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TeamSTEPPS CE Processing Timeline

As the TeamSTEPPS-Course

Coordinator, your help
is:-heeded to.meetthe
mandatory requirements
and timeframes
outlined-in

Phases 3-and 4 of the
overall TeamSTEPPS.CE
Process

PHASE 3: INDIVIDUAL COURSE APPROVAL (COURSE

COORDINATOR)
30 Days 2 Weeks Before Course Date

30 DAYS BEFORE COURSE DATE
Course coordinator contacts the
Patient Safety Program CE Team at
pspcourses@bah.com to:

1) Submit agenda with date, location,
content timing, and named speakers
for each course

2) Request course website be built

PHASE 4: MANDATORY COURSE
ACTIONS (COURSE COORDINATOR)
On site and post activity

1) Course coordinator prints sign-in sheet
2 WEEKS BEFORE COURSE DATE from ORC, takes attendance each day on-
1) If not already on file, bios/disclosures for ~ site and validates date and time attendance

all instructors/speakers/staff for each course taken

must be submitted 2) 48 hours after course closes, course
2) Course registration website is opened coordinator validates attendance in ORC

for registration 3) 10 days after course closes, all attendees

3) All students register through the ORC must complete and submit a post course

IF THESE STEPS ARE NOT MET, CE's wiLL  evaluationin ORC
NOT BE AVAILABLE FOR STUDENTS 4) Within 30 days after course closes, CEs
are issued to eligible attendees





