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A7.1, New Course

The Medical Education Simulation Center strives to provide exemplary customer service and support
new courses for its clients and stakeholders. This new course development procedure is designed to
provide the clients and stakeholders all the necessary information that is required to develop a new
course for implementation at the Medical Education Simulation Center.

Customer/client fills
out a new course
request

!

Simulation staff has 7
J working days to look over

equest is vetted
with Simulation
Center staff

request

Course Number ( Course Not

Assigned by Staff Sl Approved
1 Month

A\ 4 A\ 4

Submit Scenarios Customer provides

( more information —

Minimum 2 weeks and resubmits

(10 working days)
between scenario L

submission and
pilot

A\ 4

Schedule Pilot

v

Schedule Course
Dates

v

Session




A7.2, Scheduling Sessions

Scheduling of sessions is initiated by the web form located at www.medsim.uci.edu. In rare instances
will session requests be taken in person or over the phone.
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A7.3, New Scenario (Existing Course)

Customer/client fills submits a
new scenario with/without media

Media?

Yes No

Greater than 5
working days out
from session?

Simulation staff

cannot guarantee

that the media will
be available

Programming?

Yes No
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A7.4 HeartCode © Signup

Customer/client fills
out a new request
on the Medsim
website, and pay

required fee
| 1 Simulation Staff will
verify payment

request

Was payment
received

Simulation staff has 3
working days to look over

Student information

is loaded/updated in
the system

Simulation Center
will try and make
contact with the
requestor

v

-

Student is assigned
an assigned

The simulation
Center will cease
trying to make
contact after 3
unsuccessful
attempts

v

The student is sent
and email with
directions and log

on information

Once the student accesses
the course, the license is
used, there will be no refund



A7.5, Scheduling HeartCode Skills, Part 2 & 3 (BLS and ACLS)

I

Once the student
completes part 1, the
student will call the
Program Office at 949-
824-8835

The simulation staff
will schedule part 2 & 3

The student arrives to
complete skills
assessment

The student will
receive the AHA card in
the mail in
approximately 2-3
weeks

Per AHA Program
Administration Manual, the
center has 20 business days
post-finishing the course to
get the card to the individual.

No card will be given the day
of class



A7.9, Curriculum Development Process
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A7.13, Purchasing of Equipment and Supplies

i)

Research the piece of
equipment or supply
item you wish to attain

Need to get 2 additional
Request a quote quotes for similar/
comparable items

Complete a sole source
justification and any
other justification if

required

Submit to Medical When submitting, annotate
Education for Approval which budget expense item
that the purchase will be
coming out of.




A7.14 Financial Requests

i)

Research the piece of
equipment or supply
item you wish to attain

Need to get 2 additional
Request a quote quotes for similar/
comparable items

Complete a sole source
justification and any
other justification if

required

Submit to Medical When submitting, annotate
Education for Approval which budget expense item
that the purchase will be
coming out of.




A7.16 A/V Failure Contact Procedure

What is it affecting?
Is it only affecting Sim
Center?

Is the A/V Failure A
B-Line Component?

Yes

Contact DNG
See A7.17

Contact B-Line
Medical
See A7.16

.

.

Describe the
situation

Describe the
situation

-

.

Adjust the Course or
session Accordingly

Adjust the Course or
session Accordingly

v

.

Notify the Director of Operations

What is it affecting?
Is it only affecting Sim
Center?



A7.19 Media Relations and Information Request

Request from
Individual or entity

s the Request in
Writing?

Yes

Request the request
for information in
writing

Direct the requestor

to the the Medical

Director/Director of
Operations

.

The directors will
notify the Chief
Administrative

Officer

I,

Campus Resources
Dean’s Office Resources
UCI Strategic Communications



A7.20 Covered Expenses - Submitting Travel Information after Trip

Gather all Receipts and
materials

Scan all documents/
receipts

Any Additional data
or explanation

s

Turn in to MedEd

processing

;

FA - Enter travel
voucher in KFS

.

Await confirmation
that the voucher
was submitted

Financial Analyst for [ €——




