
Arizona Division of Emergency Management

Training & Exercise Office

“Certificate Only” Adjunct Instructor1
and Subject Matter Expert (SME)2 Application

Subject Areas for Consideration:

 FORMCHECKBOX 
 ICS      FORMCHECKBOX 
 HazMat      FORMCHECKBOX 
 School Safety      FORMCHECKBOX 
 CERT      FORMCHECKBOX 
 WMD     

 FORMCHECKBOX 
 Other (specify)      
Primary Contact Information:
Last Name:      
First Name:      
Preferred Contact Number
 FORMCHECKBOX 
 Office  |   FORMCHECKBOX 
 Work Cell  |   FORMCHECKBOX 
 Home  |   FORMCHECKBOX 
 Personal Cell

Preferred Contact Email

 FORMCHECKBOX 
 Office  |   FORMCHECKBOX 
 Personal
Employment Information (if not employed, put “none” for agency and provide Additional Contact Information below):

Agency:      
Position/Title:      
Street Address:      
Building/Suite (optional):      
City, State, Postal Code:      , AZ,      
Office Phone:      
Fax:      
Work Cell Phone/Pager (optional):      
Office Email:      
Additional Contact Information – This information is required if not employed, if engaging in financial contracts with ADEM, or if providing alternate contact information)
Physical Street Address (no P.O. Box):      
Apt Number:      
City, State, Postal Code:      , AZ,      
Home Phone:      
Personal Cell Phone/Pager (optional):      
Personal Email (optional):      
	Qualifications
What is your motivation for becoming an Adjunct Instructor/SME with ADEM:

 FORMCHECKBOX 
 I was asked to assist with an ADEM training program      FORMCHECKBOX 
 I have been asked to teach for my agency

 FORMCHECKBOX 
 I would like to teach for the state      FORMCHECKBOX 
 Other (please specify):      

	Biography: Briefly describe your relevant experience and certifications as they pertain to the subject areas checked on the first page. Include relevant teaching experience (one short sentence/paragraph for each area checked – use separate sheet if necessary).

	Do Not Leave Blank



	Recommendation to Instruct in Areas of Expertise: Can be from Supervisor, Agency Training Manager, ADEM Instructor, Department Head, County Director/Emergency Manager, etc. If applicant is applying to teach within your agency, please also include the reason or need for this training.

	Do Not Leave Blank
Name




Signature



Position/Title


Check that each item/area has been completed before faxing:

*Only Submit Completed Applications – All Areas Are Required Except as Noted*
 FORMCHECKBOX 
 Application completed with all required contact information

 FORMCHECKBOX 
 “Qualifications” section complete, and/or Biography/Resume attached
 FORMCHECKBOX 
 “Recommendation” section complete, and/or Letter of Recommendation attached
 FORMCHECKBOX 
 Relevant certificates included for the specified program(s)
 FORMCHECKBOX 
 *W-9 Vendor Authorization (only required if entering into financial contracts w/ ADEM)

	Fax to:
	ADEM Training Coordinator

Arizona Division of Emergency Management

602-464-6206
	OR

Mail to:
	ADEM Training Coordinator

Arizona Division of Emergency Management

5636 E McDowell Rd

Phoenix, AZ  85008


1 – A “Certificate Only” Adjunct Instructor is an instructor who has been through ADEM’s instructor authorization process, attended requisite train-the-trainer programs, and is authorized to provide state certificates for approved training. “Certificate Only” instructors will not receive financial compensation from ADEM for classes taught.

2 – A Subject Matter Expert is someone who has NOT been through ADEM’s instructor authorization process, and may or may not have attended train-the-trainer programs, but has sufficient knowledge to assist with training programs sponsored by ADEM or ADEM’s federal training partners. SMEs are not considered part of ADEM’s Adjunct Faculty. If teaching an ADEM sponsored program, SMEs may only teach if an ADEM Adjunct Instructor is also present. If teaching on behalf of a federal training partner (such as the Center for Domestic Preparedness), SMEs may teach on their own with certificates provided by the federal training partner.

