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CEM Recertification Application User Guide

Introduction

Scope and Purpose

Thank you for accessing the IAEM certification online application. To ensure you have the
best experience using the online portal, please be sure to read all instructions thoroughly.

The purpose of this user guide is to answer frequently asked questions for candidates using
the online application.

Process Overview

The online application has been created to allow candidates to submit the Certified Emergency
Manager Recertification application via the online portal. This User Guide will outline how
candidates will:
1. Access the online system/Log-in
2. Complete the application
a. Upload documentation
b. Work through required sections

3. Submit application
4. Manage workflow
5. Receive results notification

1 Access Online System

1.1 Recertification Application

Candidates can access the recertification application via the IAEM website here:
http://www.iaem.com/page.cfm?p=certification/application/recertification&Ivl=2.

1.1.1 Login

CEM/AEM Online Application

Username

Password

Forgot your username or password?

Click here to retrieve it. Contact info@iaem.com should you have
questions.

IAEM ©201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 3
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1. Candidates should use the same login credentials as for the IAEM website.

[NOTE: if candidates forget their log-in information, click on the “forgot log in” link.
Candidates will be directed to the IAEM website to retrieve their user name and password.]

2. Once Login is complete, Candidates will see the Candidate Dashboard with
instructions for starting an application.
1.1.2 Create New Application

1. Candidates should click on the “Add Application” and select the appropriate
application. Then hit the “Submit” button.

= { @ DASHBOARD

Name:

APPLICATIONS ADD APPLICATION Logout | Edit Profile

Welcome!

To get started, click on the "ADD APPLICATION’ tab and select the application you wish to complete. Once the application
populates on your dashboard below, the left column indicates which application you have selected. Click on the link in that
column to access the application each time you log in.

As you work on completing the application, click the save button frequently. The middle column of the dashboard contains a
snapshot of your “To Do List". As you complete sections of the application, a check mark will appear next to the task. If you
feel you have completed a section of the application but a check mark does not appear on your To Do List, please double
check the requirements and ensure you have completed the necessary information.

Once you have completed all the items on the To Do List, you will have the option to submit your application. The
“Notification Letters” column will be used after your application has been reviewed.

APPLICATION TODOLIST NOTIFICATION LETTERS Remove

<

- {/’,-)) ESHBOARD

Name:
Logout | Edit Profile

Please select the type of application

you wish to fill out.
To get started, click on the “ADD A Lifetime Dlication
populates on your dashboard beld Applicaongyps: in that
column to access the application AEM

Upgrades
i Cancel m
As you work on completing the ap ontains a
e

Welcome!

snapshot of your “To Do List". As yGUrcomplete sections or the application: a che g appear nextto e task. If you
feel you have completed a section of the application but a check mark does not appear on your To Do List, please double
check the requirements and ensure you have completed the necessary information.

Once you have completed all the items on the To Do List, you will have the option to submit your application. The
“Notification Letters” column will be used after your application has been reviewed.

APPLICATION TODOLIST NOTIFICATION LETTERS Remove

2. The selected application will populate on the candidate’s dashboard. Candidates can
open the application by clicking on the link in the first column.
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IAEI_!_I)}/ ' :

Name: Sharon Candidate

APPLICATIONS ADD APPLICATION Logout | Edit Profile

Welcome!

To get started, click on the "ADD APPLICATION” tab and select the application you wish to complete. Once the application
populates on your dashboard below, the left column indicates which application you have selected. Click on the link in that
column to access the application each time you log in.

As you work on completing the application, click the save bottom frequently. The middle column of the dashboard contains a
shapshot of your “To Do List". As you complete sections of the application, a check mark will appear next to the task. If you
feel you have completed a section of the application but a check mark does not appear on your To Do List, please double
check the requirements and ensure you have completed the necessary information.

Once you have completed all the items on the To Do List, you will have the option to submit your application. The
“Notification Letters” column will be used after your application has been reviewed by the council commission.

APPLICATION TODOLIST NOTIFICATION LETTERS Remove

Lecerlincalion. Application Warranty
"Click on the above link to

access your application.” Acknowledgement

Cover Sheet Title is Required
Company is Required
Phone is Required

Training Distater/Emergency Management Training is Incomplete
General Management Training is Incomplete

Professional  Professional Contributions Section is Incomplete.
Contributions  Please Check your entries and verify that you have
completed all of the required sections.

3. The middle column, “To Do List,” provides a checklist. As sections are completed in
the application, a checkmark will appear next to the to-do action item in the middle
column.

2 Completing the Application

The applications are designed in an accordion-style format. After opening the application,
candidates can access each section of the application by either:

Clicking on the blue “Go On” button at the bottom of each section
I pledge to abide by the Code of Ethics and Professional Conduct published by IAEM. I understand
violation is grounds for CEM® revocation.

Further, I have read and acknowledge the Disclaimer, Indemnification Information, IAEM

Administrative Guidelines for CEM®/ AEMSM Certification Examination Testing and Review,
Application Warranty and Acknowledgement as published by IAEM.

() By checking this bax, 1 have read and understand the above Acknowkedgement

Maintaining Certification

Cover Sheet

Section I: Training

ions in the Field of Emergency Management
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Or, click on each blue section header beneath the “Go On” button

I pledge to abide by the Code of Ethics and Professional Conduct published by IAEM. I understand
violation is grounds for CEM® revocation.

Further, I have read and acknowledge the Disclaimer, Indemnification Information, IAEM

Administrative Guidelines for CEM® AEMSM Certification Examination Testing and Review,
Application Warranty and Acknowledgement as published by IAEM.

(] By checking this bax, 1 have read and understand the above Acknawiedgement

Maintaining Certification
—
Cover Sheet

Section I: Training

Section ll: Professional Contributions in the Field of Emergency Management

[NOTE: Candidates should save the document frequently using the “save” button on the side of
the application.]

Section I: Training

SUMMARY OF TRAINING HOURS FORM

Emergency Management Training
Requirement: Enter the necessary training hours below based on the requirements shown in the

state, municipal or other jurisdiction training, seminars sponsored by corporations, appropriate

application under Maintenance Requirements, noting no more than 25 hours in a particular
subject area. Examples of disaster/emergency management training that qualify: EMI courses,
college courses, military training, and so forth. This list is NOT inclusive; other training may meet ’ @
the disaster/emergency management training requirement. Note: One semester hour of college

credit equals 15 classroom hours; one continuing education unit (CEU) equals 10 classroom
hours. Remember each entry requires proof of attendance, which includes training hours and
must have occurred during the last five years since original CEM®/AEMSM certification date
and/or last re-certification date.

As candidates complete the chart below, the total number of hours will be calculated based on
each entry. Candidates should remember that no more than 25 hours can be claimed in one

subject area.

2.1.1 Pre-Application Information

Candidates should read the information in the Pre-Application section and check the two
boxes under the CEM/AEM Applicant Warranty and the Acknowledgement headers.

IAEM ©201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 6
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TAEM or any JAEM Council to have violated or breached any tenet of the IAEM Code of

Conduct and ineligible to be or remain certified.

sl 0] By checking this box, T have read and understand the above CEM®/AEMS" Applicant Warranty

ACKNOWLEDGEMENT

Thereby acknowledge and agree that in the event IAEM determines that I have breached the
above warranty or been found to have provided any information on the CEM®/AEMSM
application or supporting documentation that is materially faise or misieading, or not my own
work, that TAEM and/or the IAEM CEM® Commission has the authority to prohibit me from
reapplying for Certified Emergency Manager/Associate Emergency Manager certification
and/or to summarily deny any previously submitted application containing such false or
misieading information or documentation.

Tunderstand that certification is subject to Certification Commission approval, and if granted, a8 )
is current for a five year period. I will execute the necessary documents, submit to written
ion and supply further as by the Commission. 1 understand

that any false statement or misrepresentation I make in the course of these procesdings may
result in the revocation of this application and the issuance of & complaint of violation. T
hereby voluntarily and knowingly consent and grant permission to IAEM or its authorized
agent(s) to conduct a verification of the accuracy and authenticity of any information or
documentation T submit in connection with or support of this Application Package.

Teertify that I have followed all directions outlined in the application and I understand that
my packet may not be review if instructions are not followed.

1 pledge to abide by the Code of Ethics and Professional Conduct published by IAEM. Click

here to review. I understand violation is grounds for CEM® revocation.

Further, T have read and acknowledge the Disclaimer, Indemnification Information, TAEM
Administrative Guidelines for CEM®) AEMSM Certification Examination Testing and Review,
Application Warranty and Acknowledgement as published by TAEM.

— () By checking this box, [have read and uncerstand the above Anowledgement

From there, click on the blue “Go On” button to access the information on the Maintaining
Certification page.

2.1.2 Cover Sheet

The candidate’s contact information will automatically populate based on information in the
[AEM database system.

[NOTE: All fields with an asterisk are required.]

If the information is outdated, candidates should log in to their IAEM member profile
(www.iaem.com) to provide the correct information and provide the updated information
under Address for Database if Different from Above on the online application.

Imugiaem.com

Years in Current Position:

Years in Disaster/Emergency
Management:

Address and City/Town are required if filling out this section

Address 1:

Address 2:

00

City/Town

State/Province/Region/County:

Country:

Postal/Zip:

IAEM ©201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 7
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2.1.3 Section I: Training
1. Candidates should click on the “Add” link to enter a training entry.

eoo misc fusi i _com/IAEM, k.aspx?id=7ba72bd8-16f-4ec8-83af- 1cObce8cd000 W
m (2] (2] [+ @ misc.fusionproductions-cc.com/IAEM/RecertBook.aspx7id=7ba72bd8-16fi-4ecB-B3af-1cIbceBed000 [} Reader _

Section I: Training

SUMMARY OF TRAINING HOURS FORM

Emergency Management Training
Requirement: 75 dassroom hours of emergency management training, not more than 25 hours in
a particular subject area. Examples of disaster/emergency management training that qualify: EMI
") courses, state, municipal or other jurisdiction training, seminars sponsored by corporations,
‘7 appropriate college courses, military training, and so forth. Please see the Maintaing Certification
R amern tab for more information. This list is NOT inclusive; other training may meet the

disaster Y training requis . Note: One semester hour of college credit

equals 15 classroom hours; one continuing education unit (CEU) equals 10 classroom hours.
Remember each entry requires proof of attendance, which includes training hours and must have
occurred during the last five years since original CEM®B/AEMSM certification date and/or last re-
certification date.

00

As candidates complete the chart below, the total number of hours will be calculated based on
each entry. Candidates should remember that no more than 25 hours can be claimed in one
subject area.

‘ ‘Add/ Edit ‘ ‘Subject Area ‘ Title of Training Course | Total Hours ‘ Remaove ‘
—_— | \ | ]

a) Candidates should check the radio button for Disaster/Emergency
Management Training or General Management Training:

Add/Edit Training

(®)Disaster/Emergency Management

—

(C)General Management

Subject Area:
[

Training Title and Number:

Training Source:

Training Date:

Training Length(in hours):
[

If the course is found on the Sample CEM&/AEMSM Training Allocation Tables, candidate needs to check the box “Course
appears on IAEM Allocation Chart”. If course does not appear on the Sample CEM®/AEMSM Training Allocation Tables,
candidate must provide a course description OR check the box that the syllabus will be uploaded. Whichever option is
selected, candidate must also provide independent verification of attendance for the course in which he/she is seeking

b) Complete all fields for Subject Area, Training Title and Number, Training
Source, Training Date and Training Length

c) NOTE: Dates should be entered in the following format: MM/DD/YYYY.

IAEM ©201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 8
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d) If the course is found on the Sample CEM®/AEMS" Training Allocation

Tables, candidates should check the box “Course appears on IAEM
Allocation Chart”.

Training Length(in hours):

If the course is found on the Sample CEM®/AEM=M Training Allocation Tables, candidate needs to check the box “Course
appears on IAEM Allocation Chart”. If course does not appear on the Sample CEM®/AEM™™ Training Allocation Tables,
candidate must provide a course description OR check the box that the syllabus will be uploaded. Whichever option is
selected, candidate must also provide independent verification of attendance for the course in which he/she is seeking
credit.

Course description (copy of syllabus or curriculum is acceptable) for those courses not listed in the Sample Training
Allocation Chart available on the IAEM website.

[ Course appears on IAEM Allocation Chart
O I am Uploading the Syllabus

REMEMBER:

e) If course does not appear on the Sample CEM®/AEM Training Allocation
Tables, candidate must provide a course description

Training Date:
[

Training Length(in hours):
[

If the course is found on the Sample CEM®/AEM=M Training Allocation Tables, candidate needs to check the box "Course
appears on IAEM Allocation Chart”. If course does not appear on the Sample CEM®/AEM®" Training Allocation Tables,
candidate must provide a course description OR check the box that the syllabus will be uploaded. Whichever option is
selected, candidate must also provide independent verification of attendance for the course in which he/she is seeking
credit.

Course description (copy of syllabus or curriculum is acceptable) for those courses not listed in the Sample Training

Allocation Chart available on the IAEM website.

Course Overview

The goal of this course is to acquaint new personnel with the position of emergency
manager, including history and underlying principles of emergency management, key
areas of emphasis, the emergency 's roles and responsibilities, and tips for
getting started.

Course Objectives:
At the completion of this course, participants should be able to:

[ Course appears on IAEM Allocation Chart
0 I am Uploading the Syllabus

IAEM ©201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 9
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f)  OR check the box that the syllabus will be uploaded.

candidate must provide a course description OR check the box that the syllabus will be uploaded. Whichever option is
selected, candidate must also provide independent verification of attendance for the course in which hefshe is seeking
credit.

Course description (copy of syllabus or curriculum is acceptable) for those courses not listed in the Sample Training
Allocation Chart available on the IAEM website.

[ Course appears on IAEM Allocation Chart

# I am Uploading the Syllabus

Attach to this form a college or FEMA transcript or certificate of completion OR final class roster with your
name OR other acceptable documentation from the institution that conducted the training.

Documentation must show the number of classroom hours, CEUs, or college credits for a college course.
One full day of training receives 6-hours credit per day, unless otherwise documented.

Supporting documentation should be available if the Commission requests more information.

g) Whichever option is selected, candidate must also upload independent
verification of attendance for the course in which he/she is seeking credit.

SUMMARY: In order for each training entry to be complete, candidates must:

Complete all fields for Subject Area, Training Title and Number, Training Source,
Training Date and Training Length AND do one of the following:

e Provide a description in the text box OR

o Check the box that the course appears on the IAEM Training Allocation
Chart. OR

e Check the box that candidate is uploading the course syllabus.

2. Upload all necessary documentation for this course:
a) Click the “Choose File” button

b) For Mac users: Locate the file to upload, highlight it and then hit “Choose”
button. Proceed to step “d” below.

[NOTE: Candidates can upload documentation in any format.]

IAEM *201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 10
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= . ] [ [ Applications

£ IAEM-GLOBAL Name +| Date Modified

a Microsoft Silverlight Jur 2o, 2013 9:35
(£ IAEM-USA B Mission Control Jun 20, 2012 5:04
(£ Global CEM Commi... T Notes Aug 3, 2013 10:5

£ cem W Photo Booth Sep 30, 2013 12
% Preview Aug 3, 2013 10:5
@ QuickTime Player Sep 30, 2013 12:
) Reminders Aug 3, 2013 10:5

REMEMB ‘-i;; Remote Desktop Connection Nov 26, 2012 3:2
: | [ Documents @ safari Dec 19, 2013 8:0,
* Altac &) skype Oct 23, 2013 11

0 Downloads - o
name . Stickies Jun 20, 2012 5:52
« Docul = Movies System Preferences Jan 9, 2013 3:04 |
ﬂ Music » [] TeamViewer 8 Dec 18, 2013 4:00
« Cnefl g Pictures -/ Textedit Jan 8, 2013 3:04 |
@ Time Machine Jun 20, 2012 5:0%

Walke

+ supp B Walker » [ utilities Dec 11, 2013 11:
[Z] Google Drive » [ Xerox Feb 15, 2013 8:3

Upload a | Cancel | | Choose

If multiple documents need to be uploaded, dick the "Choose File” button and select the file to Upload. Then
select the "Add More Files” button to select an additional file. Candidates may upload as many documents as

necessary. When finished, candidate should select the “Submit” button. Candidates should note that uploading
additional documentation to a section that has already been "submitted” will replace the original upload. When
adding another document to a section that has already been created, candidates must re-save the original

documentation and upload all documents again.

| Choase File | no file selected

Add More Files

¢) For PC users, select the appropriate file on your computer and then hit the
“open” button.

EMBER:
« Attach to this form a college or FEMAl
OR other acceptable documentation

2 Choose File to Upload

(@J®/E » Computer » LocalDisk (@) » W seorch LocatDisk (c)

« Documentation must show the numbff| ~ Organize ¥ New folder =~ 0 @

@ GoogleDrive  »  Name Date modified Type

= One full day of training receives 6-ho E
B 4e141083¢5e405e5d543f87302bcea 4/14/20119:05PM  File folder
@/ 112e06cc0abBleesIcca 1711/2012812AM  File folder
1. Intel 6/9/2010707AM File folder
Upload a File: i e i e 3/31/20121250PM  File folder

; 1. PerfLogs 7/13/200910:20PM  File folder
If multiple documents need to be up > B Videos 1. Program Files 7/20/2013848 PM  File folder

Then select the "Add More Files” b 3 1 Program Files (:86) 12/16/20139:05AM  File folder
| » +& Homegroup

« Supporting documentation should bef| 4 (5 Libraries
b [ Documents
b & Music

documents as necessary. When fini 4 temp 6/9/20107:21 AM File folder
Ji Users 8/21/20106:20 AM  File folder

1. Windows 6/7/20137:42 PM File folder

|| FaceProv 12/18/20107:06 PM  Text Document

L foo 9/24/20105:13AM  Text Document ~
+ <[ | »

note that uploading additional docul 4% Computer

the original upload. When adding ano \ > &l Local Disk (C) |
» =g LENOVO (D)

must re-save the original documentati

File name: - | Al Files ) -

1:34PM
1/10/2014

IAEM *201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 11
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d) Ifadditional documents need to be uploaded, click on the blue button “Add
More Files” and select the file to upload. Candidates may do this as many
times as necessary.

REMEMBER:
* Attach to this form a college or FEMA transcript or certificate of completion OR final class roster with your
name OR other acceptable documentation from the institution that conducted the training.

Documentation must show the number of classroom hours, CEUs, or college credits for a college course.
One full day of training receives 6-hours credit per day, unless otherwise documented.

Supporting documentation should be available if the Commission requests more information.

Upload a File:

If multiple documents need to be uploaded, click the "Choose File” button and select the file to upload. Then
select the “Add More Files” button to select an additional file. Candidates may upload as many documents as
necessary. When finished, candidate should select the “Submit” button. Candidates should note that uploading
additional documentation to a section that has already been "submitted" will replace the original upload. When
adding another document to a section that has already been created, candidates must re-save the original

documentation and upload all documents again.

| Choose File | |« Dist Training 1.pdf

Add More Files [ SR

e) Then hit the blue submit button.

[NOTE: Uploading additional documentation to a section that has already been
"submitted" will replace the original upload. When adding another document to a section
that has already been created, candidates must re-save the original documentation and
upload all documents again.]

f) Ifany section of the application appears in red, it means the entry/section is
incomplete. Candidates should go back and check that all field boxes are
completed and documentation has been uploaded.

IAEM *201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 12
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m)’} appropriate college courses, military training, and so forth. Please see the Maintaing Certification

SRSy fanmgers tab for more information. This list is NOT inclusive; other training may meet the
disaster/emergency management training requirement. Note: One semester hour of college credit
equals 15 classroom hours; one continuing education unit (CEU) equals 10 dassroom hours.
Remember each entry requires proof of attendance, which includes training hours and must have
occurred during the last five years since original CEM®/AEMSM certification date andjor last re-
certification date.

As candidates complete the chart below, the total number of hours will be calculated based on
each entry. Candidates should remember that no more than 25 hours can be claimed in one

subject area.
Add/ Edit | Subject Area Title of Training Course | Total Hours | Remave
Edit Emergency Management | 101 25 Remove
Prevention EM 201 25
Add

SUMMARY OF TRAINING HOURS FORM

Requirement: 25 classroom hours of continuing education must be general management and
must have occurred during the last five years since original CEM®/AEMSM certification date and/or
last re-certification date. Examples of general management training that qualify: principles of
management, finance, organizational behavior, budgeting, community development, human
resources, computer systems, MIS applications, business communications, public speaking, and so
forth.

Add/ Edit | Subject Area | Title of Training Course | Total Hours | Remave

Add

Total Hours: 0

2.1.4 Section lI: Professional Contributions
Candidates should click on the “Add” link next to the professional contribution listing and
complete each pop-up window.

[NOTE - Documentation must be uploaded for each entry.]

IAEM *201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 13
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Section II: Professional Contributions

misc.tusionproductions-cc.com/IAEM/RecertBook.as px7id=7ba72bd 8- 16it-4ecB-83at- 1c9bceBcdO00

®woOoo

part of your normal job duties.

The following is a brief description of each of the professional contribution categories. A detailed
description of the reguirements and acceptable documentation will appear at the top of each

category page when you click "ADD".

To add a professional contribution, candidate should click on the “Add” link.

A. MEMBERSHIP: (Add) ""—'—-—-_-

Member for three years in a disaster/emergency management-
related organization.

B. PROFESSIONAL CONFERENCE: {Add)

Participation in 2 disaster/emergency man. lent-related
waorkshop or conference for at least a cumul total of 40
contact hours.

C. SERVICE ROLE: (Add)

Voluntarily serve on a board of directors, committee, task force or
special project for a professional or jurisdictional organization
contributing to or supporting emergency management (must not
be part of the applicant’s required job duties). LEPC service may
not qualify.

D. LEADERSHIP ROLE: (Add)

Vaoluntarily serve as an elected officer or in leadership position on
a board of directors, a board committee, a task force, or a special
project for a professional, emergency management or a
Jjurisdictional organization contributing to or supporting
disaster/emergency management (must not be part of the
applicant’s required job duties). LEPC service may not qualify.

E. SPECIAL ASSIGNMENT: (Add)

Involvement in 2 special assignment for a jurisdictional or
governmental committee or task force addressing a substantive
disaster/emergency management issue. The resulting product or
decisions must make a significant contribution to or impact on
the disaster/emergency management profession.

F. SPEAKING: (Add)

Develop and participate in three presentations or panels of a
minimum of 20 minutes each (including radio, television,
educational, video, etc.) during the last 10 years related to
disaster/emergency management. The audience may be
community or 2 professional group. Candidate must be the
presenter and not just the author of the presentation.

In order to get credit for Professional Contribution F) Speaking,
Candidates must submit three separate entries. Candidates should

3. Submitting the Application

J. AUDIO-VISUAL AND INTERACTIVE PRODUCTS: (Add)
Personally develop content for distributed emergency
management video, computer software product or other audio-
visual tool. Candidate must validate participation and significant
development role,

K. AWARDS OR SPECIAL RECOGNITION: {Add
Receive an award for disaster/emergency management-related
activities.

L. PROFESSIONAL CERTIFICATION RELATED TO
EMERGENCY MANAGEMENT: (Add)

Earned certification or registration as an emergency manager
through a government agency, or state/province association
(receiving a FEMA PDS certificate does not qualify under this
category).

M. LEGISLATIVE CONTACT: (Add)

Contact an elected representative at the national, regional, tribal,
or local government level regarding an emergency management
issue. The candidate must submit a copy of his/her ariginal
correspondence and a copy the reply from the elected official.

N. CONDUCTING RESEARCH: (Add
Play a significant rale in the development and execution of an
emergency management research project.

0. OTHER: (Add)

Other contributions may be recognized if they do not apply to
one of the other established categories. An example is
volunteering to go on a disaster assignment not in your
Jjurisdiction.

P. MENTORING/PROCTORING EXAMS: (Add)

Mentoring involves guiding the CEM®/AEMSM candidate through
the process. Proctoring the exam involves receiving the exam,
administering it and returning it to IAEM headquarters.
Proctor/venue guidelines are outlined in the Study Guide
Brochure. Both require prior approval from the CEM®
Commission before being conducted. You must include a copy of
the authorization with your submission.

1) After the candidate has completed the application, he/she should navigate back to the
candidate dashboard by clicking on the “Save & Exit” button on the right side of the

application.

IAEM *201 Park Washington Court ®Falls Church, VA, 22046 ®info@iaem.com 14
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Section I: Training

SUMMARY OF TRAINING HOURS FORM

Emergency Management Training
Requirement: Enter the necessary training hours below based on the requirements shown in the

application under Maintenance Requirements, noting no more than 25 hours in a particular

subject area. Examples of disaster/femergency management training that qualify: EMI courses,

state, municipal or other jurisdiction training, seminars sponsored by corporations, appropriate

college courses, military training, and so forth. This list is NOT inclusive; other training may meet @
the disaster/emergency management training requirement. Note: One semester hour of college >

credit equals 15 classroom hours; one continuing education unit (CEU) eguals 10 classroom
hours. Remember each entry requires proof of attendance, which includes training hours and
must have occurred during the last five years since original CEM®/AEMSM certification date

and/or last re-certification date.

As candidates complete the chart below, the total number of hours will be calculated based on
each entry. Candidates should remember that no more than 25 hours can be claimed in one

subject area.

2) Candidates should ensure that the to-do list is complete with “check marks” next to each
section.

populates on your dashboard below, the left column indicates which application you have selected. Click on the link in that
column to access the application each time you log in.

As you work on completing the application, click the save button frequently. The middie column of the dashboard contains a
snapshot of your “To Do List". As you complete sections of the application, a check mark will appear next to the task. If you
feel you have completed a section of the application but a check mark does not appear on your To Do List, please double
check the requirements and ensure you have completed the necessary information.

Once you have completed all the items on the To Do List, you will have the option to submit your application. The
“Notification Letters” column will be used after your application has been reviewed.

APPLICATION TO DO LIST NOTIFICATION LETTERS Remove

Application Warranty ¢ Submit Application

"Click on the above link to
access your " ckr ent

Cover Sheet ¢
Training  «*
Professional Contributions ¢

Payment Information ¢

[NOTE: Before candidates can submit the application, the recertification fee must be submitted
through the IAEM website:
http://www.iaem.com/page.cfm?p=certification/application/recertification&Ivl=2.

Once payment has been submitted, please allow the system 24 hours to process the
recertification fee. Candidates should then log into the online application to submit the
application.]
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3) Candidates must use the blue “Submit Application” to finalize and submit the application
to IAEM Headquarters.

a) Candidates will receive an email confirmation once the application has been
submitted.

4. Manage Workflow

Once candidates have created an application, documentation can be uploaded at any time.
As training and professional contributions are completed, candidates can upload the
independent verification.

Note: Candidates are encouraged to keep copies of the documentation in case there are any
problems with the online system.

5. Review & Results

Candidates will be notified when the results of the review are complete. At that time,
candidates can log in to the online portal and access the results on their dashboard.

Welcome!

To get started, click on the "ADD APPLICATION" tab and select the application you wish to complete. Once the application
populates on your dashboard below, the left column indicates which application you have selected. Click on the link in that
column to access the application each time you log in.

As you work on completing the application, click the save bottom frequently. The middle column of the dashboard contains a
shapshot of your “To Do List™. As you complete sections of the application, a check mark will appear next to the task. If you
feel you have completed a section of the application but a check mark does not appear on your To Do List, please double
check the requirements and ensure you have completed the necessary information.

Once you have completed all the items on the To Do List, you will have the option to submit your application. The
“Notification Letters” column will be used after your application has been reviewed by the council commission.

APPLICATION TODOLIST NOTIFICATION LETTERS Remove

Recertification Application has been Successfully Submitted
"Click on the above link to
access your application.”

5.1 Resubmission

If the candidate’s application is found incomplete, a resubmission option will appear on the
candidate’s dashboard. This is a copy of the candidate’s original application and candidates
will have the opportunity to revise, within 90 days, only the sections of the application that
were found incomplete during the initial review.

[NOTE: After the 90 days, candidates will not have access to resubmit supplemental
documentation and will need to start over from the beginning by completing a new
application.]
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Candidates should submit supplemental documentation by clicking
on the “Resubmission” link in the first column. Candidate will only
be able to edit the parts of the application that were found
incomplete by the commission. Once candidate has made the
necessary changes, candidate should hit the “Submit’ button to

"Click on the above link to
access your application.”

send application to IAEM Headquarters.

Submit Application

After the candidate has made changes to the application, he/she should submit the
resubmission using the blue “Submit Application” button. The resubmission will go through
the review process again and candidates will be notified when the results are available.

If you encounter issues not addressed by this User Guide, please contact CEM
Administrator Kate McClimans (KMcClimans@iaem.com) for additional assistance.
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