
 
 
Prerequisites 

Heartsaver New Instructor Course Agenda 

• The instructor candidates need a current provider card. 
• Instructors will need to have an instructor manual and access to the 

Essential Workbook. 
• New instructors must register with the AHA but don’t align until everything 

has been completed and turned in. 
• New Instructors go to The MRTC homepage to find instructions and profile 

forms.  Google MRTC if you forget the link to get to the homepage. 
• New Instructor to take the online essential at 

https://shopcpr.heart.org/courses/instructor- essentials. You can 
Google AHA online essentials to find this link. 

• Pay MRTC biennial dues. 

MRTC website 
https://www.minnstate.edu/system/asa/workforce/mrtc/index.html. 

 
1) For new instructors make sure they register with the AHA, but don’t 

align with a TC. 
2) They fill out all the paperwork, it is signed by all and legible. 
3) Make sure the email address they use to sign into the AHA atlas 

account matches the one they give us on the profile form. 
4) Send the completed paperwork to SO-MRTCIPF@minnstate.edu and 

please make sure that each PDF only has one instructor profile and 
labeled with the name of that person. 

5) Pay MRTC biennial dues. 
6) Send me the Excel template so I can upload the class, close the class 

and then the eCards get automatically sent to their notifications in 
Atlas.  The Excel template comes directly from the AHA and needs to 
be uploaded exactly as it was given.  Template can be found on the 
MRTC homepage under  

7) Once I receive all the packets and process them, Kelli will send a letter 
via email to instructors with their MRTC database# and their AHA#. 

8) They should then go into Atlas and open their notifications/profile so 
they can accept their instructor card. 

9) They should then go into Atlas and click on Training resources, then 
training center search, type in Minnesota State—we are the second 
one down, then click on that to make sure they are aligned with MRTC. 

https://shopcpr.heart.org/courses/instructor-essentials
https://shopcpr.heart.org/courses/instructor-essentials
https://www.minnstate.edu/system/asa/workforce/mrtc/index.html
mailto:SO-MRTCIPF@minnstate.edu


 

Use the Instructor Essentials Workbook in conjunction with this outline. Follow 
link or look up on AHA Instructor Network.  

Classroom Traininghttps://cpr.heart.org/course-materials/instructor-essentials 
 

1. Introductions, discuss agenda, go over prerequisites to make sure they 
were done, and collect the essentials certificates. Go over the Instructor 
manual, Training Center information, MRTC website and the AHA 
Instructor Network. Go over blended learning/Heartcode. Requirements to 
renew a person’s instructor status. 

2. Hand out current profile packets. This will include skills sheets and 
course monitoring sheets. Discuss the sheets and help them start filling 
out the first 3 pages. Use the checklist on the cover sheet to help guide 
you. 

3. Show the Instructor essentials video. This is the practical portion of the 
videos. Demonstrate how the practical portion of class should go and 
pass along information that you may have. 

4. Have Instructor candidates test one another out on their skills and utilize 
the skills sheets in the instructor packet. They can also use the instructor 
manual if needed. 

5. Candidates to take the instructor exam and the provider exam is optional 
but a good idea. The instructor exam goes over the PAM and the provider 
exam is what instructors give out in their provider classes. HS tests are not 
required for provider courses. 

6. Review the tests together and answer any questions. Use the instructor 
manual, PAM, and essential workbook to find the right answers. 

7. Explain how HS can be broken into sections; CPR/AED, Adult CPR/AED/FA, 
Pediatric CPR/AED/FA, etc.  If the HS class is for a daycare they will need the 
Pediatric CPR/AED/FA class. 

8. HS class monitoring can now be done on the same day if you make time. 
The candidate has 6 months to complete the course monitoring. 

9. The TCF is responsible for the profile forms being filled out completely, 
correctly, signed and the cover sheet list is all checked off. When sending 
in the profile packets make sure they are in pdf form, a copy is sent to the 
candidates, and you save the paperwork for 3 years. Send all profile packet 
to SO-MRTCIPF@minnstate.edu.

https://cpr.heart.org/course-materials/instructor-essentials
mailto:SO-MRTCIPF@minnstate.edu


             HS Instructor Renewal Course Agenda 
 
 
Prerequisites 

• All renewing instructors must have taught 4 classes and entered their classes 
into the MRTC database. 

• If the renewing instructor has been monitored, they should bring that paperwork to class. 
• Pay MRTC biennial dues at 

https://www.minnstate.edu/system/asa/workforce/mrtc/index.html 
 
 

Classroom 
 

1. Introductions, discuss agenda, go over prerequisites to make sure they were done. Go 
over the Instructor manual, Training Center information, MRTC website and the AHA 
Instructor Network. 

2. Hand out current profile packets. This will include skills sheets and course monitoring 
sheets. Use the checklist on the cover sheet to help guide you. 

3. Review any guidelines changes or updates made by the AHA. 
4. Have Instructor candidates test one another out on their skills and utilize the skills sheets 

in the instructor packet. They can also use the instructor manual if needed. Make sure 
the CCF ratio is being utilized for CPR skills. 

5. Candidates to take the instructor exam and the provider exam is optional but a good 
idea. The instructor exam goes over the PAM and the provider exam is what they will be 
giving out in their provider classes. HS tests are not required for provider courses. 

6. Review the tests and together and answer any questions. Use the instructor manual to 
find the right answers. 

7. Explain how HS can be broken into sections; CPR/AED, Adult CPR/AED/FA, Pediatric CPR/AED/FA, etc.  
If the HS class is for a daycare, they will need the Pediatric CPR/AED/FA class. 

8. HS class monitoring can now be done on the same day if you make time. The 
candidate has 6 months to complete the course monitoring portion. 

9. The TCF is responsible for the profile forms being filled out completely, correctly, signed 
and the cover sheet list is all checked off. When sending in the profile packets make sure 
they are in pdf form, a copy is sent to the candidates, and you save the paperwork for 3 
years. 

 
 
 

If you are teaching new instructors and renewing instructors in the same class, 
please use both agendas.

https://www.minnstate.edu/system/asa/workforce/mrtc/index.html


The American Heart Association (AHA) 

• The AHA is in Dallas Texas and is a worldwide organization. 
• The AHA Instructor Network has great information and is the central resource for all 

questions. You can call the AHA at 1-877-242-4277. 
• Every Instructor must align with a Training Center and purchase their E-Cards from that 

Training Center. 
• Use the Program Administration Manual (PAM) to guide you as an instructor. 
• Online learning can be found at https://elearning.heart.org . HeartCode/Blended Learning. 
• Make sure you follow and get the AHA ECC Beat. A monthly newsletter from the AHA. 
• Look for any updates before class on the AHA Instructor Network. Updates usually 

occur every 5 years but the AHA does update disciplines periodically. 
• Materials can be ordered at https://shopcpr.heart.org. They will give you a 

discount if you are affiliated with MRTC. 
• Course Materials on the AHA Instructor Network is a great resource for class 

materials, course outlines and class handouts. 

Multi Regional Training Center (MRTC) 

• MRTC is an AHA Training Center and is part of the Minnesota State Colleges and 
Universities. 

• MRTC is the largest Training Center in the Midwest. 
• MRTC has full time staff—The TCC is Ric Chiodo (MRTC Manager) 651-724-9701 

ric.chiodo@minnstate.edu. Kelli Lyng (MRTC Assistant) 651-605-0796 
kelli.lyng@minnstate.edu. 

• MRTC has website that can be found at: 
https://www.minnstate.edu/system/asa/workforce/mrtc/index.html. If you forget this 
website link then Google MRTC and you will want to click on the Multi Regional Training 
Center. Use the MRTC website to enter the Instructor Network, enter the MRTC 
database and order E-cards. 

• Use the MRTC website to find the current instructor profile packets. Once on the 
MRTC website click on the appropriate discipline on the right side of the page. Use 
the cover page checklist to guide you. Please make sure all fields are filled out and 
everyone has signed the proper areas before sending the profile packet. Pay MRTC 
dues. 

• You must request provider and instructor exams via email to Ric or Kelli. 
• Training Center Faculty are experienced instructors who are given that title by the TC. 

The TCF designation does not supersede nor take the place of renewing your 
instructor status. TCF’s train new instructors and renew instructors. They are 
responsible for all paperwork, assisting those they teach and are a vital part of the 
Training Center. TCF’s renew every 2 years and need to teach at least 2 instructors in 2 
years. 

https://elearning.heart.org/
https://shopcpr.heart.org/
mailto:ric.chiodo@minnstate.edu
mailto:kelli.lyng@minnstate.edu
https://www.minnstate.edu/system/asa/workforce/mrtc/index.html


Multi-Regional Training Center 

 Check that all pages filled out completely, must have an email address

 Enter courses you taught in the MRTC Database (4 Minimum)

 Pay for MRTC biennial membership dues

 Sign and date last page

 Email completed Profile Form to: SO-MRTCIPF@minnstate.edu

Instructors 

Please note:  the Minnesota State MRTC Instructor Profile Form should be 

used for any Instructor Certification classes.  Section A of this form should be 

re-submitted whenever any personal information in Section A changes or you 

may access your information and change online yourself.   

The completion of this form confirms that you have successfully completed 

your Instructor Course (initial or renewal) per the AHA standards.  

Members of the Minnesota State MRTC, will receive an American Heart 

Association, Instructor card and a packet of materials from the MRTC 

regarding resources (website/database/online ordering, etc.). 

 If you are not currently a member but would like to join our Multi-Regional 

Training Center, please see the “Joining the MRTC” page in this form, or call 

651-724-9701

Any missing information will delay the process of updating your 

instructor status and may lead ot suspension of account 

MRTC2022

HS Instructor Profile Check List

All boxes must be checked in order for your profile to be completed

http://mymrtc.org/
https://www.minnstate.edu/system/asa/workforce/mrtc/index.html
mailto:SO-MRTCIPF@minnstate.edu


Heartsaver Instructor Profile Form 
Minnesota State - Multi-Regional Training Center 

30 7th St. E, Suite 350, St. Paul, MN  55101-7804 

Office: 651-201-1795 Email for IPFs       : SO-MRTCIPF@minnstate.edu

Section A:  Instructor Profile Information-- This section is for information on instructors applying for

membership or who are renewing their membership with the Minnesota State MRTC.  Please complete and return Section A 

any time this information changes or update on your database information page. 

Applicants’ Name:___________________________________ MRTC Member #  ________________ 

Home Address: _____________________________________  AHA ID # ______________________ 

City:____________________________________    State:__________ Zip Code:  ________________ 

County of Residence:___________________ Preferred E-mail Address*  _______________________ 
*Must have an email address

Telephone Numbers:  Home _________________________  Work:  ___________________________

Employers’ Name:  __________________________________________________________________

    Address: ________________________________________ City:  ___________________ 

State:  __________   Zip Code: ____________    Fax:  ____________________________ 

I currently teach:            BLS            Heartsaver           ACLS            PALS  

Specialized Health Care Qualifications (R.N., L.P.N., EMT, etc.)  _____________________________ 

Last Date of last Renewal: _______________    Instructor Name:   ____________________________ 

HS Essential Course Completion Date (form attached if new Instructor):  _____________________ 

MRTC2022

mailto:SO-MRTCIPF@minnstate.edu


Heartsaver Instructor Documentation Record 

Section B  

INSTRUCTIONS:  Submit this entire form as documentation that the applicant has successfully 

completed the Instructor course.  Instructors must retain copies of all provider documents (i.e. roster forms, 

test scores, skill and evaluation forms checklists) for a minimum of three years. 

Instructor who taught this course: _____________________ Date(s) of Course:  __________________ 

Location where course was held:  _______________________________________________________ 

Requesting AHA Card for:       HS Instructor (Initial)   

 HS Instructor (Renewal) 

Skills Evaluation:         Pass          Fail   (Skills Checklist & Monitoring Form attached) 

Written HS Instructor Test Score:  _______     

Minimum Teaching Requirements: 

Note:  Instructors must teach a minimum of four provider classes in two years. 

Instructors:  Please list minimum requirement of 4 classes taught:  

If already entered online √ here:  or list date/course taught/# of students below: 

To enter classes online login http://mymrtc.org/ then click “Enter Courses” in the navigation pane on the left. 

Provider: 1) Date:  ______________  2)  _____________  3)  _____________  4)  ________________  

Course:  ______________       _____________         _____________         ________________  

 # of Students:   ______________         _____________         _____________         ________________  

MRTC2022

http://mymrtc.org/


Joining/Re-aligning with the MinnState Multi-Regional Training Center 

PER PAYMENT CARD REGULATIONS WE CAN ONLY ACCEPT CREDIT CARD TRANSACTIONS THRU OUR SECURED 
ONLINE ORDERING SYSTEM. 

The American Heart Association strongly promotes knowledge and proficiency in all AHA courses and has 
developed instructional materials for this purpose.  Use of these materials in an educational course does not 
represent course sponsorship by the AHA.  Any fees charged for such a course, except for a portion of the 
fees for materials, do not represent income to the AHA. 

I agree to adhere to American Heart Association and Minnesota State Multi-Regional Training Center 
policies, using appropriate AHA materials and issuing certification cards. 

____________________________ _______________________________   _______________________ 
Print Name                                          Signature                                               Date 

************************************************************************************* 
MRTC Office Use Only: 

Form of Payment:  Check # __________________      Name on Check__________________________________    
 Cash   
 Credit Card (Type): ________________  

Date receipt sent: ______________ Initials: __________ Date IPF to MRTC Asst.:_________________ 

Minnesota State 
Multi-Regional Training Center 

30  7th St., E., Suite 350, St. Paul, MN  55101-7804   
Office: 651-201-1795  

Email : SO-MRTCOnline@minnstate.edu 

New/Renewing Instructors:  Complete this page of Instructor Profile Packet—and pay the bi-annual 
membership dues online. Your card, informational materials and receipt will be emailed upon receiving. 
Payment of the biennial $60.00 membership dues can be made by one of three ways:

A. Credit card payment: pay on our MRTC Online site (under the blue arrow).
B. Check  (please make checks payable to MinnState-MRTC, mail to address at bottom of page).
C. Purchase Order include PO # and agency name here: #______________ ________________

*Must have Credit Application to invoice/PO -  if not a state agency.
To request an application and to send a copy of your PO, email SO-MRTCOnline@minnstate.edu

MRTC 2022

mailto:SO-MRTCOnline@minnstate.edu
mailto:SO-MRTCOnline@minnstate.edu
https://www.minnstate.edu/system/asa/workforce/mrtc/index.html
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