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Conference, Seminar, Webinar Application
Submit this form if you are the business or person sponsoring a conference, seminar or webinar (event) and want it approved for Washington State long term care (LTC) workers to use as Continuing Education. 
	Are you a DSHS approved Training Program for any DSHS long term care worker courses?  

Yes    No 

	
	Today’s Date:       


	
	
	Training Program Name:         

	
	
	Training  Program Number:       *  

*First time applicant leave blank                                                                                                         


	Business Contact Information

	Business Name:
	       

	Mailing Address:
	       

	City, State, Zip:
	       

	Telephone:
	       
	Cell:
	       

	Email:
	       

	Web Address:
	       


	Primary Training Contact Information

	Trainer Name:
	       

	Telephone:
	       
	Cell:
	       

	Email:
	       


	Marketing Information

	Would you like your event posted on the Aging and Long Term Support (ALTSA) website if approved by DSHS?  No     Yes       If yes, fill out this section and include a short summary of the event. 



	Event Title:
	

	Training Date:
	
	Training Location:
	

	CE Hours Available:
	

	Direct Contact Name:
	       

	Telephone:
	       
	Cell:
	       

	Email:
	       
	Website:
	       

	Other (please specify)
	       

	Short Summary of Event
	       


	Businesses Offering Event as CE: 

	Terms and Conditions

	 Instructions: Read the following terms and conditions carefully. These terms and conditions take effect once the event is approved by DSHS for use as CE.

Note: Once CE hours are approved for an event, they are assigned a unique DSHS CE approval code(s).  This DSHS CE approval code is what officially communicates to LTC workers and their employers that DSHS has approved your event for CE(s).  The DSHS CE approval code(s) are assigned and emailed to you once your event is approved.  

The conference or seminar sponsor agrees to:

1. Submit only topics relevant to the care setting, care needs of residents, long term care worker career development, and target audience at least 45 days in advance of the event.

2. Attest that any presenter or speaker at the event meets the DSHS instructor qualifications for CE.

3. Develop and communicate to parties interested in attending the event:

a. CE course name(s) as approved by DSHS, the amount of approved CE hours, and what has to be completed to receive CE credit. 

b. Any arrangement between the business sponsoring the event and the LTC worker and/or his or her employer is solely between these individuals – not DSHS.   

c. To whom and where questions or problems should be directed regarding the CE.

4. Not publish the DSHS CE approval code(s) assigned to the event in any brochure, website, or other forms or marketing of the event.

5. Provide a CE training certificate or another type of standardized form to attendees completing the CE. The certificate must include the date of the event, event name, CE course name as approved by DSHS, and the DSHS CE approval code.   The DSHS CE Approval code must only be given out at this time.

6. Maintain a record of transactions with WA long term care workers or their employers related to this event and the performance of these terms and conditions as outlined in this section for six years after expiration or termination of this agreement.  

7. Communicate to DSHS immediately any concerns regarding anyone improperly using or obtaining the DSHS CE approval code(s).

	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 Businesses Offering Conferences/Seminars as CE Terms and Conditions listed above in its entirety and agree to all terms and conditions within it.  

· Verified all presenters or speakers meet these minimum qualifications: An instructor for orientation, safety training or continuing education must be a RN or other person with specific knowledge, training, and work experience in the provision of direct, hands-on personal care or other relevant services to the elderly or persons with disabilities requiring long-term care.

	Name:
	       
	Job Title:
	       
	Date:
	       


	Submitting CE for Approval 

	When submitting this form you have the following options:

· One CE code for the whole event 

· Individual CE codes for each educational course during the event

· CE codes can be given in 15 minute increments

Give a brief summary of the CE course content using one of the summary methods listed below.  It must be clear that the CE is relevant to the care setting, care needs of clients/residents, and/or long-term care worker career development.  

CE Summary Methods

· Table of contents (TOC) or CE course outline. Be sure to indicate the times for each of the individual events during a conference if you want more than one CE code.

· CE syllabus (a brief summary of what will be covered in the CE)

· Event brochure or flyer

· You can use an event brochure or flyer if it clearly identifies the distinct CEs you want approved and includes a clear syllabus for each CE course. If the brochure/flyer does not clearly include this information, it cannot be used as the CE summary.  

· List the website address where the brochure/flyer can be found if it is available on the internet.  It must be a direct link to it.  If not available on-line, send it as a separate attachment with your application. Clearly indicate in the file name that it is the event brochure.

	Event Details

	Event Title
	Location(s) (City)
	Date(s)
	Time(s)

	     
	     
     
     
     
	     
     
     
     
	     
     
     
     

	

	Course Title

List a separate CE course title for each distinct CE you want approved. (Use another sheet to add more course titles.)
	Mgrs Only
	Hours
	CE Summary

Give a Brief Summary of the CE using one of the CE summary methods listed above.

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	     
	
	     
	     

	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.  PDFs are fine for other required information.  
Send to:  trainingapprovalTPC@dshs.wa.gov with “Event CE Approval” as the subject.
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