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AHA Training Center Policy-TC #1573

	Purpose
	This policy sets forth guidelines for Training Center operations and for meeting biennial mandatory emergency educational requirements for employees and other healthcare providers based on American Heart Association standards.


	Responsible person/s
	Training Center Coordinator/Course Director


	Policy overview
	The mission of the American Heart Association (AHA) Emergency Cardiovascular Care (ECC) program is to reduce disability and death from cardiac and respiratory emergencies and stroke by improving the Chain of Survival in every community.

The mission of the Holy Cross Hospital Training Center (TC#1573) is to establish, promote and maintain a quality training network that further enhance early implementation of the Chain of Survival and quality training programs in the community while providing a mechanism for biennial assessment and evaluation of continued competency by employees through the completion of BLS, ACLS and PALS classes.

Note: This policy does not cover the Neonatal Resuscitation Program and STABLE (Sugar, Temperature, Airway, Blood Pressure, Labor and Emotional Support)




	Definitions
	Terms

Definitions

ACLS

Advanced Cardiac Life Support. Medical interventions used to treat victims of respiratory and/or cardiac emergencies and stroke, including invasive techniques such as defibrillation and drug administration

AHA

American Heart Association

Biennial

Occurring every two (2) years

BLS

Basic Life Support. Noninvasive assessments and interventions used to treat victims of respiratory and cardiac emergencies and stroke. This term is synonymous with cardiopulmonary resuscitation (CPR) but can include automatic external defibrillation.




                                                                                               Continued on next page

AHA Training Center Policy, continued

	Definitions

(cont’d)
	Terms

Definitions

CPR

Cardiopulmonary Resuscitation

ECC

Emergency Cardiovascular Care

HCH

Holy Cross Hospital

HCP

Healthcare Provider. An AHA ECC course designated for the professional who provides healthcare. This course includes information on using equipment not available to the general public.

Heartsaver

An AHA ECC course designed for lay people who serve as first responders to cardiac emergencies in the workplace or other environment.

Instructor

An individual who has received AHA provider and instructor training and who is qualified to teach provider courses to other individuals.

Letter of Agreement

Training Center contract

OPP

Office of Professional Practice

PALS

Pediatric Advanced Life Support. Advanced medical assessment and interventions used to treat pediatric victims of respiratory and/or cardiovascular emergencies, including invasive techniques such as intubation and drug administration.

Provider

An individual who successfully completes an AHA provider level course in ACLS, BLS or PALS

Training Center (TC)

The Training Center is a key component of the ECC Training Network

TC Contract

The TC signs an agreement with the AHA to provide ACLS, BLS or PALS courses to the community.

TC Coordinator

The TC Coordinator is a representative of the TC and is the primary contact for the AHA.

Training Center Faculty

The TCF members will serve as an expert resource on ECC issues and protocols to the TC, its instructors and staff. The TC Coordinator appoints faculty.                       Continued next page
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	Training

Center 

Responsibilities
	A training center (TC) is an organization, which has contracted with the American Heart Association (AHA) to provide basic and /or advanced adult and pediatric life support training courses to the community it serves.




	Holy Cross

Training Center
	The training center is a focal point in the community of ECC training and operates under a written agreement with the AHA. AHA Core content will be taught in every BLS, ACLS and PALS courses at HCH.




	Space, Staff

And Equipment
	· The TC Coordinator will assure that the required space; staff and equipment will be available at their respective courses.

· The TC Coordinator will obtain rooms with sufficient space for registration, group instruction, case study stations, and testing. Provisions will be made to assure that study stations and testing areas are quiet and conduce to learning.

· Restroom facilities will be available nearby.

· All equipment will be maintained in good working order and will be cleansed in accordance with AHA guidelines. HCH policy and manufacturer’s directions. All electrical equipment will be inspected and approved by the Clinical Engineering Department per HCH policy. Damaged or worn equipment will be replaced promptly.

· All equipment will be secured in a locked location when not in use.

· To assure adequate space and effective instructor/student ratios, class size will be limited.




	Student Enrollment
	· Courses will be open to all HCH employees, medical and dental staff.

· Courses will also be open to community members as space allows.

· For ACLS and PALS courses, a current AHA Health Care Provider (CPR) status and successful completion of Basic Dysrhythmia or equivalent rhythm recognition exam (as determined by the TC Coordinator) will be required of all enrolled students. Furthermore, all enrolled students must demonstrate competent cardiac monitoring. 

· Inclement weather policy: Classes will be cancelled only under extreme emergency conditions. A message will be left with the hospital operator at (301) 754-7000 regarding cancellations or delayed starts. The TC will make an effort to notify individual students of cancellation or delayed starts.

· Class size policy: To assure adequate space and effective instructor/student ratios, class size will be limited (Provider courses to 30 participants and renewal courses are limited to 36, unless otherwise approved by the TC Coordinator).
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	Course Examinations
	· Current AHA examinations will be used in all courses.

· Written evaluations and answer keys will be kept in a secure area and accessible only to the instructors and or designated persons.




	Textbooks and other course materials
	In order to have a successful experience in the AHA courses, review of materials is necessary.

Each student must have the current appropriate course textbook and accompanying CD readily available for use before, during, and after the course.

While TCs are not required to provide the student with any AHA supplemental materials; however, copies of some of these materials are available in the wall bins outside the Volunteer Services office, free of charge. These review materials also will soon be available for download from the Office of Professional site on HCNet.

AHA textbooks are available for purchase at the Cashier’s Office, first floor lobby of the hospital.




	Course completion

cards
	· The appropriate course card will be issued to every student within 2 weeks of course completion.

· Course cards will be kept in a secure area and accessible only to instructors and designees.




	Course records
	· All BLS, ACLS and PALS course records will be completed by the instructor and filed within 2 weeks of each class.

· The TCC will oversee and maintain course records.

· All records will be stored in a secure location and will be maintained for the AHA at all times.




	Course fees
	· The Office of Professional Practice will determine the fees for the following courses: ACLS, PALS and BLS. 

· The Community Health Education Department will determine the fees for the following courses that they offer to the public: Heartsaver CPR, AED Heart Saver, Heart Saver CPR First Aid, Heart Saver CPR in schools and CPR for Family and Friends.
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	Course fees

(cont’d)
	· AHA courses are free of charge to all HCH employees except: 
1. Staff who take AHA courses and are unable to successfully complete these courses are given only one (1) chance for remediation. If remediation is unsuccessful, the student will be required to retake the class. Staff who needs to take the class, will pay the non-employee course fee as set by the TC.  

2. If ACLS and PALS are not job requirements, the employee will pay the non-employee course fee.

3. New hires without a current BLS card are required to register with the Training Center and pay the non-employee registration fees.

· Beginning January 2010, employees who plan to take ACLS will register with the Office of Professional Practice along with a deposit of  $75.00 to guarantee a space in the class, at least 3 days prior to the class. The $75.00 will be refunded upon completion of the class.

·  No-show employees will be charged the $75.00 unless the employee cancels at least three (3) days before the date of the scheduled class in order for the down payment to be refunded.
· Cancellations need to be received by the OPP at least three (3) business days prior to the date of the scheduled class in order for a full deposit to be granted. Students, who are no-shows or fail to cancel as specified, will forfeit the entire deposit fee.

· If an employee fails to make it to class due to staffing issues, the employee will be automatically registered for another class.


	Card renewal
	All AHA course cards are valid for two years through the end of the month in which the card was issued. A cardholder’s status is not current beyond the recommended renewal date. 


	Replacement cards
	Upon request, the TC will issue a duplicate card if a card is lost or mutilated or becomes otherwise unusable. The TC will determine the card replacement fee.


	Provider course length/agenda/

ratios
	The course educational objectives must be met according to the guidelines in the course instructor’s manual. All core course content must be included. Course Directors can structure courses of different lengths and formats based on the experience and learning needs of the students. The focus should be on interactive learning with hands-on skills practice. Maximum time should be allowed for hands-on manikin skills practice and skills evaluation. All students must have the opportunity to practice their skills under the supervision of an Instructor who will provide ongoing feedback. 

Participants must attend all course sessions (lectures and stations) as established by the TC Coordinator/Course Director.
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	Provider course completion
	Successful course completion is achieved when a student meets the required course cognitive and skills demonstration requirement. Instructor should use review and remediation techniques to help a student achieve course completion. Participants must complete remediation within 30 days and achieve at least 84% on the written exam.

To accurately measure students’ understanding of the course material, the written examination is given individually in a proctored setting.

Each student will evaluated for skills proficiency and must demonstrate proficiency in all core skills of the particular course.

The goal of an AHA course is to prepare students to deliver effective resuscitation. Some students will need remediation in deficient areas both during and after the course.

Remediation may be accomplished by monitoring and mentoring the student to identify and resolve weakness, requesting additional skills practice, assigning additional reading, referring the student to other courses, or having the student retake the examination or assessment stations or entire course. 

If a student scores less than 84% on the first written examination, he or she must take a different version of the entire examination for successful course completion.

Students who require remediation must achieve remediation within 30 days of the last day of the original course. If a student does not achieve remediation within 30 days, the course is considered incomplete and a course card will not be issued. 




	Provider renewal procedure
	The recommended renewal interval for all AHA courses is two years. Providers who intend to take a renewal course must show a current Provider card as an entrance into a renewal course. The AHA does not recognize a grace period for renewal on cards.




	Quality assurance/

Service excellence guidelines
	The TC is solely responsible for the quality of the programs that are provided and the compliance with the AHA policies and guidelines. The AHA requires courses taught using AHA standards and guidelines are top quality courses. The AHA and the TC reserve the right to evaluate any course at any time without prior notification.
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	Quality assurance

(cont’d)
	· Prior to a scheduled class, all equipment and materials will be ready for the students.

· Classes start promptly. Sign-in should be 10 minutes prior to start of class.

· All instructors will arrive at least prior to class starting time. They will receive students who arrive early.

· All instructors will wear neat, professional attire, including HCH nametag.

· Before the beginning of class, the students will be informed of: a) the nearest restroom, food and drink, b) the course schedule

· All instructors will promote interactive learning: a) utilize audio-visual aids, b) encourage questions

c) utilize case based scenarios

· Each instructor’s goal will be to educate each student. They will follow the AHA philosophy to “teach with patience and understanding until the learner achieves the level of success he or she seeks, even if it takes added effort by the learner and instructor.” They will offer additional help to those who need it.

· During class, the instructor will continually evaluate the student’s progress. They will give positive, constructive feedback and specific directions for improvement.

· Errors in performance will be corrected as each skill is performed.

· If this does not improve performance, the instructor will re demonstrate for the student

· If after additional practice no improvement is noted, the instructor will consult the course director or another instructor.

· If any student requires additional time to complete the course, the instructor, in collaboration with the course director, will arrange an individualized lesson plan for that student.

· The instructor will submit and maintain neat, accurate, and complete course records so that if any questions arise in the future, the course information is clear and easily retrieved.

· All instructors will encourage students to complete course evaluations.

· Course completion card will be distributed to students no later than 2 weeks after the course.


	Instructor requirements/

responsibilities
	· All HC TC instructors will have completed a provider and an instructor course approved the AHA.

· The TC will provide instructor updates and forward communications from the AHA.
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	Instructor

requirements/

responsibilities

(cont’d)
	· All instructors will teach a minimum of two discipline specific (BLS, ACLS or PALS) courses per calendar year or 4 classes in two years. It is expected that instructors are knowledgeable in each of the content areas and may be asked to teach/test any of the case study stations.
· All instructors must maintain current BLS provider status.

· The HCH TC Faculty members will monitor all instructors regularly.

· The TC in accordance with the policies in the ECC Administrative Manual will maintain all instructors’ records.




	Instructor renewal criteria
	Instructors may renew their status in 1 of 2 ways, as follows:

Option 1

· Maintain current Provider status as evidenced by current Provider card OR demonstration of acceptable Provider skills and successful completion of the Provider written examination

· If the Instructor chooses the demonstration route, successful completion must be documented on the Instructor/TCF Renewal checklist. A new Provider card may be issued at the discretion of the TC or on request of the renewing Instructor but is not required by the AHA.

· Teach a minimum of 4 classroom provider courses in two years.

· Attend updates as required within the previous 2 years. Updates may address new course content or methodology and review TC, regional and national ECC information.

· Be monitored teaching a regular or renewal course in the preceding 2 years. The first monitoring after the initial Instructor Course does not satisfy this requirement.

Option 2

· Successfully complete the discipline-specific Instructor Course, including monitoring of teaching performance.

· If deficiencies in content knowledge, skills performance, or teaching ability are noted, the Instructor may remediate.

· If renewal criteria are not satisfied within the card expiration period, the Instructor must repeat the Instructor recognition process, including the Core Instructor Course if not already completed.
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	Special exceptions to teaching requirements


	The requirement of teaching a minimum of 4 courses in 2 years to renew Instructor status using Option 1 as listed above may be waived under special circumstances. These circumstances include but are not limited to the following:

· Call to active military duty (for an Instructor who is in the military reserve or National Guard). Monitoring during duty may be waived if MTN faculty members are not available.

· Illness or injury that has caused the Instructor to take a leave from employment or teaching duties.

· A limited number of courses offered in an area because of lack of audience or delay of course materials.

The TC Coordinator, in consultation with the TCF or assigned Regional Faculty, may decide to waive the teaching requirements for the discipline in questions. Consideration should be given to the amount of time an instructor is away from normal employment, the length of delay in materials release, and the number of courses taught in relation to the number of teaching opportunities.

Documentation supporting the decision must be maintained in the Instructor’s file.

All other requirements for renewal must be met as stated above.




	Evaluations
	· BLS, ACLS and PALS participants will be evaluated utilizing both the written evaluation and the Critical Actions Evaluation Checklists provided by the AHA. Provider cards will only be distributed to those successfully completing these evaluations.

· A remediation station will be set up at each course.

· The instructor will provide reasonable additional support and instruction in an effort for the participant to accomplish required skills and knowledge to pass the course.

· If the student failed the written exam, another version of the written exam may be offered. After two (2) attempts at the written exam, the instructor will advise the student to repeat the course.

· Participants will be given the opportunity to evaluate the content, instructors, equipment and environment for every course. An evaluation summary will be tabulated and maintained in the TC records. It will be the responsibility of the TC Coordinator to respond to any needs identified in these evaluations and make needed adjustments in collaboration with the Medical Director and or TC Coordinator.

· Any dispute will be channeled to the course director. If unresolved, the TC Coordinator, in consultation with that discipline’s TC Faculty member or designee, will make a final decision. Please see Attachment A for the Dispute Resolution Policy.
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	Performance improvement
	· The Training Center Medical Director, Training Center Coordinator or designated Training Center Faculty members will be members of the Hospital’s Code Blue Committee to act as a liaison between the Code Blue Committee and the TC.

· The TC Training Center Medical Director and designated Training Center Faculty Members will sit on the quality subcommittee of the Hospital’s Code Blue Committee.

· The TC Coordinator, TC Medical Director and designated Training Center Faculty members will meet at least quarterly each year to review and evaluate the TC activity and performance. Program adjustments will be made based on training numbers, mission and community activities and course evaluations.
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                                                                                                                              Attachment A follows

Attachment A: Dispute Resolution Policy

HCH Training Center is committed to resolving disputes, complaints, or problems that arise from AHA courses or instructors as fairly as possible in as timely as manner for all parties involved.

The Training Center Coordinator or the Manager of the Education Department addresses disputes, complaints, or problems. Complaints must be filed in writing within one week of the event. Complaints will be reviewed according the BLS policy for the AHC and feedback will be given to the complainant within two business days of the receipt of the complaint.

If the TC Coordinator cannot resolve the complaint, the complaint will be forwarded to the Human Resources Department.

If the dispute, complaint or problem has not been resolved, further discussion may ensue. If after diligent efforts, the TC is unable to resolve the issues, the dispute must be turned over to the Regional Office of the American Heart Association.

The AHA will review the dispute according to the guidelines in the most recently published ECC Program Manual. 

