Olympus University
Educational Program Guidelines

Introduction

Olympus University’s extensive roster of endoscopy education programs offer physicians, nurses, technicians, biomedical engineers, administrators and materials managers high quality professional education seminars. We present live CME- and contact hour-accredited courses, certificates courses for product training, and home study options. Customers may attend our programs in selected major U.S. cities as well as at national and regional nursing association meetings.


Because healthcare professionals have ongoing educational needs, Olympus University continually updates its curriculum and educational course materials. Current topics include infection control, reducing cross contamination and minimizing other adverse events related to the reprocessing of flexible endoscopes. Each course is assessed via attendee evaluation forms. In addition, annual reports are prepared summarizing the number of attendees, contact hours awarded and the professional credentials of all instructors. 


Olympus University maintains relationships with several nursing organizations, including the New York State Nurses Association, the Iowa Board of Nursing and the California Board of Registered Nursing. These organizations review our curriculum and speaker credentials to confer provider approval for our continuing education programs. 
This guidebook provides an overview of standards for educational programs presented under the Olympus University wordmark (name) and logo and should be used as a reference tool for the development and presentation of our professional educational programs. These guidelines are based on medical device industry standards for interactions with healthcare providers, as well as nursing organization-recommended educational guidelines. 
Instructors representing Olympus University are required to adhere to these guidelines when preparing and delivering their presentations. Despite a close relationship with the Olympus America marketing division, all Olympus University educational programs, especially those conferring continuing education credits, must meet new medical device industry standards.

Olympus University’s educational programming reflects the core values of Olympus America – Knowledge> Vision> Solutions. Our commitment to outstanding professional education reinforces the excellence that our healthcare consumers have come to expect from our products.

Thank you for your vital role in assisting Olympus University to provide the highest quality professional education programs. 

Sincerely,

Gail Dubowe
Manager, Professional Education
Olympus University
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I How to Use This Manual
All educational programs developed and presented under the Olympus University curriculum must comply with the guidelines presented in this manual. In addition, educational programs must be approved by the Professional Education department prior to their development and presentation. Also, any Service Agreements associated with consulting agreements for Olympus University programs must be reviewed by the Professional Education department before the consultant begins work.

The Professional Education Department is available to answer your questions and provide project assistance. To expedite the development and implementation of your educational program, consult with the department for suggestions and recommendations.

These guidelines reflect the policies, practices, and procedures of Olympus University, and are subject to change. This manual is not legal advice and does not replace the advice of counsel.

For additional information pertaining to Olympus University, please contact the Professional Education Department.

Olympus University
Professional Education
123 Main Street
Building A, 2nd Floor
Bethlehem, PA

Phone: 800-645-8100, ext 5370
Fax: 631-844-5370
Email:gail.dubowe@olympus.com


II Professional Education Curriculum Development

Olympus University engages physicians, nurses, and other healthcare professionals as consultants to develop content and references for new Olympus University professional education programs. Reasonable compensation is offered for these services as well as reimbursement for reasonable travel, hotel and meal expenses. Token consulting, cursory review assignments, or nondescript advisory arrangements are not considered. 
Guidelines for consultants are as follows:

1. All consultants responsible for the developing or delivering new or existing program content must sign an Olympus America Services Contract. This contract is available from Gail Dubowe, Manager Professional Education.

2. The terms of the contract are based on the amount of time required to develop the educational program content. Those participating on the Olympus University Speakers Bureau will be offered a one-year contract term.

3. The Olympus America contract must specify the guidelines and content of the consulting project as well as the anticipated program content (i.e., PowerPoint slides, speaker notes, audience handouts, reference materials, etc.)

4. A defined need for the consulting services must be clearly outlined before requesting the consulting service and entering into the contract review process.


5. The criteria for consultant selection must directly relate to the medical expertise required for the program’s content development. 

6. The number of healthcare professionals for each consulting project should be reasonable and based on the project’s scope and content.

7. Olympus University will review and retain the records, project plans, and Speakers Bureau assignments for all educational programs.

8. Expenses for non-faculty and non-consultant attendees [[Gail, does this mean spouses?]] are not covered and Olympus University-sponsored educational programs including attendees who participate in interactive sessions. [[Gail, not sure what this means.]]


III. Educational Program Outlines

Educational program outlines are essential to the development of effective presentations. A preparation outline is a detailed chart used to plan an educational program and should include all of the major elements of the presentation. A planning outline helps the instructor to:
· Review the scope and content of the program at a glance

· Assess and evaluate each learning objective 
· Create a coherent structure for the educational program

Here are some standards for the development of planning outlines: 
1. Include the speaker’s purpose statement. This statement should be written before the text of the outline itself. This purpose statement helps to assess how well the presentation accomplishes the speaker’s goal.

2. Describe the speaker’s central idea. The central idea can follow the purpose statement as an independent element of the outline. It can also be identified in the body of the outline.

3. Identify the introduction, body, and conclusion of the presentation. This helps ensure that each component of the presentation meets its objectives.

4. Use a consistent pattern of symbolization and indentation to provide a clear visual framework and show how ideas within the presentation outline relate. Main points are usually identified by Roman numerals and are indented equally. Subpoints are typically identified by capital letters and are indented equally.
5. State main points and subpoints within the outline in full sentences. Using full sentences helps to ensure that the instructor has defined each point fully.

6. Label all transitions in the presentation. Transitions help the listener understand how all program content is related. Without transitions, the presentation may appear to consist of nothing more than random thoughts and ideas.
7. Include a bibliography. Documenting your sources is essential; especially when your audience questions the accuracy or reliability of the information.
8. Upon completion of the outline, develop a title for the program. The title should be brief, attract the attention of the audience, and contain the main objective of the presentation.
Sample Educational Program Outline

( a completed example of an outline is required)

[[Gail, perhaps this outline should mirror the eight components described above?]]

Purpose Statement 
Central Idea

The Description of the Educational Program:

Target Audience:

Type of Educational Activities Provided: i.e., lecture, demonstration, etc.

Expected Results of the Program:

Title:

Program Length or the Nursing Contact Hours, if applicable.
For example, 50 minutes and 1.0 nursing contact hours; 60 minutes; 1.2 nursing contact hours

Learning Objectives: For a 50- to 60-minute presentation, limit the number of learning objectives to two to three.

Introduction:

Content:

  Main Point - A.
Transition

  Main Point – B.
Transition

  Main Point – C.
Transition

Conclusion:

Bibliography:

Participant Feedback Evaluation Tool [[does each instructor develop their own or is there a standard form?]]




IV Guidelines for Educational Program Content and Presentation Material


All program material, including presentations, handouts, training guides and course material must be deemed objective and free of company bias.

All clinical, scientific or technical references included in the PowerPoint presentation should be noted on the slide containing the citation. Statistics and data from journal articles and other publications must be identified.

Accreditation Statement

All promotional materials and notices for Olympus University programs awarding nursing contact hours must include the following accreditation statement:

This education activity is presented by Olympus America Inc., which has been approved as a provider of continuing education by the New York State Nurses Association's Council on Continuing Education, which is accredited by the American Nurses' Credentialing Center's Commission on Accreditation as an approver of continuing education in nursing. 
It has been assigned approval code #5SYJEP-PRV-04. Olympus America Inc. has been approved as a provider by the Iowa Board of Nursing-Provider #297. Olympus America Inc. has been approved by the California BRN-Provider #CEP10419. XX contact hours will be awarded upon completion of this course.
Copyrighted Materials

All copyrighted materials used in the presentation must be approved by the source or author of the material. Also, observe copyright laws when downloading materials from the Internet. Copyright laws stipulate that those using the original work of another person must obtain permission and often, must pay a usage fee.

However, the “fair use” provision of copyright laws permits educators to use portions of copyrighted electronic materials for educational purposes, including copyrighted materials for a multimedia presentation created for a specific class. Under these provisions, instructors may use: 
· Up to three minutes or 10 percent, whichever is less, of a copyrighted film, video, or other motion media work without obtaining permission.
· Up to 10 percent but no more than 30 seconds of music and lyric from an individual musical work without obtaining permission.
· An entire photograph or illustration without obtaining permission, but no more than 15 images or 10 percent, whichever is less, of a collection of works.

Instructors must credit their sources and display the copyright symbol [[©   ® or ™  ]] when using copyrighted materials in a PowerPoint presentation.
V Incorporating Visual Aids 

Visual aids facilitate learning by: 
· Strengthening the clarity of the message

· Making information more interesting

· Helping listeners to retain the message

· Supporting the instructor’s credibility


A. PowerPoint Slides

1. Guidelines for PowerPoint Slide-length

Overuse of PowerPoint slides is one of the most common errors made by presenters. Do not prepare a slide for every word of the educational program. Also, avoid reading each PowerPoint slide to the audience. As a general guideline, each PowerPoint slide should represent two to three minutes of a speaking point, for example:

 
30 minute presentation – 8 to 10 slides
60 minute presentation – 20 to 25 slides
90 minute presentation - 30 to 35 slides

2. Tips for Using PowerPoint Effectively

When creating PowerPoint slide presentations, use the following guidelines:


a. Keep slides concise.
Slides should be used to enhance educational content, not display fancy graphics or computer wizardry. Each slide should be clear, straightforward and uncluttered containing just enough information to enhance the speaker’s point.

b. Make sure that the entire audience can see each slide.
A slide is useless if the audience cannot read the information. Take the time to check the presentation by viewing it from a distance equal to the back of your classroom. Stating prior to slide “I know you won’t be able to read this since it has so much information,” is not acceptable. 
c. Use an appropriate font size and style.
General guidelines for PowerPoint font size are: 
· 36-point for titles, 
· 24-point for subtitles, and 
· 18-point for other text. 
Also, use font styles that are easy to read. Basic fonts (Helvetica, Arial, Times New Roman) are recommended. Decorative font styles (gothic italic, etc.) are distracting and difficult to read. Also, use no more than two fonts in a single PowerPoint slide: One for the title or major heading, another for subtitles or text.  Standard procedure is to use a block typeface (such as Helvetica) for the title and a rounder typeface (such as Times New Roman) for subtitles and text.
[[include example]]


d. Use color appropriately and consistently
Use a limited number of colors [[two, three?]] in a consistent way throughout your slide presentation. Colors should be contrasting, (i.e., black/yellow or black/red) to aid visibility. [[Gail, do we want to say use a light background color with two darker, contrasting colors for text?]]
e. Each PowerPoint slide must include Olympus University’s logo and copyright footer information in a standard format. (See standard Olympus University PowerPoint title page, subtitle page, and content page) 

[[Insert sample PP slides]]

        3. Delivering PowerPoint Presentations

Here are some guidelines for the making the most effective use of PowerPoint:

a. Position the screen so that the entire audience can see the slides.

b. Explain each PowerPoint slide clearly and concisely.
Avoid rushing through your slides too quickly. Conversely, do not read each slide to the audience. Instead, describe the main points of the slide and explain the meaning to the audience.

c. Avoid distributing the presentation to your audience in advance.
Handouts usually distract learners. If you’d like your audience to have reference information, distribute it after the presentation.

d. Display the PowerPoint slide only when discussing its contents.
Remove the slide when it is not in use. Your slide will distract the audience if the discussion does not pertain to the projected image.

e. Deliver the educational program to the audience, not to the PowerPoint presentation.
It is easy to break eye contact with the audience when presenting PowerPoint slides. To be most effective, glance periodically at your slides, while maintaining eye contact with your audience. 

Olympus University Educational Programs Review and Approval Process

   All educational programs presented by Olympus University curriculum must be reviewed and approved by the appropriate personnel prior to presentation and distribution of the materials. 
The following materials must be submitted to the Professional Education Department for each new program:


· Educational program outline

· PowerPoint presentation and speaker notes
· Handouts

· Attendee evaluation form

Professional education staff will expedite the program review process by circulating the materials to the appropriate clinical, regulatory, and legal personnel.



VII Requirements for Program Presentations

Monitoring the number and responses of educational program attendees helps us to identify areas for new program development. Olympus University offers two primary kinds of seminars: Certificate programs and Nursing Contact Hour programs. 

Certificate Programs include:
· Reprocessing

· Care and Maintenance

· Biomedical Engineering


Nursing Contact Hour Programs include:

· EndoExcellence: GI and OR Strategies

· EUS 

· EMR

· Clips and Loops

· Hemostasis


Both categories of programs require Attendance Rosters for all presentations as well as completed Attendee Evaluation forms. Please send these materials to the Professional Education Department immediately after your presentation. Attendees at these presentations will then receive the appropriate Olympus University Certificate.

[[Insert sample of two types of certificates.]]

[[Gail, do you want to include samples of these documents here, or in an Appendix?]]      
- Attendance Roster
- Attendee Evaluation 
- Certificate of Completion
- Contact Hour Certificate

VIII General Instructor Guidelines

Here are guidelines for developing effective and interesting educational presentations:

1. Use the suggested number of PowerPoint slides. (See Guidelines for PowerPoint Slides, page X) Your audience will be distracted by an excessive number of slides or slides that are presented too quickly.

 
2. Do not overestimate what your audience knows. In most instances, your audience will know little about your topic.

3. Explain ideas clearly and thoroughly. Consider whether your presentation can be understood by someone hearing about your topic for the first time.

4. Keep in mind the journalist’s code:
“Never overestimate the knowledge of your audience; never underestimate the intelligence of your audience.”
5. Relate the subject directly to your audience. Use examples that correspond to your listener’s daily tasks and responsibilities.

6. Avoid using highly technical or clinical subject matter, jargon or language. 

7. Avoid using abstract terms. Instead, use descriptions and examples; compare and contrast.


The Department of Professional Education at Olympus University is eager to collaborate with you to provide outstanding professional education programs. If you have any questions about the information in this guidebook, or would like to discuss any aspect of your program, please do not hesitate to contact:
Gail Dubowe

Manager, Professional Education
Olympus University

800-645-8100, ext 5370

Gail.dubowe@olympus.com

[[Maybe put all forms, samples and certificates into an Appendix?]] 




