CDA – CE Form










Curriculum Developer Application for Continuing Education
Submit this form if you are a curriculum developer and want to get long term care (LTC) worker continuing education (CE) curriculum approved and do NOT intend to teach it.  If you want to get both CE curriculum and instructors approved, fill out a Training Program Application or Training Program Update form – not this one. 
	Today’s Date:       
	Submitter’s Name:      

	Submitter’s Contact Info:    Phone:                                  Cell:                                     Email:
                                                (     )     -               (     )     -                   


Business Information

	Business  Name:       

	Business  Address :                                                                            City:                                              Zip Code: 

                                                                                                                                                                

	Business  Phone Number:          Fax Number:                                       Email:

(     )     -      
(     )     -     

 FORMTEXT 
     
     

	Primary Business Contact:                               Phone:                               Cell:                                   Email:

Name:                                                          (     )     -           (     )     -                 



Marketing Information
· Instructions: DSHS will post the availability of your CE curriculum on the Aging and Disability Services (ADSA) website if you have 12 or more CE hours approved.  Fill in the information below as you want to see it on the website. You do NOT have to fill out each row.  Leave blank anything you don’t want included on the internet.
	 FORMCHECKBOX 
  Call Direct Contact  

Name:       
Direct Contact Info:             Phone:                                  Cell:                                     Email:
                                                (     )     -               (     )     -                   

	 FORMCHECKBOX 
  Call General Business Number
Business  Phone Number:          Fax Number:                                       Email:

(     )     -                       (     )     -     

 FORMTEXT 
                         

	 FORMCHECKBOX 
  Website 
Business Web Address: 

     

	 FORMCHECKBOX 
  Other (please specify)  

     


·  Instructions: List the number of CE training hours you are submitting with this application.         hours
All required forms can be found at www.adsa.dshs.wa.gov/professional/training
Submit ALL required curriculum approval forms and requested materials with this application. Not doing so delays your application getting processed.
Terms and Conditions for CE Curriculum Developers 
· Instructions: Read the following terms and conditions carefully. These terms and conditions do not take effect when you receive written notification of CE approval from DSHS.  Attest that you agree to meet these requirements on page 3.
1. Training Administration

Definitions
· “Continuing Education Curriculum Developer (Curriculum Developer)” means an individual or business that wants to get long term care (LTC) worker CE curriculum approved and does not intend to teach it.
· “CE instructor” means a Washington State adult family home, assisted living facility or community instructor approved by DSHS to teach CE through a DSHS approved Training Program.
General Policies 

The Curriculum Developer agrees to:
1. Submit only those materials:

· Developed and owned by your business.

· That falls under the relevant CE topic areas described in WAC 388-112-0210 for residential or 388-71-1006 for in-home.
· Within the scope of practice of a long term care worker.
2. Choose one CE being submitted and send the complete student materials with this application.  If the CE you choose is available on-line in its entirety, a direct link to the CE can be used to meet this requirement instead.  Note on the CE Approval form which CE you want the department to view in its entirety. 
3. Reinforce with any potential or existing customer that they must be a DSHS approved training program with at least one DSHS approved CE instructor to offer your curriculum to meet the Washington State long term care worker CE requirements.  More information on becoming DSHS approved training programs and instructors can be found at www.adsa.dshs.wa.gov/professional/training.  
4. Have a method that allows CE Instructors to know what DSHS approved CEs are available including topic, hours, and a brief description of content.  
5. Clearly identify any CEs specific to RNs/LPNs or Managers (assisted living facility administrators or adult family home providers or resident managers.) 
6. If the CE is an online training, have a quiz at the end that assesses whether the student has learned and integrated the information. The student must take and pass the quiz with a score of 80% or better to receive CE credit.  The quiz does NOT need to be submitted with this application unless requested by DSHS. 
7. Issue training certificates containing all required Washington State information.  If you do not issue training certificates, give customers a list of CEs purchased with the DSHS approved CE course name, approved course hours, and the DSHS CE approval code for each CE.   
· Develop and communicate in writing the following policies to CE instructors interested in using any of the CE Developers CEs:

· Any arrangement between the CE Developer and the CE instructor is solely between these two businesses/individuals – not DSHS.   
· The cost of the CE and terms or use.
· To whom and where questions or problems should be directed regarding the CE, loss or replacement of materials, updates to the curriculum, or the loss of the DSHS CE approval code.
· Refund policy if in error, a CE instructor orders CEs not approved by DSHS.
8. Submit to DSHS, upon request, written proof that a specified CE instructor has a formal agreement with your business to use DSHS approved CEs developed by your business.  

DSHS Quality Assurance and Monitoring
 The CE Curriculum Developer agrees to:
1. Maintain a record of transactions with CE instructors and DSHS related to the terms and conditions outlined in this section for six years after expiration or termination of this agreement.  

2. Allow DSHS access to the Curriculum Developer’s records related to the terms and conditions outlined in this section to verify compliance with them.  The Curriculum Developer will provide DSHS access at its place of business or send the materials to DSHS whichever is requested by DSHS.  DSHS may request such access without prior notice.
3. Communicate to DSHS immediately any concerns regarding a CE instructor improperly using or obtaining CE developed by your business or the misuse of the DSHS CE approval code(s).
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CE Curriculum Developers 
Attestation
· Instructions: Read and complete the attestation below. By filling in your name, job title, and date below and then emailing or mailing this to the department, you attest that you have:
· Read the DSHS Terms and Conditions for CE Curriculum Developers above in its entirety and agree to all terms and conditions within it.  
· A quiz at the end of the CE training if the CE is an online training.
       Name       
Job Title       
Date      
Getting Information to the Department

Submit all forms at the same time for your application to be processed.   Please send a Microsoft file completed on your computer – not a PDF of the required forms. 
Where to send your application

EMAIL: trainingapprovalTPC@dshs.wa.gov  Include the words “CE Curriculum Developer” as the subject line.
· Submit this form with: 
· A CE Approval Form.  
· The complete student materials from one CE of your choosing.  This can be a PDF or a direct link if this is an online CE and can be viewed in its entirety.  
All required forms can be found at www.adsa.dshs.wa.gov/professional/training
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