Administrative Review

Training Site ___________________________________________ Review Date __________
Location _______________________________________

Reviewers____________________________________________________________________
Discipline: 
    This administrative review may be used for more than one discipline.

Directions: 
Score 1 point for each question or sub-question answered “yes” or “n/a”.  Items marked “no” will be scored a 0.
	PROGRAM ENHANCEMENT (NO SCORING)
	Remarks

	How does the training site promote its courses?
	

	How many students does the training site teach vs. administrative staff?
	

	What is the turnover rate between administrative staff?

a. Program Director

b. Program Administrator
	

	How many hours per month does the PA/PD work on the program, is this an additional duty?
a. Program Director
b. Program Administrator
	

	How often do you access the MTN webpage?
	

	Does the training site purchase enough books for all instructors?

      Is there a library system in place for issuance?
	

	Does the training site have a dedicated training area?
	


	SECTION I

ORGANIZATION-FOCUSED FUNCTIONS


	
	BLS
	ACLS
	PALS

	1. 
TS program administrator(s), for each discipline as applicable, must be available during an administrative review to answer any questions from reviewers and ensure that the requirements are understood. Was the TS administrator present for the entire administrative review?  REVIEWER NOTES: TS Administrator must be present for TS review, for each discipline being reviewed. If TS Administrator is not present, STOP REVIEW AND RESCHEDULE.
	
	
	

	2.
Each TS must maintain the following documents: TS Affiliation/Appointment memorandum, MTN Administrative Handbook, MTN/AHA correspondence, MTN web site access is recommended.   
Is there evidence that the TS maintains the following documents:

	a.
An original or copy of the current MTN Affiliation?
	
	
	

	b.    An original or copy of the current PD Appointment memorandum?
	
	
	

	c.
Hardcopy of the MTN Administrative Handbook (AH) and MTN/AHA correspondence (to include the MTN newsletter)?
	
	
	

	d.
Documentation of any deficiencies identified by prior reviews?


_____Corrective action taken?


	
	
	

	e.    An original or copy of the current PA Appointment form?   
	
	
	

	         f.    An original or copy of all TSF Appointment forms?
	
	
	

	3
Each TS must maintain an adequate number of Instructors and Training Site Faculty to meet the needs of its customers. Does the TS maintain an adequate number of TSFs and Instructors to meet the needs of its customers? (Please indicate total number of the following):

_____Training Site Faculty (1 TSF : 15 instructors)   ___Instructors (1 Inst : 6 Students)
	
	
	

	4.     Each TS will appoint Training Site Faculty to ensure the ability of the TS to conduct Instructor Courses.  Is there evidence that the TS has appointed Training Site Faculty?  
	
	
	

	5.
Each TS will ensure that Instructors have a current textbook to teach each level of course taught within the TS.  Can the TS demonstrate that instructors have the most current and appropriate textbooks and are made available to teach?


	
	
	

	6.     Each TS will submit complete semi-annual (BLS only) and annual reports by the required dates . Can the TS show evidence of submitting complete semi-annual/annual reports? Reviewer Note:  (If a complete and accurate report was not submitted by the dates indicated then the answer is no, regardless of the date of initial submission.)


	
	
	

	 

	REVIEWER TABULATION: 

	___ of 11
	___ of 11
	___ of 11


	SECTION II

COURSE-FOCUSED FUNCTIONS


	
	BLS
	ACLS
	PALS

	1.
Each TS shall have an agenda for each course level taught.   Reviewer Note:  Program agendas are used to allow both the instructor and student know the format of the course taught within that TS.

	a.
 Does the TS have an approved agenda for each course level taught?
	
	
	

	b.
Does the agenda reflect required course content?
	
	
	

	        c.    Is the agenda provided to the students at least 2 weeks prior to the start of the course?  
	
	
	

	2.
The TS conducting the course is responsible for card issuance and security. 

	a.
Does TS utilize current MTN or AHA course completion cards?
	
	
	

	b.
Is there evidence of a process in place for securing cards IAW MTN AH?
	
	
	

	c.
Is there evidence of a process in place for issuing cards?
	
	
	

	d.
Can the TS demonstrate that issued cards are valid for a two-year period?
	
	
	

	e.
Can the TS demonstrate that it issues cards within 30 days?
	
	
	

	f.
Can the TS show evidence that cards are completed correctly IAW MTN AH? (i.e., date: month/year)
	
	
	

	3.  Each TS must maintain a post course report (PCR) for each course taught. Reviewer Note: Review at a minimum 10 or 5%, whichever is greater. If the section you are reviewing is missing from any course files, that section would score a 0.  Due to the volume of courses, there may be a “master agenda” for the files and not one in each course roster for BLS. This should be reviewed, as appropriate. In the advanced disciplines the agenda must be in the individual course file.

	           a.  Is there evidence that a PCR is completed after each class? 
	
	
	

	           b.   Are the PCRs retained for a minimum of three (3) years IAW MTN guidelines?
	
	
	

	4.
Does the TS maintain the following in their PCRs:

	a.
A PCR cover sheet for BLS, ACLS, or PALS as appropriate with all sections completed?
	
	
	

	        b.   Assisting Instructor list?
	
	
	

	c.  Instructor Renewal roster if applicable?
	
	
	

	d.  Individual Course Agenda? 
	
	
	

	e.
Completed Grade Report?
	
	
	

	f.
Written exam for those students who are classified as “Incomplete”? 
	
	
	

	g.
Psychomotor skills sheet for those students who are classified as “Incomplete”?
	
	
	

	h.
Summary of Course/Instructor Evaluations? 

Reviewer Note: Individual evaluations should be maintained when they display the potential for issues or problems.  
	
	
	

	i.
Dispute resolutions, if applicable? (Attached to roster)
	
	
	

	j.  Copy of the CME letter for those training sites receiving CMEs from the MTN?  
	N/A
	
	

	k.  Does the TS submit PCR’s within 30-days of the completed course?
	N/A
	
	

	5.
Each TS is responsible for providing the current exam to its Instructors, maintaining exam security and communicating the importance of maintaining security to Instructors.  (See MTN AH: Chapter 2; Page10)

	a.
 Does the TS utilize current exams?
	
	
	

	b.
Are precourse exams covered during the course.
	N/A
	
	

	c.     Is there evidence of a process in place for securing exams?
	
	
	

	d.
Is there evidence of a process in place for distributing the exams to Instructors?
	
	
	

	e.
Is there evidence that course exams are issued to students and proctored? 
	
	
	

	6.
Each TS will have adequate space for courses that is conducive to learning.  Does the TS have adequate space to conduct courses?
	
	
	

	7.
Each TS will have a textbook available for each participant before, during and after each course.  Is there evidence that the TS provides access to textbooks:

	a.
Prior to the course?
	
	
	

	b.
During the course?
	
	
	

	c.
After the course?
	
	
	

	d.
Does the TS have an adequate supply of appropriate textbooks for courses offered?
	
	
	

	
	
	
	

	Reviewer Tabulation: 


	___of 29
	___of 32
	___of 32


	SECTION III

INSTRUCTOR-FOCUSED FUNCTIONS


	
	BLS
	ACLS
	PALS

	1.
Each TS must maintain a current file on Instructors in all disciplines.  Is there evidence of a hard copy file maintained for each instructor?  Reviewer Note: Electronic Files are optional as an additional file, however hardcopy files are mandatory.  
	
	
	

	2.     All files should be complete. Reviewer Note:  Review a minimum of 10 or 5%, whichever is greater. Review ALL Training Site Faculty files. If any aspect is missing from any folder, the  score for that question becomes a 0. 

Note the following criteria:  



	a.
Name?
	
	
	

	b. 
Job Status / licensure (i.e. MD, RN, EMT-P, etc.)?
	
	
	

	c.
Mailing Address?  

	
	
	

	d.     Email Address?
	
	
	

	e.
Phone number?
	
	
	

	f.
Copy of card? Review Note: Copy must be of the front and back of the card and the card must be signed.
	
	
	

	g.
Instructor Card / TSF Card Renewal date?
	
	
	

	h.
Instructor Monitoring Form every two years for renewal instructors and within 90 days of instructor course for Instructor Candidates?
	
	
	

	i
Instructor Renewal Checklists:
_____Written exam




_____Psychomotor skills

_____Provider card (optional)
	
	
	

	j.     Financial Disclosure statements for ACLS and PALS instructors if the training site receives CME credit from the MTN?  
	N/A
	
	

	  k.    Proof of Core Instructor Course Completion? 
	
	
	

	        l.     Proof of training with the updated 2005 guidelines?  
	
	
	

	        m.    Documentation of teaching history?  Reviewers Note:  This information must be kept in the instructors’ folder, but may be kept on a master list in addition.  
	
	
	

	3.
Each TS will ensure an adequate number of courses each year to allow all Instructors to maintain their status

	a.
Is there evidence of an adequate number of provider courses?
	
	
	

	b.
Is there evidence that the TS has conducted any Instructor courses?
	
	
	

	4.     Each TS will update Instructors with the latest information on AHA courses, science guidelines, policies and procedures and training bulletins. 

	a.
Is there evidence that appropriate faculty attended required AHA updates?
	
	
	

	b.
BLS instructor update to 2005 guidelines?
	
	
	

	
	
	
	

	REVIEWER TABULATION: 

	___of 17
	___of 18
	___of 18


	SECTION IV

EQUIPMENT-FOCUSED FUNCTIONS


	
	BLS
	ACLS
	PALS

	1.     Each TS is responsible to ensure that appropriate equipment in sufficient quantity is available and in good working order at each course. 

	a.
Can TS produce a list of training equipment for courses taught?
	
	
	

	b.
Is there a sufficient amount of equipment available for each course?  Reviewer Note: refer to the attached lists for each course.  Place the total number in the blocks appropriate for each course.  (HS AED – 15, HS CPR – 13, BLS HCP – 16, ACLS – 28, PALS – 47) 
	
	
	

	c.
Is the equipment in good working order?
	
	
	

	2.     Each TS is responsible to ensure appropriate cleaning/decontamination of equipment.

	a.
Does the TS provide records that training equipment was cleaned IAW manufacturer’s guidelines at course conclusion?
	
	
	

	b.
Is there evidence that the TS has conducted training to it’s Instructors on course equipment used within the facility?
	
	
	

	
	
	
	

	Reviewer Tabulation:
	___of___  
	___of 33  
	___of 51  


	Equipment List for MTN Programs

	Equipment
	Requirements
	HS AED
	HS CPR
	BLS for HCP
	ACLS
	PALS

	
	
	QUANTITY ON HAND

	Student Workbook / Provider Manual
	1 / student & instructor
	
	
	
	
	

	PALS Course Guide
	1 / student
	
	
	
	
	

	Instructor manual with lesson maps
	1 / instructor
	
	
	
	
	

	ECC Handbook (optional)
	1 / student & instructor
	
	
	
	
	

	TV with DVD player or VCR 

or Computer with projector        and screen 
	1 / course
	
	
	
	
	

	Course DVD(s) or videotape(s)
	1 / course
	
	
	
	
	

	Adult manikin with shirt
	1 / every 3 students – (2 / every 12 student for ACLS)
	
	
	
	
	

	Airway Manikin
	2 / every 12 students
	
	
	
	
	

	Child manikin with shirt (optional for BLS if adult manikin can switch settings)
	1 / every 3 students
	
	
	
	
	

	Infant manikin with shirt
	1 / every 3 students
	
	
	
	
	

	AED trainer with adult AED training pads
	1 / every 3 students – (2 / every 12 students for ACLS)
	
	
	
	
	

	Child AED training pads or child AED pad picture page 
	1 / every 3 students
	
	
	
	
	

	Adult mask
	1 / every 3 students or

1 / student
	
	
	
	
	

	Pediatric mask
	1 / every 3 students or 1 /   student
	
	
	
	
	

	Infant mask
	1 / every 3 students or 1 / student
	
	
	
	
	

	IV equipment (catheters, fluid bags, tubing 3-way stopcocks, t-connectors, pole
	1 / station 
	
	
	
	
	

	Syringes
	1 / station
	
	
	
	
	

	IO needles
	2-3 / station
	
	
	
	
	

	IO Manikin 
	1 / station 
	
	
	
	
	

	1-way valve 
	1 / student
	
	
	
	
	

	Bag Mask (appropriate sizes) Reviewer note:  if one size is missing the score is a 0.  Included tubing and reservoir for ACLS and PALS
	1 per size / 3 students
	
	
	
	
	

	Oral and nasal airways
	1 set each station
	
	
	
	
	

	Nonrebreather mask
	1 / every 3 students
	
	
	
	
	

	Suction Catheters (various sizes)
	1 / station 
	
	
	
	
	

	Endotracheal Tube Kit
	1 / station
	
	
	
	
	

	Exhaled CO2 Detector 
	1 / station
	
	
	
	
	

	Nasal Canula
	1 / station
	
	
	
	
	

	Water-soluable lubricant
	1 / station
	
	
	
	
	

	Face shield (optional)
	1 / student
	
	
	
	
	

	Stopwatch
	1 / instructor
	
	
	
	
	

	Manikin Cleaning Supplies
	Varies
	
	
	
	
	

	ECG Simulator
	1 / station 
	
	
	
	
	

	Electrodes 
	1 / station
	
	
	
	
	

	Rhythm generator
	1 / station
	
	
	
	
	

	Monitor capable of defibrillator/ synchronized cardioversion, transcutaneous pacing (TCP)
	1 / station
	
	
	
	
	

	Pacing pads, defibrillator pads, or defibrillator gel (if pads are not used),
	1 / station 
	
	
	
	
	

	Epinephrine 
	1 / station 
	
	
	
	
	

	Atropine sulfate
	1 / station 
	
	
	
	
	

	Albuterol
	1 / station
	
	
	
	
	

	Amiodarone
	1 / station 
	
	
	
	
	

	Adenosine 
	1 / station 
	
	
	
	
	

	Glucose
	1 / station
	
	
	
	
	

	Lidocaine
	1 / station
	
	
	
	
	

	Magnesium Sulfate
	1 / station
	
	
	
	
	

	Procainamide
	1 / station 
	
	
	
	
	

	Vasopressin
	1 / station 
	
	
	
	
	

	Saline fluid bags / bottles
	1 / station 
	
	
	
	
	

	IV pole
	1 / station
	
	
	
	
	

	Sharps Container (if using real needles)
	1 / station 
	
	
	
	
	

	Length based / color-coded resuscitation tape
	1 / station 
	
	
	
	
	

	Blood Pressure Cuff
	1 / station 
	
	
	
	
	

	Total
	
	
	
	
	

	*** The above list is course equipment that will be accounted for during administrative reviews.  Training sites are still required to have all required equipment as listed in each individual Instructor manual or instructor CD.




	

	
	BLS
	ACLS
	PALS

	SECTION I


	_____of 11 = _______% 
	_____of 11 = _______%  
	_____of 11 = _______%  

	
Rating (1-4)
	
	
	

	SECTION II


	_____of 29 = _______% 
	_____of 32 = _______%  
	_____of 32 = _______% 

	
Rating (1-4)
	
	
	

	SECTION III


	______of 17 = _______% 
	______of 18 = _______%  
	______of 18 = _______%  

	
Rating (1-4)
	
	
	

	SECTION IV


	____of ____ = _______%  
	____of  33 = _______%  
	____of  51 = _______% 

	
Rating (1-4)
	
	
	

	TOTAL

	____of ____ = _______%  
	____of 84 = _______%  
	____of 112 = _______%  

	
Rating (1-4)
	
	
	


	RATING
	COMPLIANCE
	REQUIREMENTS

	1 – (95-100%)
	Assessment provides evidence of excellent compliance


	Compliant, no requirements, best practice for total score

	2 – (80-94%)
	Assessment provides evidence of acceptable compliance


	Compliant, no requirements

	3 – (70-79%)
	Assessment does not provide evidence of acceptable compliance


	Non-compliant, additional documentation within 30 days

	4 – (< 70%)
	Assessment does not provide evidence of acceptable compliance


	Non-compliant, additional documentation within 30 days and a focused administrative review within 90 days


Comments:

_________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

MTN/NF Staff
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TS Administrator:
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Director
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TS Administrator:
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PALS
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Director


Print
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TS Administrator:




             Print




Signature

Review reported to Commander/Commanding Officer on:  Date:  ___________/_____________
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