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Participant Message Templates for a Group Class
Email or message templates for the organizer of an on-site group class with QKC Health, from the booking confirmation to after the class.
How to use these templates
· Copy a template into your email or messaging tool. Replace every field in square brackets, such as [course name], and delete any line that does not apply.
· Send class details only after QKC Health confirms the course, date, time, and location in writing. A request for training is not a booking.
· Attach the course preparation sheet for each person's course, so everyone gets the instructions for their own course.
· Use BCC or send individual messages, so participants do not see each other's email addresses.
· Ask what accommodation a person needs, never why. Do not ask for, forward, or store health details.
· Privacy: keep personal information to what you need, and store sent messages and replies where only the right people can see them.
When to send each message
	Message
	When to send

	Class confirmed
	After QKC Health confirms the course, date, time, and location in writing.

	Attendance check
	Early enough that replies come back more than seven days before the class. Under QKC Health's Terms of Service, a confirmed booking can be canceled or rescheduled at no charge seven or more days before the class.

	Reminder
	Shortly before the class.

	Change notice
	As soon as QKC Health confirms a change in writing, or when your room or access arrangements change.

	Reply to an accommodation request
	When a participant asks for an accommodation.

	After the class
	After the class.

	Missed the class
	After the class, to anyone who did not attend.


Class confirmed
When to send: after QKC Health confirms the course, date, time, and location in writing.
Subject: Your [course name] class is confirmed for [date]
Hello [name or team name],
Your [course name] class with QKC Health, an AHA Authorized Training Center, is confirmed.
· Date: [date]
· Start time: [start time as confirmed in writing]
· Location: [building, address, floor, and room]
· Getting there: [parking, entrance, security check-in, and the step-free route]
Before the class: please read the attached preparation sheet for your course. It lists what to do beforehand and what to bring.
Optional, for a skills session: Please finish the AHA online course by [date] and bring your completion certificate to the class.
Optional, for a renewal course: Please find your current or most recent card and bring it to the class.
The class is hands-on. You will kneel on the floor, perform chest compressions on a manikin, and take part in scenario practice. Please wear comfortable clothes and shoes you can kneel and move in.
If you are pregnant, recovering from injury or surgery, or living with a condition that may be affected by physical exertion, please consult a healthcare professional before attending.
If you need an accommodation to take part, please tell [accommodation contact] what you need by [date]. You do not need to say why. If a health condition is relevant to your safe participation, you can tell the instructor directly, in person on the day, or call QKC Health at (212) 548-3284.
Questions: [organizer name, email, and phone].
Thank you,
[organizer name]
Attendance check
When to send: early enough that replies come back more than seven days before the class.
Subject: Please confirm: [course name] class on [date]
Hello [name],
Please reply by [date] to confirm that you will attend the [course name] class on [date] at [start time].
If you cannot attend, or your preparation will not be finished in time, please tell me by [date] so the group can be adjusted.
Optional, for a skills session: Please confirm that you have finished the AHA online course and saved your completion certificate.
Optional, for a renewal course: Please confirm that you have found your current or most recent card.
Thank you,
[organizer name]
Reminder
When to send: shortly before the class.
Subject: Reminder: [course name] class on [date]
Hello [name],
This is a reminder that your [course name] class is on [date] at [start time] in [room and building].
· Please bring: [what your course asks for, from your preparation sheet].
· Wear comfortable clothes and shoes you can kneel and move in.
· Getting there: [parking, entrance, and security check-in details].
· Arrival: [what QKC Health told you about arriving on time and late arrivals].
If you can no longer attend, please tell me as soon as possible.
Thank you,
[organizer name]
Change notice
When to send: as soon as QKC Health confirms a change in writing, or when your room or access arrangements change.
Subject: Change to your [course name] class on [date]
Hello [name],
There is a change to your [course name] class. [What changed, for example the date, start time, or room] is now [new details]. Everything else is the same as in the earlier message.
Please reply by [date] to confirm that you can still attend.
If the class is canceled, use this instead: The [course name] class on [date] is canceled. [What happens next, for example a new date once QKC Health confirms it in writing.]
Thank you,
[organizer name]
If QKC Health has to cancel or reschedule, for example because of instructor illness or severe weather, its Terms of Service say it will offer the next available date or cancel the booking at no charge if you prefer.
Reply to an accommodation request
When to send: when a participant asks for an accommodation.
Subject: Your accommodation request for the [course name] class
Hello [name],
Thank you for letting me know. I have passed your request to QKC Health: [the need, in the participant's words, without health details]. I will tell you what can be arranged by [date].
You do not need to share any health details with me. If a health condition is relevant to your safe participation, you can tell the instructor directly, in person on the day, or call QKC Health at (212) 548-3284.
Thank you,
[organizer name]
After the class
When to send: after the class.
Subject: After your [course name] class
Hello [name],
Thank you for taking part in the [course name] class on [date].
Participants who met the AHA performance requirements receive an AHA course completion card. Watch for an email from eCards@heart.org inviting you to claim your eCard, and check your spam or junk folder. Claim the card, save or print a copy, and note the Renew By month on it.
Optional, if your organization keeps a copy: Please send a copy of your card to [records contact] by [date].
If anything on your card is wrong, such as the spelling of your name, please tell [records contact] or contact QKC Health at (212) 548-3284.
Thank you,
[organizer name]
Missed the class
When to send: after the class, to anyone who did not attend.
Subject: The [course name] class on [date]
Hello [name],
We missed you at the [course name] class on [date]. If you still need this training, please reply by [date].
[Next step, for example: we will add you to a later session once QKC Health confirms it in writing.]
Thank you,
[organizer name]
Based on QKC Health's Terms of Service and Privacy Policy (qkchealth.com/terms and qkchealth.com/privacy) and the AHA's eCard instructions (cpr.heart.org), checked October 16, 2026. Full guide: qkchealth.com/resources/hosting-group-cpr-class
General information only, not medical, legal, or compliance advice. Confirm course and card details with the American Heart Association (cpr.heart.org) and confirm requirements with your employer, licensing board, or state agency. A request for training is not a booking; QKC Health confirms bookings in writing. Full terms: qkchealth.com/terms.
