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DHS TRAINING PROGRAM 

DHS TRAINING PROGRAM: POLICY & PROCEDURES 

PURPOSE 

This document outlines the policies and procedures for iLearn’s virtual classes: Six Rights of 

Safe Medication Administration; Infection Control and Fatal Four and 9-1-1.  

iLEARN - https://ilearn.oregon.gov 

Each student must create an iLearn account and have their own email address, no sharing of 

email addresses. Instructions on creating an iLearn account can be found at:

https://go.usa.gov/xpEAQ  . All communications regarding classes are submitted through email 

only. Add spd.hsu@state.or.us to your contact list to ensure proper delivery of notices. It is 

your responsibility to keep your email address up to date.  

PREREQUISITES 

Each class has required self-paced online homework that must be completed prior to registering for 

the virtual class. The self-paced homework can be accessed through iLearn. The homework has 

quizzes throughout the material and requires a minimum of 90% to successfully complete.  Once 

the homework is successfully completed you can register for any available class scheduled in 2020. 

GENERAL POLICIES 

➢ Students must participate for the entire class to be eligible to take the test. Class starts promptly.

➢ On the day of class log into iLearn 15 minutes prior to start of class. If more than 15

minutes of total class time is missed the class must be repeated.

➢ The test is open book. All answers can be found in the course slides. Tests must be completed

without assistance. During class, five codes are randomly announced. These codes must be

provided on the test. DO NOT share the codes with anyone, these are test answers.

➢ If a student receives a score of less than 85% the class will need to be repeated. If a student

receives an 85% or more, the student must correct any missed questions. The instructor

will provide direction on how to correct missed questions.

➢ Test results are sent using the email address listed in the student’s iLearn account. Log into

your iLearn account and update your profile immediately if there is a change of email address.

➢ All communication regarding the class and testing is via email – spd.hsu@state.or.us
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DAY OF CLASS 

STEP 1: Log into your iLearn account no later than 12:45 PM. Class starts promptly at 1PM. If 

you miss more than 15 minutes of class, you will not be eligible to take the test and will need 

to repeat the class.  On your home page select the “Launch” button. 

STEP 2: Another screen will appear. Enter as “Guest”. Then enter your first and last name. See 

example below in the “Name” section. Failure to list both first and last name may disqualify 

you from receiving a certificate. Then select “Enter Room”.  

To test Adobe Connect prior to the day of class go to: https://helpx.adobe.com/adobe-

connect/using/connection-test-connect-meeting.html  
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EQUIPMENT 

Microsoft Windows operating system, a monitor with a resolution above 1024x786 pixels and 

high-speed internet connection is required. Headphones or speakers are required, no. Smart  

If using a MAC (Apple product) it is the user’s responsibility to know how to disable security features 

and pop-blockers prior to the start of class. Phones, Tablets or Notebooks are not supported. 

Household Internet services typically do not have enough bandwidth to accommodate more 

than 1 – 2 people accessing iLearn Virtual classes. If you do not have high-speed Internet 

service, it may only accommodate 1 person. You cannot share a computer with multiple 

people. DHS does not have control over your internet service.  

You must have a compatible browser: 

 www.oregon.gov/DHS/BUSINESS-SERVICES/DHSTraining/Online_courses_in_iLearn_providers_12-11-

19.pdf   DO NOT use Internet Explorer (IE), there are known issues with IE. FireFox or Microsoft Edge 

are the recommended browsers for accessing iLearn.   

If you are having difficulties accessing the class, you must contact Learning Center technical 

support. Technical support may be on the phone with other students. If you get a recorded 

message leave a message that includes your name and phone number.   

IMPORTANT CONTACT INFORMATION 

Technical Assistance: 

• Before class up to 12:30 PM on the day of class send an email

to: DHS.TRAINING@dhsoha.state.or.us

• Day of class after 12:30 PM call tech support at 503‐378‐5885

• iLearn password reset: 503-945-5623

VIRTUAL CLASS TESTING PROCEDURE 

The testing tool used is Survey Monkey: 

➢ An email from spd.hsu@state.or.us is sent the day after class with the test URL.

Students have 7 business days from the date of the class to complete the test.

➢ If the URL does not work within the email copy and paste the URL into your browser. Be

careful not to copy spaces.

➢ The instructor grades tests at the end of the 7 business days.

➢ Tests results are sent from spd.hsu@state.or.us

➢ iLearn records are private records for non-state employees. Test results are released to the

student only. The student is responsible for providing copies of their training certificates.

TIP: The most common 
issues with launching the 
training, the day of class, is 
using the wrong browser 
or errors when setting up 
your iLearn profile. Follow 
the directions carefully 
when creating your profile. 
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DHS CLASS SCHEDULE - 2020 

DHS|OHA 2020 iLearn Class Schedule 
Everyone must pre-register for classes through iLearn 

Add spd.hsu@state.or.us  to your contact list to ensure proper delivery of any communications 

regarding the class. Additional information: 

• Prerequisites (required) must be completed before registering for the virtual class.

• To access prerequisites and register for virtual classes go to: https://ilearn.oregon.gov

• Verify classes are eligibility for your program at www.tinyurl.com/DHS-AFHTraining

• All classes are open to DHS Central and Local Office and AAA staff, AFH providers and

staff, In-Home staff, ALF/RCF Administrators and staff and NF Administrators and staff.

• Virtual classes with 15 or fewer individuals registered may be cancelled. If 5 or fewer

individuals log into the class the day of training, the class may be cancelled.

• Each student must be logged into their own computer. No sharing of computers.

• Must have a computer with Microsoft windows operating system, a monitor with a

resolution above 1024x786 pixels and high-speed internet connection. No microphones

are needed, headphones only.  Smart Phones, Tablets or Notebooks are supported.

MAC users may need more time to download Adobe Connect and adjust security and

pop-up blockers. Prior to the day of class go to https://helpx.adobe.com/adobe-

connect/using/connection-test-connect-meeting.html .

• Technical Assistance:

o Prior to the day of class email dhs.training@dhsoha.state.or.us

o Day of class call 503.378.5885

• No Show Policy: Due to high demand the no show policy will be strictly enforced. Failing

to cancel a registration may result in being removed from future classes.

• See Policies and Procedures for additional information.

Technical assistance is for iLearn access issues only. Once the class is full or 

registration is closed no one can be added. No exceptions.  
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Course #: C02865 Six Rights of Safe Medication Administration – 2 Credit Hours 

Effective September 1, 2013 this training meets OAR '411-050-0625' training requirement for APD Adult 

Foster Homes. This course is designed to assist the caregiver with understanding the importance of a safe 

medication administration system (process); application of the “Six Rights” and “Three Checks”; and 

caregiver responsibilities when administering medications or provide oversight of medication 

administration. This virtual class has a prerequisite self-guided homework: C02865H – 1.5 Credit Hours  

Class can be repeated once every three years. 

Classes begin promptly at 1 PM, ends 3:30 PM. The virtual class are launched through iLearn at 12:45 PM. 

MAR 3 MAR 4 MAR 17 APR 1 MAY 6 JUN 3 JUL 2 AUG 5 SEP 2 OCT 13 NOV 19 DEC 15 

Course #: C01532 Basics of Infection Control – 2 Credit Hours 

Discover tools available to you that protect yourself, your family and those you provide care from 

infectious diseases. General infection control information and Standard Precautions will be covered. 

This class has homework that will be emailed from spd.hsu@state.or.us the week before class

Class can be repeated once every two years. 

Classes begin promptly at 1 PM, ends 3:30 PM. The virtual class are launched through iLearn at 12:45 PM. 

Course #: C01237 Fatal Four and “9-1-1” – 2 Credit Hours 

Aspiration, constipation, dehydration, and seizures can lead to serious complications and are more common 

among individuals with disabilities, developmental disabilities and older adults. While not always 

preventable, if the potential risk or known risk for one (or more) of these conditions is identified, recorded 

and communicated within the care team, complications and injuries can be minimized and sometimes 

prevented.  

This class has homework that will be emailed from spd.hsu@state.or.us the week before class 

Class can be repeated once every two years. 

Classes begin promptly at 1 PM, ends 3:30 PM. The virtual class are launched through iLearn at 12:45 PM. 
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