Wisconsin Emergency Medical Services

2014 — 2016 Provider Late Renewal Application Instruction Guide
(June 2014)

The mission of the Wisconsin Emergency Medical Services (EMS) program is to ensure that the
highest quality and standards of pre-hospital emergency medical care are available to all
Wisconsin citizens and visitors. Certification or licensing provides a level of protection to
Wisconsin citizens and visitors, and assures that an individual holding a certificate or license has
met certain minimum competencies and is authorized to practice, as defined by law. All
Wisconsin EMS provider licenses and certifications that were not successfully renewed
expired on June 30, 2014. If you do not renew your Wisconsin EMS license by June 30,
2014, you may not function as an EMS provider after that date.

You must hold a valid Wisconsin certification and license to practice as an Emergency Medical
Services provider in Wisconsin; you must also be locally credentialed with the service for which
you are practicing. For licenses and certifications not renewed prior to the expiration date of June
30, 2014, you must complete a 2014-2016 Provider Late Renewal License Application along
with all other requirements. To practice as an EMT or First Responder in Wisconsin, you must
first have a valid 2014-2016 provider license/certificate and complete a new local credentialing
agreement application to be credentialed with a service if not previously credentialed. Once your
Wisconsin certification or license to practice as an Emergency Medical Services provider in
Wisconsin has expired, you are not a recognized Wisconsin EMS provider.

Important Renewal Dates

The 2014-2016 Provider Late Renewal License Application is available online through your £-
Licensing account July 1, 2014, through December 3, 2014. You must complete the 2014-2016
Provider Late Renewal Application and all its requirements by December 31, 2014, in order to
obtain a certification or license that is valid until June 30, 2016. If you do not complete the 2014-
2016 Provider Late Renewal Application and all its requirements by December 31, 2014, you
will transition into requiring a Reinstatement.

All Wisconsin EMS provider applications are completed in the £-Licensing system. The
important renewal dates to remember for 2014-2016 are:

DHS 110.07 - Renewal: November 1, 2013, through June 30, 2014

DHS 110.09 (1) - Late renewals: July 1, 2014, through December 31, 2014
DHS 110.16 (1) (a) $50.00 Late Renewal Administrative Fee

DHS 110.09 (2) - Reinstatement: January 1, 2015, through June 30, 2016,
DHS 110.16 (1) (b) $75.00 Reinstatement Administrative Fee
DHS 110.09 (2) (3) Successful completion of the NREMT written and
practical examination

A license or certification that has been expired for two years or more may only be reinstated by
successful completion of the initial education, training, examination and licensing requirements.



What happens if you do not renew your license by June 30, 2014?

If you have not renewed your provider license or certification by June 30, 2014, you may not
function as an EMS provider after that date. For licenses and certifications not renewed prior to
the expiration date of June 30, 2014, you must complete a 2014-2016 Provider Late Renewal
License Application. To practice as an EMT or First Responder in Wisconsin, you must first
have a current license/certificate and complete a new local credentialing agreement application to
be credentialed with a service.

According to DHS 110.05 (2):

“...a person acting or advertising as an EMT or First Responder without a license or certificate
issued by the department or without appropriate credentialing may be subject to department
action under sub ch. V or s. 256.15 (11) (c), (d), or (f), Stats., as applicable.”

Any application received after June 30, 2014, will be considered a late renewal under DHS
110.09 (1):

“An individual may renew a license or certificate that has been expired for less than 6 months by
applying to the department for license or certificate renewal as specified under s. DHS 110.07
and submitting the late renewal fee ($50.00) specified under s. DHS 110.16 (1). Upon the
department's renewal of the applicant's license or certificate, the EMS professional shall be
credentialed under s. DHS 110.52 before performing emergency medical care as an EMT or First
Responder.”

Your Contact Information

As EMS providers, you should ensure that your U.S. postal mailing address and email
information are kept current in the £-Licensing system. This will assure that you will receive all
notifications and mailings from the Wisconsin EMS office. All late renewal notices will be sent
through the E-Licensing system.

Refresher Education

Continuing education is a personal responsibility. Your initial or continuing education refresher
training requirements need to be completed between July 1, 2012, and June 30, 2014, for this
renewal biennium. Flexible continuing education may be obtained through any format, but it
needs to meet DHS 110.07 renewal of a license or certificate, refresher retraining requirements.
For all EMS providers, the renewal education refresher requirements for both alternate, flexible
refresher training and standard refresher training are located at:
http://www.dhs.wisconsin.gov/ems/Training_education/retrainingrequirements.htm

Waiver Request for Active Military Deployment, Medical Conditions, etc.

If you are unable to renew your current certification or license due to active military deployment
during the biennium, preventing your ability to complete refresher activities, or you had a
significant medical condition during the biennium that prevented you from completing refresher
activities, you may be able to receive an extension for the renewal process by completing the



Waiver of Administrative Rule for Licensure - F-00569 (Word, 52 KB). You should submit the
supporting documentation and completed form to dhsemssmail@wisconsin.gov. The EMS
program has sole discretion in determining if the waiver will be granted. The decision of the
EMS program is final and is not appealable under DHS 110.59.

HOW TO APPLY

Logging in to an E-Licensing Account
As an EMS provider applicant, you can log into your E-Licensing account by entering your
username and password on the E-Licensing system account login page.

If you do not remember your username or password, you may attempt to recover your logon
information by going to the E-Licensing logon page and clicking "forgot username or password."
You may also use the “Account Lookup” feature using your last name, date of birth and social
security number. If your E-Licensing account has a valid email address on file, your logon
information will be sent to you by email. If the EMS program does not have an active email
address on file, you may contact the EMS program for assistance or send your name, license
number, and current email address to: dhsemssmail(@wisconsin.gov.

2014-2016, Wisconsin EMS Provider Late renewal information needed to complete the
application
As an EMS Late Renewal applicant, you will need the following information to complete the
2014-2016 EMS Provider Late Renewal Application:
e Your initial or continuing EMS education refresher training completed between July 1,
2012, and June 30, 2014;
e  Your current CPR card; and
e  Whether you were convicted of a felony or misdemeanor, or deferred prosecution, since
your last application, or have pending charges at this time, or received a traffic violation
that led to the suspension, revocation or withdrawal of your driver's license, and all
required court documentation. (You will have the opportunity to upload the documents if
you have them electronically.) If you cannot upload your documents into the application,
you should email them to the Wisconsin EMS program at dhsemssmail@wisconsin.gov
or fax them to 608-266-6391.

Please remember that making a false statement on an application is cause for denial of a license
renewal per DHS 110.54 (2).

Renewal Process Audits

The EMS program has been conducting random audits of the renewal process. If you are selected
for an audit, you must provide all requested documentation. Copies of all information entered on
the renewal application must be retained for at least five years. Failure to provide the requested,
required documentation will result in the suspension or revocation of your EMS Provider license
or certification.



Getting started to renew an EMS certification or license
Navigate to the Wisconsin Emergency Medical Services website at:
http://www.dhs.wisconsin.gov/ems/index.htm

Once at the website, click on the Wisconsin EMS E-Licensing system logo (identified with a red
arrow in the image below) and left-click on the logo. You will be redirected to the Wisconsin
Department of Health Services EMS E-Licensing system account login page.
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Once at the Wisconsin Department of Health Services EMS E-Licensing system account login
page, you will see options to log in to the E-Licensing system, use account lookup, and use
“forgot username or password.” You may use any of these options to assist you with entry into
the E-Licensing system. If you are recovering your login information, an email with your
username and password information will be sent to the email address that was previously
provided to the E-Licensing system. If you do not have a current email address in the £-
Licensing system, or are unsuccessful in your attempt to recover your account information,
contact the Wisconsin EMS program at dhsemssmail@wisconsin.gov.
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Once you have successfully logged into your E-Licensing system account, you will be directed to
your E-Licensing system home page. On the left side of the screen, click on “Profile” (identified
with a red arrow in the image below).
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Once you have navigated to your profile page, you will have the opportunity to review your
profile and update your personal information. Items that may be changed include your education,
contact information, alert preferences, and certification expiration dates for CPR, ACLS and
PALS. When you are finished updating your information, please make sure to click the “Save”
box at the bottom of every page.
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After you have updated your profile account demographics, you may now navigate to the
Applications tab (identified with a red arrow in the image below).
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Once you have navigated to the Applications page, you will see a list of available applications.
Please select the2014-2016 Provider Late renewal application. In this example, the 2014-2016,
Provider Late Renewal is the selected application (identified with a red arrow in the image
below).
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By selecting “Apply Now,” you will begin the application. You may click “Start” to enter your
information into the application or “Continue” to complete an application that you have already
started (red arrow in the image below). You may also click the gray header bar for any license
application to expand or collapse the list of forms associated with that application.

EMS Licensing
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You are now ready to start the application process, steps one through seven. You should
carefully read and answer all of the questions on the application, using the “tab” feature to go
from line to line. As you complete the application, please remember to click the “Save and
Continue” tab at the bottom of every page in the application (red arrow in the image below).
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You should make sure that in Section 1: EMS Training, Provider Training Requirements, your
completed training hours total the required hours for your level and are identified on the
application in green (identified with a red arrow in the image below). The green numbers on
this portion of the application indicate that your training is valid.

EMS Licensing
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EMS Licensing
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Once you have completed all of the questions from steps one through seven on the application,
you will need to enter your username and password to electronically sign the application. After
providing your username and password, click on the “Save and Continue” button. Once you have
submitted your application to the system by completing the application and electronically signing
it with your username and password, you will receive the following email:
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Dear Applicant,

Your 2014-16 EMS Provider license renewal application has been received.
Each application submitted to the WI EMS E Licensing system is reviewed in the order that
they are received into the WI EMS E Licensing system.

We strive to expedite the approval process but some applications take more time to review than
others.

Per DHS 110.10 (1), the WI EMS Office has 60 business days to review complete applications.
Applications that are incomplete will not be processed.
If you have been waiting more than 60 business days, please contact the WIEMS Office at

dhsemssmail@wisconsin. gov.

If you need additional assistance, please contact the WI EMS Office at
dhsemssmail@wisconsin.gov or http://www.dhs.wisconsin. gov/ems/.

Thank you for your understanding. If we need any additional information, we will contact you.
Wisconsin EMS Office

Once your application fee has been paid and your application has been processed and issued, you
will receive the following email:

Congratulations! Your 2014-2016 EMS Provider License Renewal has been issued. You may now log back info your E-Licensing account to print a copy of vour license

Plaasa remamber that i is your responsibiity 1o kesp your E-Licansing profile up 1o date at all times., It & crifical that you have access bo the smail address sndersd in your E-
Livensing account $o thal you réceive all important comespondénce pertaining bo your icense, Please add dhsemssmalFwisconsin,gov to your "safe’ email st 5o that our
correspondence does not get fitered as junk mai,

Again, congratulations and thank you for completing your renewal application,
Wisconsin EMS Section

When you receive this email, you can then log back into your E-Licensing system account and
print your 2014-2016 provider certification or license (steps identified in the images below).

18



Visenems, JACK SPARROW | Logou

Eorm Lved nuccetly.

Continue My Applications

Tre BT BSGt i K = S P Ay B ORI P i St SRR BB S0 IRT 0 R = AT i Rl S
Wi e B Dariee e R T ik MR pririeit b B PO e b e i W P e kil Coeied
= T -

T £ CCH Pl iy b Bir ¢ Iy BOBSSE EODICENEN 1) PR ©F (ORIDME T Tl o formi
o i e S S a0 et b % T g of ol g 5 s S which ICaria e dhiginyed o B ige. ARer o hane
S T [ {0 0 U VR SR S i (TR Wl o e B S B (50 SR

- b=

P-4 Firsd Resgonde: RENEWAL
Btehin saeed i Datne 11181
Vinudd

b #0139 [PENEY Y
Porrenc § of ] compigiad Hrpreton Dete:  GRIOIT R B deys unil espeeiord.

42018 Frm Raagewied RENEVWAL PACEADE
Farm Blpgaried Cpmpletad

2074-2018 Femt Ratpenaisr AENEVWAL ey 177113 Mo 11T

License Cars Serarmion
Hrgaues Complated

Farm
——ﬁmmm Rion TRNINY —_— -

§ EES TRAIMIKG CENTER TRAMNMG FIRET

A Prondes Horewal

1 g P,

19



Welcome, JACK SPARROW | Logout

Form saved suecesshully.

Continue My Applications

THH ISR Bl y0u 19 Wil with T formi for Bppiicaton Tt you hines Binsedy B8red, it Rt i3 wori with Rrmi you hines BSt et
sharad ling 0U1. Contitd for A that aoe a3 iR progress or e PO 0N 10 Vil B 42T that you Bleedy comphoed.
¥oa Can Chick this grey header bar for any Eoense appication To aspand of collapss tha Bst of forms Bseociated with That boenss.

o 8N une T flern Bnd Seaesh S 8 Ihe fop of M DagH 19 REMow Bowm whith B2anses ans dislied on his page. ARe you Fave
ardened anh eriena, clek G 5o search Sor Boetey mstthing poa crieen. i o want 5 vieer ol Beesies apain, cick Clear

Yo hawa 1 Torme 1o complete,
o 5] -tesema [w

- Status -

B o
~ Regenerals Licernss Carnd
hdue Datec 11202013

Flatus: Nons
Initished On: 1172072013

Mumbser: F0106219
Expiration Date:  DE02014 (221 cays unil expiration)

Foama: 0 of | complated

Licerse Card Regensialic
Campleted

Form
— B

‘mtﬂw

b F4-20E EMT-Basic TRANSITION RENEWAL

01 4-20r18 Paramedic Transitsom R nstwal

A 2204 Provider Renewal

¥ Local Credenial Agresmant
Recordy 1-T ol T

0 A image Tend.

20



Welcoms JACK SPARROW | Logout

Foimn savied succasadhilly.

Continue My Applications

This section alows you 19 work with S formi for apaizations Tt you hives Siready saned. Click S b wirk with foms you hine fot yet
siared Sling oul. Confinge for Aorma thar ane 538 in HOGIISS or e POF Kon 10 v @ 1onm et you sl completed.

“Yiua caan clici the grey header bar for any ioense appiication io axpand or collapss he Bst of fms associated with That lomss.

Yot SN U Tk RS 00 BRARth B2 o the fop Of T G 15 RTEw don which Bcanaes B disslayed on this page. AR you Fave
SO BRI EENE, Thok 50 b3 BEAnth 1f Sl MBSRING your Sritenis. If you want 52 viee Bl Boeeal BpNN. Stk Clea

EH E'H'l

= Regenerate License Card
Haus Date: 11202013

Stalus: Nons
nliated On: 10202013

Mumbser: 0100219

Forma: 1 of 1| comphiniesd
Lierme Car Reganaraton
Form
Licanse Card Répeneraion

Expiraticn Date: 06202074 (221 days untl wxpinstion)

Completed
Wed 1120013
b A 426 EMT-Basic TRANESITION REMEWAL
b 4206 Paramadic Transiton Refsewal
EMS TRAINING CENTER TRAINING PERMIT
14 Provider Renewal

b Basic Trasning Permil Applica CHLY FOR PART OF A LICENSED EMT-BASIC SERVICE]

£ 201°% bvuige T b

21



Wekcome, JACK SPARROW | Logout
B urw 03 el Sarvw B SOMENLING 13 BASTNT A0 B3 B O ChEnges.

License Card Regeneration

Tiray Dimparirrusnd ol Faalh Tasrvwoes 1 pioapsad i wasioomss ol o on VS prowwies an Be Sl of Wesoomsn Wi
i i Pty
i) o e Crecherdeed wilfy o b meesd F RS agency Qi ko provedeg polsnd Cors n e Slels of Wissoman

Wigd) rrary il B oresienalis] FagPer Ban Fu bl of your senae segaedies. of e level ol yor ioeemars
Vi P mddess honse mambes s personal el address ewl De Cumes! of ol e Yaou mery Ugdae

it ACLS of off s for e
w Vil Mr? P B Bennsaariie s by the axgeraton dite Folr 1 s 8 WHERITaSs Sy pr, IoF ronewal
FEREETa,
=il A PeoAdy e Slale ERES Dfce of @ o O Sl @ Copy OF P pEropnane g
SN D Grarts M e CPngss | Mg B SvolCn s of ollwi Dot of el

w St b IR V00X 101 505 and 250 1500) Ve Saat o B rrend o
ety ko B of B chubr of mn EMYS prowsder on. obrmarssd by P
[t

T ENES Offace wouid s by Shank. you kof yous o e ) St e St of
Wincomun

— B

2 2L g Trane]. s

22



State of Wisconsin
DEFARTMENT OF HEALTH SERVICES
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State of Wisconsin
DEPARTMENT OF HEALTH SERVICES

License/Certificate
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70101219

DB6/30/2018

REMCVE THIS CARD FOR
IDENTIFICATION

If you have any questions or need assistance, please contact the Wisconsin EMS program at
dhsemssmail@wisconsin.gov.

Wisconsin Department of Health Services

Bureau of Communicable Diseases and Emergency Response

EMS Program

P-00598L (July 2014)
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