ALSO Course Coordinator Checklist

Pre-Course

( Submit the ALSO Request Authorization Form to ALSO staff
       You will receive an approval e-mail from ALSO staff with the following attachments:

       MOA, Materials order form and Online CME Accreditation Application Instructions

( Submit the ALSO Course Brochure/Agenda to ALSO staff
       Only if course is open to nurses – requirement of KSBN to have copies in our files.

( Obtain the Course Director’s E-signature on the MOA and e-mail Word document back
     to ALSO staff.

( Complete the CME Online Accreditation Application, using the instruction sheet.
    The accreditation review and approval process may take up to four weeks. You will receive an approval e-mail
     from AAFP Accreditation Department with your accreditation number.
( Complete the material order form and return to the Contact Center.

( Prepare the Nurse Roster (if nurses in attendance)
      Nurse Participants must be typed in alphabetical order and have them sign their name both days.
Post-Course
( Collect Nurse Roster (if applicable). Send to ALSO Staff by e-mail.
     These should be scanned and e-mailed WITHIN ONE WEEK OF THE COURSE.
( Complete the Participant/Faculty form and send to ALSO Staff by e-mail.
     Only return AFTER you have the accreditation number and include it on this form.
( Collect the Instructor Candidate forms (if applicable). Send to ALSO Staff by e-mail.
     Please scan as separate files to e-mail.
( Collect the Course Evaluations. Send to ALSO Staff through regular mail.
     Evaluation summary will be e-mailed to you within six weeks.

Reminder: Courses cannot be processed without an Accreditation number. Hold all materials until you get your Accreditation approval e-mail with the number to include on the first page of the Participant/Faculty form.

After ALL materials are returned as stated above, the ALSO Staff processes the course:

· Upload this course in each participant and faculty record in the database, adding those to the database who are not yet included.
· Create certificates and e-mail to the course coordinator in .pdf format to print and give to participants.

· Create wallet cards and mail to course coordinator to give to participants.

· Process any Instructor Candidate forms and send ALSO Approved Instructor letter/wallet card directly to the individual.

· Send the Nurse Rosters to the Kansas State Board of Nursing immediately after the course.  
