OPERATIONS MANUAL FOR 
PROVIDING CONTINUING EDUCATION 
TO ATHLETIC TRAINERS

PROVIDER RESPONSIBILITIES

Company Name participates in the BOC Approved Provider Program. BOC Approved Providers are responsible for providing continuing education (CE) programs to Athletic Trainers and complying with the Standards for BOC Approved Providers and the BOC Approved Provider Handbook.

· Company Name is approved to offer Level I continuing education (CE) activities to BOC Certified Athletic Trainers (ATs). These are Category A CEUs.
· Company Name’s BOC Approved Provider #: P______
· BOC Central for BOC Approved Providers log in:
· Username:
· Password:
· BOC Approved Provider status expires December 31, 201X
· Renewal consists of a $____ annual renewal fee due 12/31/201X
· Completion of the Annual Report for all programs offered to ATs in ________
· The provider status is a blanket approval, which is granted annually and covers all Category A live events and home study programs offered
· Evidence Based Practice (EBP) Category events are approved on an individual basis under a separate application. Allow additional time for review.

This operations manual serves to comply with the Standards for BOC Approved Providers. A complete list of administrative requirements and expectations are in Section 1 of the Standards for BOC Approved Providers.

ADMINISTRATION

As a BOC Approved Provider, Professional Seminars must:
· Comply with BOC guidelines
·  The Name serves as the contact person who will be responsible for communicating with the BOC and disseminating information to anyone who will provide instruction to ATs
· Name will:
· Read and maintain compliance with the Standards and Handbook
· Be knowledgeable of the domains of athletic training   
· Document changes in the primary contact
· Ensure that the new primary contact understands and is in compliance with the Standards
· Respond to all BOC staff inquiries and customer complaints within 1-2 business days
· Notify the BOC of any organizational changes and update our online BOC Approved Provider Profile
· Not assign or transfer our provider number to another individual or organization.  Agreements clearly defining the working relationship between parties must be developed for co-sponsorship opportunities (see below)

Cosponsor Agreement
In the event that Company Name  cosponsors a program, a written agreement that clearly defines the working relationship between parties shall be developed, agreed upon and documented.

[Enter agreement]
The cosponsor agreement shall dictate which party is to complete the following tasks:
· Prior to the Event
· Secure date, location and food
· Determine audience
· Determine topic and content development
· Secure speakers and forms
· Determine Level of Difficulty
· Create program schedule and assign CEUs
· Determine registration procedures
· Develop marketing materials
· Create attendance roster
· Create statement of credit
· Create participant assessment
· Create program evaluation
· Post program to BOC Provider Directory
· During the Event
· Collect registration and fees
· Provide attendance roster	
· Provide participant assessments and program evaluations
· Distribute statements of credit
· After the Event	
· Retain records
· Process complaints
· Participate in Annual Review
· Complete Annual Report

BUSINESS PRACTICES

BOC Approved Providers adhere to the Code of Ethics, appropriate language guidelines, copyright and conflict of interest outlined in Section 2 of the Standards for BOC Approved Providers and the BOC Approved Provider Handbook.

Appropriate Language
Use correct terminology on marketing materials and during programs when referring to the professional terms, credentialing, organizations, etc.  Educate speakers on terms. Commonly confused terms include:
AT vs. ATC 		Athletic Trainer vs. trainer 	BOC vs. NATA  

Non-Discriminatory Policy
[Enter policy]

Copyright Policy & Procedure
[Enter policy]

Conflict of Interest Policy & Procedure
[Enter policy]

Cancellation and Refund Policy

[Enter policy]

Grievance Policy & Procedure
[Enter policy]

For a complete list of program development requirements adhere to the Sections 3, 4, 5, and 6 of the Standards for BOC Approved Providers and the BOC Approved Provider Handbook.

PROCEDURES FOR PROGRAM DEVELOPMENT

CE activities must be intended for healthcare providers and focus on knowledge, skills and abilities related to healthcare activities. Programs should not include patients, parents, coaches, administrators or teachers.

Determine CE Category Type
[Enter procedure for determining CE Category type – Category A vs. EBP Category]

BOC Approved Providers are authorized to offer Category A CE programs to ATs through live events and home study programs. Programs with the Evidence Based Practice Category designation are reviewed on an individual basis under a separate application process. EBP programs are pre-approved by the BOC.

Determine Program Type
[Enter procedure for determining program type – Live Event vs. Home Study Program]

Determine Program Type
[Enter procedure for determining program audience]

The target audience must include ATs. Programs must be intended for the credentialed healthcare and/or wellness provider. Programs with other credentialed healthcare participants are acceptable to create common knowledge across disciplines and promote multidisciplinary education. Programs targeted at non-credentialed fitness or wellness professionals and lay persons - such as patients, parents, coaches, administrators or educators - would not meet BOC Standards.

Determine Program Topics
[Enter procedure for determining program topics and content]

Topics are determined to address a needs analysis in the field of athletic training. Content is based on a knowledge, competency or performance gap, to identify current, valid findings in the literature. Content must fall within the practice analysis for athletic trainers (See Handbook) and be delivered at or above entry-level knowledge and skill for the associated profession.

Choosing Qualified Instructors
Instructor Qualifications
[Enter procedure for identifying qualified instructors]

Instructor Requirements
[Enter procedure for collecting required documentation – See Handbook]

Instructors must provide the following documents:
· Curriculum vitae
· Speaker Release Form (see Handbook)
· Etc.

Honoraria Policy
[Enter policy]

Learning Objectives/Program Content
[Enter procedure for developing learning objectives that follow best construction and Bloom’s Taxonomy]
Learning objectives are the basis for an educational program. Once a topic has been determined, course outcomes/learning objectives that define the knowledge and/or skills that program participants are expected to gain through the completion of the course are created. Each program must have corresponding learning objectives. Learning objectives shall be formulated using Bloom’s Taxonomy (See Handbook). Avoid using: appreciate, comprehended, experiences, know, learn or understand as they are not measureable.

Determine Program Level of Difficulty
[Enter procedure for determining program level of difficulty – See Handbook]

Based on the content of the program, a difficulty level will be determined using the categorization criteria developed by the NATA Professional Development Committee (PDC) (See Handbook).

Develop Participant Assessments
[Enter procedure for developing participant assessments]

Develop Program Evaluations
[Enter procedure for developing program evaluations]

PROGRAM LOGISTICS

I. Prior to the Program
[Enter procedures for tasks completed prior to the program]


· Determine Program Format and Size
[Enter procedure for determining program schedule and size]

· Determine Program Date and Location
[Enter procedure for determining date and location]
Choosing a Date
Choosing Location

· Calculate Eligible Contact Hours/CEUs
[Enter procedure for determining CEUs]

Live Programs
For live Category A programs, one contact hour is equal to 1.0 CEUs, in which the contact hour is defined as 60 minutes of instructional time during which the participants are engaged in educational activities. Contact hours are rounded to the nearest quarter hour.

Home Study Programs
For Text Based and non‐timed Home Study Programs, utilize the Mergener formula. (See Handbook]

· Marketing
[Enter procedure for developing marketing materials – See Handbook]

· Registration Information
[Enter procedure for developing registration information]

· Submit Program to BOC Program Directory
[Enter procedure for submitting program information to BOC Provider Directory]
In accordance with the Standards for BOC Approved Providers, all continuing education programs aimed at ATs must be submitted to the BOC Program Directory. List all recognized continuing education programs available to ATs, including both live events and home study programs, and to promote the provider.

Procedures

· A completed electronic event form must be submitted to the BOC at least 10 business days prior to the program start date
· The electronic form is available within the BOC Approved Provider Profile
· List all continuing education programs available to ATs on the Program Directory, including both live and home study, private and open registration
· Programs that are not posted to the directory 10 business days prior to the program date shall not be eligible for Category A continuing education
· Providers who offer programs not listed on the directory must notify participants that the programs are not eligible for Category A CEUs

· Program Materials
[Enter procedure for creating attendance roster, statement of credit, educational materials – See Handbook]
II. [bookmark: _GoBack]During the Program
[Enter procedures for tasks completed during to the program]

· Provide Attendance Roster
[Enter procedures tracking attendance]

· Distribute Legal documents/agreements/consents
[Enter procedures legal documents/consents]

· Declare Conflict of Interest
[Enter procedures declaring or denying conflicts of interest]

· Provide Participant Assessments
[Enter procedures for providing/scoring participant assessments]

· Distribute Program Evaluations
[Enter procedures for collecting program evaluations and feedback]

III. After the Program
[Enter procedures for tasks completed after to the program concludes]

· Distribute Statements of Credit
[Enter procedures for completing the program and providing credit]

· Review Program Evaluations and feedback
[Enter procedures reviewing program evaluations]

· Provide Feedback to Instructors
[Enter procedures for providing feedback to instructors]

· Conduct Internal Program Review
[Enter procedures for conducting a program review and improvements for future programs]

· Retain Records
[Enter policy and procedures for retaining program records]

· Process Complaints
[Enter procedures for responding to complaints]

