MTN PROGRM FILE MAINTENANCE GUIDELINES 
Administrative Review 

Section I
· Make a binder for the following
· Copies or original of Affiliation,

· Copies of TSF, PD, and PA appointment letters from MTN
· Include entire package/forms submitted to MTN
· Annual (with Instructor List and Satellites) and Semi-Annual Reports

· Include entire package/forms

· MTN Handbook (latest copy to date) 

· Correspondence (e.g. MTN and AHA Training Memos) with record of when information is disseminated to instructors

· Agendas for all courses instructed to include CIC

· Records maintained for a minimum of 3 years

· Calendar record of courses taught for the year (ensure that there is enough courses for instructors to maintain their qualification)

· Sufficient supply of textbooks and BLS materials

· Dispute Resolution Policy

Section II (PCRs) 
· Agenda for each course (file an agenda with each post course report)

· Cards and exam materials must be secured and an issuance is in place.  
· All exams must be current and secured to include the Program Management CD-ROM

· A complete report for each course to include:

· Create a binder or file to maintain PCRs - do not file in instructor folders

· Post Course Report (see handbook for sample)

· Course Agenda

· Grade Report, Assisting Instructor Roster and 
· Copy of Instructor Renewal form if an instructed is annotated as registering and instructor card is issued
· Copy of Instructor Candidate form for instructor classes/PCRs

· Copies of written exam answer sheets and psychomotor skills check sheets for those students who do not successfully remediate
· Summary of course evaluations
Section III (Instructor Files)

· Individual instructor files with the following:

· Name

· Job status (MD, RN, EMT, etc)., mailing address, email and phone, 
· Copy of Instructor card

· Instructor Renewal Form

· Instructor Monitoring Form

· Instructor Candidate Form
· List of courses taught

· Copy of CIC certificate

NOTE:  There must be evidence that each instructor was monitored within 90 days if new and every two years for renewal.  

Section IV (Equipment Maintenance)

· Master list of training equipment for courses taught

· Sufficient quantity of equipment to meet student to equipment ratio of 3:1

· Documentation (memo) of decontamination and instructor equipment familiarization policy to include a tracking log to ensure cleaning compliance (i.e. manikins, bag-valve) after each course
