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	Term
	Definition

	ATHNA
	American Travel Health Nurses Association

	SOP
	Standard Operating Procedures 

	AANP
	The American Association of Nurse Practitioners

	WordPress
	“Provides a web-based user interface for designing, publishing, and updating websites”1


	Content Management System (CMS)
	“A software tool that allows users to create, edit, and publish online content”2


	WordPress Theme
	“Collection of files that work together to produce a graphical interface with an underlying unifying design for a weblog. These files are called template files. A Theme modifies the way the site is displayed, without modifying the underlying software”3


	Web Hosting
	“The activity or business of providing storage space and access for websites”4


	Domain Name
	“The part of a network address that identifies it as belonging to a particular domain”5


	WordPress Plugin
	“A piece of software containing a group of functions that can be added to a WordPress website. They can extend functionality or add new features to your WordPress website”6


	Learning Management System (LMS)
	“Software that provides a framework through which learning content is delivered and managed”7



[bookmark: _Toc457378737]Communication System
[bookmark: _Toc455994243][bookmark: _Toc457378738]Responsibilities 
· Webpage Director 
· Direct liaison from Shoreland Travax (host of ATHNA.org)
· Responsibilities:
· Overall webpage design
· Overall webpage maintenance    

· Learning Management System Coordinator 
· Member of ATHNA’s Board
·  Responsibilities:
· Maintenance of learning management system
· Liaison between Webpage Director and ATHNA’s Board  

· Board 
· Comprised of ATHNA’s Board of Executives (President, President-elect, Secretary, and Treasurer) and Board of Directors (comprised of each standing committee chair)
· Responsibilities: 
· Approval of CE course content
· Accreditation of learning modules by AANP for CE units 
· Standing Committees
· There are currently three standing committees: Communications, Scopes and Standards, Professional Resources and Organizational Development Committee
· Responsibilities:
· Only active members of the aforementioned committees in good standing with the organization are eligible to submit courses for approval by the director board of directors
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To further the educational objectives of the American Travel Health Nurses Association, the goal is to provide ATHNA’s board of directors with a Standard Operating Procedure (SOP) manual on how to uniformly create an active learning and web-based training modules on issues related to travel health and how to make those training modules easily accessible to all of ATHNA members in both the United States and Canada. 

[bookmark: _Toc455994247][bookmark: _Toc457378741]Justification
[bookmark: _GoBack][bookmark: _Toc455994248]As a specialty travel health nursing continues to grow and evolve in the scope of its practice. For example, in 2006, nurses in the United States were the sole travel health provider in 22% of all related patient encounters and participated in 58% of all pre-travel patient consultations.8 The American Travel Health Nurses Association (ATHNA) was established in 2004 to “promote excellence in travel health nursing practice, education, and research in North America.”9 The implementation of an online system, such as the Sensei Learning Management System plugin, will ATHNA to provide certified continuing education hours for all members, regardless of location or availability. Specifically, this plugin will provide ATHNA administrators with the ability to create, post, and distribute training modules on relevant issues to its members. This document will aid in the transition to this new learning system by providing a diagram of procedural workflow, outline the responsibilities of ATHNA administrators and provide instructions on Sensei maintenance and use.
[bookmark: _Toc457378742]Procedure
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Chart 1: Workflow for ATHNA’s Board
Overview of Learning Management System 08
Fall


Sensei is a WordPress learning management plugin. As stated by WooThemes, the creator and developer of the plugin:
Teaching coursework has never been easier, all within WordPress. With the Sensei plugin you can create courses, write lessons, and add quizzes. Set lesson and course pre-requisites, allow user registration and even charge for your course content using WooCommerce if you want.10
For an overview of Sensei and its LMS capabilities, please view video at:
https://woocommerce.com/products/sensei/ 

To view example of courses created on Sensei, please visit: https://woocommerce.com/products/sensei/
Click on the “LIVE DEMO” link 

Section 3.3 of this document will provide a through overview of content structure, course formation, lesson design, and post-course quiz creation. 
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· “Course: Collection of lessons. Users register for a course to access that course’s lessons.”11
· “Module: Used only to organize lessons within a course, similar to a category. It doesn’t contain any content, other than an optional description.” 11



[image: ]Figure 1: Content Hierarchy in Sensei Citation: WooThemes Documentation. (2016). Plugin: Sensei from https://docs.woothemes.com/documentation/plugins/sensei/
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Adding a Course
Categorizing Your Course                 
Setting a Course Prerequisite 
Adding a Course Image 
Adding a Course Video
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Adding Lesson Content
[bookmark: _Toc455994261]Adding Lesson Information
[bookmark: _Toc455994262]							Assigning a Lesson to a Course
[bookmark: _Toc455994263]							Setting a Lesson Prerequisite
							Enabling Lesson Preview

0. [bookmark: _Toc457378749]Information on Quiz Creation

[bookmark: _Toc455994264][bookmark: _Toc455994265] Adding a Quiz to your Lesson
[bookmark: _Toc455994266]Adding Questions to a Quiz
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[bookmark: _Toc455994269]Removing Questions from a Quiz
Quiz Settings
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Figure 2: Sensei Quiz Settings Flowchart Citation: WooCommerace. (2016). Sensei from https://woocommerce.com/products/sensei/
[bookmark: _Toc457378751]For more instruction on Sensei functionality
 “WooCommerce Docs: Documentation, Reference Materials, and Tutorials for Sensei 

Conclusion 
After reviewing this manual, one should be comfortable with the language and terms associated with the LMS. Additionally, one should be able to recognize his/her responsibilities in creation and maintenance of the Sensei LMS. The forms to apply to the Board for course approval are located in the appendix, along with the AANC application to apply for certified continuing education. Additionally, each step necessary to generate a course, create a post-assessment quiz, and publish on the webpage are also included. By using Sensei, ATHNA can now publish and distribute courses to their members! 
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Applicant Form
Name                                                	 	Date

Professional License 				ATHNA Member Since
Certifications (not required)	

Years Practicing Travel Medicine

I. Proposed CE Topic	
II. Course Objectives 
1.


2.


3.



III. CE Program Contact Hour(s) (CH) 
*A CH is equal to 50 minutes of attendance and participation in a program 

IV. Does the CE program content contribute to professional growth and 
development?  

Yes 		 	No 		



Please provide an example below:
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. Does the CE program describe leamer objectives that are specific, attainable,
measurable, and describe expected outcomes? Yes INo[]

. Does the CE program content contribute to your professional growth and
development? Yes [INo[]
Examples of what CE content may include:
a. research findings in nursing science, nursing practice, or nursing
education;
. health care delivery management;
. social, economic, political, legal aspects of health care;
. patient teaching and consumer health education; and
. topics which improve competency.

oaoo

. Does the CE program provide sufficient time to meet ts stated objectives?
Yes[INo[J
. Does the CE program provide an opportunity to evaluate faculty, learning
experiences, instructional methods, facilities and educational resources used
for the program? Yes[INo[]
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AANP Activity Planning Form

Nte: Alldctls st beprovidd i alegble o, Hardcopy aplcatons e 2 complete copies nduding o spperting decumentaton.
A submitting Sponsor/Provider:
AANP NP Org. Member?  OYes ONo NPO Number:

Notfor-Profit(s01c)? OYes ONo  Letterof Non-protstatusinciuded withappication O Yes ONo
(Not appicabe to ARNP NPO members)

8. Activiy Tie:
c. Activiy Type: D. Location (City/State or web addres:
E. Inital Activity Date_ F. Target Audience:

G. Need Determined By: O Surveys O Prior Program Evaluations I Literature Review DI New/Evolving Technology
O Professional Organization Recommendations D1 Other

H. Indicate any other accredtation for this actvty by any of the folowing: [ ACCME 01 AAFP O State Board of
Nursing/ANCC

1. Activity Primary Contact Person: Tite:

Address: City/State: Zip:

Phone: Fax:

3. Number contact hours requested for review _Total*/
Number of contact hours one person can earn  Total*/+:

* Specify how enduring material credit determined (e.g., Mergener formula, pilt tes
+ Indicate here if more detalled credt breakdown s requested: O By-Session  DlBy-Day O Both

K. Fees Submitted: Payment must accompany application. (See page 2 in the Accreditation Application for the fee schedule)

Review Fee: s Deenduring O Live
Approval Fee: s Based on total contact hours reviewed.

Per Presentation Fee B # times presented (if3 or more]

Expedite Fee: s See fee schede for responsein 24 weeks- lectronic submissions ony.
Hard Copy Handiing Fee: | $ (650/525 * includes faxed copy)

Total. B

L. This program is supported in whole or in part by a grant from:
Listany grants or external speaker funding which may be pending at time of application submission. (Use separate.
sheet if needed)..

M. lattest that | have reviewed the current AANP Accreditation Policy (v2015.8 ) within the last 12 months.
Initial He (Your iniias attest that you have read and will abide by the AANP Accreditation Policy)

List on AANP CE Website Calendar: Oves ONo. (schedule and/or online information provided in applicatior)
Website/URL:

I contact different from above: Email: Phone: Fax:
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Create course on ensei,

« NOTE the appiication for course content (See Appendix &) must have been
‘approved by ATHNA Board of Directors

Save course for further review, but do not publish!

Submit course and AANP Activiy Planning Form (See Appendix 8) o board of dirctors for

approval

P e make recommended
ing application to AANP for CE edits and resubmit course:

and accompanying form

Key
I LS Coordinator steps
I ATHNA boardsteps

LS coordinator will then be respon contacting Communication
Committee Director who will work with the communication committee to

ensure members are aware of new learning module available on the ATHNA

webpa:
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