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WELCOME

Thank you for choosing to be an authorized provider for the American Red Cross. By
entering into this relationship with the American Red Cross, your organization has
become not only an important part of the American Red Cross Health and Safety Services
training team, but also it has become part of along tradition of providing quality
education that saves lives in communities throughout the United States dating back to
1909.

Aswe work together there are some mutual commitments that serve as the basis for the
obligations of the American Red Cross and your organizationb the authorized provider.
Our mutual commitments areb

To establish arelationship based on mutual respect and trust;

To provide the American people with responsive, accessible, affordable and high-
quality health and safety services, education and training in a professional manner;

To sustain and expand the mission of the American Red Cross; and
To help people lead safer, healthier lives.

The American Red Cross is committed to hel ping authorized providers offer the highest
quality training possible. If you have any questions, please be sure to contact us. The
following pages list contacts at the American Red Cross as well as other sources of
information. Y our local Red Cross chapter is the best place to go for information, and
you should contact the chapter first. Information on contacting Health and Safety
Services Sales and Systems Support at the American Red Cross national headquartersis
also provided.

Pur pose of the Resour ce Kit

This American Red Cross Authorized Provider Resource Kit provides your organization
with the basic information it needs to serve as an American Red Cross authorized
provider. Thisincludes:

Where to get assistance at the local and national levels;

General Red Cross information;

Red Cross responsibilities to the authorized provider;

Authorized provider responsibilities;

How best to support your instructors;

How to properly support the program;

How to get books, materials and equipment for conducting training;

Red Cross policies and procedures that affect the authorized provider; and

Support materials that authorized providers can use to promote Red Cross programs.



WHERE TO GET ASSISTANCE
American Red Cross of the Susquehanna Valley

Instructor Questions Education Jodi Brewbaker Phone 717-257-1822 ext 209

Specialist Fax 717-257-1804

E-mail brewbakerj @usa.redcross.org

Equipment Questionsfor | Resource Art Kalbach Phone 717-257-1822 ext 227
the Cumberland, Dauphin, | Associate — Fax 717-257-1804
Perry, Juniata and Mifflin | Capitd i
Counties Region Office E-mail | kalbacha@usa.redcross.org
Equipment Questionsfor | Resource Kerry Murphy Phone 717-299-5566 ext 168
Lancaster County Associate — Fax 717-299-8950

Lancaster i

County Office E-mail | murphyk@usa.redcross.org
For Authorized Provider Manager, Corrin Henry, Phone 717-257-1822 ext 226
Agreements or Contracts | Preparedness | Interim Manager, Fax: _ 717-257-1804

Preparedness E-mail:
henryco@usa.redcross.org

Chapter Web address: www.sgvalleyredcross.org

National Headquarters

The Authorized Provider Web PageD http://www.redcross.org/services/hss/resources/instructors.ntml © The Instructor’s
Corner includes information for authorized providers and their instructors on programs and frequently asked questions.

The Health and Safety ServicesWeb Page b http://www.redcross.org/hss B has information about Health and Safety Services
programs, including CPR, first aid, automated external defibrillation (AED), caregiving, HIV/AIDS prevention education and
aguatics. The Instructor’s Corner on this Web Page a so provides tools and resources for instructors.

Health and Safety Services Sales and System Support, Customer Support B (703) 206-7120 or hscustsupp@usa.redcross.org
b offers support for authorized providers.




BEING PART OF THE RED CROSS
Thelnternational Red Cross and Red Crescent M ovement

The International Red Cross Movement is the largest humanitarian, volunteer organization in
the world, with more than 175 member countries, of which the United Statesisone. Muslim
countries prefer to use the Red Crescent symbol. The goal of the movement isto prevent and
aleviate human pain and suffering. Seven Fundamental Principles guide the direction for the
movement and all Red Cross and Red Crescent societies must adhere to them. These
principles apply to you as an authorized provider (see the italicized paragraph below each
principle to see how).

Humanity

The International Red Cross and Red Crescent Movement, born of a desire to bring
assistance without discrimination to the wounded on the battlefield, endeavors, inits
international and national capacity, to prevent and alleviate human suffering wherever it may
be found. Its purpose is to protect life and health and to ensure respect for the human being. It
promotes mutual understanding, friendship, cooperation and lasting peace amongst all
peoples.

Authorized providers serve their course participants. They help protect their course
participants' lives and health by teaching them how to prevent, prepare for, and respond
to emergencies.

Impartiality

It makes no discrimination as to nationality, race, religious beliefs, class or political opinions.
It endeavorsto relieve the suffering of individuals, being guided solely by their needs, and to
give priority to the most urgent cases of distress.

Authorized providers do not discriminate among cour se participants for any reason.
They help students solely in accordance with each student’ s needs regardless of
nationality, race, religious beliefs, disability, gender, class, or political positions.

Neutrality

In order to continue to enjoy the confidence of all, the Movement may not take sidesin
hostilities or engage at any time in controversies of a political, racial, religious or ideological
nature.

Authorized providers take the initiative, but never sides. They never play favorites.
Independence

The Movement is independent. The national societies, while auxiliaries in the humanitarian
services of their governments and subject to the laws of their respective countries, must
always maintain their autonomy so that they may be able at all times to act in accordance
with the principles of the Movement.

Authorized providers respond to the needs of course participants. Authorized providers
are independent. Even though they must abide by the rules of the sponsoring
organization, authorized providersretain their independence and place the needs of
course participants above all else.



Voluntary Service
It isavoluntary relief movement not prompted in any manner by desire for gain.

Authorized providers never work solely for personal gain. They offer help voluntarily
whenever possible, where men and women of action are required.

Unity

There can be only one Red Cross or Red Crescent society in any one country. It must be open
to al. It must carry on its humanitarian work throughout itsterritory.

Authorized providers have many talents, but a single idea —to serve the needs of course
participants.
Universality
The International Red Cross and Red Crescent Movement, in which all societies have equal
status and share equal responsibilities and duties in helping each other, is worldwide.

Authorized providers respect everyone, and their work has no bounds. They recognize
everyone is equal and that they share special responsibilities and dutiesin helping their
customers, colleagues and employees.

American Red Cross

The American Red Cross, founded in 1881 by Clara Barton, is a part of the International
Red Cross and Red Crescent Movement.

The Mission of the American Red Cross:

The American Red Cross, a humanitarian organization led by volunteers and guided by
its Congressional Charter and the Fundamental Principles of the International Red
Cross Movement, will provide relief to victims of disasters and help people prevent,
prepare for and respond to emergencies.

To support the mission of the American Red Cross, nearly 1.3 million employees and
volunteers serve throughout the United States and its territories, and on military installations
around the world. Supported by the resources of a national organization, they form the
largest volunteer service and educational force in the nation. They help people prevent,
prepare for, and cope with emergencies, whether those emergencies involve blood, disaster,
tissue transplants, social services, or health and safety. The following services are provided
by the American Red Cross:

Health and Safety Services

Y outh and Community Services
Armed Forces Emergency Services
Biomedical Services

Disaster Services

International Services

More detail s on specific Red Cross programs can be found in the attached catal ogs or on the
Red Cross Web site at www.redcross.org.




THE ROLE OF THE RED CROSSAUTHORIZED PROVIDER

Authorized providers have along history of working with the Red Crossto provide
training and information in first aid and CPR, water safety, HIV/AIDS prevention
education and caregiving. Authorized providers are collaborators with the Red Crossin
providing quality Health and Safety Servicestraining in local communities. Whether
providing training for their own employees, volunteers, clients or members of the
community, authorized providers have an obligation to provide the highest quality
training possible.

As an authorized provider you have agreed, through the Authorized Provider Agreement,
to provide American Red Cross instructional programs in accordance with the standards
and objectives of the program you desire to offer. The Authorized Provider Agreement
provides an outline of the mutual expectations, rights and responsibilities of both the Red
Cross chapter and the authorized provider. Following the guidelines in this document
ensures the integrity of American Red Cross programs and protects all parties involvedb
the authorized provider, the Red Cross, and the instructor. The agreement also outlinesin
writing how you will do business with the Red Cross.

Red Cross Responsibilitiesto the Authorized Provider

To assist you in offering quality training, the Red Cross is committed to providing the
following responsibilities to authorized providers:

Designate an individual to serve as your primary contact;
Provide the finest programs based on research and input from our customers;
Properly train your instructors;

Ensure the quality of the program through ongoing evaluations and program
devel opment;

Provide open communications with you;

Provide information that you need to offer quality training as well as meet your
training responsibilities,

Provide servicesto you at afair price, based on value;

Provide American Red Cross course completion certificates in atimely manner;
Maintain your instructors' records;

Reauthorize your instructors who meet the criteria;

Maintain course records for five years;

Develop course curriculum and materials;

Provide timely updates and information to instructors,

Adhere to the terms of the Authorized Provider Agreement;



Provide technical assistance to instructors,
Provide a quality assurance program;

Give permission to use the Red Cross name and emblem in promotion of Red Cross
instructional programs (in strict accordance with Red Cross policies and procedures);
and

Provide flyers, brochures, posters and other course promotional materials produced
by national headquarters.

Authorized Provider’s Responsibilities

As an Authorized Provider, you also have responsibilities that are outlined in detail in the
Authorized Provider Agreement. The following are the basic responsibilities of the
Authorized Provider:

Designate an individual to be the primary contact to the Red Cross;

Identify only individuals who are qualified to be instructor candidates;

Submit properly completed records and reportsin the designated time frames;
Keep the Red Crossinformed of changesin an instructor' s status,

Support instructors adherence to Red Cross policies and procedures;

Respect the copyrighted materials, name and emblem of the American Red Cross;
Assist the Red Cross in resolving issues that may arise with instructors,

Maintain a safe environment suitable for the delivery of the programs;

Maintain open communications with the Red Cross;

Adhere to the terms of the Authorized Provider Agreement; and

Inform course participants that the training is an American Red Cross course. The
instructor should show visual Red Cross identification during the training.

I nstructor Support

Successful training depends largely on the quality of the instructor. Both the American
Red Cross and you have an obligation to support your instructor(s) in providing the best
training possible.

In accordance with the Authorized Provider Agreement, the Red Cross will provide the
following support to your instructors:

Provide effective, quality instructor training;
Provide effective evaluation;

Provide information on updates and program revisions,



Make available opportunities to volunteer for the American Red Cross;

Provide opportunities for professional skill development by offering periodic
Instructor upgrades, instructor in-services, additional instructor specialty courses
and co-teaching opportunities; and

Make available the proper materials and equipment needed to conduct training.

The authorized provider also does the following to support an instructor:

Make an instructor available to the Red Cross for training, retraining and other
professional development-related activities;

Supply American Red Cross print or audiovisual materials for support of the
COUrses;

Encourage an instructor to volunteer for the American Red Cross,

Work with the Red Cross to ensure that quality instruction takes place at its
facility; and

Ensure that the appropriate, qualified individuals are selected to be trained as Red
Cross instructors.

Certification and Authorization

Certification occurs when an instructor candidate successfully completes the instructor
specialty course and isissued an Instructor Certificate signed by the instructor candidate
and the instructor trainer. The candidate' s signature on the Instructor Certificate indicates
his or her willingness to conduct courses according to the requirements and procedures
established by the American Red Cross. The certification of an instructor indicates that
all requirements have been met on the date that the instructor candidate completes the
Instructor specialty course.

After successful completion of an instructor course, the new instructor must be
authorized by a chapter to teach the applicable courses within its jurisdiction. Before an
instructor can teach, the new instructor and a chapter official must sign the Instructor
Agreement. Certified instructors may not teach until they have received
authorization from a chapter. To obtain authorization to teach, the instructor should
contact the chapter directly to arrange for authorization.

The chapter that initially authorizes an instructor to teach is the instructor' s unit of
authorization (home chapter). The instructor' s unit of authorization is responsible for
providing the instructor with information on chapter specific policies and procedures and
is responsible for reauthorization of the instructor. If an instructor wants to teach in
another chapter' s jurisdiction, he or she must notify that chapter prior to any teaching and
obtain extended authorization from that chapter. If an instructor teaches in another
jurisdiction, it is his or her responsibility to provide copies of the Course Record to his or
her unit of authorization.



Supporting Instructor Development

As a collaborator with the American Red Cross, your organization can help identify
potential instructor candidates. The benefits to you include the ability to encourage
instructor development and the opportunity to strengthen your ability to offer training to
your constituencies. The benefits to the American Red Cross include expansion of
training options for our customers and increased availability of training in the
community.

Selecting the Right Instructor Candidate

To ensure the quality of American Red Cross Health and Safety Services training
programs, it isimportant to select the appropriate person to enter the instructor course.
Here are some characteristics to consider:

An excellent communicator and educator;
Knowledgeabl e about the subject taught;
Positive and enthusiastic attitude;

Patient and flexible;

Professional demeanor; and

Committed to teaching.

Supporting Instructor Trainer Development

To maintain its reputation of providing the highest quality health and safety training
available, the American Red Cross relies on identifying potential candidates to become
instructor trainers. An instructor trainer candidate (ITC) is an experienced Red Cross
instructor who has entered into training to become an instructor trainer (IT). Instructor
trainers are authorized by the local Red Cross chapter to conduct instructor courses and
train new instructors. If your organization has a need to train instructors, you may want to
inquire with the local chapter about devel oping an instructor trainer for your
organization.

The process to train instructor trainer candidates has been designed to be flexible enough
to take into consideration the knowledge and experience a candidate possesses upon
acceptance into the program. Training time may vary based on a candidate' s knowledge
and experience and the course(s) a candidate may wish to teach. The training ensures
that an instructor trainer will serve as an effective representative of the American Red
Cross and will abide by the standards, policies and procedures of the organization.
Candidates completing this process are then able to train individuals as instructors and
help increase the reach of American Red Cross health and safety training programs.



Supporting the Local Chapter

Instructors and instructor trainers are precious resources and the American Red Cross
depends on these individuals to meet the demand for training in the community. There
are several ways in which your organization can help support local chaptersin their
efforts to meet that demand. Instructors and instructor trainers should work with their unit
of authorization (home chapter) to determine how to address training needs.

Quality Assurance

Quality assurance in American Red Cross Health and Safety Services programsis the
responsibility of all parties: the American Red Cross, the authorized provider and the
instructor. The Red Crossis the leader in quality health and safety training, and it
maintains that status by authorizing instructors who adhere to the training standards and
continually strive to provide exceptional training and service to the community.

Y ou can help to maintain this high quality by using the following strategies:
Choose the right individual s to become instructors,

Support instructors compliance with Red Cross policies and procedures by making
sure they have the proper equipment, space and time to conduct the training;

Make instructors available for additional training as necessary;

Review, take action and monitor the information received from the course evaluation
forms (course evaluation forms for students are available in the instructor manual for
the applicable course);

Observe instructors when they teach; and
Encourage instructors to co-teach with other Red Cross trained instructors.

The Red Cross will also support you with its quality assurance efforts. In addition, the
Red Cross takes steps to ensure its training standards are maintained. These include:

Providing high quality instructor training;

Establishing and explaining all national and local policies, regulations and procedures
that relate to the instructor' s responsibilities including the Instructor Agreement;

Making co-teaching opportunities available to instructors;
Monitoring of Course Record forms and other reporting forms for potentia problems;

Evaluating courses randomly by either surveying or observing the teaching of
instructors; and

Providing technical support to instructors.



If a Problem Occurs

Even with the best planning and proactive quality assurance programs, problems may
occur. When this happens, the Red Cross will work closely with the authorized provider
to immediately deal with the situation.

If aproblem isminor, the Red Crosswill try to deal directly with the instructor to resolve
the issue. Most situations can be handled effectively with simple counseling.

Occasionally issues arise that may need further intervention. When this occurs the Red

Cross will keep you informed of steps that are being taken by the Red Cross and will

solicit your help in solving the problem. The basic steps for dealing with larger issues are:

1. ldentifying the problem;

2. Counsdling theinstructor;

3. Providing remediation, if needed, such as co-teaching, teaching under observation or
retraining;

4. Monitoring the instructor; and

5. Continuing counseling, remediation and monitoring as necessary.

In severe cases, the American Red Cross has the right to suspend an instructor's
authorization. When this occurs, the instructor can not teach Red Cross courses until the
problem is resolved. When aresolution can not be attained, the Red Cross may have no
recourse but to withdraw the instructor' s authorization. The Red Cross has an extensive
and thorough process for withdrawal of authorization and does not do this lightly.

In situations where the Red Cross has identified that courses are not taught according to
standards and that the participants must be retrained, the authorized provider is
responsible for all costs associated with any retraining. (See Authorized Provider
Agreement). The Red Cross will notify the participants advising them of available
retraining.

Who Instructors Can Teach For

Under the terms of the Authorized Provider Agreement, the instructor, as an employee or
volunteer for the authorized provider, may provide training using Red Cross courses to
the authorized provider' s employees, members and/or customers.

At times, instructors may be asked to conduct Red Cross training by organizations or
individuals that are not directly affiliated with the authorized provider. When this occurs,
the other organization may wish to become an authorized provider. The other
organization may also wish to have the local Red Cross chapter provide full service
training directly. In either case, the other organization should contact the Red Cross to
make arrangements for training. The instructor may then have the opportunity to teach
the course for the other organization or for the local chapter.
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PROGRAM SUPPORT

Course Planning

As avalued customer of the American Red Cross, we want to ensure that the training you
conduct is fully supported at the local level. It is our responsibility to make equipment
and supplies available for those courses when you need them. To that end, course
planning is critical. While we will do our best to ensure that an adequate inventory of
materials are available at al times, your assistance in notifying us well in advance of the
courses you plan to teach is important for planning purposes aswell. As a general rule,
authorized providers should notify the Red Cross of course dates and times prior to the
scheduled start of the course as indicated on the Authorized Provider Agreement. This
process will help your organization by ensuringb

Course materials and equipment are available;
Promotional materials and marketing support are available to the you; and

The Red Cross can assist with any other course planning necessary to ensure the
quality of your training programs.

Reporting Course Activity

Collection of information on course activity benefits both your organization and the Red
Cross byb

Providing records on students trained, which can also be used by your organization
to verify training;

Providing stetistics that help in program evaluation;
Allowing the Red Cross and you to identify trends for possible areas of improvement;
Assisting in monitoring for quality assurance;

Helping to ensure all areas of the community are reached with Red Cross programs;
and

Tracking instructor activity for reauthorization and recognition purposes.

Course Records

The Course Record (6418R) and Course Record Addendum (6418AR) are the primary
means of communicating course activity. These forms are the official record of training
and must be properly filled out.

For selected Red Cross courses, program-specific course records are also available for
your use. Y ou may choose to use these formsin place of the Course Record and Course
Record Addendum, but only for the indicated courses. These formsinclude the following:

11



Water Safety Instructor Activity Report (used for the following programs: Infant and
Preschool Aquatics Program, Longfellow's WHALE Tales, GuardStart, and Levels -
VI of the Learn-to-Swim Program)

Lifeguard Training Course Record (used for the following programs: Lifeguard
Training course and optional AED, Oxygen Administration and Preventing Disease
Transmission courses)

Youth Activity Report (used for the following programs: Longfellow's WHALE
Tales, Basic Aid Training, First Aid for Children Today, GuardStart and ACT Smart)

HIV/AIDS Prevention Education Activity Report (used for HIV/AIDS Education
courses and sessions)

Y our organization is responsible for ensuring that your instructors submit the Course
Record and Course Record Addendum or the appropriate Instructor Activity Report to the
Red Cross within 10 working days of the completion of each class. These forms can be
submitted to the Red Cross viamail, fax or e-mail. Examples of these forms for the
program taught by your organization are in Appendix D. Also in Appendix D you will
find alist of course codes for Red Cross Health and Safety Services courses.

For e ectronic Microsoft Word versions of the Course Record and Course Record
Addendum as well as the program-specific forms listed above, please visit the Instructor's
Corner on www.redcross.org.

Course Completion Certificates

Most Red Cross training programs have course completion certificates that are awarded
to participants who successfully complete the training. Individual s successfully
completing Red Cross training deserve to be recognized by receiving a Red Cross course
completion certificate. If Red Cross training is conducted, and a Course Record or
Instructor Activity Report is completed, course completion certificates are to be issued to
participants who successfully complete the course.

There are anumber of different options for obtaining certificates depending on the
program and the service levels agreed upon in the Authorized Provider Agreement. See
Appendix A for the procedures for obtaining completion certificates.

12



SUPPLIES AND EQUIPMENT

Many Red Cross training programs require some type of manual, specialized training
equipment and videos. The instructor manual outlines the specific text and equipment
needs for each course. Maintaining the equipment ratios outlined in the instructor manual
allows instructors to stay within the timelines for the training, as well as give course
participants the time they need to properly practice and learn skills. Most of the materials
needed to conduct Red Cross training are available directly from the Red Cross.

Booksand Materials

Teaching materials such as participant books, instructor manuals and videos are available
for purchase from the Red Cross. Videos may also be available to rent or to purchase. To
order books and materials, please see Appendix A.

Equipment

Equipment used in Red Cross training must be maintained in good working order to
ensure participant safety and effective teaching. Equipment that is not in good working
order or is dirty detracts from the participant' s willingness to learn and practice
effectively. All equipment used in Red Cross training should be maintained according to
manufacturer guidelines. Equipment such as CPR manikins should be cleaned after each
use according to the manufacturer guidelines and properly cleaned between each
participant. More detail on manikin decontamination, including Centers for Disease
Control and Prevention (CDC) guidelines, is available in instructor manuals for courses
that teach CPR.

When using equipment in training, you should ensure that instructors take all the
necessary saf ety precautions.

Equipment Rental

Appendix A includes alist of equipment that is available for rent from the American Red
Cross. Please refer to the Authorized Provider Agreement for rental fees.

All equipment should be returned in good working order and in the condition in which it
was received. If thereisa problem with the equipment, please notify your contact with
the local Red Cross chapter.

Equipment Purchase

Some equipment and supplies such as manikins, AED trainers and accessories may be
available for purchase through the local chapter. See Appendix A for alist of equipment
available for purchase.

13



PROMOTING RED CROSS COURSES

In order to help you reach more individuals with critical life saving skills, marketing
support for you is provided through the national level of the American Red Cross. In
addition to incorporating the availability of training from authorized providersin a
number of national advertising efforts, specific tools have been developed to help you
reach more customers on a day-to-day basis:
Signage which can be displayed at your training facility including a plaque, a window
decal, posters and a banner for aquatic facilities. These identify you as an American
Red Cross authorized provider so that your customers and employees will know that
they are receiving the best training available for their investment.

Nationally-produced collateral materials to assist you in explaining the benefits of
Red Cross training to your customers and employees.

The information provided in Appendix C will assist you in promoting Red Cross
courses in your community. Items such as brochures can be ordered from the Red
Cross to assist you in promoting Red Cross training.

Use of the Name and Symbol of the American Red Cross

The American Red Cross has established graphic standards and guidelines for the use of
the name and emblem. Authorized providers may use the name and emblem when
promoting and advertising American Red Cross courses, provided that authorized
providers use one of the following statements in conjunction with use of the Red Cross
name and/or emblem and receive prior written approval from their local chapter:

Proud Provider of American Red Cross Health and Safety Training;

Proud Provider of American Red Cross Aquatics Training;

Proud Provider of American Red Cross First Aid and CPR Training;

Proud Provider of American Red Cross HIV/AIDS Prevention Education Training; or

Proud Provider of American Red Cross Caregiving Training.

The Red Cross has items available that authorized providers may use to promote their
affiliation with the Red Cross. These items can be ordered through the Red Cross:

Proud Provider plague; and

Proud Provider decal.
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The following pertain to the use of the Red Cross name and emblem by authorized
providers:

Authorized providers may only use the name and emblem in brochures and flyers and
promotional material as provided on the camera-ready art sheets or computer files
provided by the Red Cross. If printing in color, the red cross must appear on awhite
background;

The Red Cross can provide authorized providers with promotional materials that have
space to add the organization' s name, address and phone number;

Authorized providers can state on business cards and |etterhead that they are
authorized providers by using one of the statements set forth above. However, the
Red Cross emblem cannot be used on such items;

The Red Cross name and emblem cannot appear in close proximity to other logos. As
ageneral guide, white space equal to at least one arm of the cross must be left all the
way around the signature;

Any use of the Red Cross name or emblem other than as specified aboveis
prohibited. Improper use of the Red Cross name and emblem may result in immediate
withdrawal of permission to use the Red Cross name and emblem and/or cancellation
of the Authorized Provider Agreement; and

If the Authorized Provider Agreement expires or is cancelled by either party, the
authorized provider must immediately stop using the Red Cross name and emblem.

Please refer to http://www.redcross.org/logos/sig.html for downloadable Red Cross logos
and standards for use.
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POLICIES AND PROCEDURES

Risk and I nsurance |l ssueswith Authorized Providersand Instructors

Risk Management in Courses

Y our organization can reduce risk of injury and illness in Red Cross courses by ensuring
that instructors adhere to the safety guidelines provided by the Red Cross in the instructor
manual. For additional guidance, contact your Red Cross chapter.

Authorized Providersand Insurance Coverage

By name authorized providers are entities (or persons) who are authorized by the Red
Cross to offer Red Cross courses (through the signing of the Authorized Provider
Agreement). The coverages of the Red Cross corporate insurance plan are not extended to
authorized providers and their third-party instructors because the courses that their
instructors teach are not under the direct supervision and control of the Red Cross.
Claims that arise from an authorized provider-offered Red Cross course are the
responsibility of the authorized provider.

The Red Cross strongly recommends that authorized providers consult with their
own insurance professional to ensurethey have sufficient coverage.

Instructors and I nsurance Coverage

Red Cross-trained instructors who work for or who are authorized providers must be sure
they (or their employers) have adequate insurance to protect them while teaching Red
Cross courses under an Authorized Provider Agreement. Such coverages include, but are
not limited to, general liability, auto liability and workers' compensation insurance, in
accordance with state and local law.

Copyright Permission Requests
General Information

American Red Cross materials are copyrighted both to preserve their integrity and to
protect them against exploitation by others. Authorized providers are not authorized to
duplicate any American Red Cross materials that are copyrighted. Under clearly defined
criteria, Red Cross nationa headquarters may grant permission to use text, photographs,
illustrations and audiovisua material from the American Red Cross. Authorized
providers wanting to reproduce copyrighted American Red Cross Health and Safety
Services materials must obtain written permission from Red Cross national headquarters.

Authorized providers have presupposed permission to duplicate certain portions of
American Red Cross instructor manuals and instructor trainer guides for use in Red Cross
courses. These sections are usually part of the appendices and include Pretest Results
Forms; Tests A and B; Test Bank Questions; Answer Sheets; Participant Progress Logs,
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Instructor/Instructor Trainer Self-Assessment and Development Forms; Course
Evaluation Forms; Video Calibration Charts; Transparency Masters; Practice Teaching
Assignments; Instructor Candidate Worksheets; Practice Teaching Evaluation Forms; and
Competency Checklists. Other items to be duplicated by Red Cross chapters for course
use will beidentified at the time of release.

Note: All requests from authorized providers for the use of American Red Cross Health
and Safety Services copyrighted materials must be sent through the local Red Cross
chapter to Health and Safety, Y outh and Community Services Operations at American
Red Cross national headquarters. The request must be in writing.

Trangationsinto Other Languages

The translation of American Red Cross copyrighted materials into another language
always requires prior written approval from Red Cross national headquarters. Certain
other requirements may also apply.

All copyright requests must be channeled through the local Red Cross chapter.

Americanswith Disabilities Act

Effective January 26, 1992, the Americans with Disabilities Act (ADA) bars
discrimination against persons with disabilities in places of public accommodation. Title
I11 of the law bars private entities (schools, banks, restaurants, social service agencies,
offices, retail sales establishments, etc.) from discriminating against individuals with
disabilities in the provision of their goods and services. Individuals with qualifying
physical or mental disabilities may not be denied full and equal enjoyment of or
participation in the goods, services, facilities, advantages or accommodations offered to
the public. A place of public accommodation may not discriminate against its patrons,
clients, invitees or guests on the basis of real or perceived qualifying disabilities.

It isthe responsibility of the authorized provider to ensure compliance with the ADA for
courses that they conduct.

General recommendations

Allow access to anyone seeking admission to a course (provided prerequisites are
satisfied) regardless of real or perceived inability to participate in or pass the course.

Tell participants in every course to participate within the limits of their ability and
learn as much as they can. For some people, certification may not be important. For
those individuals, focus on hel ping them to learn as much as possible.

If there is arequest for accommodation, discuss possi ble solutions with the individual
or hisor her guardian, and if the individual prefers and provides permission, a
medical provider. Authorized providers may not need to provide the accommodation
preferred by the individual as long as the accommodation offered is reasonable (i.e.,
building a permanent ramp into a pool versus using a swing-arm harness).

Certify each participant who can meet course skill and knowledge testing objectives.
Use available resources to assist people with specia needs.
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Good Samaritan Laws

Many states have passed Good Samaritan laws or acts that give legal protection to lay
rescuers who act in good faith with no expectation of remuneration and are not guilty of
gross negligence or willful misconduct. The type of rescuer covered and the scope of
protection vary from state to state. All Health and Safety Services staff and volunteers
should know the laws governing their state. The legal theory of informed consent requires
that rescuers ask permission before helping a conscious victim. Legally, avictim must
give consent to an offer of help before a rescuer can begin to help. Good Samaritan laws
assume that a person who is unconscious, badly injured or too ill to respond would give
consent and therefore offer protection to the rescuer. Rescuers should also get consent
from a parent or guardian of avictim who isaminor or who is mentally or emotionally
disabled. If aparent or guardian is not available, rescuers acting in good faith may give
first aid without consent.

The American Red Cross is not in a position to render interpretations of the validity or
scope of the various Good Samaritan laws. Copies of state laws can generally be obtained
from the state' s attorney genera's office.

Disclosure Policy

Each authorized provider should be prepared to deal with situations in which information
concerning sexual and/or physical abuse or neglect is disclosed to Red Cross
instructors/instructor trainers. Authorized providers have the responsibility tob

Establish areporting policy consistent with state reporting laws that will ensure
expediency in obtaining help for the person while maintaining confidentiality.

Inform instructors/instructor trainers of the reporting policy to follow should
situations of disclosure occur.

Criminal Record Check Guidelines

Because third-party instructors teaching for authorized providers are employees or
volunteers of that organization, it is up to that organization to conduct criminal record
checks that might be required by law for their employees or volunteers. However, if a
third-party instructor wishes to volunteer to teach courses for the Red Cross or wishes to
become a paid employee for the Red Cross, the Red Cross chapter may then conduct the
appropriate checks outlined in its standard guidelines.
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Appendix A—L ocal Chapter Procedures

Authorized Provider Application Process

Any organization wishing to become an Authorized Provider with the American Red
Cross should submit a completed Authorized Provider Agreement to the Manager of
Preparedness. Once this agreement is received, the organization is allowed to begin
training pending approval. Upon approval of the agreement, a signed copy of the
Authorized Provider Agreement will be mailed to the organization.

Obtaining Course Completion Certificates

Course Completion Certificates are issued by the American Red Cross following the
completion of aclass. The Authorized Provider will submit a course record and
addendum within 10 days of the course completion date. The Red Crosswill, inturn,
print and mail out the Course Completion Certificates to the person/entity specified on
the course record. The normal administrative fee will be charged for these certificates.

Learnto Swim Certificate:  $1.00/per person
Regular Administration Fee: $6.00/per person
Emergency Response Fee:  $10.00/per person

Course completion certificateswill only beissued to organizationsthat have a
current Authorized Provider Agreement with the American Red Cross. If the
American Red Cross receives a Course Record and the company/organi zation does not
have an Authorized Provider Agreement, the Course Record will be returned to the
Instructor with ablank Authorized Provider Agreement to be completed.

Special Exceptionsto the Certificate Rule

Schools (K-12): All K-12 Schools are permitted to issue Course Completion Certificates
on their own when providing training to students in a school setting. Blank
certificates can be obtained free of charge from the local office. Each school is
responsible for typing and issuing these certificates to the students. A course
record and Addendum for each class taught must still be submitted to the Red
Cross within 10 days of the completion of the class. Schools may not use these
same certificates when conducting training for staff. These certificates will be
issued by the Red Cross and the normal administration fee will apply. If the
school chooses to have the Red Cross issue certificates for students, the normal
administrative fee will apply.

Universities/Technical Schools/Organizations of Higher Education: All universities and
other schools of higher education are permitted to issue their own certificates.
However, the administrative fee will still apply. Blank certificates can be
purchased from the local office. A course record and Addendum for each class
taught must be submitted to the Red Cross within 10 days of the completion of the
class. Certificates come in sheets of ten and the school will be invoiced for the
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certificates at the time they are picked up. Schools may use these same
certificates when conducting training for staff.

Other Organizations/Businesses. If another organization or business would like to issue
their own course completion certificates, they must make arequest in writing to
do so. These requests are granted on a case-by-case basis based upon the annual
training volume and the target audience of the Authorized Provider.

In the event that permission is granted to issue certificates to an organization, a
flat Authorized Provider fee with be established. Thisisan annual feeand is
based on the anticipated volume of the Authorized Provider. A course record and
addendum for each class taught must still be submitted to the Red Cross within 10
days of class completion.

Ordering Information for Books and M aterials:

Notification of Training

The Instructor or Authorized Provider must notify the American Red Cross of a
scheduled training session at least 10 business days prior to the scheduled class date. A
form has been developed to notify us prior to the class. Thisform can be found at
www.sgvalleyredcross.org in the Instructor' s Corner, or by calling the local branch
office. Theform can be faxed, mailed, or e-mailed to the American Red Cross.

As stated in the Authorized Provider Agreement, the American Red Cross reserves the
right to visit aclass at any time to ensure that our high quality standards are being met. If
we receive a Notification of Training for an organization or company that does not have a
current Authorized Provider Agreement, the American Red Cross will mail out an
agreement that must be completed prior to the class. The Course Completion
Certificateswill not beissued until we have a signed copy of the Authorized

Provider Agreement.

Equipment and Materials Ordering

The American Red Cross maintains alarge inventory of books, manikins and other class
supplies. However, during high volume periods, these can run low. All equipment is
issued on afirst ordered first served basis. We ask for aminimum of two weeks notice
when ordering equipment. To order equipment, use the Notification of Training form
mentioned above.

All equipment must be picked up and returned on the days specified. Thefailureto
return equipment on time will result in additional rental fees.
Librarying or Storing Materials
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For-Profit Businesses: No For-Profit Business is permitted to library/store books from
classto class. Each student must have a personal copy of the materials available
to them during and after the class. This ensures the highest quality of course and
the student' s ability to review the materials/skills from time to time.

Non-Profit Businesses/Organizations: In general, non-profit businesses/organizations are
not permitted to library/store books from class to class. Each student must have a
personal copy of the materials available to them during and after the class. This
ensures the highest quality course and allows the student to review the
material/skills from time to time.

However, an exception to this rule may be granted based upon the following
criteria

1. Staff turnover is so great that the need to provide each person with their own
materials will create a significant increase in book purchases over the number
of employees.

The organization is providing training to youth.

Having to provide a book for each participant will create such afinancial
hardship for an organization that they would not be able to provide the
training otherwise.

wnN

All requests to library/store materials must be submitted in writing to the chapter
detailing the reasons why they need a special exception to thisrule.

Schools (K-12 only): When providing training to studentsin a school setting, all schools
are permitted to purchase books and re-use them. This practiceisin line with
how schools handle their other book distribution. However, schools are not
permitted to use these books for staff training. Each staff member must receive
their own copy of the class materials to use during and after class.
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Appendix B—Authorized Provider Agreement Change Request Form

As an authorized provider, you can use the Change Request Form below to update
logistical information in your Authorized Provider Agreement with respect to the
following:

Your primary contact listed in Section 7.0 entitled “Notices’ of the Authorized
Provider Agreement;

Y our currently authorized American Red Cross instructors listed in Appendix B
of the Authorized Provider Agreement; and/or

Y our facility locations and contacts listed in Appendix C of the Authorized
Provider Agreement.

This form must be signed by the authorized provider representative from your
organization and can be faxed or mailed to your local chapter. Note that this change
reguest form does not change any of the terms of your current Authorized Provider
Agreement.
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American Authorized Provider
Red Cross Contact/Instructor/Location

Change Request Form

Fax form to the chapter at (717) 257-1804

Authorized Provider (organization) Name

Authorized Provider Representative Name Signature
Date:

Please make the following indicated changes to our authorized provider contact information.
[[]  Section 7.0, Notices:

Authorized Provider Primary Contact:
Name

Title

Address

Phone Number
Fax Number
E-mail Address

[]  Appendix B, Courselnstructors:

Instructor Instructor Authorizing Current Authorizations | Status
Name Address Chapter

[ Add thisinstructor to the list
[ Deete thisinstructor from the list
[ Add thisinstructor to the list
[ Deete thisinstructor from the list

[ Add thisinstructor to the list
[ Deete thisinstructor from the list

[1  Appendix C, Multiple Facilities:

Facility Name and Contact Name Phone Number Status
Address Fax Number
E-mail Address

[ Add this facility to the list
[] Deletethisfacility from thelist
[ Add this facility to the list
[] Deletethisfacility from the list
[ Add this facility to the list
[] Deletethisfacility from thelist

Chapter Use Only

_____ DateReceived | DateRecorded Approval Signature
| | | |
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Appendix C—Materialsto Aid Promoting Red Cross Cour ses

The American Red Cross of the Susguehanna Valley has avariety of brochures, posters,
window stickers, flags, and other itemsto help you promote your classes.

To obtain any of these materials, please call the Manager of Preparedness.
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Appendix D—Sample Course Record Forms and Cour se Codes
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Health and Safety Services Course Codes

This comprehensive list includes all nationally-supported courses within each program area. It
will be updated as courses and programs are released, updated or decommissioned. The
appropriate designator, should also be used when reporting review (R), challenge (C), Spanish-
language (S) and aide (A) courses.

Program Course Code
0

Infant and Preschool Aquatic Program 3400
Longfellow'sWhale Tales 3407
Safety Training for Swim Coaches 3414
Learnto Swim Level I: Water Exploration 3431

Water Safety and | Learn to Swim Level I1: Primary Skills 3432

Learn to Swim Learn to Swim Level 111: Stroke Readiness 3433

Programs Learn to Swim Level 1V: Stroke Devel opment 3434
Learn to Swim Level V: Stroke Refinement 3435
Learnto Swim Level VI: Skill Proficiency 3436
Learnto Swim Level VII: Advanced Skills 3437
Water Safety Instructor Aide 3430A
Water Safety Instructor 3430l
Basic Water Rescue 34400
Community Water Safety 3464
Lifeguard Training and First Aid 34700
CPR for the Professional Rescuer 32810
Preventing Disease Transmission 3220
(Course not available after December 31, 2003)
Bloodborne Pathogens Training: Preventing Disease Transmission (To be | 32650
released, Summer 2003)
AED Essentias 3247
Oxygen Administration for the Professional Rescuer 3262
Lifeguarding Instructor 3470l

, . (Course not available after September 30, 2003)

H‘;‘;%‘ﬂd'”g Lifeguarding (r.03) Instructor 34801
Waterfront Lifeguarding 3471
Waterfront Lifeguarding Instructor 34711
Waterpark Lifeguarding 3472
Waterpark Lifeguarding Instructor 3472l
Head Lifeguard 3463
(Course not available after June 30, 2003)
Head Lifeguard Instructor 3463|
(Course not available after June 30, 2003)
Lifeguard Management 3473
GuardStart: Lifeguarding Tomorrow 34650

| Basic Water Rescue 34400
Family of First Aid, CPR and AED Programs

First Aid for Basic Aid Training (BAT) 3201

Y outh First Aid for Children Today (FACT) 3217

Community First | Infant and Child CPR 3210

Aid and Safety Adult CPR 3212
Community CPR (Adult, Child and Infant CPR) 3213
Community First Aid and Safety 3218
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Program Course Code
Infant CPR 3223
Child CPR 3224
Adult and Child CPR 3226
Adult and Infant CPR 3227
First Aid Basics 3230
First Aid with Adult CPR 32121
First Aid with Infant and Child CPR 32302
First Aid with Child CPR 32303
First Aid with Infant CPR 32304
First Aid with Adult and Child CPR 32305
First Aid with Adult and Infant CPR 32306
Standard First Aid 32400
First Aid 32401
Infant and Child CPR plus First Aid 32402
Child CPR plus First Aid 32403
Infant CPR plus First Aid 32404
Standard First Aid with AED plus Infant and Child CPR 32407
Standard First Aid plus Infant and Child CPR 32408
Standard First Aid with AED 32410
_ Adult CPR/AED 32411
F'_rSt Adult CPR/AED plus Child CPR 32413
AId/CPRIAED Adult CPR/AED plus Infant CPR 32414
(availablein Adult CPR/AED plus Infant and Child CPR 32415
Spanish-language) " gyt cpR 32420
Adult CPR plus Infant and Child CPR 32421
Adult CPR plus Child CPR 32423
Adult CPR plus Infant CPR 32424
Standard First Aid with AED plus Infant CPR 32441
Standard First Aid plus Infant CPR 32442
Standard First Aid with AED plus Child CPR 32451
Standard First Aid plus Child CPR 32452
Infant CPR 3244
Child CPR 3245
Infant and Child CPR 32460
AED Essentias 3247
First Aid/CPR/AED Instructor 3249
Workplace Training: Ergonomics 3250
Workplace Training: Slips Trips and Falls 3251
_ Workplace Training: Workplace Violence Awareness 3252
:\;“O Lérlﬁe(éontr o Workplace Training: Back Injury Prevention 3253
Workplace Training: Managing Stress 3254
Workplace Training: Your Heart Matters 3255
Actin Timeto Heart Attack Signs 3256
Y our Heart Matters with Act in Time to Heart Attack Signs 3257
Sport Safety Sport Safety Training (with Adult CPR) 32250
Training Sport Safety Training with Adult and Child CPR 32255
Sport Safety Training Progression 3225P
Adult CPR 3212
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Workplace
HIV/AIDS

Workplace HIV/AIDS Presentation

Program Course Code
Child CPR 3224
Adult and Child CPR 3226
First Aid: Responding to Emergencies (Community) 32210
First Aid: Responding to Emergencies with Adult CPR 32211
First Aid: Responding to Emergencies Infant and Child CPR 32212
First Aid: Responding to Emergencies with Child CPR 32213
First Aid: Responding to Emergencies with Infant CPR 32214
. .- First Aid: Responding to Emergencies with Adult and Child CPR 32215

E‘; cﬁ}'gi-ng o First Aid: Responding to Emergencies with Adult and Infant CPR 32216

Emer gencies Community CPR 3213
Adult CPR 3212
Infant and Child CPR 3210
Child CPR 3224
Infant CPR 3223
Adult and Child CPR 3226
Adult and Infant CPR 3227
First Aid: Responding to Emergencies Instructor Aide 3270A
First Aid: Responding to Emergencies Instructor 3270l

CPR/AED for the | CPR/AED for the Professional Rescuer 32800

Professional CPR for the Professional Rescuer 32810

Rescuer CPR/AED for the Professional Rescuer Instructor 3280
Preventing Disease Transmission (Course not available after December 3220
31, 2003)
Preventing Disease Transmission Spanish (Course not available after 3220S
December 31, 2003)

Preventi_ng Disease | Preventing Disease Transmission Instructor (Course not available after 3290

Transmission December 31, 2003)

(availablein Bloodborne Pathogens Training: Preventing Disease Transmission (To be | o,

Spanish-language) | released, Summer 2003)
Bloodborne Pathogens Training: Preventing Disease Transmission 306505
Spanish (To be released, Summer 2003)
Bloodborne Pathogens Training: Preventing Disease Transmission 365!
Instructor (To be released, Summer 2003)

Oxygen Oxygen Administration for the Lay Responder 3243

Administration Oxygen Adm! n!strat!on for the Professional Rescuer 3262
Oxygen Administration Instructor 32621
CPR for the Professiona Rescuer 32810
Emergency Response 32600
Preventing Disease Transmission (Course not available after December

Emer gency 31, 2003) 3220

Response Bloodborne Pathogens Training: Preventing Disease Transmission (To be 32650
released, Summer 2003)
AED Training 3261
Oxygen Administration for the Professional Rescuer 3262
Emergency Response Instructor 3260l

. HIVADSEduaon |

3501

Workplace HIV/AIDS Instructor

3501l
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Program Course Code

Program Workplace HIV/AIDS Instructor Trainer Course 3501T
Hispanic HIV/AIDS Fundamentals Community Session 3515
(Course not available after June 30, 2003)
Hispanic HIV/AIDS Fundamentals Instructor 3515l
(Course not available after June 30, 2003)
Hispanic HIV/AIDS Instructor Trainer 3515T
(Training not available after June 30, 2003)

_ . Hispanic HIV/AIDS Fundamentals Community Activities 3525
::S\'/J/aAn:gs Hispanic HIV/AIDS Program: 3526
Program Unspecified Community Session

Hispanic HIV/AIDS Program: Discussion Based Platica 35261
Hispanic HIV/AIDS Program: Activity Based Platica 35262
Hispanic HIV Education and Prevention Instructor 3526l
(Dual Certified)
Hispanic HIV Education and Prevention Instructor 3526N
(Non-Dual Certified)
Hispanic HIV Education and Prevention Instructor Trainer 3526T
African American HIV/AIDS Fundamentals Community Session (Course | 3517
not available after June 30, 2003)
African American HIV/AIDS Fundamentals Instructor (Course not 35171
available after June 30, 2003)
African American HIV/AIDS Instructor Trainer 3517T
(Training not available after June 30, 2003)
African American HIV/AIDS Fundamentals Community 3518
African American HIV/AIDS Program: 3522
African American | Unspecified Community Session
HIV/AIDS African American HIV/AIDS Program: 35221
Program Module 1 (Discussing the Facts)
African American HIV/AIDS Program: 35222
Module 2 (Factsin Focus)
African American HIV/AIDS Program: 35223
Module 3 (Prevention Skills)
African American HIV/AIDS Program: 35224
Module 4 (Community Mobilization)
African American HIV Education and Prevention Instructor 3522l
African American HIV Education and Prevention Instructor Trainer 3522T
Basic HIV/AIDS HIV/AIDS Starter Facts 3511
Program HIV/AIDS Starter Facts Instructor 3511l
HIV/AIDS Facts Practice 3512
Basic HIV/AIDS Fundamentals Community Session 3513
(Course not available after December 31, 2003)
Basic HIV/AIDS Fundamentals Instructor 3513
(Course not available after December 31, 2003)
Basic HIV/AIDS Prevention Skills Community Session 3514
(Course not available after December 31, 2003)
Basic HIV/AIDS Prevention Skills Instructor 3514l
(Course not available after December 31, 2003)
Basic HIV/AIDS Instructor Trainer 3514T

(Training not available after December 31, 2003)
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Program Course Code

Basic HIV Prevention and Education (Modules 1 and 2) 3527F
(To bereleased, Sporing 2003)
Basic HIV Prevention and Education (Modules 3 and 4) 3527S
(To bereleased, Sporing 2003)
Basic HIV Prevention and Education Instructor 35271
(To bereleased, Sporing 2003)
Basic HIV Prevention and Education Instructor Trainer 3527T
(To bereleased, Spring 2003)
Basic HIV Prevention and Education Instructor and Instructor Trainer 35271SS
Self-Study Orientation
(To bereleased, Soring 2003)
Basic HIV Prevention and Education Instructor and Instructor Trainer 3527I1GO
Group Orientation
(To bereleased, Spring 2003)

Youth HIV/AIDS | Act SMART Modulel 3519

Program Act SMART Modulell 3520
Act SMART Module 1l 3521

Caregiving

Babysitter' s Training 3130
(Course not available after December 31, 2003)

Babysitter’s Babysitter's Training Instructor 3130l

Training (Course not available after December 31, 2003)
Babysitter®@Training (r.02) 31400
Babysitter's Training Instructor (r.02) 3140l

#'ru;snel nASS' stant Nurse Assistant Training 31500

J Nurse Assistant Training Instructor 31501
Nurse Assistant Training Instructor Trainer 3150T
Administration
Fundamentals of Instructor Training 3010
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