
ACLS and PALS New Instructor Course Agenda 
Prerequisites 

• The instructor candidates must have a current provider card. 
• Instructors will need to have an instructor manual and an Essential 

Workbook. 
• New instructors must register with the AHA 

https://atlas.heart.org/  but do not align until all paperwork has 
properly been completed, signed and emailed to Ric and Kelli. 

• New Instructors go to the Hearcertcpr homepage 
https://heartcertcpr.com/ahatc/ , fill out instructor onboarding 
form, and print off the instructor profile forms at the bottom of the 
page. https://heartcertcpr.com/ahatc/ 

• New Instructor to take the online essentials 
https://shopcpr.heart.org/courses/instructor- essentials. You can 
Google AHA online essentials to find this link. 

 
 

1) For new instructors make sure they register with the AHA, but don’t 
align with a Training Center. 

2) They fill out all the paperwork, it is signed by all and legible. 
3) Make sure the email address they use to sign into the AHA atlas  

account matches the one they give us on the profile form. 
4) Send the completed paperwork to Kelli@heartcertcpr.com and 

ric@heartcertcpr.com. Please make sure that each PDF only has one 
instructor profile and labeled with the name of that person. 

5) Once we receive the packets Ric will process them and Kelli will send 
a welcome letter via email. 

6) Instructors then go into Atlas and open their notifications/profile so 
they can accept their instructor card. 

7) Once the instructor receives an email from TwinCities Safety/ 
Heartcertcpr, the instructor must go into their AHA account and 
accept the invitation for alignment by clicking on the bell next to their 
name. 

https://atlas.heart.org/
https://heartcertcpr.com/ahatc/
https://heartcertcpr.com/ahatc/
https://shopcpr.heart.org/courses/instructor-essentials
https://shopcpr.heart.org/courses/instructor-essentials
mailto:Kelli@heartcertcpr.com
mailto:ric@heartcertcpr.com


Use Instructor Essentials in conjunction with this outline. Follow link or look up on  
AHA Instructor Network.  

Classroom Traininghttps://cpr.heart.org/course-materials/instructor-essentials 
 

1. Introductions, discuss agenda, go over prerequisites to make sure they 
are done, and collect the essentials certificates. Go over the Instructor 
manual, Training Center information, TwinCities Safety/Hearcert website 
and the AHA Instructor Network. Go over blended learning/Heartcode. 
Requirements to renew a person’s instructor status. 

2. Hand out current profile packets. This will include skills sheets and 
course monitoring sheets. Discuss the sheets and help them start filling 
them out. 

3. Show the Instructor essentials video. This is the practical portion of the 
videos. Demonstrate how the practical portion of class should go and 
pass along information that you may have. 

4. Have Instructor candidates test one another out on their skills and utilize 
the skills sheets in the instructor packet. They can also use the instructor 
manual if needed. 

5. Candidates take the instructor exam, and the provider exam is optional but 
a good idea. The instructor exam goes over the PAM and the provider exam 
is what instructors give out in their provider classes. 

6. Review the tests together and answer any questions. Use the instructor 
manual to find the right answers. 

7. The TCF is responsible for the profile forms being filled out completely, 
correctly, signed by all parties in the correct areas, sending all paperwork 
kelli@heartcertcpr.com and ric@heartcertcpr.com. When sending in the 
profile packets make sure they are in pdf form, a copy is sent to the 
candidates, and you save the paperwork for 3 years. Send all profile packet 
to kelli@heartcertcpr.com and ric@heartcertcpr.com. 

https://cpr.heart.org/course-materials/instructor-essentials
mailto:kelli@heartcertcpr.com
mailto:ric@heartcertcpr.com
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ACLS and PALS Instructor Renewal Course Agenda 

 
Prerequisites 

• All renewing instructors must have taught 4 classes. 
• If the renewing instructor has been monitored before class, they should bring that 

paperwork to class. 
 
 

Classroom 
 

1. Introductions, discuss agenda, go over prerequisites to make sure they were done. Go 
over the Instructor manual, Training Center information, Heartcertcpr website and 
the AHA Instructor Network. 

2. Hand out current profile packets. This will include skills sheets and course monitoring 
sheets. Use the checklist on the cover sheet to help guide you. 

3. Review any guidelines, changes or updates made by the AHA. 
4. Have Instructor candidates test one another out on their skills and utilize the skills sheets 

in the instructor packet.  
5. Candidates take the instructor exam, and the provider exam is optional but a good 

idea. The instructor exam goes over the PAM and the provider exam is what they will be 
giving out in their provider classes. 

6. Review the tests and together and answer any questions. Use the instructor manual to 
find the right answers. 

7. The TCF is responsible for the profile forms being filled out completely, 
correctly, signed by all parties in the correct areas, sending all paperwork 
kelli@heartcertcpr.com and ric@heartcertcpr.com. When sending in the 
profile packets make sure they are in pdf form, a copy is sent to the 
candidates, and you save the paperwork for 3 years. Send all profile packet 
to kelli@heartcertcpr.com and ric@heartcertcpr.com. 

 

 
If you are teaching new instructors and renewing instructors in the 

same class, please use both agendas. 

mailto:kelli@heartcertcpr.com
mailto:ric@heartcertcpr.com
mailto:kelli@heartcertcpr.com
mailto:ric@heartcertcpr.com


The American Heart Association (AHA) 

• The AHA is in Dallas Texas and is a worldwide organization. 
• The AHA Instructor Network has great information and is the central resource for all 

questions. You can call the AHA at 1-877-242-4277. 
• Every Instructor must align with a Training Center and purchase their E-Cards from that 

Training Center. 
• Use the Program Administration Manual (PAM) to guide you as an instructor. 
• Online learning can be found at https://elearning.heart.org . HeartCode/Blended Learning. 
• Make sure you follow and get the AHA ECC Beat. A monthly newsletter from the AHA. 
• Look for any updates before class on the AHA Instructor Network. Updates usually 

occur every 5 years but the AHA does update disciplines periodically. 
• Materials can be ordered at https://shopcpr.heart.org. 
• Course Materials on the AHA Instructor Network is a great resource for class 

materials, course outlines and class handouts. 

https://elearning.heart.org/
https://shopcpr.heart.org/


Basic Life Support Course Roster 
 

Emergency Cardiovascular Care Programs 
 
 

 Course Information  

 BLS Course 
 BLS Renewal Course 
 HeartCode® BLS 
 BLS Instructor Course 

 
 

Lead Instructor   
Lead Instructor ID#   
Card Expiration Date   
Training Center   
Training Center ID#   
Training Site Name (if applicable)   
Address   
City, State ZIP   
Course Location   

 

 
 

 Assisting Instructors  

Name and Instructor ID# Card Exp. Date Name and Instructor ID# Card Exp. Date 

1. 5. 

2. 6. 

3. 7. 

4. 8. 

 
I verify that this information is accurate and truthful and that it may be confirmed. This course was taught in accordance with AHA guidelines. 

 
 

Signature of Lead Instructor Date 
 

KJ-1216 BLS R10/20 © 2020 American Heart Association MRTC 2022 

Course Start Date/Time   Course End Date/Time   Total Hours of Instruction   

No. of Cards Issued   Student-Manikin Ratio   Issue Date of Cards   



Course Participants 
 

 
Date   Course   Lead Instructor   Lead Instr. ID#   

 

Name and Email 
Please PRINT as you wish your name to appear on your card. 

Please print email address legibly. 

 
Mailing Address/Telephone 

 
Complete/ 
Incomplete 

Remediation/Date 
Completed 

(if applicable) 

1.    

 

2.    

 

3.    

 

4.    

 

5.    

 

6.    

 

7.    

 

8.    

 

9.    

 

10.    

 

 

KJ-1216 BLS R10/20 © 2020 American Heart Association 
MRTC 2022 



American Heart Association Emergency Cardiovascular Care Programs 

Instructor Candidate Application 

 

Instructions: To be completed by the instructor candidate with appropriate signatures. Complete 1 application 
for each discipline. 

 

Application for Instructor Status: Select the discipline you are applying for (select only 1): 

 Heartsaver®  BLS  ACLS  ACLS EP  PALS  PEARS® 

 ASLS 

Renewal date of provider card:   

Candidate’s name:   

Mailing address:   

City:   State:   Zip code:  

 
Phone:   Email:   

Instructor Commitment: As an AHA Instructor, I agree to 

 Teach at least 4 courses in 2 years in accordance with the guidelines of the AHA 

 Maintain a current provider card 

 Strengthen and support the Chain of Survival and the mission of the AHA in my community 

 Conduct myself in accordance with the ECC Leadership Code of Conduct 

 Avoid any perception of conflict of interest in accordance with the AHA Statement of Conflict of Interest 
 

Signature of instructor candidate:   Date:   

Verification of Instructor Potential: I verify that this instructor candidate has achieved a score of 84% or higher 
on the provider written examination in the discipline for which he or she is applying and has completed at least 1 
of the following options: 

 Has been identified as having instructor potential during performance in a provider course 

 Has demonstrated instructor potential during a screening evaluation 

 Has demonstrated exemplary performance of provider skills under my direct observation 
 

Signature of Training Center (TC) Faculty/Course Director:  (circle appropriate title) 

Date:   

 

 

Instructor Candidate Application Revised: October 2022 



American Heart Association Emergency Cardiovascular Care Programs 

Instructor Candidate Application 

 

 

TC Alignment and Instructor Network Verification: TC Coordinator of aligning TC has verified the 
following: 

 I approve this application and grant alignment with this TC for this applicant. I agree to all 
responsibilities for this instructor as outlined in the current Program Administration Manual. 

 I verify that this instructor is registered on the Instructor Network and has been approved as an instructor 
in this discipline and is aligned with this TC. 

Instructor ID #:   Renewal Date:    

TC Name:   TC ID #:   

Signature of TC Coordinator:   Date:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Instructor Candidate Application Revised: October 2022 







































American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

Instructions: Training Faculty (TF) should use this form to assess the competencies of instructor candidates and 
renewing instructors. For each competency, there are several indicators or behaviors that the instructor may 
exhibit to demonstrate competency. 

To be used in conjunction with the Instructor/TF Renewal Checklist. 

Role of the TF Observer: 

The role of the TF observer for this monitoring is to observe only. Debriefing or correcting the instructor during 
the course should be avoided. If critical components are not being completed, contact the TC Coordinator or 
Course Director outside the classroom setting immediately. 

Evaluating the Critical Actions: 

The following questions are critical actions required for a successful course. Each item is written to maximize the 
objectivity and minimize the subjectivity of the evaluator. For each item, mark one of the following:  

Yes for items present or completed if there are no required changes for improvement. There 
may be recommendations for improvement and comments but no required changes.  

Yes with req. (Yes with requirements) for items that were completed but changes are required for full 
compliance. Fill in the comment box with the required change and rationale.  

No if the required action was not done or was done incorrectly. 

Not Observed for items the observer did not witness during monitoring. 

SECTION 1: General information for the individual and course being observed. 

Instructor or instructor candidate name: 

Instructor ID #:   Instructor card expiration date: 

Course reviewed:   Heartsaver®  BLS  ACLS  ACLS EP  PALS  PEARS®

 ASLS

Purpose of review:    Initial application  Instructor renewal  Remediation



American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

SECTION 2: Instructor competencies and indicators. Observed by TF in a class setting. 

Course Delivery: Presents AHA course content as intended by using AHA course curricula and materials 

2.1 Delivers all core content consistent with AHA published guidelines, Instructor Manual, Lesson Plans, and 
agenda 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.2 Uses videos, checklists, equipment, and other tools as directed in the Instructor Manual 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.3 Allows adequate time for content delivery, skills practice, and debriefing 

Yes Yes with req No Not observed 

   

Reviewer's comments: 



American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

2.4 Promotes retention by reinforcing key points 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.5 Delivers course in a safe and nonthreatening manner 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.6 Relates course material to audience (prehospital or in-facility) 

Yes Yes with req No Not observed 

   

Reviewer's comments: 



American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

2.7 Effectively operates technology used in the course 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.8 Adapts terminology appropriate to location, audience, and culture 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.9 Accommodates students who have disabilities and other special needs 

Yes Yes with req No Not observed 

   

Reviewer's comments: 



American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

2.10 Provides timely and appropriate feedback to students 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.11 Uses principles of effective team dynamics during small group activities 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.12 Facilitates debriefings after scenarios to improve individual and team performance 

Yes Yes with req No Not observed 

   

Reviewer's comments: 



American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

Testing and Remediation: Measures students’ skills and knowledge against performance guidelines and provides 
remediation when needed to consolidate learning 

2.13 Tests students by using AHA course materials according to instructions in the Instructor Manual 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.14 Provides feedback to students in a private and confidential manner 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.15 Provides remediation by directing students to reference material and by providing additional practice 
opportunities 

Yes Yes with req No Not observed 

   

Reviewer's comments: 



American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

2.16 Retests students when indicated 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

Professionalism: Maintains a high standard of ethics and professionalism when representing the AHA 

2.17 Demonstrates professional behavior in physical presentation and teaching, including enthusiasm, honesty, 
integrity, commitment, compassion, and respect 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.18 Follows HIPAA, FERPA, and/or local guidelines maintaining confidentiality 

Yes Yes with req No Not observed 

   

Reviewer's comments: 



American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

2.19 Recognizes and appropriately responds to ethical issues encountered in training 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

2.20 Maintains student confidentiality when appropriate 

Yes Yes with req No Not observed 

   

Reviewer's comments: 

Overall comments from TF observer: 

Review completed: 

 Successful

Comment:



American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

 Remediation needed

Comment:

 Unsuccessful

Comment:

   TF name: 

   TF signature:  Date: 



American Heart Association Emergency Cardiovascular Care Program 

Instructor Monitor Tool 

Instructor Monitor Tool Revised: September 2022 

SECTION 3: Review of candidate or instructor. To be completed by TC Coordinator. 

I have reviewed the Instructor Monitor Tool with my TC Coordinator, and my instructor status has been 
reviewed with me. Overall comments from monitored candidate or instructor: 

Candidate or instructor name:  

Candidate or instructor signature:  Date: 

TC Coordinator name:  

TC Coordinator signature:   Date: 
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