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POLICY STATEMENT:


The Education Committee (in cooperation with a District or ASPAN, if a joint venture,) decides location, date, costs and focus of the seminar/workshop, and includes potential financial needs of each one in the projected Education budget, if possible. 

PROCEDURE: 


1.
Plans seminar at least 4 months in advance.


2.
Obtains speakers 3 - 4 months prior to seminar. 



a.
Considers the honorarium, and also travel expenses, lodging, and per diem for out-of-town guest speakers. 



b.
Obtains a typed outline, offering description, biographical data, handouts, and bibliographies 3 months prior to workshop or in time to obtain contact hours.


3.
Selects a representative to serve as liaison with the host facility to oversee ordering any needs to be provided by the facility: room set-up, food, registration tables and chairs, contact person for troubleshooting, etc.


4.
Obtains at the host facility or privately rents the AV equipment (responsibility of the hosting representative, if possible).


5.
Develops a brochure which includes: title of the program, the speakers, behavioral objectives, dates, times, the day's schedule, contact hours to be awarded, cost to members and non-members, refund policy, name and address of person to whom application and money is to be sent, and a list of Education Committee members. 



a.
Takes completed brochure to the printer 3 months prior to the seminar.  



b.
Obtains Address labels from the newsletter Editor of RMPANA for the mailings.  



C.
Sends first mailing 6-8 weeks prior to seminar to each member and all hospitals in RMPANA. (recommended)



d.
Sends second mailing 3-4 weeks prior to seminar to hospitals only. (recommended) 



e.   Includes brochure in "The Air Exchange" and brings to local meetings.  


6.
Determines the refund policy and states it clearly on the



brochures.


7.
Advertises seminar in ASPAN’s "Breathline" if possible.


8.
Sends confirmation letter and brochure to each speaker.


9.
Puts together informational packets for the seminar to include: the day's schedule, list of Education Committee members, handouts from speakers, behavioral objectives, and evaluation forms. 


10.
Approaches companies to exhibit their products for suggested fees of $100 to $150 or other committee approved fees.


11.
The Education Chairperson serves as Master of Ceremonies or delegates to the host facility or another Committee member.
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12.
The Educational Committee members may elect to attend sponsored educational offerings for a discounted fee.


13.
Assigns responsibilities for day of seminar: signs indicating the location of the event, registration of attendees, food, handing out packets, nametags if any, etc.



14.
Mans the registration table with two (2) Education Committee members and the Treasurer.  



a.
Have at least two sections alphabetically (A-M and N-Z). 



b.
Have everyone sign the Educational Attendance Record 



c.
Hand out packets and any nametags.



d.
Receive moneys from those paying at door and walk-ins.



e.
Give receipts to those who requests them


15.
Computes the evaluations and relays the results to the Board of Directors, the ASPAN Education Approver Committee or other Approver if appropriate, and the speakers.  (Computerized tabulation through the ASPAN office may be utilized, if appropriate).


16.
Submits any receipts and Expense reimbursement/Extended Funding form for the expenses incurred to the Treasurer (remember to use the tax-exempt number for purchases).  


17.
Tallies proceeds from the seminar and submits the moneys to the Treasurer for deposit.


18.
Reports the financial and evaluation outcome of the seminar to Board.


18.
When sponsoring a seminar with a District, accepts the percentage of work provided by the sponsoring district up to a maximum of 80%. 



a.
The percentage will be decided at the inception of the seminar and documented in written form.  



b.
The profits will be divided according to the percentage of work provided by RMPANA and the district.  See the “RMPANA Support of Seminars in Conjunction with Districts” Policy for further details. 



c.
RMPANA will be responsible for the CE packet for seminars, which accounts for 20% of the work.

RESPONSIBLE PERSONS:


District Educational Committee and Chairperson


RMPANA Education Committee and Chairperson


RMPANA and/or District Treasurer


Hospital Liaison 

FORMS:


ASPAN Education Approver Manual


Biographical Data Form


Educational Attendance Record


Evaluation Forms


Hospital Reservation Form if required


Brochure application with directions for returns to the appropriate 


person, and refund policy


Expense reimbursement/extended funding form

