Blackboard UR/URMC Employee Education Course Initiation Form


Blackboard UR/URMC Employee Education Course Initiation Form
The purpose of this form is to organize information for a new UR/URMC employee training course in the Blackboard online learning system. In this context, the term “module” refers to a single training “unit” that an employee needs to complete.  One Blackboard course may contain a single module, e.g. Hospital Mandatories, or a single Blackboard course may contain multiple modules.   

In order to make the most of Blackboard in your course, please complete the training for Blackboard instructors/course builders if you have not already done so.  Take the classroom training: “Blackboard Basics” or go through the online video “Blackboard Basics Review” tutorials.  Find tutorials and class registration links on the Blackboard Support page .
INSTRUCTIONS: 
· Complete this “New Course Initiation Form” in its entirety by modifying this file in MS Word; and

· Email the form as an attachment to blackboard@urmc.rochester.edu.  
· allow 1-2 weeks for review of this request; and 

· allow up to 90 days (for course configuration and development) prior to the start of the course/learning activity if assistance is needed for development; or 
· allow up to 30 days if development assistance is not needed
Part I: Course Information
A. Course Overview
1. Full Course Name:  


     
The full course name will be used in Blackboard.

2. Short Name for Course


     
Please provide a short name that is less than 20 characters.  The short name will be used in HRMS.

3. Instructor/Subject Matter Expert:

     
4. Department:



     
5. Service Area(s) (if applicable):

     
6. Unit(s) (if applicable):


     
B. Scope and Timeframe
7. Who is the target audience/who will take this course?
a. Please describe the target audience:       
b. Check all that apply to the target audience:  

 FORMCHECKBOX 
URMC employees        FORMCHECKBOX 
Non-URMC UR employees       FORMCHECKBOX 
Other:      
8. Is this a required (mandatory) course/Educational Offering by/for (check all that apply)        

 FORMCHECKBOX 
  Licensure/Certification     FORMCHECKBOX 
 Accreditation Agency:            
 FORMCHECKBOX 
  Regulatory    FORMCHECKBOX 
 Department    FORMCHECKBOX 
 Other:            FORMCHECKBOX 
  N/A
9. Is this a one time, annual, or ongoing course?
 FORMCHECKBOX 
One time
 FORMCHECKBOX 
Annual
 FORMCHECKBOX 
Ongoing
10. Roughly how many people will take this course per year?      
11. What is the planned start date for this course?
     
12. Is this a critical priority?  
 FORMCHECKBOX 
Yes       FORMCHECKBOX 
No 
If yes, why?      
13. Is there an existing alternative to the Blackboard course in place? 
 FORMCHECKBOX 
Yes
      FORMCHECKBOX 
No
C. Course Design
14. Will this course be instructor-led (students interact with instructor) or standalone (self-directed and self-paced, no instructor interaction)?  
 FORMCHECKBOX 
Instructor-led

 FORMCHECKBOX 
Standalone
15. Please record the names of individuals who need instructor permission for this course?  i.e. who will need to be able to enroll students, view or modify grades, or add course content?             















16. Does this course have a specific start and end date, or will this need to be continuously available?  If the former, what are the dates? 
 FORMCHECKBOX 
Continuous

 FORMCHECKBOX 
Specific dates:      
17. Would you like assistance with course design, content or media?       FORMCHECKBOX 
Yes      FORMCHECKBOX 
No 
18. Would you like assistance on using Blackboard features and tools?   FORMCHECKBOX 
Yes      FORMCHECKBOX 
No
19. Put a checkmark below next to all of the features that might apply to this Blackboard course:

 FORMCHECKBOX 
Narrated slides    FORMCHECKBOX 
Audio/Visual Multimedia, Learning Interactions     FORMCHECKBOX 
Quizzes or tests      
 FORMCHECKBOX 
 Certificate     FORMCHECKBOX 
Attestation of Skill Demo       FORMCHECKBOX 
Surveys        FORMCHECKBOX 
Graded assignments    
D. Education Offerings/Modules
The Blackboard-HRMS Course Bridge system sends Blackboard course completion information to HRMS.  If someone completes an employee education module  in Blackboard, then that is reflected as a completed course in the HRMS training record.  
Please outline each education module that will be part of this course.  

	Name(s) of Module (25 characters or less for HRMS Set-up)
	HRMS/Blackboard Category Code 

(see appendix A)
	Is there a competency test (or tests) associated with this offering?
	Is there a paper based option?
	Approximate # of enrollees

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please add rows as needed.
E. Approval

Requestor Name:      

Date:      
Department: 
     
Phone Ext.      
     
         








          
Department Head(s)/Supervisor(s)/Service/Area Educator Name 


     
Approval Date
NOTE – This completed form should be emailed electronically.  Please do not send hard copy because there is no physical mailbox for Blackboard Support. Approver please send an email as electronic sign-off.
Please email this completed form and an approval email to Online-Learning@urmc.rochester.edu .

Appendix A:  HRMS/Blackboard Category Codes
UPDATED: 1/22/09
Codes & Definitions of Joint Commission (JC) Standards & 

Examples of Education/Learning Initiatives
For Use When Categorizing Education in Blackboard
The category codes below represent Joint Commission Hospital Accreditation Standards/ requirements, plus some additional categories added for other URMC departments.  Detailed descriptions of the Joint Commission categories can be found:  Go to URMC Intranet;  “Select” >> Additional Resources;  “Select” >> Miner Library; Under Journals & Books “Select” E-Books;  “Select” Joint Commission Accreditation Manual.
Choose only one category for each education offering.  If more than one standard/category applies to a single offering, choose the one that fits best.  
Examples serve only as a guideline and should not be construed as exclusive examples.

	Standard
	Code
	Definition

	Accreditation Participation Requirements


	APR
	When requested, the hospital provides the Joint Commission with all official records and reports of public or publicly recognized licensing (for example, a state license), examining, reviewing, or planning bodies.

Example:  

· Education focusing on data, reports requested by JC – any educational activity made available to staff providing such information.



	Environment of Care
	EC
	Educating staff about the role of the environment in safely, sensitively, and effectively supporting patient care. The hospital educates staff about the physical characteristics necessary for attaining such an environment, and the processes for managing, monitoring, maintaining, and reporting on the hospital’s environment of care (equipment).

Examples: 

· Reduce and control/prevent environmental hazards and risks for patients, staff and others – re: equipment

· Maintain an environment that is sensitive to patient needs for comfort, social interaction and positive distraction



	Emergency Management

Emergency

Management

(cont)
	EM

EM (cont)
	Hospitals need to plan for managing six critical areas of emergency response in order to assess their needs and prepare staff to respond to events most likely to occur. Six areas for education may include: 

1. Communication - In the event that community infrastructure is damaged and/or a hospital’s power or facilities experience debilitation, communication pathways are likely to fail. Hospitals must develop a plan to maintain communication pathways both within the hospital and to critical community resources.  Communication pathways need to be understood.

2. Resources and assets - A solid understanding of the scope and availability of a hospital’s resources and assets are important during an emergency. Hospital staff be taught how to access critical vendors and suppliers, for ex., in times of crisis in order to ensure patient safety and sustain care.

3. Safety and security - As emergency situations develop and parameters of operability shift, hospital staff must know how to provide a safe and secure environment for their patients and staff.

4. Staff responsibilities - During an emergency, the probability that staff responsibilities will change is high. As new risks develop along with changing conditions, staff will need to know how to adapt their roles to meet new demands and their ability to care for patients. 

5. Utilities management - The supply of key utilities, such as power or potable water, ventilation and fuel must not be disrupted or adverse events may occur as a result.  Education is needed to know how to access the supply.

6. Patient clinical and support activities - The hospital must have clear, reasonable plans in place to address the needs of patients during extreme conditions when the hospital’s infrastructure and resources are taxed. 

Example:  

· The hospital’s Disaster Management Plan may include education on many/all of these six categories.



	Human Resources

Human Resources

(cont)
	HR

HR

(cont)
	The goal of the human resources function is to ensure that the hospital determines the qualifications and competencies for staff positions based on its mission, population(s), and care, treatment and services. 

Examples:

· Skill/competency training and documentation

· Team Training

· Cultural Diversity Training

· Updates to basic roles/jobs/responsibilities

· Required training (licensure, certification, etc.)



	Infection Prevention and Control
	IC
	Effective infection prevention and control requires an integrated, responsive process involving collaboration by many programs, services and settings throughout the hospital to develop, implement and evaluate the IC program.

Examples:

· Programs related to infection control/prevention, antibiotic guidelines and suspectability

· Programs to assist in the integration of efforts with health care and community, recognizing that infection prevention and control is a community-wide effort



	Information Management
	IM
	The goal of information management is to support decision making to improve patient outcomes; health care documentation; patient safety and performance in patient care; treatment and services; governance; management and support processes.

Example:

· Education on how to transmit, report, display, integrate and use data and information appropriately to ensure solid decision making, etc.



	Leadership
	LD
	Leaders provide the framework for planning, directing, coordinating, providing and improving care, treatment and services to respond to community and patient needs and improve health care outcomes.

Examples:

· Courses related to clinical practice guidelines

· Specifics on job-related responsibilities (for ex., how to ensure appropriate staffing for care and treatment)



	Life Safety
	LS
	A set of standards for the construction and operation of buildings, intended to provide a reasonable degree of life safety to employees.

Example:

· Courses for staff responsible for Building Maintenance.



	Medication Management
	MM
	A safe medication management system addresses a hospital’s medication processes, including the following (as applicable): selection and procurement, storage, ordering and transcribing, preparing and dispensing, administration and monitoring.

Example:

· Learning how to report potential and actual medication-related errors through the event reporting system.



	Medical Staff
	MS
	The organized medical staff must create and maintain a set of bylaws that define its role within the context of a hospital setting and responsibilities in the oversight of care, treatment, and services.

Example: 

· Education initiatives provided to medical staff that address quality or case treatment and services delivered by medical staff



	Provision of Care, Treatment and Services
	PC
	The provision of care, treatment, and services to patients is composed of four core processes or elements: (1) assessing patient needs; (2) planning care, treatment and services; (3) providing the care, treatment and services and (4) coordinating care, treatment, and services.

Examples: 

· Education programs related to care delivery, treatment, services

· Program related to management, monitoring or decrease in use of restraints on patients



	Improving Organizational Performance

(Patient Safety/Quality Training)
	PI
	Measuring the functioning of important processes and services, and when indicated, identifying changes that enhance performance.

Examples:

· Six sigma training

· PDSA Training

· Requirements of accrediting agencies updates



	Record of Care, Treatment and Services
	RC
	Comprehensive set of requirements re: what constitutes a complete medical record from admission to discharge.

Example:

· Classes for staff on how to document/maintain, audit, etc. patient care information as required by any standard in this section.



	Rights and Responsibilities of the Individual
	RI
	Care, treatment and services are provided in a way that respects and fosters dignity, autonomy, positive self regard, civil rights and involvement of patients. Care, treatment and services consider the patient’s abilities and resources; the relevant demands of his or her environment and the requirements and expectations of the providers and those they serve.

Examples:

· Cultural Competence Education

· Patient Rights/hospital responsibilities under law



	Transplant Safety


	TS
	Hospital’s that acquire, receive, store and/or issue tissue

Examples:

· Education to staff re: safe handling, preparing and tracking policies/procedures for donating and procuring tissues and organs.

· Updates re: federal/state regulations/standards, re: handling of tissues/donors



	Waived Testing
	WT
	The federal regulation governing laboratory testing classifies testing into four complexity levels: high complexity, moderate complexity, Provider Performed Microscopy (PPM, a sub-set of moderate complexity), and waived testing.  Waived testing is the most common complexity level performed by caregivers at the patient bedside or point of care (POC).

Examples:
· Inservices for staff that perform waived tests to assure competency

· Updates on requirements, policies/procedures for manual tests



	Continuing Education
	CE
	All licensed independent practitioners and other practitioners privileged through the medical staff process participate in continuing education.  These activities relate, at least in part, to the type and nature of care, treatment, and services offered by the hospital.

Example:
· Programs related to credentialing/certification and/or licensure



	Safety Goals
	NG
	Examples:  

· Educational programs re: revised/new National Patient Safety Goals and requirements as they related to patient safe care delivery

· Competency exams



	Quality Monitoring
	QM
	Staff quality monitoring requirements

Example:  

· Equipment Review Documentation


	Non-Waived Testing
	NT
	


NOTE:  Other Codes May Be Added – Check With On-Line Specialist As Indicated
If “YES” to either question allow 90 days in advance of planned start date
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