CE Approval Form





Use this form to get continuing education (CE) curriculum/courses approved for Washington State long term care (LTC) workers. Use the Conferences/Seminars as CE form to get an event approved as CE – not this one.
	Today’s Date:      
	Submitter’s Name:      

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

	How many CEs are you submitting with this application?         # of CEs          # of CE hours
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Steps to Getting CEs Approved
Step 1:  Adult family homes, assisted living facilities and community instructors:  
Read the links in the Continuing Education section of the ADSA training website under Step 1. Read these links BEFORE filling out this form.  They explain what you need to know to fill this form out correctly. 
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Attestation: 
I have read the links in the Continuing Education section of the ADSA training website under Step 1.    
  Name       
                                                                                                 Date      
Step 2:  Fill out and submit this form. 
	What are you applying to offer?
	Table to Use:
	Find on page
	Will you be filling out this table?

	Materials developed by DSHS that you want to use as CE
	Table 1
	Page 2
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No   

	Existing materials from other LTC worker courses that you now want to use as CE
	Table 2
	Page 3
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No   

	New CE curriculum you developed 
	Table 3
	Page 5
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No   


Do NOT list mental health specialty, dementia specialty, nurse delegation courses, or CEs that have already been approved on this form.  Read the links under Step 1: Getting Approved to Offer CE on the ADSA training website for more info on how to use these courses/materials as CE.
Step 3:  Send in CE course materials for ONE CE.
Submit a complete set of student materials for ONE CE if you list any CEs in Table 3.  This is only required the first time you apply to offer new CE curriculum.
The department may request additional materials for other CEs when reviewing your application.
Step 4:  Submit one of the following applications.
Submit a Training Program Application, Training Program Update, or a Curriculum Developer Application – CE form depending on your situation. All forms and information are available on the ADSA training website.

Filling Out Table 1: DSHS developed materials you want to use as CE

This table contains curriculum developed by DSHS that can be used as CE.  
· Instructions: Check the “Add” box for any CEs you want to use.  If you want to enhance these materials by adding activities, DVDs, or student materials, list the CE in Table 2 – do not check it here.
	CE Title
	From
	Topics
	Time
	Add

	DSHS - Navigating Through Challenging Behaviors  CE
	DSHS curriculum
	Tips and strategies for working with challenging behaviors 
	3 hours
	 FORMCHECKBOX 


	DSHS - TBI - Strategies for Surviving and Thriving CE
	DSHS curriculum
	Tips, strategies for providing care to a person living with a traumatic brain injury
	5 hours
	 FORMCHECKBOX 


	DSHS – CE Revised Fundamentals of Caregiving (RFOC) CE Course Packet
	The RFOC CE Course Packet is made up of 13 individual CEs created from RFOC

	Check “Add” to be approved to use any of the 13 CEs (listed in the shaded green table below).  Once approved, you will get CE approval codes for all 13 CE courses.  It is then up to you to decide which of these CE courses to offer. 
	See list below
	 FORMCHECKBOX 


	DSHS - Client Rights CE
	RFOC Module 2 – Lesson 2 

pages 16-32, 35
	Client Rights and Mandatory Reporting, Restraints
	2 hours

	DSHS - The Caregiver CE
	RFOC Module 3 

Pages 38-56
	Basic job responsibilities, observation and reporting, professional boundaries
	1.5 hours

	DSHS - Infection Control CE
	RFOC Module 4 - Lesson 1 

Infection Control

Pages 59-69
	What are infections and symptoms, infection control practices
	2 hours

	DSHS - Blood borne Pathogens CE
	RFOC Module 4 - Lesson 2 

Pages 70-81
	Common bb diseases, how they spread, standard precautions and HIV/AIDS
	1 hour

	DSHS – Mobility CE
	RFOC Module 5 

Pages 83-94
	Body mechanics, ambulation, transfers, falls 
	2 hours

	DSHS - Basic Communication CE
	RFOC Module 6

Pages 96-108 and Resource Directory 264-266
	Basic communication, active listening and tips on handling difficult behaviors
	1 hour

	DSHS - Skin Care CE
	RFOC Module 7

Pages 110-117
	Basic skin care, pressure ulcers, positioning
	1.5 hours

	DSHS – Nutrition CE
	RFOC Module 8 – Lesson 1 

Pages 134-148
	Nutrition, dehydration, special diets
	1.5 hours

	DSHS - Food Handling CE
	RFOC Module 8 – Lesson 2 

Pages 150-156
	Food borne illness and safe food handling practices
	.5 hour

	DSHS –Elimination CE
	RFOC Module 9 

Pages 160-175
	Bowel and bladder, toileting, pericare, bedpan, catheter care, 
	2 hours

	DSHS – Medications CE
	RFOC Module 10 – Lesson 2 

Pages 178-192
	Medication assistance/administration, documenting and reporting, side effects.
	1.5 hours

	DSHS - Self-Care and the Caregiver CE
	RFOC Module 11 – Lesson 1

Pages 194-205
	Good self-care practices, warning signs of stress and burnout, healthy life style choices
	1.5 hours

	DSHS - Grief and Loss CE
	RFOC Module 11 – Lesson 2

Pages 206-211
	Types of loss, grieving process and symptoms, being present with others
	1.5 hours

	Instructors teaching these CEs should have the additional knowledge and skills required to teach core basic training materials. Module 7 – Lesson 2 of RFOC (body care) is not included because it must be enhanced to be used as a CE.  List CEs you want to create using Module 7 in Table 2. 


Filling Out Table 2:  Existing Approved Curriculum from Other LTC Worker Courses
Fill out Table 2 to submit existing approved materials from other LTC worker courses that you now want to use as CE.  Examples might include enhancements you got approved for RFOC, population specific training you developed, or enhancements you want to make to DSHS materials listed in Table 1 of this form. 

Do NOT list dementia specialty, mental health specialty, nurse delegation courses, or materials that have already been approved as CE unless you are enhancing them.


· Instructions for Part 1: 
List each unique CE course you want to create from a previously approved course as a separate entry.  

Title of Previously Approved Course: List the title of the previously approved course you want to use as CE.  The course title is listed on the DSHS training certificate if you are unsure.  

Example:  Population Specific Training - Caring for Older Adults  
All or Part?  List:

· “All” if you intend to offer the entire previously approved course as CE.
· “Part” if you intend to only use certain parts or sections of the previously approved course as CE.
Example:  A training program wants to offer several of their RFOC enhancements as separate CEs.   They list each CE course as a separate line item in Table 2.  Once approved, each CE is assigned its own CE approval code.

Previously Allocated Time:  List how much time was previously approved for the content you want to use as CE.  
Examples:   A training program wants to use “all” of their previously approved 10 hour population specific training for CE.  They would list 10 hours here. 

A training program wants to use one of their RFOC enhancements as a CE.  The selected enhancement was approved for 2 hours.  They would list 2 hours here.

· Instructions for Part 2: 
CE Title:  List the CE course name you want to use. If the CE is from a course that already has a name, you can use it again or create a new name for the CE.  The course title should clearly communicate the content of the CE. 
CE Hours:  Type in the amount of time you are applying to offer this CE.  
Other Things DSHS Needs to Know:  If you are:
· Using “Parts” of a previously approved course to create a CE, list the name and location of the content (module(s), enhancement, activities, DVDs, etc.) you want to use as the new CE.  Be specific.  

Example 1:  A training program is using one of their approved enhancements from RFOC. They list: “Module 7 page 124 of RFOC, using the Bathing without a Battle DVD with previously approved additional activities”.   

Example 2: A training program is using several modules from their own population specific course.  They list: “Using modules 1-4 of the Working with Younger Adults” course. 

· Changing the training hours from what was previously approved for the CE, explain why.  Outline what has been added or changed.  If ADDING content, include a detailed course outline of what you are adding.  List each major section/module/unit with the topics/content covered.  Include any major activities and/or DVDs by title, publisher, and DVD length. 
Leave any item in this section blank that does not apply to your situation. 
	Table 2

	Part 1: Info needed about previously approved course
	Part 2:  Info needed to approve as CE

	Title of Previously Approved Course
	All or Part? 
	Previously Allocated Time
	CE Title 
	CE Hours
	Other Things DSHS Needs to Know 

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     




Filling Out Table 3:  New CE Curriculum
Fill out Table 3 to submit new CEs you have developed. This can be CEs you wrote in their entirety or CEs you created by combining materials from a variety of sources and have permission to use.  
· Instructions: Follow the instructions included in Table 3. Here is some additional information you need. 
RN/LPN Only:  Check this box if this CE is meant to be taken only by RNs/LPNs. Leave blank if this does not apply.  
Mgrs. Only:  Check this box if this CE is meant to be taken only by AFH providers or resident managers or ALFs administrators or their designees.   Manager courses relate to such topics as the business operation or management/supervision of staff. Check this box if the majority (75% or more) of the content is directed to managers.  Leave blank if this does not apply.  

Type: List the training type using the following codes.  Check all that apply for each CE.
CL: Classroom

WE: Web based online training 

DV: DVD or video
CC:  College class (must be submitted by the course instructor or college representative)
CE Summary: Give a brief overview (a few sentences) of the main topic/subject areas to be covered. It should be clear how the CE is relevant to the care setting, care needs of residents, and/or long-term care worker career development.   See example below.  

CE Outline: Include a detailed course outline for each CE.  List each major section/module/unit of the CE with the topics/content covered.  Include any major activities and/or DVDs by title, publisher, and DVD length. See example below.  
Websites

If you have a website that contains this information, list the web address instead. It must be a separate, direct link for each CE. A general link to one site that lists all courses is not acceptable.
     EXAMPLE 
	Table 3

	CE Title:  Navigating Challenging Behaviors and Dementia
	 FORMCHECKBOX 
   RN/LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply 
 FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours: 6

	CE Summary:  This course focuses on handling challenging behaviors.  We will use the DSHS Navigating Challenging Behaviors curriculum and add a DVD and activities focusing on challenging behaviors and dementia.  

	CE Outline:  
When behavior becomes challenging

· Steps to navigating challenging behaviors

· Take action to handle the situation respectfully
· Best practices in handling challenging behaviors
· Good self care after a challenging situation
Prevent or minimize challenging behaviors

· Handling a client’s anger

· When anger turns to possible violence
· Handling sexual behavior

· Anxiety

Working with challenging behaviors and dementia 

· Alzheimer’s Dementia Hands on Caregiving DVD: It’s All in Your Approach” with Teepa Snow (1 hr. 30 minutes) Pines Institute of SW Florida

· Activity: Group discussion of DVD

· Activity: Scenarios and role plays using techniques covered in DVD



	Table 3


	The course title should clearly indicate the CE topic. 

CE Title:       
	Check if the CE is for this audience only
 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	Include a brief overview of what the CE will cover.
CE Summary:      

	Outline each major section and the topics/content covered.  Include any major activities and/or DVDs by title and publisher. 
CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      

	CE Title:       
	 FORMCHECKBOX 
   RN/ LPN    FORMCHECKBOX 
  Managers  
	Type: Check all that apply  FORMCHECKBOX 
 CL   FORMCHECKBOX 
 WE   FORMCHECKBOX 
 DV   FORMCHECKBOX 
 CC 
	Hours:    

	CE Summary:      

	CE Outline:      


To use the web links in this form, hit “control” on your keyboard and click on the link.





There are two parts in Table 2 to complete for each CE.  





Table 2 is set up to be filled out on a computer and emailed to DSHS. If you have more CEs than space below, create your own table for the additional CEs.  Let us know there are more CEs and where to find the information.   








Table 3 is set up to be filled out on a computer and emailed to DSHS. If you have more CEs than space below, create your own table for the additional CEs.  Let us know there are more CEs and where to find the information.   
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