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Instructor Application Instructions  
 
Thank you for expressing an interest in becoming a Pennsylvania Emergency 
Management Agency (PEMA) Instructor. 
 
Carefully follow all instructions and complete the application in its entirety. All 
requirements must be met prior to submitting the application. 

Application Process 
 

1. All applications to become a PEMA Instructor will be made via the PEMA 
Instructor Application form. 

2. All applications must be complete with required documentation attached or the 
application will be returned for correction.  

3. Applications will be accepted at any time and must be submitted to the following 
PEMA Training and Exercise Division resource account: RA-EMTraining@pa.gov. 
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Applicant Information: 
  

• Provide your full name and FEMA Student Identification Number. 
• Provide your date of birth, age, and U.S. Citizen status. 
• Provide your home address and the county you reside in.  
• Provide your business address (if applicable). 
• Indicate your preferred mailing address.  
• Provide your home/work phone numbers and your email address. 
• Indicate if you require a reasonable accommodation to perform essential instructor 

          functions and provide a brief description of the accommodation.  
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Applicable Course(s): 
 

• Indicate the course(s) you wish to be approved to instruct. 

General Requirements: 
 

• Indicate total years of emergency management experience. 
• Indicate if you have any convictions of a Crime – Misdemeanor 2 or higher. 
• List one (1) reference and provide their current position, address, and home or 

mobile telephone. 

Education:  
 

• Indicate if you are a high school graduate or have received a General Education 
Diploma (GED) or greater. List the name of your High School and graduation 
year. List post-secondary schools attended, the curriculum studied, and degree 
awarded, if applicable. 
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Employment History:  

 
• List your current and previous employer to include your supervisor. Indicate 

your job title, the dates of employment, and a brief description of your position 
responsibilities.  
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Emergency Management Experience: 
 

• List all emergency service and/or emergency management organizations of 
which you are currently active.  

 
• List previous emergency service and/or emergency management positions held. 

Include the term years held (i.e. 2020-2023).  
 

• Indicate if you have been expelled or suspended by an emergency service/ 
emergency management organization. If yes, list the reason for and the term of 
expulsion or suspension. 

 
• If applicable, indicate if you were an emergency management instructor prior to 

this instructor application. If yes, list where you were an instructor and your 
reasons for leaving (if applicable).  
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Documentation and Resume:  
 

• All documentation should verify the information provided in your application. The 
documentation to be included with the instructor application, listed on page 6, is 
the minimum required.  
 

• Resumes provided should document Emergency Management and/or Emergency 
Service experience and training as it relates to the course(s) you wish to instruct. 
If you are seeking instructorship in a specialized area, be sure to include copies 
of certificates or relevant documentation for those specialty areas. Refrain from 
providing a comprehensive list of all trainings completed over a career period; 
instead concentrate on providing documentation specific to the subject matter of 
the courses you wish to instruct.  

 

Acceptable Educational Methodology Training or Equivalent Requirement: 
 

• NDEMU E/L/K 0141 Instructional Presentation and Evaluation Skills  
• Center For Domestic Preparedness ITC PER-266 Instructor Training Course  
• TEEX LET565 Basic Instructor Development 
• PA State Fire Academy Course Educational Methodology for Local Level 

Instructors (EMLL). 
• PA Department of Conservation and Natural Resources Instructor Trainer Course 

(30 hours – Sir Stanford Fleming College). 
• National Fire Academy Resident Course R-114 Fire Service Course Design or its 

predecessor Fire Service Instructional Methodology. 
• A formal post-secondary collegiate-level course in adult education methodology 

awarding at least 1 college credit. 
• A formal course of instruction in adult educational methodology and instructing 

adults of at least 30 hours duration conducted by another state’s fire training 
system, the military services, state/federal agency, or other organization (i.e. 
PSP Instructor Development, DOC TST, MOPTEC-General Instructor, WMD 
Instructor Training- COBRA) 

OR 
• Certification course certificate (not challenge examination or virtual delivery) as a 

Fire Instructor I by an entity accredited by the National Board on Fire Service 
Professional Qualifications (NBFSPQ) or the International Fire Service 
Accreditation Congress (IFSAC). 

OR 
• Certification as public-school teacher by the Pennsylvania Department of 

Education; secondary or post-secondary certification preferred. 
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*Other Educational Methodology courses, not listed above, w ill be 
considered on a case-by-case basis.  

 
 
Additional Information: 
All applicants must include a Criminal Record Check and Child Abuse History 
Clearance dated within 1 year of application receipt.  
 
PA Child Abuse History Clearance  
 

• Create an individual account and submit your clearance application online at the 
Pennsylvania Child Welfare web site: https://www.compass.state.pa.us/CWIS  

• Upon completion you will receive a report to include in your instructor 
application.  

 
Criminal Record Check  
 

• Applicant may complete a Criminal Record Check online at the Pennsylvania 
State Police web site: https://epatch.pa.gov/home 

• Upon completion you will receive a report to include in your instructor 
application.  

 
 
Assembling the Instructor Application Package: 
 
Please scan all documents together in the following order: 
 

• Instructor Application 
• Required documentation (placed in order as indicated on page 6 of the 

application) 
• Additional Documentation of Training and Education as needed (grouped in topic 

areas, i.e., HazMat, NIMS, etc.) 
 
 

 
Application Submission:  
 

• Maintain a copy of the application package for your records.  
• Email the completed package to the Training and Exercise Division resource 

account at: RA-EMTraining@pa.gov  
 
 
For questions regarding instructor application requirements or procedures, please email 
the PEMA Training and Exercise Division resource account: RA-EMTraining@pa.gov .  
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