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POLICY STATEMENT

To ensure that all American Heart Association Training Center Faculty and Instructors aligned 
with the Training Center (TC) understand the procedures for teaching AHA courses, completing 
and submitting time sensitive paperwork after the completion of their courses to the TC for 
processing is mandatory. 

The Training Center is responsible for complying with AHA policies and procedures.  
Instructors aligned with Billings Clinic Training Center are responsible for complying with both 
AHA policies and procedures as well as Billings Clinic Training Center Policies and 
Procedures. 

DEFINITIONS:  
A. ATLAS: American Heart Associations Instructor network responsible for issuing and 

tracking of instructor cards and alignment.  Can be located by going to Atlas.heart.org. The 
email address on this account MUST match the email on the instructor card.  

B. AHA: American Heart Association 

PROCEDURE
A. All Training Center Faculty and Instructors Aligned with the Training Center will follow the 

guidelines listed below: 
1. Complete the following forms when joining the Billings Clinic Training Center as well 

as on the 2-year expiration date the instructor holds for each of their instructor 
certifications. 

a) Instructor Data Form
b) Record Transfer (if appropriate)
c) Statement of Understanding
d) Copy of current Instructor Card
e) Complete written test
f)     Electronic alignment with ATLAS

2. Instructor Monitor Form must be completed as follows: 
a) New Instructor: First 2 courses taught, more if remediation is required. 
b) After initial courses are finished, all instructors must be monitored every 2 

years and teach a minimum of 4 classes within 2 years. Monitor can occur 
any time during the 2-year timeframe and must occur prior to expiration. The 
instructor will be required to complete a skills check in said discipline during 
the monitor.  If monitor is not completed before expiration, a new instructor 
class will need to occur as well as included fees.  



POLICY and PROCEDURE

CTC #2 Page 2

3. Instructors will only utilize current approved AHA materials including, but not limited 
to, videos, instructor manuals, student texts, tests and appropriate equipment.  

4. The most recent update for all tests occurred in 2020, with planned updates coming in 
2025.

5. All rosters will be submitted with the appropriate processing fee for course cards that are 
to be issues.  All rosters must be filled out, legible, and submitted with the following 
items.  Cards will not be issued until all forms are turned in.  

a) Roster with student emails
b) Skills sheets
c) Student evaluations
d) Answer sheets

6. If names are illegible, a card could be issued with incorrect data.  If another card needs 
issued due to this, fees associated with the card will be due.  

7. AHA instructors must accurately complete the entire roster.  This includes accurate 
information on what course(s) taught, instructors assisting, and a signature from the lead 
instructor.  

8. AHA requires that cards be given to the students within 30 days of completing the 
course.  Billings Clinic needs to receive rosters and attachments within 5-10 days of the 
course date.  These may be emailed to bcctc@billingsclinic.org or sent via mail to 1020 
N. 27th, #315, Billings, MT 59101. 

9. Course completion cards will be sent to the student directly from the Training Center.  
E-cards will be issued for all classes and students must complete an instructor evaluation 
prior to claiming.  Paper cards are only available for Heartsaver classes and must be 
arranged with the Training Center prior to class taking place.  

10. When AHA releases updates, all instructors will complete an instructor update for each 
discipline they are certified in, or their instructor status will be placed on hold until 
completed.  A copy of the completed certificate needs to be sent to the Training Center. 

11. Instructors are required to bring their current AHA instructor manual and videos to each 
class.   

REFERENCES: 

1. AHA Program Administration Manual (PAM). 
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