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                     Utah Division of Emergency Management
                               Course Hosting Responsibilities
45 DAYS
· Select instructor(s) with expertise in the course subject with instructional skills.
· Complete and submit the DEM Training Request to the State Training Officer within 45 days of class start date.
· Upon approval DEM will list the course on U-TRAIN and the Training web page.

1 MONTH
· Finalize and approve instructor(s) contract(s).


· Verify instructor(s) have instructor manual, power points, etc.
· Let instructor(s) know of DEM expectations:
· Be in attendance the entire duration of the course.
· Student contact hours are met for the course.
· Course testing standards are followed.

· Publicize the course. 

· Require all students to register for the course, on U-TRAIN, at least seven days prior to the start date.
2 WEEKS

· Obtain the following from instructor(s): course agenda, evaluation forms, BIO(s), and any other item(s) that will be handed out.
  
· Obtain from DEM and review a copy of the U-TRAIN roster and use it to target additional students.


· Print student manuals.



1 WEEK

· Contact instructors to let them know final details, e.g., location, registration and when they should arrive etc.  Make sure they have a copy of the agenda and U-TRAIN roster.

· If it is an AH-IMT course, print copies of the FEMA form 119-25-1, and have students complete and sign during class (download on the Training Page at http://dem.utah.gov)
· Make sure the student has listed their FEMA Student Identification Number (SID) on the form (link for the SID is also on the Training Page). 

CLASSROOM ITEMS

· Highlighters, small sticky notes, sticky flags, markers, pencils, easels with pads, name tents, agendas, instructor BIOs, evaluations, student manuals, laptop computer, LCD projector, screen, and break food and drinks.
FOLLOW UP

· Within seven days of completion of the course return the following to the State Training Officer: sign in sheet for each day, corrected and scored test(s) for each person, and class evaluation from each person. (If an AH-IMT course, the FEMA form 119-25-1 from each person.)
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