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BOC APPROVED PROVIDER OPERATIONS MANUAL TEMPLATE 

For Organizations Approved to Provide Continuing Education for Athletic Trainers  







Issued by: 
Board of Certification, Inc. (BOC)





Purpose
This template provides templated standardized language to support BOC Approved Providers in creating or updating an Operations Manual that reflects internal practices and aligns with 
BOC Approved Provider Standards.   














Instructions for BOC Approved Providers 


The template that follows contains standardized language to support BOC Approved Providers in creating or updating an internal Operations Manual for the administration of continuing education (CE). 

BOC Approved Providers should review and customize this template as follows: 

· Copy, adapt or modify the content to reflect your organization’s internal policies, procedures and operational practices 

· Rebrand template for your organization.

· Replace all bracketed and bolded text e.g. [BOC Approved Provider Name] with your organization’s official information

· Ensure all adaptations remain consistent with the BOC Approved Provider Standards (2026) 

· In the sections where a policy choice is required, bolded and bracketed e.g. [Option A], [Option B], select the option that applies to your organization and delete the other

· Use the linked sample resources as needed to support implementation.

Your completed Operations Manual should be maintained and used as an internal document and made available to the BOC upon request. 









Your Organization’s Logo
Name
and/or Contact Information












[BOC Approved Provider Name] Operations Manual 
For Organizations Providing Continuing Education to Athletic Trainers 




















BOC Approved Provider Number [Insert your BOC AP Number] 
Effective Date [MM/DD/YYYY] 
Last Reviewed [MM/DD/YYYY] 
Version History [Version 1.0] 
Continuing Education Administrator(s) [Names, Titles, Contact information] 


[BOC Approved Provider Name] Operations Manual Overview 
This Operations Manual documents the policies used by [BOC Approved Provider Name] to plan, deliver and administer continuing education (CE) activities for Athletic Trainers. It is intended to support consistent operations, compliance with applicable requirements, and alignment with the BOC Approved Provider Standards. 

Scope
This manual applies to all continuing education activities offered by [BOC Approved Provider Name], including the planning, development, delivery, evaluation, credit issuance and recordkeeping. 

Maintenance and Review 
This Operations Manual is reviewed periodically, at least annually, and updated as needed to reflect changes in organizational practice or BOC requirements. 

Non-Discrimination Policy
No individual should be denied participation in CE programs offered by BOC Approved Providers based on protected classes or any other basis protected by applicable federal, state or local law, ordinance or regulation.

The statement below is provided for inclusion in education program materials, including, but not limited to mailings, brochures and websites:

[BOC Approved Provider Name] does not discriminate based on any protected classes or any other basis prohibited by applicable federal, state or local laws, ordinances or regulations. [BOC Approved Provider Name]is committed to accessibility and non-discrimination in all aspects of its continuing education activities. Participants with special needs are encouraged to contact program organizers so that all reasonable efforts to accommodate them can be made.


Copyright Policy
[BOC Approved Provider Name] complies with United States copyright laws and requires all educational materials to respect intellectual property rights. 

To comply with copyright law and prevent unauthorized use or plagiarism, the following practices apply:  

· All program materials (print and digital) must display appropriate copyright attribution. 
· Evidence of permission to use protected materials must be obtained (e.g., faculty release forms, licensing agreements). A sample Content Creator Copyright Agreement form to support implementation of this policy is available on the BOC website.
· Trademarked drugs, products or proprietary techniques may be referenced when educationally necessary, provided the information is factual, balanced and non-promotional. When possible, using generic names is the best practice.  

Independence and Integrity Policy 
This policy describes how [BOC Approved Provider Name] identifies, reviews, mitigates, discloses and documents conflicts of interest to ensure the independence, objectivity and integrity of BOC-accredited continuing education activities. 

Definition of Conflict of Interest
A conflict of interest is a situation in which social, professional or financial considerations have the potential to compromise or bias objectivity. An apparent conflict of interest is one in which a reasonable person would think the provider’s objectivity is likely to be compromised. A conflict of interest exists whether or not decisions are affected by a personal benefit.  A conflict of interest implies only the potential for bias, not a likelihood.


Independence and Commercial Influence 
[BOC Approved Providers Name] ensures that commercial support does not interfere with the independence and objectivity of the activity and/or faculty. Programs cannot explicitly promote goods or services to the learners.

COI Identification and Review 
[BOC Approved Provider Name] ensures that potential and actual conflicts of interest (COI) are identified before designing accredited educational programs. Processes are established to collect disclosures of any relevant financial relationships within the past two years involving individuals controlling or presenting educational content, regardless of the amount. This includes staff members involved in content creation as well as any outside individuals (such as faculty, patient voice co-presenters, panelists, etc.). 

A Sample COI form to support implementation of this policy is available on the BOC website.
Collected disclosures are reviewed to determine the relevance of financial relationships to educational content. A financial relationship is considered relevant when the educational content pertains to the business income, products, services, etc. of a commercial entity.

[BOC Approved Provider Name] uses COI review, record keeping, mitigation and COI disclosure to address all conflicts of interest and comply with the BOC Approved Provider Standards. If individuals in a position of control over content creation, management, and/or delivery refuse to disclose financial relationships to [BOC Approved Provider Name], they will be automatically disqualified from any role in planning, management, presentation or evaluation of BOC approved activities.  

Examples of Conflict of Interest
Examples of COI include, but are not limited to: 
· Health care providers and health care organizations pursuing private financial gain, which may compromise their professional responsibilities
· A BOC Approved Provider, faculty, or content creator is paid to promote the use of products
· A faculty or content creator cites research owned by a business in which they or a family member holds a financial interest
· A sponsor pays the BOC Approved Provider to promote their products


COI Record Keeping 
[BOC Approved Provider Name] maintains COI disclosure records for a complete BOC Approved Provider Accreditation Cycle. COI forms collect pertinent information regarding the nature of the relationship, the role the individual played in affecting the educational program(s) and other related details. 

COI Mitigation 
Relevant financial relationships are mitigated, documented and in place before the design or delivery of education. If COIs are discovered after content has been created or delivered, mitigation and disclosure take place.  It may be necessary to adjust or remove certain individuals' roles to ensure the content remains free of commercial bias. 

[BOC Approved Provider Name] maintains processes to identify potential bias, assess the relevance of disclosed/discovered relationships and implement appropriate mitigation strategies. Actions are selected based on the nature of the relationship, the individual’s role and the potential impact on educational content. 

Mitigation strategies may include strategies such as (but not limited to), peer review, content revision, balancing perspectives, limiting contributors’ roles, replacing contributors or issuing corrections. A sample mitigation worksheet for implementation purposes is available on the BOC website.


COI Disclosure 
All relevant financial relationships, conflicts of interest or the lack thereof, must be disclosed to learners before content is delivered. All BOC accredited programming requires a COI disclosure statement at the beginning of any provided educational activities. A sample disclosure statement is available for implementation purposes on the BOC website.

Registration Fees and Cancellation/Refund Policy
[BOC Approved Provider Name] requires that any continuing education program that includes a registration fee have a clearly defined cancellation and refund policy. The terms of the cancellation and refund policy are determined by [BOC Approved Provider Name] and are communicated to potential participants in advance, including:
· A clear disclosure of cancellation and refund policies in promotional materials and during the registration process for fee-based programs,
· A clear notice if programs are offered at no cost. Free programs are not required to include a cancellation or refund policy. 

Joint Providership Policy
[BOC Approved Provider Name] establishes its approach to Joint Providership and maintains documentation, communication and oversight responsibilities necessary to ensure compliance with BOC Approved Provider Standards.

[BOC Approved Provider Name] may change its Joint Providership status at any time. The organization’s status as a Joint Provider or non-Joint Provider documented in this Operations Manual and communicated to those involved in CE planning and administration.
Definition of Joint Providership 
Joint providership occurs when at least one approved and one non-approved continuing education provider collaborates to offer a CE program. When the CE program is developed or presented with another party, the BOC Approved Provider is engaging in “joint providership”.

Joint Providership Status [Select one and Delete the Other]
[Option A] Non-Engagement in Joint Providership 
[BOC Approved Provider Name] does NOT engage in Joint Providership. All continuing education activities offered by [BOC Approved Provider Name] are planned, implemented and evaluated solely by the organization without collaboration with non-approved providers. 
 
[Option B] Engagement in Joint Providership
[BOC Approved Provider Name] engages in Joint Providership when collaborating with non-approved organizations to plan, develop or deliver continuing education activities. When participating in Joint Providership, [BOC Approved Provider Name] retains responsibility for compliance with all BOC Approved Provider Standards and requirements.

BOC Approved Provider Responsibility [for Option B]

When participating in Joint Providership, [BOC Approved Provider Name] retains full responsibility for ensuring that the jointly provided activity meets all BOC Approved Provider Standards and requirements. [BOC Approved Provider Name] also approves all educational content and factors associated with the delivery and reporting tied to the accredited CE activity. 

When a jointly provided activity is planned, [BOC Approved Provider Name] will provide a documented Joint Providership agreement that clearly outlines which party is responsible for each task involved in planning, implementing and reporting a compliant CE program. 

A sample Joint Providership Agreement template to support implementation of this policy is available.
Required Identification Statement 
For jointly provided programs, the following statement is used to identify the activity as a BOC Approved Provider program:

This program has been planned and implemented in accordance with the requirements and policies of the Board of Certification for the Athletic Trainer (BOC) through the joint providership of [BOC Approved Provider Name] and (name of non-BOC approved provider). [Name Approved Provider Name and BOC Approved Provider Number] is approved by the BOC to provide continuing education for Athletic Trainers. 

Record Keeping Policy
The BOC Approved Provider must maintain accurate and cumulative records for each accreditation cycle (five years). All required records must be organized and readily accessible to the BOC upon request. 

BOC Approved Providers must retain the following for five years: 
· Roster of all learners who were awarded credit for each activity and copies of all CEU certificates issued
· Roster of all activity content creators or presenters
BOC Approved Providers must also collect and retain the following activity-level data: 
· The number of CE activities/programs provided 
· Attendance totals for each activity, including the number of Athletic Trainers and other professionals 

Annual Reporting Expectations 
Each BOC Approved Provider must submit required data to the BOC through the Annual Report, including, but not limited to: 

a. Number of programs administered
b. Number of total learners
c. Target audiences
d. Joint Accreditation or other interprofessional collaborations
e. Reflections on the BOC Approved Provider’s quality improvements related to BOC standards
f. Key contact/liaison for BOC Approved Provider status
g. Conflict of Interest mitigations (if any)

BOC Approved Providers do NOT need to submit documentation immediately after each event.  

The BOC Approved Provider enters all CE programs offered to ATs into the program directory prior to the event. The BOC Approved Provider is responsible for inputting the necessary details for all programs into the BOC program directory and maintaining the content as updates are made. (E.g. make sure contact information is provided, hyperlinks are active, titles are descriptive, content is posted in a timely manner, and changes and cancellations are immediately posted, etc.) 

Faculty Payment Policy
This policy establishes consistent standards for providing honoraria and expense reimbursement to individuals (as applicable) who serve as faculty, content creators, patient voice co-instructors, panelists, reviewers, facilitators and/or others who contribute to approved activities.  

Honoraria 
Contributors may receive honoraria as compensation for their professional contributions. Honoraria amounts will be determined based on the criterion (e.g., the nature of the work, the duration of involvement, and/or available budget, etc.) established by [BOC Approved Provider]. All honoraria must be approved in advance by [BOC Approved Provider individual/Title or department or process]. 

Expense Reimbursement 
Faculty [will/ will not/ may] be reimbursed for reasonable, necessary, and pre-approved expenses directly related to the planning or delivery of approved activities. Reimbursements must comply with the BOC Approved Provider’s financial policies. 

Examples of considerations for this policy include:
· Eligibility for honoraria
· Honoraria amount(s)
· Payment terms 
· Eligible reimbursement expenses and documentation requirements 
· Pre-approval for reimbursement expenses 
· Honoraria and payment compliance requirements (IRS regulations, including W-9 preparations, BOC Approved Provider financial policies, state/federal laws, etc.) 
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