Program Planning Process for Co-Provided Activity

Six or more months before program

IDEA - Identify Target Audience

Documentation completed before the program can be reviewed by the Nursing CE Advisory
Committee which meets on the first week in December and the third week of May.
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Six months
Contact EKU CED

;

After contacting EKU (approximately six months before program)
Organize a Program Planning Committee

(Complete the following forms for each Planning Committee Member)
Biographical Data Form
Disclosure Statement

o

;

5 months

Identify Learning Needs Based on Needs Assessment
CE Activity Form
Guideline for Continuing Education Brochure
List of Acceptable Behavioral Objective Verbs

* Can not use the word “understand”

&

4 Y5> months*

Presenters/Speakers

(contacting and arranging speakers to address the learning needs identified and gathering speaker’s
information to complete the following forms)

Biographical Data Form
Disclosure Statement
Educational Design Form
*Nation Presenters may need to be scheduled even earlier

o
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Beginning 4 months before program
(needs to be finished 2 months before program)

Start Program Folder and Details
Gathering of Forms, Budgets, Co-Providership Agreement, Location, Setting Fees,
Marketing, Online Publication, and other arrangements
Marking deadlines for KY Nurse & Tri-fold Brochures
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Program Planning Process for Co-Provided Activity

First week of December or the third week of May
Review by Nursing CE Advisory Committee

All documentation prior to this stage needs to be completed for review
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2 months before program

(ending one week before program)

Marketing Materials must be approved
Receiving Registrations

10 days before program

Notification of Participants

Final Documents
Sign in Sheets (Sample)
Certificates (Sample)
Evaluations (Sample)
Folders/Handouts

!

2-3 week after program

Closing of Program Folder
Running Evaluations/Summary of Results, Paying Honorariums, Room fee’s and
Catering fee’s, Balance Sheet, Checklist and Final Report

&
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4 weeks after program
Data Entry on Annual Report
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