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#502 – Continuing Education Hours (CEH’s)
Date Issued: 05/02/2005
Date Last Revised: 05/02/2005

Purpose:  

The purpose of this SOG is to clearly outline the process of obtaining and documenting CEH hours for members of the Polk City Fire Department.  This process will ensure that all EMS personnel have their CEH numbers at all times.

Guidelines:

1. CEH credits shall be applied for a minimum of 60 days before the class is conducted.

2. The Training Officer will be responsible for applying for the credits, bringing the roster sheets to class, and returning the rosters back for credit, unless an outside instructor applies for the CEH.

3. Credits may be applied for from DMACC or Mercy School of EMS.

4. The roster sheets must be returned within 7 days after the class is taught.  The Training Captain will be responsible for mailing or faxing in the roster sheets and shall keep a master copy of each roster sheet in the training file. The file will be available to all members at any time.

5. The Training Captain is responsible for entering the training rosters into the Firehouse software.

6. Each quarter the training officer will give all EMS members a copy of the current CEH’s they have attended classes for.  This will happen by the business meeting in January, April, June, and September.   Each member should compare this report to the information they have entered in their purple book for accuracy.

7. All members will have a training folder that will be kept at the station at all times.

8. Each member attending a class will pick up their training folder before class starts.

9. Each member shall write the CEH number and class in their purple book for each class attended.

10. The training folder shall be returned back to the Training Captain after each class.

11. It is the ultimate responsibility of each person to ensure they have met the state requirements for education and to keep proper documentation of such classes.
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