Clean Air for healthy Children Training Protocol and Guidelines

Requirement for Continuing Medical Education Credits

The University of Pittsburgh School of Medicine Center (UPMC) for Continuing Medical Education in Health Sciences provides Continuing Medical Education/Continuing Education Units (CME/CEU) credit for the Clean Air for Healthy Children (Clean Air) program.  In order to maintain these credits all trainings must be conducted according to the following guidelines:  

1. All trainers must first complete a Level I-Regional (3-Hour) course and Level II -Train the Trainer (2-hour) course.

2. All Clean Air trainings must follow the Clean Air Training Protocol Guidelines.

3. All trainers must complete a Presenter Disclosure Form annually. This form must be on file at the Clean Air office prior to conducting any training(s).  A copy of the Presenter Disclosure Form will be sent to UPMC.

4. Before conducting their first training, all trainers must review the curriculum with the Clean Air staff.  Some trainers may require or request additional support or mentoring.

5. Trainers must follow the Clean Air curriculum. The only adjustments made to the curriculum can be local smoking prevalence data.  Any other changes to Clean Air curriculum must have prior approval from the Clean Air Director.

6. Any scheduled training(s) must be coordinated with Clean Air to generate a CME/CEU Disclosure Form.  All sites to be trained must post this Disclosure Form for attendees to view as they enter the room.  All attendees must also receive a copy of the Disclosure Form.

7. All attendees who request CMEs or CEUs credits must submit their full name, degree, and the last 5 digits of their Social Security number on the Registration Form.

8. Within 5 days of the training the Registration Forms must be sent to Clean Air with other necessary paperwork. 

9. Clean Air will send the above information to UPMC quarterly on pre-scheduled dates.  CME and CEU credits will be posted on UPMC’s web site 90-120 days after the close of the quarter that the training occurred in.  This site can be accessed by attendees at www.upmc.edu/ccehs for documentation of their credits.

NOTE:  If the above instructions are not followed, the attendees will not be able to receive CME/CEU credit.

If trainers are not compliant, Clean Air could lose its CME/CEU accreditation from UPMC.


Procedures for Clean Air Training
The Clean Air curriculum and training materials are available to all individuals who complete a Clean Air Level II Train the Trainer course.  

Presentations can be given in various formats: 

· Regional Training





· Practice Based

· Grand Rounds 

· Resident Conferences

· Academic Institutions (i.e. Schools of Nursing and Medical Schools)

Scheduling a Presentation
1. The Pennsylvania Chapter of the American Academy of Pediatrics (PAAAP) Clean Air staff or Primary Contractor/Service Provider (PC/SP) will receive most requests for Clean Air presentations and will initiate the scheduling process. 

2. Requests for trainings should be processed within 2 weeks of the request and scheduled within 60 days if possible. 

3. All trainings must be pre-registered through the Clean Air office by completing a Training Scheduling Form and a Training Materials Order Form. Fax a copy of these forms to Clean Air at (484-446-3255) 4-6 weeks before the training to assure that CME/CEU requirements have been met and materials are available. 

4. Clean Air will be responsible for sending the Disclosure Form to the training site or trainer with the items requested on the Training Materials Order Form.  

5. It is recommended that a confirmation letter be sent to the site coordinator. Otherwise it is recommended that the coordinator be called a week before the training to confirm the logistics of the training.

6. PC/SP will need to pre-pay for materials before they will be sent out.  In order to maintain adequate inventory levels, agencies are recommended to stock a 3-month supply of program materials.

Clean Air Participant Materials (order 4-6 weeks before training)

Each participant will receive one copy of the following:

· Manual or Folder

· Disclosure Form

· Certificate of Completion

Conducting a Presentation
1. The PC/SP or Clean Air will send Clean Air participant materials to the trainer or directly to the site. 

2. The trainer should arrive at the site 30 minutes prior to the presentation to assure the following: the room is arranged as planned, the audio/visual equipment is working, the training materials have arrived and the Disclosure Form is posted. 

3. As participants arrive, distribute the manuals and/or folders, the Disclosure Form and ask them to complete the Registration Form and the Pre Training Evaluation Form.

4. Complete introductions and review contents of manual and/or folder.

5. Follow the training agenda as closely as possible, noting adjustments for Practice Based training.   

6. Following the presentation, ask participants to complete the Post Training Evaluation Form.  Remember to give the participants at least 5 minutes at the end of the course to assure all paperwork is completed.

7. Collect the Registration Form and Pre & Post Training Evaluation Forms from EACH participant and give them their Clean Air Certificate of Completion.  

8. If this is a Practice Based training (1-2 hour training) the trainer will have a pre-scheduled half hour meeting with the site coordinator following the training at which time an Implementation Plan and then the Initial/Follow-Up Form is completed. A copy of the completed worksheets will be given to the site coordinator and the trainer will keep a copy.  
9. Before leaving, the trainer will arrange a follow-up visit or conference call with the site coordinator two months after the training and schedule an in person follow-up visit 6 months after the training.

10. If this is a Regional training, follow-up at six months is completed by mail.

11. For all trainings the trainer will complete a Training Summary Form to accompany paperwork and mail to Clean Air within 5 days of the training.  Paperwork would include the Registration Forms, Pre & Post Training Evaluation Forms, and a copy of the completed Initial/Follow-Up Form if it was a Practice Based training.   Without receipt of this information, UPMC will not grant CME/CEU credits to attendees.

Follow-Up to Presentation
1. Regional Training: (Follow-up completed by Clean Air Staff)

· Six months after the training the following should be sent: a letter offering support and technical assistance, an Initial/Follow-Up Form, and a Practice Tools and Patient Materials Order Form. 

2. Practice Based Training: (Follow-up completed by PC/SP or Trainer)  
· Two months after the training, the trainer will call the site coordinator and do the following: offer technical assistance, complete an Initial/Follow-Up Form, and ask if they wish to order program materials 

· Six months after the training an in person follow-up visit is to occur. 

· The trainer will offer technical assistance, complete an Initial/Follow-Up Form, and ask if they wish to order program materials 
· Twelve months after the training the trainer will contact the site coordinator to complete the following: offer further technical assistance via telephone or site visit, complete an Initial/Follow-Up Form, and ask if they wish to order program materials.  Follow-up beyond 12 months is encouraged and can be completed via telephone or on-site using an Initial/Follow-Up Form.  

· Within 5 days of completion copies of all forms are to be sent to Clean Air.

Training Scheduling Form

  I am a trainer and would like to schedule a Clean Air for Healthy Children Training:                         


Training Site Information:


Trainer Information: 


Please Fax this Request to 484-446-3255

Training Materials Order Form

	Item #
	Item
	Cost per Item
	Qty.
	Total Price

	
	
	
	
	

	T-001
	Level 1 - Training Folders
	$7.00 
	 
	$0.00 

	T-002
	Level 1 - Training Manual
	$17.50 
	 
	$0.00 

	T-008
	Trainer Packet Includes: 
	$0.00 
	 
	$0.00 

	
	Type of Training:   3 Hour    Practice Based
	
	
	

	
	*Certificate of Completion    *Trainer Checklist
	
	
	

	
	*Trainer Summary      *Disclosure Form        
	
	
	

	
	*Implementation/Follow-Up Form       *Business Return Envelope  
	
	
	

	T-003
	Level 2 - Train the Trainer Kit
	$9.00 
	 
	$0.00 

	T-004
	Black & White Transparencies
	$23.52 
	 
	$0.00 

	T-005
	Color Transparencies
	$47.04 
	 
	$0.00 

	T-006
	STAGE Video
	$5.00 
	 
	$0.00 

	T-007
	Breaking the Chains Video
	$5.00 
	 
	$0.00 

	T-010
	Presentation on CD Rom
	$0.00 
	 
	$0.00 

	T-014
	Blue Presentation Binder for Transparencies w/ Page Covers
	$0.00 
	 
	$0.00 

	
	
	
	
	

	
	Orders under $100.00 enter $7.35

	Subtotal
	 
	$0.00 

	
	Orders $100.00 – $2999.99 x .07
	Shipping/Handling
	0.07
	$0.00 

	
	Orders $3000.00 and over call for quote
	Subtotal
	 
	$0.00 

	
	
	Sales Tax
	0.06
	$0.00 

	
	
	GRAND TOTAL
	 
	$0.00 

	Today's Date: _________
	
	
	

	Date of Training: ______________
	
	
	

	Ship To: 
	 
	
	
	

	
	 
	
	
	

	
	 
	
	
	

	
	 
	
	
	

	Payment Information:
	
	
	

	PLEASE NOTE: Orders will NOT be completed unless payment has been received.
	
	
	

	                  
	Enclosed check or money order payable to Copy Time Printing

	 
	Tax expect - attached is a copy of certificate

	
	 Clean Air for Healthy Children will cover cost

	
	Charge my credit card:       Visa     Master Card     Am. Express      Discovery

	
	Acct # _______________________________________   Expires: ______/_______/_____

	
	Include all digits
	
	
	

	
	Name:__________________________________________________
	
	

	
	Print names as it appears on credit card


	
	
	


Please check if your office has the following media equipment:


                     ( Overhead Projector


                     ( TV/VCR


                     ( LCD Projector














Trainer: ___________________________________________________________________________________________             





Organization: _____________________________________________________________________________________      





Street Address: __________________________________________________________________________________





City: ____________________________________________________      State: _________         Zip: ____________





Phone: (_________) __________- ______________                    Fax: (_________) __________- ______________                                                                   





Please indicate if you are:  ( PC/SP Trainer     ( Clean Air Consultant     























Name of Organization: ___________________________________________________________________________ 





Contact Person: _____________________________________________             Title: ______________________





Type of Practice: ( Obstetrical      ( Pediatric     ( Family Practice     ( Other: _____________________________________      





Street Address: __________________________________________________________________________________





City: ___________________________________________________   State: __________            Zip: ____________





County: ___________________________________________________________________________________________





Phone: (_________) __________- ______________                    Fax: (_________) __________- ______________





Phone: (_________) __________- ______________                    Fax: (_________) __________- ______________











For Clean Air Internal Office Use Only





Referred By: ___________________________________


Referral Completion Date: _______/________/________


Request: ( PC/SP Trainer     ( Clean Air Consultant











Date of Request: _______/_______/_______     		Date of Training: _______/_______/_______     





Approximate Number of Attendees: __________		 Check all that apply:


								( 3 hr Regional Training 


Time of Presentation: _____________				( Practice Based Training (1-2 hr)


( Level II Train the Trainer


Time: _____________________________					( Residents Practice Session


									( Grand Rounds








1
1
August 2004

