Tips for Successful Submission of an Individual
Educational Activity
The Approver Unit of the International Association of Forensic Nurses seeks to support Individual
Educational Activity (IEA) applicants in submitting a successful program.
To streamline your approval process:
1. Read the application carefully – it prompts you how to complete a thorough application.
2. Ensure you complete all required fields and check all required boxes.
For example, Nurse Planners often
miss the checkbox on the Conflict
of Interest (COI) form in section
four. The Nurse Planner must
indicate either that they have
resolved any conflicts of interest or
have determined that conflict
resolution is inapplicable.

3. Ensure that all your attachments are included.
For example, if you list 9 presenters and 3 (non-presenter) planning committee members, you
need to submit 12 COI forms. Be sure to check your math.
4. Ensure consistent language throughout your document.
For example, if you state the title of your program on the application as “The Benefits of Team
Training and Team Communication,” but the planning table says “Team Training Take Five”
and the marketing tool says “Team Dynamics: Learn to be a great team through
communication,” you will need to select one title and use it consistently on all your documents:
the application, the planning table, the marketing tools, the agenda, the certificate sample, and
the COIs.
5. Use the planning table to calculate the contact hours. The calculation is: (total number of
minutes from the time column) ÷ 60 = contact hours. For programs lasting longer than 4 hours

(those requiring an agenda), the Nurse Peer Reviewers and the Nurse Peer Review Leader
should ensure that the times on the agenda match those on the planning table.
For example, if the planning table states:

and the agenda states:

these two documents correlate; the content is 60 minutes’ duration and
60 ÷ 60 = 1.0 contact hour.
Ensure that your planning table always corresponds directly to your agenda. The title of the
section, the time frame, and the lecturer should all match.
6. Finally, we are here to help you and support you in submitting and offering a successful
program! Be sure to access the online Approver Unit Manual and other learning resources from
the IAFN Approver Unit webpage. The Manual outlines the steps for a successful submission
and is a great aid for completing your first, fifth, or twelfth program for review.

