ACTIVITY REVIEW CHECKLIST
	REQUIRED EVIDENCE
	Yes
	No
	N/A
	Comments

	Planning Committee include Nurse Planner, one other person & their expertise? 
	
	
	
	

	Identify who represents CE criteria knowledge, target audience, content expertise? 
	
	
	
	

	Include bio info for each person and identify any COI? 
	
	
	
	

	If COI, was it resolved? 
	
	
	
	

	Target Audience and Need 
  Audience identified?
	
	
	
	

	  Needs assessment identified?
	
	
	
	

	Purpose of activity ? 
	
	
	
	

	 Faculty/Presenters/Developers:  Name & credentials 
	
	
	
	

	Expertise?
	
	
	
	

	Did the faculty disclose COI?
	
	
	
	

	How resolved COI if present for each faculty?
	
	
	
	

	Were the Objectives explicit for the learner? 
	
	
	
	

	Content congruent with the objectives & purpose? 
	
	
	
	

	Did the objectives  & content reflect Continuing Education?  
	
	
	
	

	Teaching Learning Strategies identified?
	
	
	
	

	Criteria for successful completion identified? 
	
	
	
	

	Identify method for verifying participation? 
	
	
	
	


	If Commercial Support was present,
was program integrity maintained?
	
	
	
	

	Precautions taken to prevent bias?
	
	
	
	

	Written agreement?
	
	
	
	

	Was the method of Evaluation described? 
	
	
	
	

	 Were evaluation tools included? 
	
	
	
	

	 Was the Category of evaluation  identified? 
	
	
	
	

	Were the following Disclosures to the learners identified? 

1. Criteria for successful completion
	
	
	
	

	2. COI (presence or lack thereof) 
3. If verbal, is there written documentation in the file?
	
	
	
	

	4. Commercial support  (presence or lack thereof) (If verbal, is there written documentation in the file?)
	
	
	
	

	5. Non-endorsement of products
	
	
	
	

	6. Off-label product use  
	
	
	
	

	Was there Documentation of completion (Certificate) 
	
	
	
	

	Did it include: space for      
                                                 learner name 
	
	
	
	

	title
	
	
	
	

	date
	
	
	
	

	 contact hours awarded
	
	
	
	

	 name of provider
	
	
	
	

	address of provider
	
	
	
	

	Accreditation statement 
	
	
	
	

	If there is Promotional material, is it complete? 
	
	
	
	

	Does it list contact hours? 
	
	
	
	

	If contact hours are listed, does it contain the Provider statement? 
	
	
	
	

	Are the number of contact hours listed consistent with supporting documentation?
	
	
	
	

	Are the number of contact hours listed consistent with activity planning documentation?
	
	
	
	

	Are the contact hours based on 60 minute hour?
	
	
	
	

	Are the contact hours not rounded up? 
	
	
	
	

	Are the contact hours calculated correctly?
	
	
	
	

	If planning documents indicate disclosures were to be written here or if, by policy the disclosures are to be listed here, are they in the advertising? 
	
	
	
	


