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5202 North Richmond Hill Drive
Stillwater, OK 74078

(405) 744-5714
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Operations Level Training Guide

Complete Health Care Facility (HCF) Program Manager Contact Form and the
Proctor Agreement Form then email bonnie.kaiser@okstate.edu

OSU CEAT Professional Development will provide Scantron answer sheets for exams
per number of expected participants. Please request more Scantrons as needed.

HCF selected employees need to view online training MODULES 1-13 prior to the
examination.

Contact your facility program manager to complete your exam.
(Contact OSU CEAT Professional Development if you don’t know your HCF Program Manager Contact.)

Complete the Training Records Release Form (included on the first page of the
exam) and take the “OPERATIONS LEVEL EXAM”.

Mail completed exam Scantron Form and the Training Records Release Form to OSU
Professional Development.

OSU CEAT Professional Development notifies the HCF Program Manager Contact of
Pass/Fail and issues a retest if exam is failed.

Exams are required 3 weeks before attending Hands-on Training.

The Hands-On Registration Form is completed by the HCF Contact and returned to
OSU Professional Development to register those who pass the exam.

OSU CEAT Professional Development schedules employees and replies with a

confirmation including dates and locations of those registered.
NOTE: Only 15 participants are allowed per four hour Hands-On course. Registration
is on a first-come/first-served basis.


bonnie.kaiser@okstate.edu

OPERATIONS LEVEL

TRAINING
Hospital Receives the Training Guide in the mail. Additional DVDs are
L available from OSU
v L for $25 each.
Hospital HCF Program Manager Contact Form is filled outf |
and returned to OSU CEAT Professional Development. Training is available
v on Website.
Hospital employees selected for "Operations Level” training
review modules 1 through 13 of the online training.
v
Complete Training Records Release Form.
Proctor mails original to OSU CEAT Professional A '
Development with exams. The charge for

¥ retesting will be $25

A HCF qualified Proctor will proctor the exam and send the on third and

exams and Proctor Agreement to OSU. subsequent attempts.

¥ 1
Exams are graded and recorded by Noftice of requirement
OSU CEAT Professional Development. to retest is sent to the

Program Manager.
A
Pass "
Fail

v
Notfification of eligibility to take the Hands-On training class is sent to the Program Manager.

A 4
The HCF Program Manager Contact registers selected employee for Hands-On fraining class.

v

Employee attends Hands-On Training Class.

v

Upon satisfactory course completion, an OSU certificate and a wallet card is sent to
the Program Manager for record keeping and to be awarded to the employee.






