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KCEAA Education Staff 
Duties and responsibilities 

 
Employee      Responsibilities 
 
Tommy Bibb      *Educator/EMT Training 
       *Infection Control Coordinator 
       *First Responder Coordinator 
       *EMT Recertification Coordinator 

*MCI/Hazmat Coordinator 
*R-10 Coordinator 

 
Kim Johnson *Education Director 

*CCT Program Director 
*CCT Course Coordinator 
*NRP Coordinator 
*CCT Quarterly Skills Lab/ Staff Meeting    
and Chart Audit Coordinator 

 
Mark Kerns      *Educator 
       *HIPAA Privacy Officer 
       *Orientation Coordinator 

*Paramedic/Nurse Recertification 
Coordinator 

 *PEPP/Medication Calculation/ITLS   
Coordinator 

 
 
Dave Perry                                                          *AHA Training Center Coordinator 

*Educator/Proficiency Evaluator 
*ACC/ACLS Coordinator 
*FTO Compliance Officer 
*PEPP Coordinator 
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Name Office Number and Extension E-mail  
Bibb, Tommy 304-345-2312, ext. 142 thomasbibb@kceaa.org 

Johnson, Kim 304-345-2312, ext. 119 kimjohnson@kceaa.org 

Kerns, Mark 304-345-2312, ext. 141 markkerns@kceaa.org 

Perry, Dave 304-345-2312, ext. 117 davidperry@kceaa.org 

Seidler, Dr. Dave 304-388-6004 dave.seidler@camc.org 
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We live in a world that dictates change on a daily basis and this is emphasized more so in 
the healthcare profession. Not only do we continually face the daily challenges of dynamic 
patients, but we also must conform to the changes that are facing us as a nation. We now 
have the task of performing our regular daily duties along with the threat of biological and 
chemical warfare as well as the increased threat of terrorism. In order to remain current 
with the ongoing changes, it is now more important than ever to train and educate our 
employees on a regular basis and to provide quality education. The ambulance authority 
averages 175 calls per day and greater than 60,000 per year. The demands of the job are 
greater than ever and in order to stay proficient and provide an outstanding service, we 
must offer continuous medical education that will be available to all employees.  
 
It is necessary that the education of current and future EMS providers be 
presented professionally and respectfully. A stringent process should be adhered to in the 
selection of those providing training and education. It is the responsibility of all EMS 
educators to support each other in improving the quality of EMS.  Without the unification 
of our efforts, EMS as a whole will not function to its full capacity. 
 
Emergency medical services are a relatively young industry functioning in a new 
millennium.  Plans are being made for its future through a change in the education and 
training department so all employees will have the opportunity to stay current with all 
protocols, practices, standards of care and advances. Every provider should have 
access to this information and become informed professionals.  Since EMS is ever 
changing, it is imperative that all levels of EMS providers, educators and administrators 
prepare and participate in the shaping of Emergency Medical Services for the 21st 
century. 
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To provide an avenue through teamwork, preparation and planning to allow us to provide 
quality education and training to all employees so we may function and perform to the 
best of our abilities. 

 

 

 
Our mission, through education, is to exceed the standard of care expected by our 
customers. 
 

 

 
The primary objective of Continuing Education is the provision of quality educational 
opportunities to the Authority, faculty, employees and other healthcare professionals 
across the state of West Virginia. This objective supports the Authorityôs commitment 
to training our employees and the community in a wide range of medical disciplines.  

Responsibilities:  

1. Provide Direction - define/direct the changing role of continuing medical 
education in the emerging health care environment consistent with the Authorityôs 
missions.  

2. Develop Policy ïseek accreditation for Continuing Medical Education through the 
WVOEMS and WVBRN. 
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The Education department has developed a series of specific goals including:  

1. Become an approved WVOEMS ALS training center 
2. Become CoAEMPS approved 
3. Continue to offer in house Paramedic Courses so we can produce superior 

Paramedics for our agency 
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 KCEAA Educational Process for Remedial Training 
 

At times the education department may identify deficiencies when doing evaluations 
during quarterly training, scheduled classes or when a complaint arises. Anytime 
deficiencies are identified the education department will meet with that employee and 
discuss the identified issues. A summary will be documented of the conversation and a 
plan for remediation will be forwarded to the director of operations and medical director. A 
plan of action from the education department will be given to the employee for improving 
the deficiency/deficiencies. A timeline will be given and the employee will be brought back 
in for reevaluation. If on the second evaluation the employee still shows deficiencies the 
education department will schedule a meeting with the director of operations, medical 
director and representatives from the education department. It is expected that the 
employee will make every effort to correct any deficiency. If the deficiency is critical the 
Medical Director and Director of Operations will be involved immediately. 
 

 
 

 

 

 
 
The KCEAA education department requires all full and part time employees to attend 
quarterly skills training. This is where all training/education on new equipment/protocols 
will occur and that is why it is imperative we have 100% attendance. Scheduling of the 
classes will occur through Operations. It is required that all employees be to class on 
time. There will be no exceptions. If you are going to be late for class please do not show 
up. If you do, you will be asked to leave and reschedule. This is for any class offered at 
KCEAA. 
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¶ Course enrollment 

¶ Equipment and book accountability 

¶ Course/class financial obligations from KCEAA employees 

¶ Employee education opportunities 

¶ KCEAA instructor guidelines 

¶ Recertification deadline 

¶ Utilization of external instructors 

¶ Vacation request and approval 

¶ Telephone guidelines 

¶ Community education classes 

¶ Class and/or continuing education guidelines 

¶ Monthly reporting 

¶ Equipment and inventory 

¶ Recruitment and orientation 

¶ Rapid responder QI/QA 

¶ CCT QI/QA 

¶ IDC 
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TITLE:  Course Enrollment  
SUPERSEDES / RESINDS: 
EFFECTIVE DATE:  October 22, 2002 
             
 
Kanawha County Emergency Ambulance Authorityôs Education Department will develop a 
calendar of courses six (6) months prior to the upcoming year. Pre-scheduling allows 
each employee the opportunity to plan and schedule to attend the most convenient 
course based on the employees work schedule and their personal schedule. However, 
KCEAAôs Education Department must maintain the quality of each course. So, the 
Education Department will reserve for each course eighteen (18) slots for employees and 
an additional six (6) slots will be reserved for non-KCEAA individuals. Six (6) days prior to 
the course, the reserved slots will be opened up to anyone wanting to take the course. 
 
Enrollment into the course for an employee requires them to stop by the education 
department and filling out the necessary paperwork by requesting the class and picking 
up a course packet. The course packet can be picked up sixty days before the course. If 
an employee fails to pick up a course packet before 1630 on the seventh (7th) day prior to 
the course, the employeeôs slot can be given to a non-KCEAA individual. If a student does 
not register for a class they will not be permitted to attend. KCEAA must know how many 
students per class so we can ensure an adequate amount of instructorôs. KCEAA 
employees MUST preregister for and sign paperwork for the following classes:  
 

¶ ACLS 

¶ ACC 

¶ ITLS 

¶ PEPP 

¶ NRP 

¶ R-10 
 

All other classes may be registered by E-mail.  
Enrollment for a non-KCEAA individual starts when a person calls to request a course. 
The person is then tentatively scheduled on the course roster and will remain that way 
until the student sends an application and a payment of 100% within ten (10) business 
days before the course or they can go to the website at www.kceaa.org and register for 
the class. The personôs slot is then guaranteed in the desired course. In the event a non-
KCEAA individual is unable to attend the class, the deposit will be non-refundable. 
 
 
 
 
 
 
 
 
 

http://www.kceaa.org/
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KCEAA Education Department offers all scheduled courses to employees free of charge 
with the exception of any CCT type class or any specialty conferences we may have. The 
following is a price list of offered courses for non-KCEAA individuals: 
 

¶ ACLS  Provider (Advance Cardiac Life Support)éé $100.00 

¶ ACLS Recertéééééééééééééééé $75.00 

¶ ACC Class (Advanced cardiac Care)ééééé. $100.00 

¶ ITLS  (International Trauma Life Support)ééé $125.00 

¶ PEPP (Pediatric Education for Prehospital Providers) $100.00 

¶ NRP Recert (Neonatal Resuscitation Program)éé $30.00 

¶ R-10   (Refresher ï 10)ééééééééééé. $30.00 

¶ HazMat/MCI (Mass Casualty Incident)ééééééé $60.00 

¶ Medication calculationéééééééééééé. $30.00 

¶ 12 Lead ECGéééééééééééééééééé$40.00 
 

The cost of the course does not include the cost of a book. A book will be loaned to the 
student for the following classes: 

 ACLS 
 ACC 
 ITLS 
 PEPP 
 NRP 

 
If the student wishes to purchase a book, the education department will provide the 
necessary information required to purchase a book. This information can be found in our 
brochure. If a nonemployee wishes to have a book loaned to them for a class they have 
paid for they are required to leave a deposit check or money for the cost of the book, 
which will be returned upon completion of the class. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

12 

 

 

TITLE: EQUIPMENT AND BOOK ACCOUNTABILITY 
SUPERSEDES/RESCINDS: 
EFFECTIVE DATE: 9 SEPTEMBER 2002 

 
It is the goal of the KCEAA Education Department to have accountability for all equipment 
that is assigned to the department that includes manikins, publications, etc.  This standard 
operating procedure is to outline the procedure in borrowing, renting, or using any materials 
that is outlined by the education department as equipment that must be signed out for use. 
 

PROCEDURE 
 
Manikins/Training Aids: 
 

The person(s) requesting the use of manikins/training aids must contact a 
KCEAA Training Officer for reserving of equipment. They must make the 
request 48 hours in advance.  
 
The KCEAA Training Officer will confirm with secretarial support or a 
designee for availability of equipment. 
 
All KCEAA Training will supersede any equipment request by outside 
agencies or persons. 
 
The training officer approving the reservation will complete an invoice at the 
time the reservation is being made. All equipment will have an agency-
applied number and this will be included on the invoice so equipment can be 
tracked. 
 
Upon receiving the equipment, the person checking the materials out must 
leave a minimum of a $250.00 deposit that is to be returned upon 
equipment return.  If equipment is not returned or damaged due to neglect, 
KCEAA reserves the right to retain the deposit. 
 
***NOTE***Employees of KCEAA must sign a payroll deduct form outlining 
the above deposit information.  Failure to return equipment or damaging 
equipment due to neglect will constitute an automatic payroll deduction 
and/or further disciplinary action. 
 
All equipment that is signed out must have a signed invoice by the person 
responsible.  Education secretarial support or its designee will maintain. 
 
Upon returning equipment, the person returning must sign in the equipment 
through the education department or designee. All equipment must also be 
checked for condition prior to that person leaving to verify no damage has 
occurred and no equipment is missing. 
 



 

13 

 

 All equipment can only be checked out 1 day prior to the course and must 
be returned 1 day after the completion of the course by 0900 unless prior 
approval has been determined. Everyone will be charged a rental fee of 
$25.00 per day with the exception of KCEAA employees who instruct for 
agencies affiliated with KCEAA; otherwise they will be charged a rental fee. 
NOTE: KCEAA reserves the right to assess a late fee each day equipment 
is not returned by due date of $25.00. 
 
Equipment Loan Agreement: 
I understand that I am responsible for this equipment. If I fail to return it or I 
return it in worse condition than when it was issued to me, I give my 
permission to payroll deduct the total replacement cost of the equipment. 
My signature shows that I have agreed to the above terms. 
 

Book Accountability 
 

Books may be checked out 60 days prior to the start of the course and must 
be returned the last day of the class. When signing out a book from the 
education department, each responsible employee must sign the card in the 
back of the book, which states the following: 
 Book Loan Agreement: 
I understand that I am responsible for this book. If I fail to return it or I return 
it in worse condition than when it was issued to me, I give my permission to 
payroll deduct the total replacement cost of the book. My signature shows 
that I have agreed to the above terms. 
If an employee is signing for a book for a fellow employee or associate and 
the book is not returned, the cost of the book will be payroll deducted from 
the employee signing the agreement. This signature MUST be legible.  
 
It is the responsibility of the coordinator of each class to verify all books 
have been returned. If the student fails to return the book by the last day of 
the class the coordinator will turn the library card into Human Resources to 
have the cost of the book payroll deducted from the student.  
 
 
 

 
Signature of person assuming responsibility/agreeing to terms listed above  Date: 
 
 
 

 
 
 
 
 
 




