COURSE ADMINISTRATION GUIDELINES
ABOUT THE EMERGENCY CARE AND SAFETY INSTITUTE

Congratulations on selecting an Emergency Care and Safety Institute (ECSI) training program, in association with the American Academy of Orthopaedic Surgeons and the American College of Emergency Physicians. 
ECSI training programs are recognized and respected worldwide by businesses and industries; colleges and universities; and fire, EMS, and law enforcement agencies. The quality, affordability, and administrative ease make ECSI training programs appealing. 

Every ECSI student manual is the center of an integrated teaching and learning system that offers instructor, student, and technology resources to better support instructors and prepare students. The instructor supplements provide practical, hands-on, time-saving tools like PowerPoint presentations, DVDs, and web-based administrative tools. 

The ECSI is an educational organization created for the purpose of delivering the highest quality training to laypeople and professionals in the areas of first aid, CPR, AED, bloodborne and airborne pathogens, and related safety and health areas. 

ABOUT THE AMERICAN ACADEMY OF ORTHOPAEDIC SURGEONS 

The American Academy of Orthopaedic Surgeons (AAOS) provides education and practice management services for orthopaedic surgeons and allied health professionals. The AAOS also serves as an advocate for improved patient care and informs the public about the science of orthopaedics. Founded in 1933, the not-for-profit AAOS has grown from a small organization serving less than 500 members to the world’s largest medical association of musculoskeletal specialists. The AAOS now serves about 36,000 members internationally. In 1971, the AAOS pioneered EMS education by publishing Emergency Care and Transportation of the Sick and Injured, the first EMS training program available. Today, the AAOS continues that dedication to future emergency responders and instructors through ECSI.

ABOUT THE AMERICAN COLLEGE OF EMERGENCY PHYSICIANS 
The American College of Emergency Physicians (ACEP) was founded in 1968 and is the world’s oldest and largest emergency medicine specialty organization. Today it represents more than 28,000 members and is the emergency medicine specialty society recognized as the acknowledged leader in emergency medicine.

CONDUCTING ECSI COURSES

Conducting any ECSI course involves:

• ECSI Education Center Coordinators
• ECSI Instructors

ECSI EDUCATION CENTER COORDINATORS
Education Center Coordinators establish ECSI Education Centers and are responsible for the successful delivery of ECSI courses. This is accomplished through a cadre of ECSI Instructors who comply with ECSI policies and procedures to ensure a successful learning experience for all participants. The following sections outline the procedures for becoming an Education Center Coordinator and the responsibilities.

Education Center Coordinator Application Process

The process to become an ECSI Education Center Coordinator is easy. Complete the free application for “Education Centers” at www.ECSInstitute.org. Applications will be reviewed upon receipt. Applicants will receive written notification of the decision within 2 days after receipt of complete applications. 

Education Center Coordinator Responsibilities

Course Integrity

Education Center Coordinators must comply with ECSI policies and procedures that have been developed to meet federal, state, and local laws and regulations for the delivery of ECSI courses. The quality of ECSI courses relies heavily on the Education Center Coordinators. Education Center Coordinators should maintain the integrity of the course, ensure that all minimum course requirements are met, and provide oversight to ensure the quality of the education experience.

Education Quality

Education Center Coordinators must periodically monitor ECSI courses to ensure instructional quality. Education Center Coordinators are responsible for the quality of ECSI courses and must ensure that the content is presented appropriately. Education Center Coordinators must provide oversight to ensure that the course content and instructional program complies with the policies and procedures set forth in the ECSI course curriculum.

Logistics

Education Center Coordinators are responsible for coordinating logistical issues, such as teaching materials, equipment, room reservations, course registration, catering, and program promotion.

Safety

Education Center Coordinators ensure that safety precautions are followed and that the learning environment is comfortable, safe, and nonthreatening.

Course Rosters

Upon completion of ECSI courses, instructors need to maintain course rosters. Education Center Coordinators see that instructors maintain these course rosters. Course rosters serve to verify that ECSI Instructors have been involved in teaching a minimum of two ECSI courses within their 2-year authorization period.

Course Evaluations

Feedback from course participants is important to continually improve ECSI courses. Education Center Coordinators should ensure that participants complete periodic course evaluations in order to better assess the success of the courses and ECSI Instructors. Course evaluation forms can be found in the “Forms” folder of this Instructor ToolKit CD-ROM.

Instructor Selection

Education Center Coordinators are responsible for recruiting, preparing, and supervising ECSI Instructors. Education Center Coordinators provide oversight to ensure that the ECSI Instructors possess the appropriate skills and knowledge required to teach ECSI courses.

ECSI Updates

Education Center Coordinators help update ECSI Instructors on changes to ECSI course content, course materials, and policies and procedures. The ECSI Electronic Newsletter assists Education Center Coordinators with this responsibility.

ECSI INSTRUCTORS

ECSI Instructors must be affiliated with ECSI Education Centers and are authorized to deliver ECSI courses. The following sections outline the procedures for becoming an ECSI Instructor and the responsibilities.

ECSI Instructor Application Process

Individuals can become ECSI Instructors by:

• Completing a formal ECSI Instructor Development Course 

OR

• Requesting instructor reciprocity

All materials for training new ECSI Instructors through the Instructor Development Course are found in the private area of the ECSI web site. This course is administered by authorized ECSI Instructor-Trainers.

ECSI Instructor Development Course

Those with little or no teaching experience must participate in a formal ECSI Instructor Development Course. This course covers topics such as teaching methodologies, complying with ECSI policies and procedures, following course objectives, and conducting skill practice sessions. This course is administered by ECSI Instructor-Trainers.

Instructor Reciprocity

Those with adequate content knowledge (eg, first aid, CPR, AED providers) who can also demonstrate adequate teaching experience (eg, professional educator; state EMS, fire, or police instructor; or an instructor from another nationally recognized training program) can receive instructor reciprocity. Instructor reciprocity requires a simple orientation to the course materials and ECSI policies and procedures. The application for ECSI Instructor status can be found at www.ECSInstitute.org.

ECSI Instructor Responsibilities

ECSI Instructors have several important responsibilities that ensure a quality ECSI course. ECSI Instructors should possess the knowledge and skills necessary to teach the course and shall:

· Facilitate Learning—ECSI Instructors must teach the assigned material in an engaging manner that facilitates the learning process of the participants in the course. They are responsible for ensuring that proper content and skills are covered in all courses, including having all course materials and equipment available.

· Be Familiar with Material—In order to be effective teachers, ECSI Instructors must familiarize themselves with the course objectives, course materials, and ECSI policies and procedures.

· Evaluate Participants—In order to receive an official ECSI Course Completion Card, participants must demonstrate competency in the skills taught.

· Maintain Rosters—ECSI Instructors must maintain participant course rosters of those successfully completing the courses. Participant course rosters can be found in the “Forms” folder of this Instructor ToolKit CD-ROM.

· Keep Up-to-Date—ECSI Instructors must stay abreast of ECSI course content, course materials, and policies and procedures. The ECSI Electronic Newsletter will assist with this responsibility.

Maintaining ECSI Instructor Status

ECSI Instructors must be involved in teaching at least two ECSI courses within their 2-year authorization period. Renewal notices are sent electronically from ECSI prior to expiration. ECSI Instructor credentials are renewed automatically, at no cost, if the electronic course rosters submitted online to ECSI indicate that the instructor has taught the required number of courses within the 2-year period.

ECSI Instructors who stop teaching for an extended period of time (eg, active military duty) can arrange for reinstatements by contacting ECSI. ECSI Instructor status can be revoked for disregarding ECSI policies and procedures.

ECSI INSTRUCTOR-TRAINERS

ECSI Instructor-Trainers are ECSI Instructors who have been authorized by ECSI and the local Education Center Coordinator to train ECSI instructor candidates. ECSI Instructor-Trainers are designated by Education Center Coordinators as a result of extensive teaching experience and the need of the local Education Center to increase its number of ECSI Instructors.

ECSI Institute Instructor-Trainer Responsibilities
ECSI Instructor-Trainers have several important responsibilities that include:
· Educating instructor candidates about ECSI policies and procedures

· Educating instructor candidates about ECSI course materials and course objectives

· Monitoring courses conducted by ECSI Instructors, as needed, and providing remediation, if necessary

· Serving as a mentor to new Instructors

· Staying abreast of changes in ECSI course content, course materials, and policies and procedures

CONDUCTING PROVIDER-LEVEL COURSES

ECSI courses should be structured to provide the best possible education experience for all participants, whether laypersons or professionals. The following sections address the steps involved in offering ECSI courses.

Course Schedule

Each ECSI course has a predetermined schedule and approximate length of time required to cover the objectives. Education Center Coordinators and ECSI Instructors must be familiar with the schedule. The course schedule can be found in the lesson plans for each course.

Course Size

To appropriately cover the objectives of any course, an appropriate course size is important. The size of any course depends on several factors:

• Number of ECSI Instructors

• The facility

• Equipment available
• Teaching methods and experience of the ECSI Instructor(s).

While no limit is set on the number of participants for the lecture portion of any ECSI course, it is recommended that skill practice sessions associated with any course be limited to 10 participants per ECSI Instructor. While it is understood that one ECSI Instructor may be able to effectively cover the knowledge components of an ECSI course for many participants, participant skill performance often requires more personal attention.

Course Fees

ECSI Education Centers or ECSI Instructors can establish their own course fees. If course fees are charged, the fees should be based on local demand for ECSI courses. Consideration should be given to making the course widely available.

Accommodating Participants with Disabilities

The Americans with Disabilities Act bars discrimination against the handicapped in places of public accommodation. Individuals with physical or mental disabilities cannot be denied full and equal enjoyment of the goods, services, facilities, advantages, or accommodations offered to the public. Education Center Coordinators and ECSI Instructors may be presenting an ECSI course to participants who are disabled, including those who are hearing impaired, legally blind, partially paralyzed or lacking full use of limbs, or with other physical limitations. If the disabled individual can successfully meet ECSI course objectives, he or she can be issued an ECSI Course Completion Card.

Education Center Coordinators and ECSI Instructors are expected to make reasonable accommodations for those with disabilities to ensure the best opportunity for learning. Education Center Coordinators and ECSI Instructors can adapt their teaching methods and techniques for these individuals to perform skills. ECSI course audiovisual aids have been developed to support the hearing impaired.

Course Facility Environment

Education Center Coordinators and ECSI Instructors must be certain that the facility selected is adequate for proper ECSI course delivery. When selecting a facility, consider the following items:

· Convenient accessibility for all participants

· Appropriate seating structure to accommodate all participants

· Adequate space for skill performance

· Adequate audiovisual resources
· Proper lighting and acoustics

Course Equipment and Supplies

Following is a general list of equipment and supplies used to conduct ECSI courses:

· Tables/desks and chairs for course participants

· Audiovisual equipment, including computer with CD-ROM drive, LCD projector, screen, television monitor, and DVD player

· Dry-erase board or easel and pad and markers

· Registration supplies

· Course student manual for each participant and ECSI Instructor

· Instructor ToolKit CD-ROM and/or DVD

· Skill performance equipment (eg, manikins and first aid supplies). Specific equipment needs are listed in the lesson plans for each course.

· Cleaning supplies

· End-of-course “Check Your Knowledge” activity form
· Course evaluation form

· ECSI Course Completion Cards

SUCCESSFUL COURSE COMPLETION

To earn an ECSI Course Completion Card, participants must be in attendance at the course and complete all course activities including demonstrating skills competency for select courses.
End-of-Course “Check Your Knowledge” Activity 

ECSI does not require formal final written exams for layperson courses. Instead, a group activity is completed at the end of the course that reflects the knowledge of the class as a whole.
Skills Performance

Participants must be able to demonstrate the required skills for select courses. ECSI Instructors need to make sure participants can meet the objectives required for each skill. Skills performance should be evaluated in a nonthreatening manner. Skills performance can be evaluated while participants practice, during a group skills check, or individually.

ECSI Course Completion Cards

Participants who successfully complete a course taught by an ECSI Instructor are eligible to receive an ECSI Course Completion Card. The card is wallet-sized so the participant can keep it readily available. A photocopy of the card can be made and given to employers for their records. First Aid Course Completion Cards are valid for 2 years, as are CPR and AED Course Completion Cards.

Some participants may not want ECSI Course Completion Cards because they just want to become familiar with how to help in an emergency. These participants do not need to demonstrate competency of skills performance.

Replacing lost, damaged, or incorrect cards is the responsibility of the Education Center Coordinator and/or ECSI Instructor. Past participant course rosters should be consulted to verify participant attendance before issuing a duplicate card.

COURSE MATERIALS

ECSI courses include student manuals (print or digital), Instructor ToolKits, and audiovisual aids such as DVDs. Additional audiovisual aids can be used but should not replace those provided by ECSI. ECSI courses are also available online through www.ECSInstitute.org.

Participant Materials
Course participants are provided student manuals (print or digital) or an online access code for all initial or refresher courses. 

ECSI Instructor Materials

Every ECSI Instructor must have a copy of the Instructor ToolKit for the ECSI course being taught. The Instructor ToolKit CD-ROM contains ECSI administrative information, lesson plans, course outlines, and end-of-course knowledge evaluation activities.

Online Courses

ECSI has numerous courses that can be taken for initial or refresher training online at www.ECSInstitute.org. These online courses have been carefully developed to cover the knowledge components of an ECSI course, normally presented through traditional course offerings. These online courses also present the skills that participants will be expected to master in order to receive an ECSI Course Completion Card. Education Center Coordinators and ECSI Instructors may offer these online courses as alternatives to traditional classroom offerings, then schedule skills performance demonstration and evaluation sessions to verify that participants have mastered the necessary knowledge and skills to earn an ECSI Course Completion Card.

ECSI COPYRIGHT, TRADEMARK, AND LOGO

All ECSI materials are copyrighted by Jones & Bartlett Learning, LLC, the exclusive publisher for ECSI. These materials cannot be reproduced in any manner without the written permission from Jones & Bartlett Learning, LLC. Any unauthorized duplication or use of copyrighted materials will be handled according to copyright laws. The trademark, names, and logos used by ECSI are the property of ECSI and Jones & Bartlett Learning, LLC. The trademarks, names, and logos associated with ECSI can only be used in accordance with ECSI policies and procedures. Any questions should be directed to ECSI. 
© 2012 Jones & Bartlett Learning, LLC (www.jblearning.com)
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