CONDUCTING A HEARING CONSERVATION CERTIFICATION COURSE

SET-UP AND PROCEDURES

Prior to the Course

· Reserve an appropriate sized classroom at your facility well in advance.

· Establish who the instructors will be and notify them of the date / time of their classes.  Ensure that you have at least one instructor for every 8 students, and at least one audiometer for every 2 practicum students.  You must have instructors from at least three of the following professional disciplines teaching in your course:

Audiology                                         Occupational Medicine                   

            Industrial Hygiene                            Occupational Health Nursing

            Otolaryngology                                 Industrial Safety

            Noise Control Engineering

· Have a system for notifying potential students of the course. 

· You may send out a memo throughout your command requesting nomination letters (see Enclosure 1).

· You may use an application system and have potential students apply for the class.  With this method, you will have the ability to screen the applications to determine appropriate candidates for the class (see Enclosure 2).  Key information you will receive on an application is: date of next rotation, endorsement by the supervisor, and work space (is the person working in a clinic where he/she is likely to use the HC technician skills?).  As soon as the need arises for a certified technician, have the applicants send in their forms.  One way to determine when to put on your next course is by the number of applications you have received.

· Notify your service representative (Army, Navy, AF) of your requested course dates and information.  Obtain course approval and student certification numbers.

· Reserve DOEHRS training equipment through your service representative.

· Submit a Request for Approval of Occupational Hearing Conservation Course through the Council for Accreditation in Occupational Hearing Conservation (CAOHC) at:  https://ssl17.pair.com/caohc/forms/requestforapproval.php 

· Courses are funded in a group payment annually by your service representative (NEHC, CHPPM, USAFSAM), so fees are not required to be paid by individual commands.  

· Upon approval of your course, CAOHC will send you an informational package along with a certificate you can post during the class stating that your course is an approved CAOHC Training Course leading to Accreditation as an Occupational Hearing Conservationist.

· For the week of the course, clear your clinic schedule, your mobile vehicle schedule and your technician’s schedule.

· Gather all the supplies you will need for the course

· Student training manuals and materials

· DOEHRS training equipment

· Earplugs and carrying cases for Hearing Protection class

· Otoscopes and speculae

· Video tapes and audiovisual materials

· Handouts

During the Course

· Ensure that students student sign-in on the class roster and ensure that all information on them is complete and correct.  Sample roster.
· Notify students that successful completion of this course makes them eligible for a 5 year certification in Occupational Hearing Conservation and that they will have the ability to use their skills outside of the military.  If they choose to apply for CAOHC certification, they must:

· Successfully complete your course

· Complete the CAOHC application 

· Complete the course survey on the back side of the application

· Forward a $30 fee (for federal employees only) for the certification

· Send the above requirements to the CAOHC address at the bottom of the application; processing of applications usually takes 7-10 days

· Prepare student certificates.  Make copies for your records.

· Distribute and collect course critiques prior to student graduation.

After the Course

· Send the Hearing Conservation Course Training Roster to your service representative with the student’s final grades (final grade must be at least 70 to pass the course).

· Submit student roster to CAOHC (only those who successfully completed the course).  Electronic submission:    https://ssl17.pair.com/caohc/forms/studentroster.php 

· As an option, you may send a letter to the commands of each student who successfully completed the course to ensure that this education is documented in active duty member’s service records.

HC Course General Guidance

· Students should have at least one year remaining on station in order to take the class.

· Experience level (rank) of active duty students typically ranges from E2 to E6.  Civilians range from GS-4 to professional level, such as Occupational Health Nurses.

· Class size depends on the number of instructors and audiometers you have.  You must have one instructor for every 8 students and one audiometer for every two students.

· How to handle students who fail the course:  Students who fail must re-take the entire course again.  They should not be allowed to re-take the exam without re-taking the course.  If they are unable to make a score of at least 70, they probably have not grasped enough of the material to function as a certified hearing conservation technician.

· The course should follow the standardized training plan for DoD Occupational Hearing Conservation (OHC) certification. 
· Course Directors are responsible for typing and counter-signing student certificates.

Student Registration/Course Introduction

· Introduce yourself and the course topic.  Give a brief overview of the course schedule including:

· The length of the course

· How the course is set up (lectures & written exam first 3 days, DOEHRS training and practical exam last 2 days, etc.)

· When breaks will be provided

· Homework, quiz, test protocol

· Scores they must obtain to pass the course

· Explain that you are a CAOHC Course Director and that the students will have the option to become CAOHC certified upon successful completion of the course.  Explain the fees associated with the certification.  Have CAOHC applications available for interested students.

· Provide rosters for students to complete.

· Discuss your policy of food, drink and smokeless tobacco in the class.  Explain where the food/drink, restrooms and smoking area are located.

· Discuss housekeeping policies.  You may assign the senior member to be responsible for ensuring that the classroom is kept clean.  

· Have students introduce themselves, where they work, what they hope to learn from the course and how they will use what they have learned.

· Discuss the course critique form and its importance on future improvements to the course.  Pass out the critique form on the first day and ensure that students complete and return it at the end of the course.  Course critique version 1.  Course critique verson 2.

· Provide course materials.  Start first lecture.
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