Alaska Community Health Aide Program  

Basic Training Center Guidelines for Student Records
Introduction:

The Community Health Aide Program recognizes the need for all Basic Training Centers (TC) to maintain student training records. It further recognizes that an individual student may attend several different Basic Training Centers in order to complete all Sessions.
Goals: 
· To standardize the Community Health Aide (CHA) student training records
· To ensure the continuity of individual student records from TC to TC
· To maintain Basic Training, Credentialing, and Recredentialing records on all Community Health Practitioners (CHPs)
Objective 1: 
To standardize the training records kept on an individual student attending a Session at a 
Basic Training Center.

A.  Recommended records list for students attending Basic Training:

1.  Correspondence

2.  Application for Session training

3.  Privacy Act, signed by student
4.  Copy of TC’s notice of completion for each Session

5.  Copy of University of Alaska Fairbanks registration

6.  CHA Post Session Practice Checklist

7.  Post Session Learning Needs, including Field Training Requirements signature list 

8.  Patient encounter forms with clinical evaluation forms

9.  Patient logs

10.  Student weekly reports/evaluations from trainers

11.  Final student evaluation with exam scores


B.  Recommended records list for students completing Credentialing and/or Recredentialing:
1.  Correspondence

2.  Privacy act, signed by student

3.  Letter of recommendation for Credentialing

4.  Application for Credentialing and/or Recredentialing 

5.  Copy of Credentialing and/or Recredentialing letter for CHP

6.  Copy of Preceptorship Critical Skills List

7.  Summary of completed Preceptorship

8.  Patient log of Preceptorship

9.  CHAP Medical Traffic Checklist

10.  PEF Chart Review Form

11.  Post Session Learning Needs for all Sessions

12.  Final student evaluations

13.  Examination for CHP

14.  Copy of TC's notice of completion of Credentialing and/or Recredentialing
Objective 2:

To ensure the continuity of individual student records from TC to TC.

A.  Role of Training Centers:
1. To contact last Training Center attended by CHA approximately three weeks prior 

to onset of training (when time available) and to request training file on CHA.
2. To follow standardized records list in compiling records on a training session.
3. To send requested training files within 3 days of notice.
4.  To send training files by Priority Mail Certified with return receipt requested, addressed to the Training Center Coordinator.

5. To maintain a tracking document of where, when, and to whom files were transferred.

6. If a student does not complete a Basic Training Session, the file should be returned to the Training Center at which the student completed her last Session. 

7.  If a student from a region with a training center is attending a Session at another training center, the employer training center may prefer to keep the original training file and send copies of requested portions of the training file to the other training center.

8. Records for students completing Sessions II-IV will be sent back to the student’s employer organization if that corporation has a training center.

Objective 3:

To maintain Basic Training, Credentialing and Recredentialing records on all CHA/Ps.
A.  Role of Training Centers:
1. Basic Training -
a)  Student records must be retained for at least 6 years.

b)  Records of students who have not worked as CHAs for 7 years may be destroyed.

c)  Verify unemployment through last known employer prior to destroying records.

2.  Credentialing and/or Recredentialing -
CHP records must be retained indefinitely at the Credentialing Training Center (which is where the student completed Session IV [or old Session III prior to 1993] or the training center of the student’s employer).
3.  In the event of death, the TC will transfer the notices of completion for Sessions,
     Credentialing and Recredentialing to the CHA/P’s employer.
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