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Long-term Care Facility (LTCF) Component 


 This NHSN Component is intended for use by the 
following LTCF types; 
 
 Skilled Nursing Facilities and Nursing Homes 
 Facilities for persons with Developmental Disabilities 
 Assisted Living or Residential Care Facilities 


 
 


 If you are another type of LTCF and interested in using the 
NHSN LTCF Component, please contact the NHSN helpdesk 
nhsn@cdc.gov 


 


 



mailto:nhsn@cdc.gov





Audience 


 Any person enrolling a LTCF in NHSN 
 This person is known as the NHSN Facility Administrator 


• Does not need to be your Facility Administrator 


 NHSN group users who want to understand the 
facility enrollment process 
 Groups enroll in NHSN differently than facilities, please see 


Guides for the Group Function in the NHSN Resource Library 
http://www.cdc.gov/nhsn/library.html#group 



http://www.cdc.gov/nhsn/library.html#group





Learning Objectives 


 Where to find resources for NHSN enrollment 


 Define NHSN users roles 


 Explain NHSN Enrollment Steps  1 – 5 







NHSN Enrollment Resources 


NHSN Helpdesk email: 
nhsn@cdc.gov 


 
General enrollment resources 


http://www.cdc.gov/nhsn/enroll.html  


 
LTCF specific enrollment and 


reporting resources 
http://www.cdc.gov/nhsn/ltc/  







NHSN Facility Administrator Enrollment Guide 


 A general NHSN resource, not 
specific to LTCF Component 
 


 Contains NHSN enrollment 
instructions and tips 







Enrollment Checklist for LTCF 


 The checklist is a helpful 
tool for LTCF to complete 
enrollment efficiently 


 Complete all steps in 
order 







Key Personnel Roles 


 The Facility Administrator - the person who enrolls a 
facility in NHSN  
 Manages NHSN users and user rights 
 Can add, edit & delete facility data 
 Authority to nominate groups (data sharing arrangements) 


 Only the Facility Administrator can reassign their role to 
another user  







Key Personnel Roles 


 NHSN LTCF Contact Person 
 Interacts most closely with CDC 
 Can be the Facility Administrator or someone different 


 NHSN User 
 User rights to are determined by Facility Administrator 


• Rights to view, enter, and perform analysis of data 
 Users may also be given administrative rights 


 One person may hold multiple roles 







 


 


 


 


 


 NHSN Enrollment 
Step 1 


5. Sign and Send Consent 
Receive ‘NHSN Enrollment Approved’ email 


4. Submit Forms Electronically 
Receive ‘NHSN Facility Enrollment Submitted’ email 


3b. Install Digital Certificate 
Receive ‘Action Required-Digital Certificate is Ready to Install’ email 


3a. Request Digital Certificate 
Receive ‘NHSN Digital Certificate Request Confirmation’ email 


2. Register 
Receive ‘Welcome to NHSN’ email 


1. Training and Preparation 







Training and Preparation (Step 1) 


 Review all training materials before beginning 
enrollment 


 Training requirements are listed on the Long-term 
Care Facility Component website 


 Any person collecting data, regardless of whether or 
not they have access to NHSN for data entry, must 
be familiar with the NHSN LTCF Protocols 







Training and Preparation  (Step 1) 


 Technical steps for enrollment may require 
assistance from your IT manager or department 


 Change spam-blocker settings to allow all email 
from: 
 nhsn@cdc.gov  
 PHINTech@cdc.gov 


 Add https://*.cdc.gov and https://*.verisign.com to 
trusted sites list and allow pop-ups 
 In Internet Explorer, open “Tools” menu, select “Internet Options” 
 Add trusted sites on the “Security” tab 
 Allow pop-ups on the “Privacy” tab 







 


 


 


 


 


 


NHSN Enrollment 
Steps 2 


5. Sign and Send Consent 
Receive ‘NHSN Enrollment Approved’ email 


4. Submit Forms Electronically 
Receive ‘NHSN Facility Enrollment Submitted’ email 


3b. Install Digital Certificate 
Receive ‘Action Required-Digital Certificate is Ready to Install’ email 


3a. Request Digital Certificate 
Receive ‘NHSN Digital Certificate Request Confirmation’ email 


2. Register 
Receive ‘Welcome to NHSN’ email 


1. Training and Preparation 







Register (Step 2) 


 Read and Agree to the Rules of Behavior 
 Go to http://nhsn.cdc.gov/RegistrationForm/index.jsp 



http://nhsn.cdc.gov/RegistrationForm/index.jsp





Register (Step 2) 


 The NHSN Facility 
Administrator completes 
this form: 


 Name 
 Check your email address! Use the 


same email address for all 
enrollment steps 


 CCN is a 6 digit CMS Certification # 
 Click ‘Save’ 


Required trainings are listed on 
the NHSN LTCF Component 


website.  Indicate the date you 
completed training. 







Register (Step 2) 


 Following successful 
registration, you will 
immediately receive a 
welcome to NHSN 
email with 
instructions to 
request a digital 
certificate (step 3a) 







 


 


 


 


 


 


NHSN Enrollment 
Step 3a 


5. Sign and Send Consent 
Receive ‘NHSN Enrollment Approved’ email 


4. Submit Forms Electronically 
Receive ‘NHSN Facility Enrollment Submitted’ email 


3b. Install Digital Certificate 
Receive ‘Action Required-Digital Certificate is Ready to Install’ email 


3a. Request Digital Certificate 
Receive ‘NHSN Digital Certificate Request Confirmation’ email 


2. Register 
Receive ‘Welcome to NHSN’ email 


1. Training and Preparation 







Secure Data Network (SDN) & Digital Certificate 


 SDN provides secure online access to and exchange of 
information between CDC & public health partners 


 Users enroll in SDN and obtain a digital certificate to get 
access to CDC applications 


 A digital certificate is an electronic document installed on 
a user’s computer  to certify the user’s: 
 Identity 
 Authorization to exchange information on the network 


 CDC uses SDN so that users transfer information 
privately and securely to NHSN 


 There are specific IT requirements for digital certificate 
installation 







Request Digital Certificate (Step 3a) 


 Arrive at this website from welcome email link 
 Enter the password provided in the welcome email 
 Press “Accept” 







 SDN enrollment 


Important! 
Use the same email 


address entered 
during registration 
(step 2) and verify 


that is it correct 


Request Digital Certificate (Step 3a) 







Request Digital Certificate (Step 3a) 


 Select “National Healthcare Safety Network (NHSN)” 
from the Programs listed 


 Select “NHSN Enrollment” from the activities listed, then 
click ‘Next’ 







Request Digital Certificate (Step 3a) 


 Create your SDN challenge phrase (password) 


 You will need to provide your challenge phrase 
(password) every time you access NHSN 
 Make a copy of your challenge phrase (password) for future 


reference 
• Note upper and lowercase  letters and any special characters 


 Enter and confirm your SDN challenge phrase 
(password),  choose “Next”  


Important! Make a copy of your challenge phrase 







Creating your challenge phrase 







Request Digital Certificate (Step 3a) 


 Once your challenge phrase (password) is created, you 
will receive confirmation that your digital certificate has 
been requested 
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NHSN Enrollment 
Step 3b 


5. Sign and Send Consent 
Receive ‘NHSN Enrollment Approved’ email 


4. Submit Forms Electronically 
Receive ‘NHSN Facility Enrollment Submitted’ email 


3b. Install Digital Certificate 
Receive ‘Action Required-Digital Certificate is Ready to Install’ email 


3a. Request Digital Certificate 
Receive ‘NHSN Digital Certificate Request Confirmation’ 


2. Register 
Receive ‘Welcome to NHSN’ email 


1. Training and Preparation 







Install Digital Certificate (Step 3b) 


 Within 3 business days receive an email from PHINTech 
with digital certificate installation instructions 
 Email subject line is  “Action Required – Your CDC Digital 


Certificate Is Ready to Install” 


 If you do not receive the email within 3 business days, 
contact SDN 
 e-mail: phintech@cdc.gov   
 telephone: 1-800-532-9929 







Install Digital Certificate (Step 3b) 


 Email contains instructions and installation link 







Install Digital Certificate (Step 3b) 


 Download the digital certificate onto the computer that you 
will use to access NHSN & report data  


 Follow instructions in the email carefully 
 Recommend involving your IT manager/department 
 Must use Internet Explorer to download 


 Add trusted sites: 
• https://*.cdc.gov/  
• https://*.verisign.com/ 


 Click link in digital certificate request approved email 
 Enter  your challenge phrase (password) & click  “Submit” 







Install Digital Certificate (Step 3b) 


 Click “Download” to install digital certificate 







Install Digital Certificate (Step 3b) 


 Download begins automatically 
 If system settings are correct 


• If settings are incorrect, contact your IT manager/dept. and/or SDN 
 Security warning asks if you want to install and run VeriSign 


Import Control, click “Yes” 


 Once installed, confirmation page appears 
 Verify installation in Internet Explorer 


• Click on “Tools”  menu, choose “Internet Options” 
• Select the “Content” Tab, click “Certificates” button 


 Save a copy of the digital certificate to an external device 
• Locate your certificate in Internet Explorer, click “Export” to save  







Save a Copy of your Digital Certificate 


You will be prompted for a ‘key’ to export 
your digital certificate.  The key is your 


challenge phrase (password). 







Install Digital Certificate (Step 3b) 


 If digital certificate is correctly installed, you will 
immediately be able to access https://sdn.cdc.gov/ 


 If you cannot access SDN’s Public Health Partners 
website, contact SDN at 1-800-532-9929 







Digital Certificates 
 Digital certificates are user specific (one per user): 


 Do not share your digital certificate! 
 Install it on the computer you will use for NHSN reporting 
 If different users share a computer for NHSN, multiple 


certificates can be installed on same computer 
 You can install your digital certificate on additional computers if 


necessary (e.g., your work desktop & laptop) 


 Save a copy of it to an external device as soon as it is 
installed 


 CDC pays for digital certificates 
 Digital certificates must be renewed annually - email is 


sent 30 days before expiration 
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NHSN Enrollment 
Step 4 


5. Sign and Send Consent 
Receive ‘NHSN Enrollment Approved’ email 


4. Submit Forms Electronically 
Receive ‘NHSN Facility Enrollment Submitted’ email 


3b. Install Digital Certificate 
Receive ‘Action Required-Digital Certificate is Ready to Install’ 


3a. Request Digital Certificate 
Receive ‘NHSN Digital Certificate Request Confirmation’ email 


2. Register 
Receive ‘Welcome to NHSN’ email 


1. Training and Preparation 







Submit Forms Electronically (Step 4) 


 To log on to NHSN, go to SDN’s Public Health Partners 
website:  https://sdn.cdc.gov 


 Enter your challenge phase (password) 



https://sdn.cdc.gov/





Access NHSN Enrollment (Step 4) 







Access Enrollment Forms (Step 4) 


 First, click ‘Access and Print required enrollment forms’ 







Print LTCF Component Enrollment Forms (Step 4) 
 Print both forms for the LTCF Component 


 Facility Contact Information 
 Annual Facility Survey 


 Complete forms before entering information in NHSN 







LTCF Component Forms 


 Paper forms also available at 
http://www.cdc.gov/nhsn/PDFs/LTC/forms/57.137_LTCFSurv_BLANK.pdf  


 Some fields are required and denoted by (*), others are optional and 
for your own use 


 Use the Annual Facility Survey “Table of Instructions” to help with 
completion 
 Table of Instructions available at http://www.cdc.gov/nhsn/PDFs/LTC/forms/57.137-


TOI-Annual-Facility-Survey-7-6-2012.pdf 


 



http://www.cdc.gov/nhsn/PDFs/LTC/forms/57.137_LTCFSurv_BLANK.pdf

http://www.cdc.gov/nhsn/PDFs/LTC/forms/57.137-TOI-Annual-Facility-Survey-7-6-2012.pdf

http://www.cdc.gov/nhsn/PDFs/LTC/forms/57.137-TOI-Annual-Facility-Survey-7-6-2012.pdf





Facility Contact Information (Step 4) 


 LTCF Component enrollment requires a LTCF Contact 
Person 
 Person who will be most involved with LTCF surveillance 
 Can be the same person as the Facility Administrator 







Annual Facility Survey 







Submit Forms Electronically (Step 4) 


 Once information is saved, a green checkmark displays 
next to it 
 Can print a completed survey for your records 


 Once all required information is entered and saved,  click 
‘Submit’ 
 If you print your survey, don’t forget to press submit! 







Submit Forms Electronically (Step 4) 


 Once required forms are submitted, confirmation 
message displays 


 Facility Administrator will immediately receive an NHSN 
email with a link to your consent form 
 If you do not receive this email, contact the NHSN Helpdesk 


• nhsn@cdc.gov  



mailto:nhsn@cdc.gov
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NHSN Enrollment 
Step 5 


5. Sign and Send Consent 
Receive ‘NHSN Enrollment Approved’ email 


4. Submit Forms Electronically 
Receive ‘NHSN Facility Enrollment Submitted’ 


3b. Install Digital Certificate 
Receive ‘Action Required-Digital Certificate is Ready to Install’ email 


3a. Request Digital Certificate 
Receive ‘NHSN Digital Certificate Request Confirmation’ email 


2. Register 
Receive ‘Welcome to NHSN’ email 


1. Training and Preparation 







Sign and Send Consent (Step 5) 


 NHSN email, subject line “NHSN Facility enrollment 
submitted” links to your consent form 
 Consent forms are facility-specific, you must print the consent 


form provided in the email link 


 You have 30 days to open the link and print form 


 Once printed, CDC must receive it within 60 days 







Sign and Send Consent (Step 5) 


 May need to login to SDN’s Public Health Partners page 
and then copy the link and paste into the browser to 
open the consent form 







Sign and Send Consent (Step 5) 
 Agreement to Participate  
    and Consent includes: 


 NHSN Purposes 
 Eligibility 
 Data collection and  
     reporting requirements 
 Assurance of Confidentiality 


 


 Must be signed by 
 Long-term Care Facility Contact  
     Person (see slide 43) 
 Your facility Leadership 


 Requires signature from the highest 
level administrator at your facility 


 







 2-3 business days after NHSN receives signed consent 
form, NHSN will activate your facility 


 NHSN email notification of facility activation 


Sign and Send Consent (Step 5) 







 


 


 


 


 


 


 


 


NHSN Enrollment 
Steps 1 – 5
complete 


5. Sign and Send Consent 
Receive ‘NHSN Enrollment Approved’ email 


4. Submit Forms Electronically 
Receive ‘NHSN Facility Enrollment Submitted’ email 


3b. Install Digital Certificate 
Receive ‘Action Required-Digital Certificate is Ready to Install’ 


3a. Request Digital Certificate 
Receive ‘NHSN Digital Certificate Request Confirmation’ email 


2. Register 
Receive ‘Welcome to NHSN’ email 


1. Training and Preparation 







Enrollment is complete: Next is NHSN Set-Up 


 Set-up training for the NHSN LTCF Component is 
available  


 Set-up NHSN for your facility 
 Add users & assign user rights (optional) 
 Create Monthly Reporting Plans (required) 


 Set-up is required before data can be reported 







 


Suggested NHSN Enrollment Timeline
 


Complete 
training 


Register 
and 


Request 
Digital 


Certificate 


Submit 
required 


enrollment 
forms 
online 


Submit 
consent 


form, wait 
2-3 days


for 
activation 


Set-up 
NHSN & 


begin 
reporting 


data 


1st week 2nd week 3rd week 4th week 5th week 


Work on LTCF Component -
Annual Facility Survey 


Install 
Digital 


Certificate 







Important !! 


 Email is our only way to communicate with you! 


 Please email nhsn@cdc.gov with any changes in 
your email address 







Next Steps - If you plan to enroll 


 Agree to Rules of Behavior and Register your Facility 


 Print and begin the LTCF Component - Annual Facility 
Survey 


 Print the enrollment checklist 


 


 NHSN LTCF Component website www.cdc.gov/nhsn/ltc/ 



http://www.cdc.gov/nhsn/ltc/





For more information please contact Centers for Disease Control and 
Prevention 
1600 Clifton Road NE, Atlanta, GA 30333 
Telephone, 1-800-CDC-INFO (232-4636)/TTY: 1-888-232-6348 
E-mail: cdcinfo@cdc.gov  Web: www.cdc.gov 


The findings and conclusions in this report are those of the authors and do not necessarily represent the official 
position of the Centers for Disease Control and Prevention. 


Contact the NHSN Helpdesk at 
nhsn@cdc.gov 


Questions? Problems? 



mailto:nhsn@cdc.gov
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Overview of Long-term Care 
Facility (LTCF) Component 


National Center for Emerging and Zoonotic Infectious Diseases 


Division of Healthcare Quality Promotion 







Target Audience 


 This training is designed for those who will 
 


 Enroll a LTCF into NHSN to participate in the LTCF 
Component 
 


 Collect or analyze NHSN LTCF Component data 
 


 Facilities considering joining NHSN for LTCF 
Component 


 







Objectives 
 Describe surveillance 


 


 Describe purposes of NHSN surveillance 
 Define the authority and confidentiality protections for NHSN 


 


 Describe NHSN surveillance methodology 
 


 Overview of NHSN structure 
 Modules of the LTCF Component 


 


 Identify the requirements for participating in the NHSN 
LTCF Component  
 


 Describe the Annual Facility Survey and Monthly 
Reporting Plan 







Surveillance 


 The act of observing or the condition of being 
observed 
 


 The collection, collation, analysis, and 
dissemination of data 
 


  A type of observational study that involves 
continuous monitoring of disease occurrence 
within a population 


 


The American Heritage® Medical Dictionary Copyright © 2010 by Houghton Mifflin Harcourt Publishing Company. Published by 
Houghton Mifflin Harcourt Publishing Company. All rights reserved.  


 



http://www.yourdictionary.com/medical/





Goals of Infection Surveillance 


 Goals of Infection Surveillance 
 To determine frequency of infections and identify 


which are most common 
 


 To help identify new or increasing infections which 
require further investigation 


• Knowing your baseline helps you identify when changes are 
happening 
 


 To use surveillance data to support and evaluate new 
prevention strategies  







National Healthcare Safety Network (NHSN) 


 An internet-based surveillance system that monitors patient, 
resident and healthcare personnel safety 
 


 Maintains data security, integrity, and confidentiality 
 


 Capacity for NHSN users to share data in a timely manner 
between facilities (e.g., multi-facility or corporate system) or 
with other entities (e.g., public health agencies or quality 
improvement organizations) 
 


 No fee for participation in the NHSN 


 







Purposes of NHSN 
 Collect data from a sample of U.S. healthcare 


facilities to permit valid estimation of the 
magnitude of adverse events 
 Healthcare-associated infections 


 Blood and body fluid exposures for healthcare personnel 
 


 Analyze and report collected data to permit 
recognition of trends 







Purposes of NHSN 


 Provide facilities with data that can be used for  
 Local quality improvement activities 
 Inter-facility comparisons 


 
 


 Assist facilities in developing surveillance and 
analysis methods that permit  
 Timely recognition of problems 
 Prompt intervention with appropriate measures 


 


 Conduct collaborative research studies with 
members 







Authority and Confidentiality for 
NHSN 


 Public Health Service Act  
   (42 USC 242b, 242k, and 242m(d)) 
 


 Confidentiality protection 
 Sections 304, 306, 308(d) of the PHS Act 
“The information contained in this surveillance system that would 
permit identification of any individual or institution is collected with 
a guarantee that it will be held in strict confidence, will be used only 
for the purposes stated, and will not be disclosed or released 
without the consent of the individual, or the institution in 
accordance with Sections 304, 306, and 308(d) of the Public Health 
Services Act (42 USC 242b, 242k, and 242m(d)).” 







NHSN Surveillance Methodology 


 Active vs. Passive 


 Prospective vs. Retrospective 


 Patient-based vs. Laboratory-based 


 Priority-directed vs. comprehensive 


 Risk-adjusted vs. crude rates 


 Incidence rates vs. prevalence rates 







NHSN Surveillance Methodology 


 ACTIVE: Trained personnel use standard criteria and 
a variety of data sources to identify events 
 Ensures consistent application of criteria even if different 


individuals are involved in data collection 


 Data becomes more reliable and reproducible 


 


 PASSIVE: Personnel who are not trained, base events 
on provider documentation of infections or new 
antibiotic starts without application of criteria 
 Difficult to compare and track events since there is no standard 


definitions being applied 







NHSN Surveillance Methodology 


 PROSPECTIVE: Monitoring patients while still in the 
institution 
 Provides real-time capture of events 


 Could lead to earlier identification of outbreaks 


 Allows for faster assessments of newly implemented 
prevention strategies 


 


 RETROSPECTIVE: Case-finding based solely on chart 
review after patient discharged 
 Delays data collection and analysis 







NHSN Surveillance Methodology 
 PATIENT-BASED: Monitoring patients for events, risk 


factors, and practices related to patient care by visiting 
patient care areas, reviewing charts, discussing with 
caregivers 
 Can be more time-intensive 
 Allows for real-time staff education 
 Relies on quality of documentation 
 Example: UTI events 
 


 LABORATORY-BASED: Case-finding based solely on 
positive lab findings 
 Less time consuming 
 Easier to apply 
 May only be a proxy for infection 
 Example: C. difficile events 







NHSN Surveillance Methodology 


 PRIORITY-DIRECTED: Objectives for surveillance are 
defined and focused on specific events, processes, 
organisms and/or patients/populations 


 


 COMPREHENSIVE: Continuous monitoring of all 
patients for all events and/or processes 







NHSN Surveillance Methodology 


 RISK-ADJUSTED: Rates are controlled for variations in 
the distribution of major risk factor(s) associated with 
an event’s occurrence 
 Comparison of rates or other metrics derived from the rates is 


useful 


 


 CRUDE: Rates assume equal distribution of risk factors 
for all events 
 Comparison of rates not recommended 







NHSN Surveillance Methodology 


 INCIDENCE (I): New events in a population occurring 
during some defined time period 
 I = new events / (population during time period) 


 


 PREVALENCE (P): All events in a population occurring 
at either a point in time (Ppoint) or during some defined 
time period (Pperiod) 
 (Ppoint) = new and existing events / (population at point in time) 


 (Pperiod) = new and existing events / (population during time period) 







NHSN Structure 



Presenter

Presentation Notes

NHSN is organized into the four components shown here: Biovigilance, Patient Safety, Healthcare Personnel Safety, Long-term Care Facility. The Biovigilance component is for tracking adverse events and incidents associated with receipt of blood and blood products. Patient Safety is for monitoring patient adverse healthcare-associated events and process measures for their prevention. Healthcare Personnel Safety is for monitoring healthcare personnel adverse occupational-associated events and process measures for their prevention. The Long-term care Facility Component is specially designed for use in a variety of long-term care facilities and enables surveillance for healthcare-associated adverse events and prevention process measures.







NHSN Components for  
Long-term Care Facilities  


 


 Currently, LTCF can enroll in two NHSN 
Components 
1. Long-term Care Facility Component 


 


2. Healthcare Personnel Safety Component 
• For more information see http://www.cdc.gov/nhsn/hps.html 


 
 



http://www.cdc.gov/nhsn/hps.html

http://www.cdc.gov/nhsn/hps.html





NHSN Structure 



Presenter

Presentation Notes

Within the NHSN Long-term care Facility Component are three different surveillance modules;
Healthcare associated infection
Laboratory identified (or Lab ID) event, and
Prevention Process Measures

One LTCF are enrolled in the NHSN LTCF Component, they may choose to participate in one or more of the three modules







Long-term Care Facility Component 
Modules 


1. Healthcare Associated Infection Module 
 Urinary tract infection events 


• Both catheter- and non catheter-associated 


 


2. Laboratory Identified (Lab-ID) Event Module 
 C. difficile infections (CDI) 


 Multidrug-resistance Organisms (MDRO) 


 


3. Preventions Process Measures Module 
 Hand hygiene 


 Gown and glove use 







Data Entry in NHSN 


 Data entered into NHSN are available to the 
facility and CDC as soon as they are saved 
 No “transmission” lag 


 


 Data can be edited after they are saved 
 Exceptions: HCW ID and linked data 


 


 Records can be deleted 







Data Collection and Reporting 
Requirements 


 Complete  the Annual Facility Survey  
 


 Submit a Monthly Reporting Plan to inform CDC 
which modules will be used for that month 


 


 Use the described surveillance methodology 
and adhere to the Protocol for the module(s) 
selected 







Data Collection and Reporting 
Requirements 


(continued) 


 Follow instructions for data collection as 
outlined in the “Table of Instructions” 
 


 Report events and appropriate summary or 
denominator data indicated on the Monthly 
reporting plan to CDC within 30 days of the end 
of the previous month 







Data Collection and Reporting 
Requirements 


(continued) 


 Pass quality control acceptance checks that 
assess the data for completeness and accuracy 
 


 Agree to report to state health authorities those 
events identified in the surveillance system for 
which reporting is required and any for which 
you are contacted by CDC 







Type and Frequency of data collection 


1. LTCF Component - Annual Facility Survey 


 Completed upon enrollment and annually thereafter 


2. Monthly Reporting Plan for LTCF 


 Completed monthly, indicates which modules will be used 


3. Denominators for LTCF* 


 Daily data collection, monthly totals reported each month 


4. Prevention Process Measures Monthly Monitoring* 


 At least 30 observations per month, summary reported each month 


5. Events (UTI or Lab ID)* 


 Completed when an event occurs 


*Depended on which modules your facility is using 







Requirements for Completing Forms 


On a form each item (or field) can be; 
 Required: 


 Must be completed, otherwise data can not be saved 


 A red asterisk (*) appears next to the field label 
 


 Conditionally required:  
 Requirement depends on the response given in another field  


 


 Optional: 
 NHSN does not require the data and the information will not be 


used in analyses by CDC  
 


 The Table of Instructions for each form will help you find out if 
a field is Required, Conditionally required or optional 







Annual Facility Survey 
 Completed on enrollment to NHSN  


 For the first survey –  use data for the full calendar year before 
enrollment 
 


 After enrollment, complete once a year 
 Using data for the previous calendar year 


 


 Collects facility characteristics and information for 
 Risk adjustment 


 Determining rates 


 Aggregate comparisons 
 


 See Table of Instruction for detailed information on how 
to complete the Annual Facility Survey 







Annual Facility Survey 







Monthly Reporting Plan 


 The Monthly Reporting Plan informs CDC which 
modules a facility is following during a given 
month 
 


 A Monthly Reporting Plan must be completed  
before data are entered into NHSN for that 
month 


 







Monthly Reporting Plan 







Next Steps 


 Get started by designating a NHSN “Facility 
Administrator” 
 Person in your facility (does not have to be an 


administrator) who will be primarily responsible for 
NHSN participation 


 


 Facility Administrator should view: 
 NHSN Enrollment for Long-term Care Facilities 


 LTCF Component Module Trainings 







For more information, visit the NHSN website: 
http://www.cdc.gov/nhsn/hps.html 


 


 Long-term Care Facility Component  
 Training 


 Protocols 


 Data collection forms 


 Tables of instructions for completing all forms 


 Key terms 
 


 Purposes, data collection requirements and assurance 
of confidentiality 


 


Questions or Need Help? 


Contact User Support at nhsn@cdc.gov 



http://www.cdc.gov/nhsn/hps.html
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NHSN Set-up 


NHSN Long-Term Care Facility Component 







Audience 


 Any person enrolling a Long-term Care Facility in 
NHSN 
 Known as the NHSN Facility Administrator 


 NHSN group users who want to understand the 
Long-term Care Facility set-up process 







Learning Objectives 


 Introduce NHSN organization and navigation 


 Map Long-term Care Facility Locations 


 Create Monthly Reporting Plans 


 Add users and assign user rights 


 Other set-up options: Joining a group 







INTRODUCTION 







Set-Up Follows NHSN Enrollment 


 Once the NSHN Agreement to Participate and 
Consent is processed,  NHSN sends an email to 
confirm enrollment is complete and facility is active 







Tip:  Add NHSN Websites to Favorites 
 In Internet Explorer, save NHSN websites as 


favorites to find them quickly each month 
 Site to log on to NHSN Reporting https://sdn.cdc.gov  
 Long-term Care Facility Component resources 


http:www.cdc.gov/nhsn/LTC 







NHSN Set-Up 


 Immediately following facility activation, you can 
login to SDN’s Public Health Partners page to access 
‘NHSN Reporting’ using your challenge phrase 
(password) 


  A three step set-up process is required before data 
can be reported to NHSN 


1. Map Long-term Care Facility Locations 


2. Create Monthly Reporting Plans 


3. Add Users & Assign Rights 







NHSN NAVIGATION 







Log in to NHSN 


 Go to https://sdn.cdc.gov 
 Submit your challenge phrase (password) 
 Click on ‘NHSN Reporting’ 


 If you do not have the NSHN Reporting link, request it through 
the “Request Additional Activities” link 







NHSN Landing Page 


 Select your facility and LTCF Component 
 Click ‘Submit’ 







Navigation 
Bar 


NHSN LTCF Component Home Page 


 User rights determine which 
navigation bar options are present 


<<SCREEN SHOT OF 
LTCF Component 
HOME PAGE>> 







Navigating NHSN 


 Use the navigation bar or NHSN buttons to navigate  


 Do not use Internet Explorer web browser buttons 







1. MAP LONG-TERM CARE FACILITY 
LOCATIONS 


1. Map Long-term Care Facility Locations 


2. Create Monthly Reporting Plans 


3. Add Users & Assign Rights 







Mapping LTCF Locations 
 


 All resident care locations in your facility need to be 
mapped to a CDC location description 
 


 When reporting events, locations are used to identify 
where the resident was in your facility at the time of 
the event 
 


 For a list of  NHSN LTCF location types, codes and 
definitions  see 


http://www.cdc.gov/nhsn/LTC/ltc-setup.html 



http://www.cdc.gov/nhsn/LTC/ltc-setup.html





How to: Add a Location 


 NHSN navigation bar:  select ‘Facility’, then 
‘Locations’ 


 Choose a Code and Label for the location entered 
 They can be the same 


 CDC location description: select the description that 
best represent the location entered 


 Bed size is the number of beds in that location  


 Click “Add” 


 Repeat steps for each location in your LTCF 







Add a Location 







2. CREATE MONTHLY REPORTING 
PLANS 


1. Map Long-term Care Facility Locations 


2. Create Monthly Reporting Plans 


3. Add Users & Assign Rights 







Monthly Reporting Plans 


 Indicates what Long-term Care Facility Component 
surveillance modules your facility intends to do 


Surveillance Module Events 
Healthcare Associated Infection UTI 


 


LabID MDRO 
CDI 


Prevention Process Measures  Hand Hygiene 
Gown & Glove Use 
 







Monthly Reporting Plans 


 Monthly Reporting Plans need to be added for every 
month of the year 
 


 If not doing surveillance for a specific month, 
indicate ‘No NHSN Modules Followed this Month’ on 
the Monthly Reporting Plan 


 You can submit up to one year of Monthly Reporting 
Plans in advance 







How to: Add Monthly Reporting Plan 


 On the NHSN Navigation Bar 
 Select ‘Reporting Plan’, then ‘Add’ 


 


 Select month & year of surveillance 
 


 Option to choose “No Modules Followed this Month” 
 Remember NHSN requires ≥ 6 months/year to remain active 


 


 Complete the reporting plan  
 Check box for UTI surveillance 
 Select organism(s) from drop-down for Lab ID 
 Check box for Hand Hygiene and/or Gown and Gloves use 


 


 Scroll to bottom of page and click ‘Save’ 







Add a Monthly Reporting Plan 







3. ADD USERS & ASSIGN RIGHTS 


1. Map Long-term Care Facility Locations 


2. Create Monthly Reporting Plans 


3. Add Users & Assign Rights 







Users 


 The NHSN Facility Administrator can add additional 
users to access NHSN 
 Adding users is optional 
 


 The NHSN Facility Administrator assigns rights to 
each user 
 Enables users to add, edit or delete NHSN data for your LTCF 







Users 


 Once a new user is added, an email is automatically 
sent to their email address with instructions 


 Each user requires their own digital certificate to 
access NHSN 
 


 Each user must complete required training before 
using NHSN 
 


 Instructions for new users are available in the NHSN 
User Start-Up Guide 







Reference Materials 


 NHSN User Start-up Guide 


http://www.cdc.gov/nhsn/enroll.html 



http://www.cdc.gov/nhsn/enroll.html





How to: Add User & Assign Rights 
 From the NHSN navigation bar: select ‘Users’, then 


select ‘Add’ 


 Enter user information 
 Create a username 
 The email address entered must be the same one used to 


request their digital certificate 


 Click “Save” button to create the user 


 Assign rights by checking boxes under Long Term 
Care,  


 Click “Save” button to save the rights assigned 







Add User 


User must use 
same email address 


for their digital 
certificate! 







Assign and Save User Rights 







 If necessary you can deactivate users 
  e.g., when staff member leaves 


Deactivate Users 







Set-up is complete: Next Step 


 All set-up steps are complete 


 Next step: begin reporting data! 


1. Map Long-term Care Facility Locations 


2. Create Monthly Reporting Plans 


3. Add Users & Assign Rights 







Other Set-up Options: Joining a NHSN Group 
 Any entity can maintain a group in NHSN 


 Corporate chain,  Quality Improvement Organization, etc. 
 


 NHSN facilities join using a Group ID number and 
Joining Password provided by the group 
 


 After joining, the facility will see the “Confer Rights 
Screen” which shows which data the group wants 
the facility to share 
 The facility must press the “Accept” button on the Confer Rights 


screen to share data 
 


 A facility that joins a group does not have access to 
data from other facilities in the group 







Joining a Group 







Joining a Group 


 Scroll to the bottom of the page and click “Accept” 
to join the group 







NHSN Support 


 NHSN Online Help Manual 
 Help link on the top right corner 


 Email the NHSN Helpdesk at nhsn@cdc.gov 



mailto:nhsn@cdc.gov





Important !! 


 Email is our only way to communicate with you! 


 Please email nhsn@cdc.gov with any changes in 
your email address 







Summary 


 Add NHSN websites to “Favorites” 


 NHSN Navigation 


 Map Long-term Care Facility Locations 


 Create Monthly Reporting Plans 


 Add Users and  assign user rights 


 Joining groups 







For more information please contact Centers for Disease Control and 
Prevention 
1600 Clifton Road NE, Atlanta, GA 30333 
Telephone, 1-800-CDC-INFO (232-4636)/TTY: 1-888-232-6348 
E-mail: cdcinfo@cdc.gov  Web: www.cdc.gov 


The findings and conclusions in this report are those of the authors and do not necessarily represent the official 
position of the Centers for Disease Control and Prevention. 


Contact the NHSN Helpdesk at 
nhsn@cdc.gov 


Questions? Problems? 
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