
Service Staff Position Application 
 

Availability: This form is available under Service Applications to the Service Director, Assistant Service Director, Program 
Manager, and Administrative Staff.   

To Access the Form: Click on Applications in the Left Panel, then Click View Service Applications next the appropriate 
service (members of management staff for multiple services may have more than one service available). 

 

 

Select the Service Staff Position Application by Clicking on “Apply Now”: 

 

  



 

Use: This application is used by a service to assign members of the service roster to Staff Positions within the service.  
The available staff positions are: Service Director, Assistant Service Director, Medical Director, Program Manager, 
Administrative Position, Infection Control Officer, Pediatric Emergency Care Coordinator, ePCR Contact, Instructional 
Staff, and Lab Instructors.  It can also be used to REMOVE any existing Staff Position Assignments.  NOTE: This 
application can also be used to add Personnel with existing accounts in the Licensure system to the service roster, 
however, it is recommended that you use the Personnel tool available under Services to accomplish this task. 

Special Considerations: Service Director changes require a letter from the Service Operator appointing the new Service 
Director to be attached to the application.  Medical Director changes require the Medical Director Assignment form to 
be attached. 

There are five sections in the application: The first section displays your service name and number.  The second displays a 
list of your Personnel Roster and the Positions assigned to each staff member.  The third allows you to enter any notes or 
additional information you want to add to regarding the staffing change.  Example: "I would like to designate John Doe, a 
member of the instructional staff for ABC Ambulance Service, to be able to enter and modify Long Term Program 
Provider Courses for my service in the Portal."  The fifth provides a place to upload any required documents such as a 
letter assigning the Service Director or Medical Director Appointment form.  The sixth is the “Signature” section into 
which you enter your password. 

To add or remove a Staff Position to/from an existing member of the service Personnel Roster, Click on the box next to 
their name: 

 

This will bring up a display for that person below the Roster. To add a staff position to a member of your roster, Click on 
the box in front of Staff Position you want to assign to them (in this example, “Instructional Staff”).  When you have 
assigned any positions applicable to this person click “Done”. 

 



To remove a staff position assignment, simply remove the checkmark from the position and click Done.  In this example 
the Instructional Staff box for Jack Sparrow is unchecked. 

 

The result of these two changes is that John Test is now assigned as a member of the Instructional Staff and Jack 
Sparrow is not: 

 

Optionally, you may add any additional information or notes about the staff change in the Additional Information 
Section: 

 

If required, attach documentation for Service Director or Medical Director assignments by Clicking on “Upload File”.  
Browse to where the document is stored on your computer and click Save to attach to the application: 

 

Fill in the name of the document, any description (if desired), and Select Document Type “Supporting Documents” (the 
default). 

 

  



When you have completed all the desired changes fill in your password and Click Submit.  The specified changes will not 
be submitted for processing until Submit is clicked. Optionally, you may click “Save” if you need to make additional 
changes or plan on attaching required documentation later.  If you do Save for later, it will be available under 
Applications – Continue.  Caution: Incomplete Applications will expire in 30 days. 
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