
Students must have successfully completed all patient assessment procedures in the classroom prior to beginning their clinical sessions. Clinical sessions are generally obtained within the EMS agency that is sponsoring you. If you are unable to obtain patient contacts, it is your responsibility to notify the course instructor of that situation and the instructor will make arrangements for your patient contacts.
Each student must complete five (5) patient contacts prior to the conclusion of the course.  Local clinical sessions are encouraged, but obtaining and scheduling those clinical sessions is not the responsibility of WITC or the course director / instructor, unless the student has notified the course instructor of their difficulty in obtaining patient contacts.  The course instructor will explain how and what must be documented on the supplied forms to qualify as a patient contact.  				
Prior to the conclusion of the EMT Basic course; the student will successfully complete all practical skill stations included in the NREMT Basic Practical Skills Exam in accordance with the practical skill check sheets. If students are unsuccessful in passing the practical skills evaluation after two (2) attempts, they will be unable to successfully complete the course or take the NREMT Basic exam.

GENERAL:  
Written assignments, quizzes, projects are to assist the student and instructor in evaluating comprehension and understanding.  While the above mentioned assignments are not held to the 70% requirement, they may be utilized and do allow the instructor an overall view of your progress in the course and will be used to determine continuation in the course if that determination is warranted.  

Falsifying any patient contact, exam score, or successful course completion documents will result in immediate suspension from the course.

No confidential information, either written or verbal, obtained while engaged in classroom or clinical sessions shall be released or divulged. If a student has been found to have released confidential information, the student will be suspended from the course.

The student must abide by the same rules of conduct as employees when in the clinical area. Anyone who commits an infraction of the institution’s rules will be subject to suspension from the course.

Any problems or questions concerning rules, requirements, or regulations should be discussed with the course instructor / coordinator or the program medical director.  Any questions regarding exams, quizzes, assignments, or clinical requirements should be brought to the immediate attention of the course instructor / coordinator.

The course instructor will meet with each student at least once during the course to discuss progress in the course. If the instructor feels that, based on your work, you should not continue in the course, he / she will advise you of that decision. 

SAFETY:
Students are required to provide one (1) box of approximately 100-exam gloves and eye protection with top/side splash shields. These items may be obtained from your EMS agency, WITC bookstore, or independent vendor.

The instructor will provide specific directions for the student to follow during class activities.  If, however, a student is injured during any activity, it is the student's responsibility to notify the instructor and an incident report filed within 24 hours.  Students are responsible for any medical claims incurred due to injury in any class activity.  Current immunizations, as listed in the course application form, are required prior to clinical sessions.  

A statement from a physician is required for a student to return or continue in class after injury, illness or pregnancy.

Children are allowed in classroom only when acting as a patient in the practical portions of this course.


ACCOMMODATIONS FOR PERSONS WITH DISABILITIES:
Reasonable accommodations for persons with disabilities will be made to ensure access to academic programs, activities, services in accordance with 504 of the Rehabilitation Act of 1973 and the ADA 1990 standards. Persons requiring accommodation must contact the WITC Student Success Center at 715-246-6561, TTY 715-468-7755 at least fourteen days in advance of needed assistance and must contact the NREMT (www.NREMT.org) at least three weeks prior to the exam date with a verified accommodation request.

TRAINING PERMITS:
EMT - Basic Training Permits: A Training Permit allows the EMT Basic student to practice procedures as appropriate under supervised direction.  Caregiver Background checks may be required by some EMS agencies prior to the EMS agency signing the Training Permit or beginning clinical sessions.  Students must have “clear” background checks in order to obtain training permits or EMT Basic licensure. Be advised, depending on your criminal background status, you may not be able to be licensed or obtain a Temporary Training Permit as an EMT in Wisconsin.  Any criminal offenses, including traffic violations, will need to be disclosed when completing the Training Permit and EMT Basic license application process. Traffic violation status may be obtained from the Department of Transportation office in Madison for a fee. (1-608-267-3710)  If you have been discharged from any branch of the US armed forces, you must submit a copy of your discharge papers (DD214). 

NATIONAL REGISTRY EXAM:
An original practical exam and re-test will be arranged in the WITC District for candidates successfully completing the WITC EMT Basic course. The cost of the original exam will be relayed to you, as it becomes available.  Students having to re-test portions of the National Registry exam after the initial re-test may have to travel to other exam sites outside the WITC District and those costs will be relayed to you as you may require them.  Accommodation requests must be received at least three weeks prior to the exam date.

ALCOHOL/DRUG/SMOKING POLICY:
Tobacco use will only be allowed in designated areas outside the building / classroom. 

		The content of this EMS course involves appropriate physical contact with fellow students in order to adequately complete the skills necessary to be an EMT – Basic.

	If you are not prepared to make that commitment, please reconsider taking this EMS course.

	Inappropriate conduct will not be tolerated and appropriate action will be taken if such activity is either reported or observed.


Any student the instructor feels is "under the influence" of drugs (recreational or prescribed) or alcohol will be asked to leave the class and a class absence will be assigned; if that student returns to any future classes "under the influence," a course failure will be assigned and the student will be suspended from the course.  Consumption of alcoholic beverages/drugs not used in training in class will not be allowed.





















CORE ABILITIES for the EMT BASIC COURSE

1. Act Responsibly
        Indicators
· Take responsibility for own learning
· Apply ethical work values
· Present information that is valid and truthful

2. Communicate clearly
               Indicators
· Use language and details appropriate to the level of audience
· Present information in a readable form
· Listen

3. Learn effectively
               Indicators
· Follow instructions
· Organize information
· Ask appropriate questions
· Accept the need for lifelong learning
· Connect core abilities with work competencies and outcomes

4. Think Critically and Creatively
               Indicators
· Evaluate uses of technology
· Identify problems
· Apply an appropriate problem solving process
· Make informed decisions
· Accept ambiguity

5. Value Self Positively
              Indicators
· Balance family, work, finances, and personal needs 
· Create a personal and professional development plan
· Recognize the importance of personal wellness

6. Work Cooperatively
               Indicators
· Work collaboratively with others
· Provide / Accept feedback

7. Work Productively
              Indicators
· Apply quality standards and safety procedures
· Demonstrate dependability, accuracy, initiative, and perseverance
· Respect values and norms of work culture
· Adapt to technological changes







EVALUATION:
Students will be issued a Certificate of Successful Completion upon completion of all course requirements.  All students will be encouraged to complete a course evaluation at the conclusion of the course.

The items identified in this document may appear to be very stringent and unfair at times, this may be so; however, we must remember the nature and intent of the EMT Basic course. You are being prepared to work in an environment that rarely allows direct supervision of your skills, and many times requires split second decisions that may determine a patient’s outcome. Your instructor(s) are experienced in the field of emergency care and will make decisions on your passing or failing this course based on all the information obtained throughout the course. Written scores alone will not be enough to pass this course. You must have mastered all components of the EMT Basic course in order to successfully complete the course and be eligible for the NREMT Basic licensing exam. 

If you have any questions regarding the policies identified in this document, they can be reviewed in the WITC Catalog and Student Handbook or contact Greg Carlson, EMS Teaching Specialist, at WITC – New Richmond, (715) 246-6561 ext. 4202.

By my signature, I understand and accept the policies and procedures for this EMT Basic training course.


_____________________        ________________________         ___________
                        Student Signature                                             Print Name                                                                    Date


______________________________         ___________________________________     ___________
                        Instructor Signature                                           Print Name                                                                 Date
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