
Hello Nurse Educators,
On the Friday before class starts, NMHCA/NMCAL’s Nurse Educator, Pat Whitacre, RN, will conduct a mandatory webinar for all nurse educators with students enrolled in the class, so please watch for the Zoom meeting invitation. This meeting is just ensure you understand all of the requirements to help your candidates be successful in the class. 
In order for the CMA candidate to be successful, full facility support is necessary. This includes
· providing a quiet space for the candidate in the facility. Students MUST be in the facility or setting where staff can proctor quizzes and exams. Students will not be allowed to take the class from home. 
· providing a computer with reliable internet access, a working microphone, and working camera for EACH student enrolled in the class. Sharing devices is not allowed.
· You must also provide a proctor each morning except for the first day. 
· Time for the candidate to study outside of class. We strongly discourage any student attempting to work shifts while taking the CMA class. Students are less likely to be successful if they cannot devote significant time to study the material.
There will be quizzes and exams every morning starting on the first Wednesday of the class, and someone should be designated and available to hand the quiz/test out to the individual when the NMHCA/NMCAL nurse educator calls for it and stay in the room until it is completed. The students and nurse educator will go over the quizzes/tests together and grade them, and then the proctor must email it to pwhitacre@nmhca.or or fax it to 505-880-1157, and then immediately place the original in the large yellow envelope provided. 
On the last Friday of the class, the final exam will not be graded by the students but should be sent to the NMHCA/NMCAL nurse educator immediately upon completion, and then placed in the envelop with the rest of the tests and returned to NMHCA/NMCAL. The student will not receive their certificates of completion until all of the tests and quizzes are received in the NMHCA/NMCAL office. We do suggest using a trackable mail service. 
Below, you will find a day-by-day schedule for the CMA I virtual class. The schedule may change slightly depending on whether the class is having a problem with the material for the day i.e., military time, math testing, etc.  You will also note the schedule shows that quizzes and tests are scheduled for 8:30 am every morning with 2 exceptions (listed just below). 
The exceptions are the second Tuesday, as the students need extra time for the Abbreviations FINAL which can take them up to an hour longer, and the last Friday  because the final exam will be given at 9:00 a.m. The students are given an hour to study before the final exam, and again, the proctor will need to be in the room the entire time. 
CMA Class Schedule
Day 1 – First Tuesday
There will be no exams on this 1st day. I will have the students fill out a “20 things I learned” sheet that is in their notebooks on the left side. I will need this document emailed or faxed to me by the end of the day, please. 
Day 2, First Wednesday
8:00 a.m. class starts
*8:30 a.m. Abbreviation Quiz 1, and Quiz 2 Day 2 We will grade the tests together and keep tests to send all at once by mail to NMHCA.  We will also do a military time quiz sometime in the afternoon, can’t say when the test will occur, depending on the material taught earlier in the day. Please have someone who can proctor when needed. Students can alert the NE when proctoring will commence.
Day 3, First Thursday
8:00 a.m. class starts
*8:30 a.m. Abbreviation Quiz 2 and Quiz 1 Day 3, again we will grade tests together. Today we will begin math training and will complete a worksheet in the student notebook. We will continue to work on problems for the rest of the afternoon. Some students will be able to finish the math testing today, others will take the math final on April 9, 2021.
Day 4, First Fridan
8:00 a.m. class starts
*8:30 a.m. Abbreviation Quiz 3 and Quiz 1 Day 4, again we will grade tests together. Some students will have another opportunity to take the math final in the afternoon, they will need to let the proctor know. 
Day 5, Second Tuesday
Extra testing time needed
8: 00 a.m. class starts
8:30 a.m. Abbreviation Final exam and Quiz 2 Day 5. Remember that students will have to have a longer amount of time to do both tests and we will be grading our exam and quiz together as well. 
Day 6, Second Wednesday
8:00 a.m. class starts  
8:30 a.m. No more Abbreviation tests, complete Quiz 2 Day 6, we will grade the quiz together.
Day 7, Second Thursday
8:00 a.m. class starts
8:30 a.m. Complete Quiz 2 Day 7, we will grade the quiz together
Day 8, Second Friday
Extra testing time needed
8:00 a.m. class starts
9:00 a.m. FINAL EXAM from the separate envelope. I will look virtually to ensure the envelopes have not been opened prior to the exam. Do not open the exam until I tell you to open it and give it to the student. They can begin when they get the exam. Usually takes from 1- 1 ½ hours to complete depending on the student. Immediately upon finishing, email or fax the final to me. I will grade the exam, not the students.
After grading the exam, I will call each student on their cell phones and discuss their final, their final score in the class, etc. with them 0individually. Certificates will be mailed to them the following week. I will show them an example of the certificates. Certificates for the curriculum will be signed by the NMHCA/NMCAL nurse educator and program administrator, and the certificates for the clinical hours will be signed by the NE or preceptor who documents 40 hours of clinical training (see NE training folder-blue).
Several things to remember:
1. Students cannot have their cell phones with them during class hours. They can go get them during breaks or lunch from the NE but they may not have them at any time during class EXCEPT, after they take the final, please allow them to have their phones as I need to call them and they can have their phones the rest of the day if okay with NEs. 

2. The nurse educator will be contacting facility NEs if students aren’t doing well in the class. 95% of the time is that they are not studying nightly and on the weekend for the exams. I STRONGLY encourage that these students do not work the weekend of April 6-16th as they have a very large amount of information to study for the tests/quizzes and if they don’t know the first week’s medications very well, there will be very limited opportunity to catch up the next week.  

3. After all quizzes are taken and graded by students (except the final), you must fax or email me a copy and you must keep all the originals which will then be mailed to NMHCA after the last day of class.

4. All quizzes/tests are in an individual envelope for each student except for the final which is in its own envelope for each student. DO NOT OPEN the final until the day of (if the FINAL EXAM envelope is opened beforehand, the student will NOT be able to take the exam) and I will have you open the envelope as I watch on the ZOOM. 
 
5. Students have downtime during each day to organize their information, finish their index cards, and study. There is a very large amount of material for them to study every single night and they need time during the day to start studying. Please call me on my cell at 505-301-3085 if you need my assistance or email me at pwhitacre@nmhca.org

6. I know there are added responsibilities put upon the NE and we have tried as much as possible to keep additional work to a minimum for everyone. Daily proctors will be mandatory so please start planning who will be available to proctor, doesn’t have to be the NE.

7. LASTLY, remember all quizzes and tests are to be faxed or emailed to me the day of and the final needs to be sent after completion. ***** KEEP ALL ORIGINALS AND SEND THEM AFTER LAST DAY OF CLASS BY MAIL TO NMHCA. LARGE YELLOW ENVELOPES WERE PROVIDED IN THE STUDENT BOXES YOU RECEIVED. IT IS SUGGESTED THAT ORIGINALS BE SENT BY MAIL THAT IS ABLE TO BE TRACKED AS STUDENT WILL NOT GET CERTIFICATE UNTIL THE ORIGINALS ARE RECEIVED. 


My signature certifies that I, ________________________, understand the commitment required to enroll a student in the virtual CMA class:
____ Mandatory Nurse Educator Zoom call the Friday prior to class
____ Quiet space in the facility for the Candidate to take the class
____ Computer with a working internet, microphone, and camera. 
____ A proctor to pass out the quizzes and exams
____ Quizzes and Exams MUST be returned NMHCA before any certificates will be issued.
____ Time for the student to study outside of class
____ Start time is 8:00 am and students should be logged on AND ready with all handouts/materials no      later than 8:00 am EACH day. Students and DoNs/NEs are sent access links the week before class starts and a reminder will be sent the day before or about ½ hour prior to the start of class.

______________________________________                       __________________________
Nurse Educator/DoN                                                                         Date  

