Training Concepts
AHA Card Maintenance, Financial Management & Issuance Policy

Purpose & Scope
This policy defines the mandatory procedures for purchasing, managing, securing, and issuing American Heart Association (AHA) course completion cards by Training Concepts. This policy applies to all Training Concepts staff, primary aligned instructors, secondary aligned instructors and Training Center Faculty (TCF) within the TC.

Primary Card Standard
· Mandatory eCards: In alignment with official AHA guidelines, eCards are required as the primary course completion document for students and are required to be issued to all participants who complete the requirements of the course.
· Validity: All standard course completion eCards issued by Training Concepts are valid for a period of two (2) years through the end of the month of issuance.

Financial Controls & Inventory Allocation
· Pre-Payment Requirement: Unless approved, Training Concepts operates on a pre-paid inventory model.  eCards will only be allocated to instructors after payment has been successfully processed and cleared.
· No Refund / No Transfer Policy: All eCard sales to instructors and training sites are final. Training Concepts does not issue refunds, credits, or exchanges for unused, unwanted, or leftover eCard inventory.
· Non-Transferability: eCard inventory is non-transferable.  
· Expirations & Platform Risks: Training Concepts is not financially responsible for unused inventory if an instructor's alignment lapses, terminates, or if the AHA alters card pricing, platform requirements, or course structures.
· Security Code: All eCards must be purchased from Training Concepts.  The required confidential security code is the intellectual property of the TC and is never shared. 

Issuance Timeframes and Quality Criteria
· Timeline: eCards must be issued to the student within 20 business days of successful course completion. AHA has internal system controls restricting the ability to issue past dated ecards.  If an instructor fails to issue eCards within the allowed timeframe, they must contact the TC immediately, submit all documentation from the class with an explanation for the delay. The TCC will work directly with the AHA in an effort to fulfill the obligation to the student if able and will then review with the instructor any action steps or necessary disciplinary actions.

· Prerequisites for Issuance: No card shall be issued unless the student has successfully met all course criteria, including:
· Passing the written exam (for BLS Provider course).
· Demonstrating mandatory hands-on manikin skills using an instrumented directive feedback device (for adult CPR).
· Student Delivery: Instructors must make every effort to ensure students receive their eCards, emphasizing the importance of claiming the eCard and completing the survey which directly impacts the instructor’s Quality Scores, eCard Claim % and Survey Completion % metrics.  These metrics are used as a quality measure for instructors and the TC and are required to be at least 85%.

Compliance, Risk, & Quality Assurance
· Auditing and Verification: eCards are embedded with automated security features, unique alphanumeric codes, and QR codes. Training Concepts receives verification inquiries from outside agencies and will contact instructors to review any discrepancies or request further documentation if needed.
· Revocation & Financial Penalty: Training Concepts retains the right to revoke an instructor's status, cancel a student's card, or withhold cards if there is evidence of falsification and/or non-adherence to AHA guidelines.
· Record Retention: Both the instructor and Training Concepts must maintain all course rosters and class documentation for a minimum of three years.

