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Course Card Management and Issuance

Effective Date: 01/16/2025 | Original Date: Approval Date (if different from effective date):

Number: 3 Version: 1

Facility (Scope): Community Training Center

POLICY STATEMENT

A. The Community Training Center will follow the American Heart Association (AHA)
guidelines for the management and issuance of course cards. This policy summarizes the
steps for ordering, securing and issuance of AHA course cards.

PROCEDURE
A. Ordering course cards

1. When ordering course cards, the Training Center Coordinator (TCC) uses the
confidential security code issued by the National Center Emergency Cardiovascular
Care (ECC) Department. Course cards cannot be ordered without this code and only
cards for approved disciplines can be ordered. The TCC, or their designee, acting under
the direct supervision of the TCC, is the only person authorized to use this code.

B. Card Issuance and Security

1. Each student who successfully completes an AHA ECC course must be issued the
appropriate course card that bears the AHA logo. The Training Center (TC) conducting
the provider course is responsible for card issuance and security through its instructors
and training sites. For instructor courses, the candidate’s primary TC is responsible for
card issuance after all class requirements have been met. The TC shall limit the issuance
of the course cards only to students of the TC, Training Sites, and/or instructors who
have met the requirements for the appropriate course completion.

2. Physical cards will be kept in a locked cupboard in the Training Center. E-cards are
stored online.

3. All AHA course cards must be issued within 30 days of class.

a) Any roster that is received incomplete will be returned to the lead
instructor for completion.
b) All rosters will be stamped with a “CARDS DONE” stamp once cards
have been issued.
C. Course Card Completion Criteria

1. The majority of course cards are E-cards. E-cards will be issued after appropriate
paperwork is handed in by the instructor. Rosters will be processed into Enrollware by
Training Center staff and E-cards will be issued directly to the student’s email on the
roster.

2. Instructors can locate E-cards assigned to students by searching in the E-card portal
under the class date. If changes need to be made to the card, the instructor should direct
the student to the Training Center for editing and resending.

3. Paper cards are available for Heartsaver classes only. If paper cards are needed let
training center staff know prior to class taking place.

a) The front of the AHA card must include:
1. The AHA course name
it.  The students name
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iii.  The issue date. The date should be indicated as a 2-digit month and
4-digit year (01/2024).

iv.  Renewal date. The renewal date should be two years from the issue
date. Provider cards are current through the last day of the month in
which the recommended renewal date is.

b) The back of the card must include:
i.  ECC region

ii.  Name of the Training Center

iii.  The instructors TC ID number

iv.  First and last name of the lead instructor

v.  The student is to sign their name in ink
D. Duplication/Replacement of lost cards
1. It is the responsibility of the TC to issue a duplicate card if the card is stolen, mutilated
or becomes otherwise unusable. In such cases the Lead Instructor must call or advise
students to contact the Training Center that issued the original card.
a) The Training Center will verify course attendance before issuing a
duplicate card.
b) The Training Center will document on the original roster that a duplicate
card was issued.
¢) The Training Center will charge a replacement fee for all cards re-issued.
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