 TIMELINE:
The course planning timeline presented here starts 3-6 months before the proposed course date(s). Securing rooms, food, content facilitators, and course participants may take longer based on institution resources and other factors. Contact your affiliated education office for their recommended CE course planning timelines. 
4-6 months prior to course:
· Contact affiliated education department about Continuing Education application. 
· Assemble planning committee 
· Assess learning needs
· Select specific content areas from the PRN Curriculum list 
· Develop agenda
· Contact potential facilitators
· Discuss possible dates and times for course
3-4 months prior to course:
· Select specific course date(s) and time(s)
· Confirm room availability and reserve rooms
· Confirm with Facilitators to save the date
· Review expectations and course objectives
· Share participant’s guide and facilitator’s guide for content
· Emphasize the Flipped Classroom Model
· Reserve necessary equipment
· Computer with functional internet connection for course links
90
· 
· Projector
· Laser pointer
· Microphone (s)
· Markers
· Write-on boards or flip pads
· Prizes for recognition
· Table items for tactile learners
· Biobehavioral equipment
· 
· Market PRN Program and Course 
· Upon facilitator & room confirmation, distribute course applications to potential participants:
· 
· Email
· Fliers
· Mailbox notices
· 
· Review participant selection process with potential supervisors (directors, managers, etc)
·  Complete CE application
· Notify PRN@Luriechildrens.org  of course schedule to add organization to online test and provide results for organization. 
1-2 months prior to course:
· Select, notify, and confirm Pain PRN participants
· Select menu and order food.
2-3 weeks prior to course:
· Prepare CE materials: sign-in, evaluation forms, name tags, certificates
· Download all course materials from website.
· Send participants pre-reading material and ask participants to complete online pre-test
1 week prior to course:
· Gather class supplies
· 
· Laser pointer
· Microphone (s)
· Markers
· 
· Write-on board or flip pads
· Biobehavioral equipment
· Prizes for recognition
· 
· Table snacks (candy, carrots, granola bars, etc.)
· Table items for tactile learners (stress balls, pens crayons, modeling clay, sand, etc)
· Folders for participants:
· 
· Course agenda
· Project plans (2), 
· Case studies, 
· PRN role description, 
· 
· Biobehavioral and specialty content choice slips (to divide participants if needed), 
· PRN application (to remind participant of barriers and goals they submitted),
· PRN participant rosters with email addresses (for future networking)
· Others?
· Confirm parking arrangements for participants and facilitators
· Obtain or create signage to direct participants to course room(s)
· Confirm facilitators date and  time for course content, transportation and parking
Day before course:
· AV equipment check
· Confirm food and all supplies
· Contact facilitators with any final information and to address any last minute concerns.
· Folders organized
Day of course:
· Arrange all table items, tables, and chairs 
· Sign in and CE requirement materials
· Set up course signage to direct participants to room(s)
· Notify key staff of class location
· 
· Concierge
· Security
After the course:
· Send copy of sign-in sheet and evaluations to CE coordinator
· Send “Thank-You’s” to facilitator 
· Solicit facilitator’s feedback
· Convene planning committee to review course evaluations
· Send evaluations and feedback to PRN@Luriechildrens.org (optional)
· PRN@Luriechildrens.org  will provide online pre-test- post-test results in excel® for organization.
· Others

