
Educational Activity Planning Timeline Worksheet 

For your Educational Activity Planning, we recommend that you use a project tracking chart. 

Planning Activity Timeline Projected Completion Actual Completion 

I. Assessment    

 Identify Learning Needs 6-12 months prior   

 Determine Target Audience 6-12 months prior   

    

II. Planning    

 Select Planning Committee 6-12 months prior   

 Define and Assign Roles & 
Responsibilities of Committee 
Members 6-12 months prior 

  

 For the Educational Activity 
Identify: 
o Purpose 
o Theme 
o Objectives 
o Content 
o Outcomes 6-12 months prior 

  

 Select: 
o Date 
o Time 
o Facility/Location 6-12 months prior 

  

 Create Budget 6-9 months prior   

 Select & Confirm Speakers 6-9 months prior   

 Finalize Activity Agenda/ Grid: 
Including course description, title 
of each lecture, content and 
teaching methods. 3-6 months prior 

  

 Submit Educational Activity 
Proposal for CEs 3-6 months prior 

  

 Develop Marketing Plan 3-6 months prior   

 Design Brochure, prepare mailing 
list and mail brochures 3-6 months prior 

  

 Develop Course Materials 1-3 months prior   

    

III. Implementation    

Prior Coordination    

 Contact Speakers to review all 
materials and forms are submitted 1-3 months prior 

  

 Contact Facility to Confirm Room 
Set-up, Menu, etc. 1-3 months prior 

  

 Ensure all Course Materials are 
uploaded 1 week prior  

  

 Meet with Planning Committee to 
review timeline and assigned 
responsibilities Ongoing 

  

On-Site Coordination    

 Arrive Early: Day of Activity   



o Check In with Facility 
Coordinator 

o Review Room Set-Up 
o Check AV Equipment, including 

media used in presentations 
o Set-up Registration Area 
o Post Wayfinding Signs 
o Recognize Presenters and assist 

them with any AV needs 

 At Conclusion of Educational 
Activity: 
o Open Evaluation, email out any 

links 
o Explain to learners how to 

collect contact hour certificates 
o Return any borrowed 

equipment Day of Activity 

  

    

IV. Evaluation    

 Reconcile paperwork as needed 
for contact hours 1-2 weeks post 

  

 Finalize Budget & Pay Bills 1-2 weeks post   

 Send Speaker(s) Letter of 
Appreciation & Summary of 
Evaluations 2-3 weeks post 

  

 Conduct a Post-Educational 
Activity Debrief with the Planning 
Committee 3-4 weeks post 

  

 



Sign in 



Choose SHC 
Employees ONLY



Click on “Submit Educational 
Activity Proposal”

Pat Hall, BSN



Select “New Application”





Same as course title. The Activity Name will be used as the 
course title on the CE certificate.
**Spell out all acronyms.
Eg. IntraAortic Balloon Pump (IABP)

The synopsis is an abbreviated course description which can used on 
electronic marketing materials, such as, SHC internet or an eNewsletter.

The Course Description should answer the following questions:
1. Why are you having this education?
2. What content will be presented in this educational session?
3. What are the attendees expected to know or know how to do after the 

educational session?
4. Who should attend?

Directly Provided- Course (Live)
(live in-person)

OR
Directly Provided- Internet (Live)

(live webinars)

OR
Directly Provided-Enduring 

Materials- Internet
(these are pre-recorded

educational sessions)



Please select requested credit types.

Only enter numbers if you are requesting
ANCC Pharm contact hours for the activity.

If you plan to have this learning activity more than 
once within the same calendar year, please list all 
the dates.

Recurring Activity: 
1. The agenda and contents do not change in any 

subsequent activities.
2. Presenters also stay the same.

CE calculation:
60 min instructional content= 1 contact hour (ANCC, 2015)
1 hour of theory = 1 continuing education contact hour 
(CA BRN, 2004).



Choose the specialty which the activity is geared 
towards.



Click drop down menu and select ONE role

Click “+” button to add more planners



Ensure all faculty names, email addresses, and degrees are 
included so they will receive all email notifications for the 
activity.



Click “+” icon to add more time frames.
Remember to add break and lunch time frame.

How to write a Behavioral Objective: 
1. Remember SMART

S: Specific
M: Measurable
A: Achievable
R: Realistic
T: Timely

2. Use Bloom Taxonomy

Example: 
Upon completion of this program, the nurse will 
be able to calculate the correct insulin dose using 
the facility-approved sliding scale.

Once you click “Save”, the presenter will receive an email notification.



These may include:
• General professional issues
• New standards or guidelines
• Issues related to alignment with current 

trends in practice

Staff are distributing the HTN electronic BP monitoring device without patient education 
about the use of the device and the benefits of regular self-monitoring.

Identify the Gap

Difference between what is and what should be

What is currently happening?

What should be happening?



Analyze Gap:
• Why do you think the current state exists?
• What is the underlying or root cause?
• Is the gap due to a deficit in knowledge, 

skills, or practice?
• Are system issues involved? 

(Gaps due to system issues cannot be 
corrected by an educational activity)

• If the gap is due to a lack of knowledge, skill 
or practice, an educational activity is 
needed.

Gap Analysis/ Needs Assessment

Methods used to identify Professional Practice Gap?
• What evidence do you have to validate the gap 

exists?
• Incorporate evidence from a variety of sources



Evaluation method

*Note, the CEPD will always evaluate the 
short term option, intent to change practice, 
via an online evaluation.

• For other evaluation methods….Please 
submit all related data after the 
educational activity.



Learning Outcomes Learning Objectives

Describe the overall purposes or goal Use to structure the content

Address the educational needs  to narrow or close the identified 
practice gap

Are written as tasks

Must be measurable and reflect the desired state

E.g.  At conclusion of the educational activity, participants will self-
report an intent to change practice by applying evidence-based 
communication strategies

E.g. List 5 methods of creating a safe environment 
for holding a confidential conversation



What do you want learners to be able to do as a 
result of participating in this activity?  How are you 
going to measure that change?
• Knowledge
• Competency/Skill
• Performance
• QI data

All outcome measurement data should be submitted 
post educational activity.



Content of continuing activities must be free of commercial influence.
1. What is Commercial Support?

-Support from commercial interest organization is called commercial support
- A commercial interest is any entity producing marketing, re-selling, or 

distributing health care goods or services consumed by, or used on, patients.
(ACCME, n.d.a.,p.1)

2. Types of Commercial support 
- Financial support: Money given to cover educational activity expenses)
- In-kind support: Non-monetary support such as provide AV equipment)

(ANCC, 2016)
3. If yes, please submit a copy of the Agreement & this must be Disclosed to all 
participants at the beginning of the educational activity.



1. Attest, Sign and Date the application.
2. Click “Save Application”.
- If you save and do not yet submit, you may return back to the application 
at any time to update the information.



When the application is complete, you must Submit the application for it to be reviewed:
1. Select “Return to Applications List”.
2. In the next window, click “Submit for Review” (see next slide).



Find the Activity Name and Click on “Submit For Review”.
Done. You should receive a confirmation email.

Pat Hall, BSN



mailto:CEPDNursePlanner@stanfordhealthcare.org
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