NYS Office of Mental Health

Exhibit 7

RFP for Electronic Medical Records System (EMR)
Training Proposal Requirements


Training Proposal Requirements

The Bid Proposal must include a detailed training plan with training objectives, content formats and delivery vehicles available, and, for formal training, length of time. Please include a list of all training-related documents which includes the type of documentation, format, and date of most recent edition, if any, and distribution method for updates. Please note if documentation is indexed or searchable. 
The Training Plan must address the following requirements:

Training and Support Materials for Staff Responsible for System Maintenance and Support:

· Targeted Roles

· First Level Help Desk (“How do I get into the system?”)

· Second Level Help (Super User)

· CIT Trainers (including Train the Trainers)

· Technical support staff (database, network, developers)

· Types of Materials

· Technical/administration documentation

· Context sensitive help

· Searchable FAQs

· Problem Resolution Guide

· Test or demonstration site Help Desk staff can use to remotely show users how to complete form or perform action

Training for Implementation with End Users

· Implementation Approach

· Describe standard training approach for introducing system to new users

· Initial training time needed to achieve competency for each role

· Describe type of training delivery and frequency available.

· In person. In addition to length of in-person training, include the ratio of lecture/demonstration to hands on practice. Include sample syllabus.

· Off site

· On site

· Remotely (webinar). Include Sample syllabus

· eLearning

· Targeted Roles

· Clinical staff (doctors, nurses, psychologists, social workers, etc.)

· Clinical support staff (such as ward clerk)

· Other Training Deliverables

· Describe Help available within the EMR application 

· Context sensitive help

· Tool tips

· Tutorials – list all within the application

· Detail Help navigation menu

· Basic computer skills assessment

· Computer literacy training for users who need to improve basic computer skills

· Quick start guide

· User Manual

· Training environment/databases for self-directed learning (an environment for users to independently go through EMR functions)

· Portable eLearning Modules in industry-standard format

· Login

· Navigation

· Functionality – list all functions available in eLearning modules

· How do I…

· List presentation methods included within eLearning modules, i.e. video, PowerPoint, screen capture with audio, etc.

· For each eLearning module, include the anticipated length of time the user will need to satisfy the objectives

· eLearning requirements

· Portable SCORM Compliant learning content (SCORM Version 1.2 or higher)

· Interactive

· Include certification tests

· Allow for retesting

· Modules most be portable to open source, custom or vendor SCORM-Compliant Learning Management System

· Describe eLearning module’s compliance or non compliance with Section 508 Accessibility requirements

· Provide version of SCORM compliance plus any other standard format such as AICC

· Training evaluations/audits to test staff understanding of system

· Implementation questions

· Can training be customized to include OMH policies? Can training be updated?

· Can user link to eLearning modules from within the application?

Post Implementation Training

· What is the training plan for introducing a new user to the implemented system?

· Retraining

· How frequently do users need retraining or refresher?

· List the elements of a recommended plan for retraining/refresher? 

Vendor Support

· Describe Vendor response process for OMH training related problems 

· Correcting errors in training materials 

· Refinements to training plan needed to address issues gaps in EMR training identified post implementation
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