IPCE Planner Training – Pre‑Training Checklist
*Must be completed prior to attending training
☐ Step 1: Submit Intent to Be a Planner Application
☐ Step 2: View Standards of Integrity Video
This video will be emailed after your Intent to Be a Planner application is submitted.
_____________________________________________________________________________________
IPCE Planner Checklist – After Training
Use the CE Planning Tool at any point while developing your CE activity. It will help you:
· Identify current state, desired state, and the professional practice gap
· Complete the needs assessment and identify your target audience
· Identify planning committee members and stakeholders
· Plan educational strategies and evaluation methods to measure impact
If you plan to work with any outside organizations, email averacontinuingeducation@avera.org  as early as possible.
_____________________________________________________________________________________
Step 1: Start Your Application
☐ Begin your application and complete ALL tabs as information is collected
· Add Planners and Faculty in the Planners & Faculty tab
· Adding individuals triggers an automated disclosure request email that is sent to the individual that has been added
____________________________________________________________________________________
Step 2: Define Your Education
☐ Identify your target audience
☐ Select the type(s) of credit you plan to offer:
· Physician – AMA PRA Category 1
· Non‑Physician CME – AMA PRA Category 1 
· (PTs, OTs, APPs, etc.)
· Nursing 
· Nursing Pharmacotherapeutic (if applicable)
· Pharmacist – CPE
· Pharmacy Technician
· Social Work
· Athletic Training
· Other (if applicable): 
· Nursing Facility Administrator
· Marriage & Family Counseling
· Minnesota EMS
· South Dakota EMS (SDBMOE)
_____________________________________________________________________________________
Step 3: Finalize Your Planning Committee
☐ Confirm Planner and Faculty roles
☐ Ensure your committee reflects your target audience
· Example: If nurses and physicians are learners, both should be represented
☐ Minimum requirements met:
· At least 2 planning committee members
· At least 1 content expert
· One individual may hold multiple roles
☐ Review disclosures:
· Does anyone have a conflict of interest? 
· If yes, contact Kelly to walk through mitigation steps
____________________________________________________________________________________
Step 4: Complete the CE Planning Form
☐ Complete the Accredited Continuing Education Planning Form
☐ Confirm:
· Agenda is finalized
· Evidence‑based references are identified
____________________________________________________________________________________
Step 5: Final Review & Submission
☐ All disclosures submitted and up to date
☐ Conflicts of interest evaluated and mitigated (if applicable)
☐ All required fields completed in:
· The online application
· The CE Planning Form
☐ CE Planning Form uploaded
(Upload at the top of the Planners & Faculty tab)
☐ Supporting documents uploaded (if applicable):
· Joint providership agreement
· Marketing materials
· Outside credit approvals
· Budgets
☐ Application signed
☐ Application submitted
____________________________________________________________________________________
Thank you for taking the time to complete your IPCE application!
We value the important work you do and look forward to reviewing the education you are developing for our Avera colleagues.
Questions? Email averacontinuingeducation@avera.org 

