JP Form #2, Rev 9/7/17

UNIVERSITY OF WASHINGTON SCHOOL OF NURSING
Continuing Nursing Education

JOINT PROVIDER CHECKLIST

STEP 1.  
PLAN ACTIVITY WITH INVOLVEMENT OF UWCNE NURSE PLANNER & SUBMIT A JOINT PROVIDERSHIP AGREEMENT FORM. 
Time Frame: 

Planning with UWCNE = 3-12 months prior to activity


Submit agreement = 2 months prior to activity

	√ 
	
	TASK
	If not attached, describe plan for completing this requirement.

	
	1.
	Complete the Joint Providership Agreement 
Attach all required documentation to the agreement, including items 2-9 below.
	

	
	2.
	___List of Planning Committee Members

___Bio data form for each member

___Disclosure form for each member

___UWCNE’s nurse planner is included on the committee

	

	
	3.
	___List of Speakers/Presenters/Authors/Content Reviewers (as applicable)
___Bio data form for each (please, no lengthy CVs)
___Disclosure form for each

___Release form for recording (if applicable) (Request sample if needed.)

	

	
	4.
	___ Summary of Disclosures of Planning Committee Members and Presenters/Authors/Content Reviewers   
___ Plan for providing this summary to all participants is described. 

	

	
	5.


	Program Schedule (live offering)

___Detailed schedule of educational sessions, including times for breaks
Content Outline (online or other enduring offering)

___List of modules/content sections and amount of time required for participants to complete each module/section
___ Pilot study  (if available) or other feedback confirming time required to complete activity
	

	
	6.
	Marketing information (e.g., print material, website, e-blasts)
Check that each item below is included somewhere in print materials or online informing prospective participants of these activity details. 
___Target audience

___Speakers/presenters/authors/reviewers, editors (as applicable)
___Planning committee
___Objectives for learning outcomes

___Program schedule

___Teaching methods

___Nurse planner (with planning committee)
___ANCC accreditation statement (official)


___Contact hours (UWCNE will calculate for final version)

___Criteria for successful completion

___Joint provider recognition (e.g., listed of joint providers)
___List of sponsors (if applicable)

	

	
	7.
	Evaluation Form 

___Copy of evaluation form to be completed by each participant 
If a form will not be used, describe the evaluation plan.
	

	
	8.
	Disclosure of Exhibitors and Financial and/or In-Kind Support from Commercial Interest Organizations
___Commercial Support Agreement form from each commercial interest organization that provides financial or in-kind support for the offering.

___List of exhibitors and commercial sponsors (This list also needs to be disclosed to participants as a handout in the syllabus or other method.)
	

	
	9.
	Verifying Attendance and Completion of Activity Requirements
___Include sample sign-in sheet or describe method to be used for verifying attendance and participant completion of requirements for earning contact hours.
	


STEP 2.  
WAIT FOR UWCNE TO: 
1)
Calculate the number of contact hours to be awarded; 
2)
Develop an “administrator portal” and unique course website for participants to register online for contact hours; 
3)
Prepare a participant instruction sheet;
4)
Return a signed copy of the joint providership agreement to you with a copy of the participant instruction sheet.

Time Frame: 14-21 days after the Joint Providership Agreement is received.
STEP 3. 
REVIEW THE PARTICIPANT INSTRUCTION SHEET AND UNIQUE COURSE HOME PAGE ON THE UWCNE WEBSITE AND PROVIDE FEEDBACK/CORRECTIONS AS NEEDED. 

Time Frame: ASAP after receiving instruction sheet from UWCNE
STEP 4. 
DISTRIBUTE COPIES OF THE INSTRUCTION SHEET TO ALL PARTICIPANTS.
Time Frame: Start of activity
STEP 5. 
SUBMIT POST-ACTIVITY REPORT TO UWCNE.
Time Frame: 7-14 days after the activity ends
	
	1.
	Complete Post-Activity Report with requested information.
Attach required documentation to the report, including items 2-5 below.
	

	
	2.
	Roster of registrants, indicating any no-shows or individuals who did not complete requirements. UWCNE will use this list to verify the eligibility of individuals who register online for contact hours.
	

	
	3 
	Copy of sign-in sheets (Retain originals in your files.)
	

	
	4. 
	Revised forms (if applicable) (e.g., revised schedule highlighting any changes that may impact contact hours to be awarded, updated disclosure summary, brief statement verifying that the activity was monitored for conflict of interest, etc.) 
	

	
	5.
	Summary of evaluations
	


STEP 6. 
MAINTAIN PLANNING DOCUMENTS FOR SIX YEARS.


As the organizer of this activity, you are responsible for keeping an activity file (paper or electronic) for six years that includes a copy of speaker handouts, minutes of planning meetings, financial reports, and original sign-in sheets.  Due to storage constraints, CNE does not need these additional items but may request copies at a later date for audit purposes. 
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