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NEMSEC Exam Registration Instructions for 
Instructor Coordinator Candidates 
Step 1: Apply for Instructor Coordinator license in the eLicensing Portal 

• Log into your account in the eLicensing portal. 

• Under the applications tab locate the Instructor Coordinator (IC) Initial Licensure 
Application and click on “apply now”. 

• Complete the application. 

• You do not need to pay for the license fee at this time. 

• Once you pass the NEMSEC exam, your results will be sent to the State office. 
You will then receive an email with instructions to log back into the eLicensing 
system and submit payment for your Instructor Coordinator (IC) license. 

Step 2: Find an Exam Date 

• Go to the NAEMSE  website. 

• Select the Educational Courses & Exams tab. 

• From the dropdown menu, click Upcoming Course & Exam Calendar. 

• Review the list of upcoming exams and select your desired date. Be sure to 
choose the NEMESEC Exam and not the Instructor Courses. 

• Click register for your chosen exam. 

Step 3: Log In or Continue as Guest 

• A Member Login page will appear. Once you click on the register button for your 
exam. 

• If you are not a NAEMSE member, click Continue as Guest. 

 

http://www.mi-emsis.org/lms/public/portal#/login
https://naemse.org/page/aboutnemsec
https://naemse.org/events/event_list.asp
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Required Documents for Online Registration 

You will need to upload the following items during registration: 

1. A completed NEMSEC Exam Application. 
2. Proof of two (2) years of EMS teaching experience must be provided by 

uploading a completed EMS-253 Field Verification Form. For Michigan Instructor 
Coordinator students, the completed field verification form satisfies this 
requirement in place of the two (2) years of teaching experience.  

3. A copy of your EMS license. 
4. A copy of your Instructor Coordinator course completion certificate (upload where 

the form asks for NAEMSE Instructor Course completion). 
5. A signed copy of the NEMSEC Felony / Conviction Policy. 
6. Under State Score Reporting Acknowledgment, select: 

o “I am a Michigan resident and understand NAEMSE will release my exam 
score to the state.” 

 

 

Exam Communication and Timing 

• Twenty-four (24) hours before the exam, you will receive an email from NAEMSE 
with instructions to test your computer and system compatibility. This test must 
be completed using the same computer, on the same network, and in the same 
location/environment where you plan to take the exam. Please be aware that 
some locations may have firewalls or network restrictions that could prevent you 
from accessing the exam.  

• NAEMSE typically emails the exam link around 9:00 a.m. (EST) on the day of the 
exam. 

• Once you receive the link, you may begin the exam any time before 3:00 p.m. 
(EST). 

• All exams must be completed by 5:00 p.m. (EST). 

 

https://naemse.org/resource/resmgr/files/nemsec/2024_nemsec_application.pdf
https://www.michigan.gov/mdhhs/-/media/Project/Websites/mdhhs/EMS-FILES/Education/IC_Field_Experience_573298_7.pdf?rev=ca674a77d6ae481792231f1f07f598de&hash=5669E59FEADA2708E9E746CAD39FA7D3
https://naemse.org/resource/resmgr/docs/nemsec/NEMSEC_FELONY_POLICYv1.1.pdf
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Exam Preparation 

• NAEMSE has created a study guide to help candidates prepare for the exam. 

 

Technical and Testing Requirements 

To take the exam, you must meet the following requirements: 

1. If you have dual monitors, the second monitor must be unplugged or turned off. 

2. You must use a computer or laptop. Cell phones and tablets are not permitted. 

3. Follow all on-screen prompts provided by the testing software. 

4. Allow the software access to your camera and microphone. 

5. The software will take a photo of you and your photo ID for identity verification. 

6. The exam is closed book. Notes, books, and other technology are not allowed. 

7. The software tracks head and eye movement during the exam. 

8. Once the exam starts, you may not leave the room, and no one may enter the 
room. 

9. Navigating away from the exam window more than once will result in an 
automatic exam failure. 

 

Exam Results and Next Steps 

• You will receive your exam results immediately after completion. 

• The passing score is 76%. 

• After passing and receiving an email from Colleen Nethaway, you must log back 
into the eLicensing portal and pay the $100 fee for the IC license. 

• When applying for your IC license, you must upload: 

o Your Instructor Coordinator course completion certificate, and 

o The completed EMS-253 Field Verification Form. 

https://naemse.org/resource/resmgr/nemsec_2021/ncee_study_guide_2022.pdf


 
 

Page 4 of 4 
 

 

Questions 

For specific questions about the NEMSEC exam, contact Jade Chiodo at 
Jade.Chiodo@naemse.org  

 

mailto:Jade.Chiodo@naemse.org
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