Training Concepts
Quality Assurance Policy

Purpose and Scope
Training Concepts is a designated American Heart Association (AHA) Training Center (TC) and, as such, is required to follow the AHA Guidelines, standards, policies, oversight and corrective processes to ensure that all training conducted by the TC and it’s aligned instructors meet or exceed the AHA requirements.  
The AHA requires each TC to maintain a Quality Assurance (QA) Policy to ensure the effective, safe and high-quality delivery of AHA courses that is compliant with AHA policies and guidelines, and to outline corrective actions if needed.  Below are the QA protocols for Training Concepts and apply to all primary aligned instructors, secondary aligned instructors and Training Center Faculty (TCF) within the TC.  Adherence to this QA is a condition of alignment.  Acceptance of the QA is acknowledged through a signed instructor alignment agreement.  The instructor alignment agreement contains additional, more specific processes and TC policies and is available on the TC website.  The signed alignment agreement is required to be on file with the TC for each instructor. 
Roles and Core Responsibilities for Quality
1. Training Center Coordinator (TCC)
a. Maintain the QA Policy and review it annually or sooner if needed.
b. Maintain TC specific policies and procedures and maintain instructor alignment agreements documenting compliance with AHA guidelines, policies and procedures as well as those of the TC.
c. Monitor and mentor instructors in accordance with AHA guidelines.
d. Maintain instructor files and course files in accordance with AHA guidelines.
e. Conduct routine audits of rosters and instructor Quality Scores and eCard metrics and review with instructors who fall short of the AHA’s 85% standard.
f. Initiate and document corrective action, remediation, suspension or termination of alignment if needed.

2. Training Center Faculty (TCF)
a. Monitor and mentor instructors in accordance with AHA guidelines.
b. Provide required paperwork for both new instructor classes and instructor renewal class and conduct the required monitoring using the AHA Instructor Monitor form.
c. Contact TCC to keep up to date on any updates in processes or procedures and any quality review actions as needed.

3. Instructors
a. Review and adhere to the Required Instructor Standards listed in the following section and cooperate fully with monitoring, audits and any corrective action by the TC.
b. Review your AHA quality score, eCard claim rate and survey completion rate on the Reports menu of the eCard system and maintain a quality score of 85% and communicate with TCC if performance falls below the AHA recommended standard.
Required Instructor Standards
1. Adherence to AHA Governing Documents and TC Policies & Procedures
a. Register and maintain an aligned account with Training Concepts on AHA’s Atlas website (Atlas.heart.org) and review the Training Resources provided on the Atlas.
b. Review and follow the current AHA Program Administration Manual (PAM) accessible through Atlas.
c. Review and follow the required discipline-specific AHA Instructor manuals for course preparation, teaching, testing & remediation and additional resources.
d. Review and follow Training Concepts policies and procedures available through the TC and on the TC website.
e. Remain informed of AHA and Training Concepts updates provided through emails, newsletters, Atlas and TC website (LRNCPR.com).

2. Course Administration & Curriculum Integrity
a. Teach using the latest AHA course materials and all required AHA compliant equipment and supplies.
b. Deliver AHA curriculum strictly following all instruction, testing, and remediation as outlined in the agenda and lesson plans contained in the required discipline-specific AHA Instructor Manuals.  No unauthorized translations, summaries, or edits to the core material are permitted.
c. Ensure each student has a personal, appropriate current AHA course textbook (eBook or print manual) readily available for use before, during and after the course as mandated in the PAM.  Refer to the PAM for limited exceptions allowed by AHA.


3. Course Documentation, Testing and eCard Issuance
a. Maintain original course rosters and paperwork for three years documenting student attendance and successful completion of the course and submit copies of the rosters to the TC within 20 days of the class as mandated by AHA.
b. Maintain all printed AHA course exams in a secure environment, accessible only to the instructor.  Never distribute exams as study guides or review materials or allow students to take exams from the classroom.
c. Issue eCards only to students who successfully pass all the requirements of the course processed through AHA’s eCard system or Atlas within 20 days of the course completion. (refer to the Training Concepts AHA Card Maintenance, Financial Management & Issuance Policy for additional information)

4. Maintain a current, unexpired AHA Instructor card through timely instructor renewal.
Equipment Management & Safety Assurance
1. All training equipment, including feedback enabled adult manikins, Automated External Defibrillator (AED) trainers and airway management equipment, will be reviewed to verify functionality and compliance with required AHA standards.

2. Strict hygiene protocols must be enforced.  Manikins must be sanitized following the manufacturer instructions or with approved agents (such as ¼ cup of household liquid bleach per gallon of water) after every student use and one-way valves and lungs bags must be replaced after every class to prevent cross-contamination. Refer to the Training Concepts Equipment/Manikin Maintenance and Decontamination Policy & Procedure document for more information.
Instructor Monitoring and Renewal
1. To be eligible for instructor renewal, Instructors are required to teach a minimum of four qualifying AHA courses in their two-year cycle, with at least one class taught as the lead instructor.

2. Instructors must be monitored at least once every two years, ideally within 4 months of instructor card expiration.  The TCC or designated TCF will conduct the monitoring.  and will complete the AHA Instructor Monitor form and provide to instructor for review and signature. 

3. The instructor renewal process requires that each instructor attend an instructor renewal course hosted either by the TC or one of its TCF and provide the required renewal paperwork to the TC, confirm submission of all rosters with the TC for the two-year certification cycle, and be monitored teaching before the instructor’s card expires to avoid the risk of instructor lapse per AHA guidelines. 
TC Data Review
1. The TC will review instructor files and alignment on Atlas and notify and/or assist instructor with any discrepancies. 

2. The TC will audit roster submission periodically and/or in concurrence with eCard orders to ensure compliance and notify instructors of deficiencies with correction actions needed.

3. The TC will audit Quality Scores, eCard Claim Rates and Survey Completion Rates through the eCard system for aligned instructors and identify any scores that fall short and communicate corrective actions needed.
Corrective Action Process for Instructors
1. The TC will provide written notice to instructors of any compliance issues and coordinate communication between the instructor and the TCC to review required processes, procedures and policies and the corrective action needed.
2. The instructor may be required to receive coaching, retraining or additional monitoring/mentoring to correct the issue.
3. In the event that the corrective action is unsuccessful, Training Concepts reserves the right to suspend with remediation or terminate the instructor alignment with the TC.
Dispute & Conflict Resolution Procedure for Student Complaints
Refer to the Training Concepts Internal Dispute Resolution Policy & Procedure document for additional information
1. To handle student complaints regarding grading, testing outcomes or classroom environment that are brought to the attention of the TC, the TC will first advise the student to address the instructor directly for resolution.   
2. If unresolved with the instructor, the TCC will gather additional information from both the student and the instructor including the course paperwork from the class and review for final determination.
