Guidelines for Naming Courses

In order to control the size of the database, classes on the same topic but having different class dates, class lengths, delivery methods, instructors, locations, etc. can be grouped together under the same course name.

· Both Course Name and Class Title appear on all reports.

· Training Deficiency Reports cannot be generated for individual Class Titles under a Course Name.

Bucket Courses on the Local Unit Tab

(only the Local Unit Coordinator sponsoring the course or a Facility Coordinator can add class dates for theses courses)

· NEO Phase II – service name
Bucket Courses on the VISN/Facility Tab  

(anyone can enter class dates and attendance to these courses except as noted)

· Accident and Incident Awareness

· ACLS (can view only)

· ACLS – Non VA (can view only)

· Age Specific Competency

· Alternative Dispute Resolution

· Bloodborne Pathogens

· Compliance

· CPR – Healthcare Provider (can view only)

· CPR – Other (can view only)

· CPRS Class – Informatics (can view only)

· CPRS Class – Online (can view only)

· Emergency Management

· Error Reporting

· External Continuing Education – service name (can view only)

· Hazard Communications

· Impaired Provider

· Information Security

· Life/Fire Safety

· Managing Disruptive/Violent Behavior

· Medical Equipment Management

· Microsoft Access

· Microsoft Excel

· Microsoft FrontPage

· Microsoft Outlook

· Microsoft PowerPoint

· Microsoft Project

· Microsoft Windows

· Microsoft Word

· Missing Patients

· Needlestick Prevention

· NEO Phase I/various topics (can view only)

· Organizational Ethics

· Pain Management

· Patient Rights

· Patient Safety

· Recognizing Patient Abuse

· Reporting of Abuse, Neglect, Exploitation

· Restraints

· Safety Management

· Security Management

· TB Prevention

· Team Dynamics

· TEMPO Training (can view only)

· Utility Systems Failure

· Workplace Violence/EAP
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