individual educational activity approval application INSTRUCTION MANUAL AND FORMS
As of November 2009: 

(i)
The individual educational activity criteria and forms have been revised.

(ii) Please use the materials  that are currently posted on the INA Website for future brand new submissions to the INA Continuing Education Approver Unit (CEAU).
DIRECTIONS FOR COMPLETION AND SUBMISSION OF AN

 INDIVIDUAL ACTIVITY APPROVAL APPLICATION
Please carefully review the application before it is submitted for review to ensure all criteria are addressed.  Successful completion of the application requires attention to detail.  The boxes throughout the application are in a table format and can be made as large as needed to respond to each criterion completely.  Note:  All pages of the application packet should be numbered consecutively.  Please do not submit handouts (PowerPoint presentations) or sign-in sheets.  Submit only the required components of the individual educational activity application.  Should you have questions regarding what should be included in the application packet, please contact the INA office.

1. Please read the step-by-step explanations for the application in the INA Criteria Manual for Approval of an Individual Educational Activity carefully before completing this application form.  This document is separate from the forms and is located on this Individual Activity Approval Application web page

2. All materials must be typed or computer-generated and requested attachments must be submitted.

3. Additional information should not be submitted. For example, PowerPoint presentations, sign-in sheets, teaching materials, handouts or the layout of the physical facilities.

4. Submission by regular mail
Mail one copy of the completed application with the attachments and fee (see fee schedule) to:
CONTINUING EDUCATION APPROVER UNIT, ILLINOIS NURSES ASSOCIATION, 105 WEST ADAMS STREET, SUITE 2101, CHICAGO, IL 60603  

Organization of forms: If possible, index tabs or a similar tool should be used to identify/organize attachments such as the three or five-column Overview forms, Biographical Data forms, Conflict of Interest forms , etc.  Note: Three-ring binders should not be submitted for this type of approval.
5. Submission by e-mail 
Provided, they consist of no more than 100 pages, the completed application, attachments and fee may be submitted to kani@illinoisnurses.com and/or scanariato@illinoisnurses.com  if the following are in place: 1) the commitment to maintain records, which appears in section A (planners/planning committee), is completed by the Nurse Planner and 2) A credit card payment by American Express, MasterCard or Visa.  Please refer to the fee schedule. 

6.
Email Communication with INA

Email is the main/primary method of communication utilized by the INA Continuing Education Approver  Unit (CEAU).  Therefore, please ensure through your information technology department that emails from kani@illinoisnurses.com and scanariato@illinoisnurses.com will be delivered into your inbox.
PLEASE READ THE DIRECTIONS BELOW  IN ORDER TO DETERMINE WHICH DOCUMENTS ARE REQUIRED FOR  DOWNLOADING 

Criteria Manual for Approval of an Individual Educational Activity (Required)
(To appear below)

Peer Review Panel Dates ((Required)
(To appear below)

Fee Schedule (Required)
(To appear below)

Forms

Some or all of the following forms must be completed and submitted for an individual educational activity approval application:

Forms that must be downloaded:

1. Main Application For Approval of An Individual Educational Activity (Required)
2. Activity Planners’ and Presenters’ Biographical Data Form (Required)
Note: This must be completed individually for each planner and presenter.
3. Conflict of Interest Form (Required)
Note: This must be completed individually for each planner and presenter.

4. Educational Activity Overview Form (Required) 

Note: Only one model should be used.

5.
Sponsorship Declaration Form (Required)
6. Certificate or Verification Form for Approval of An  Individual Educational Activity (Required)
Additional forms that must be downloaded if applicable:

7. If applicable, Addendum for an Independent or Self Study

8. If activity is over three contact hours, Agenda or Schedule Form for a live presentation 

9. If applicable, Live Presentation Evaluation Form 
Note: An evaluation tool must be submitted.
10. If applicable, Independent study Evaluation form 
Note: An evaluation tool must be submitted.
11. If sponsorship (e.g., commercial support) is being provided, sponsorship agreement

12. If applicable, co-providership agreement

Tips for Completion of an Application for
 Individual Educational Activity Approval
Adherence to the following items will facilitate the completion of the application for approval of an individual educational activity and the approver unit’s review of the documentation.

· This is not a rubber stamping process.  The specific information required must be provided for a professional analysis by RN peer reviewers.

· Completion of the application is not difficult but requires an adequate time commitment.

· The nurse planner, registered nurse with a baccalaureate or higher degree in nursing, on the planning committee must take a primary role in the planning of the activity.  
· It is imperative that the requirements in the INA instruction manual are read thoroughly before each question in the application is addressed.

· Information that is repeated on different documents must be consistent.  For example, topic areas and time frames on the educational activity overview form (three or five-column format) and on the agenda or schedule.
· Before submitting the application to INA, it is the responsibility of the nurse planner in collaboration with the presenters or content specialists to ensure that all the information provided on the three or-five column format is in compliance with the criteria in the INA instruction manual.

· The application must be submitted in a well-organized fashion. i.e., the page numbers and section numbers must be in sequential order.  

· Checks, money orders or credit card information must accompany the application.  Note: Credit card information will be removed before the application proceeds to the peer review.
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