CLASSROOM TRAINING (Flexible Delivery) FOR INDEPENDENT STUDY COURSES

STEP 1: Order your OpScan Answer Forms
· Order your answer sheet forms online at: http://training.fema.gov/IS/ansreq.asp
· Before scheduling your course training sessions make sure that you have received your OpScan answer sheet forms. Please note that OpScan answer sheet forms take 4 weeks for shipping from our warehouse.  
· Be sure you are using the 064-0-9 OpScan Answer Sheet. 
STEP 2: Download course materials and print out the course exam
Always check the EMI website at http://training.fema.gov for updated or revised course materials or exams before teaching any IS course.  Materials are revised frequently and exams are scrambled on a regular basis.  Once a new course or exam is posted, the outdated courses and exams are accepted for 30 days.
· Locate the materials for your desired course at http://training.fema.gov/IS/crslist.asp. Make note of any submission deadlines for revised or rescinded courses.
· If a course has classroom materials you will find the course materials within the course overview page under the Additional Resources option on the right-hand side of the page
· Print a copy of the exam questions.  All courses have an option to “Download Final Exam Questions”.  Click the link to download, click the “Individual Effort” checkbox and then the “Download Final Exam Questions” button.

STEP 3: Conduct course training session, complete exams and review forms for complete information
· After the course is delivered have student’s complete exams on the OpScan answer forms.

· Ensure all EMI Independent Study OpScan Answer Sheets (064-0-9) contain complete and accurate student information prior to submission.  


STEP 4: Prepare your training submission packet for processing by EMI-Independent Study Program 
Your packet must be complete in order for the Independent Study Program to accurately score and process your OpScan exam submissions. .  Incomplete packets will be returned.
Be sure your submission packet includes the following:	
· A completed Independent Study Delivery Processing Form
· This document was included in your shipment.   If you do not have the IS Delivery Processing form you can download it from our website: http://training.fema.gov/IS/docs/Group%20Training%20Delivery%20Processing%20Form.pdf
· A copy of the exam questions that you administered during your training session.
· Be sure that all participants OpScan Forms are complete and legible.
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STEP 5: Mail your complete Exam Submission Packet  
· Mail entire packet from Step 4 to:

National Emergency Training Center
EMI Independent Study Program
16825 South Seton Avenue
Emmitsburg, MD 21727


