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CONSTITUTION 
OF THE 

ALASKA PHARMACISTS ASSOCIATION 
(As adopted at the 1994 Convention) 

(As amended May 4, 2003 Board Retreat, Alyeska Hotel) 
(Accepted February 29, 2004 General Meeting) 

(As amended and accepted  February 22, 2009 General Meeting) 
(As amended and accepted February 21, 2010 General Meeting) 
(As amended and accepted February 17, 2013 General Meeting) 

 
 

We the undersigned adult persons, do hereby voluntarily associate ourselves together 
for the purpose of forming a non-profit association as follows: 

 

ARTICLE I 
 

The name of this Association shall be the Alaska Pharmacists Association. 

 
ARTICLE II 

 
The purpose for which this Association is formed and the objectives to be carried out 
and promoted by it are as follows: 
 
1. To improve the science and art of pharmacy, to inculcate professional spirit and to 

restrict the practice of pharmacy to persons properly qualified by education and 
experience to exercise their art with safety to the public. 

 
2. To encourage such proper relations among pharmacists, health care professionals 

and other people at large, as may promote the public welfare, and to mutual strength 
and advantage. 

 
3. To assist in regulating a system of apprenticeship and employment  thereby 

promoting and advancing ethical standards in the practice of pharmacy training 
including standards on counseling and the preparing, dispensing and selling of 
medicines. 

 
4. To create and maintain a standard of professional honesty equal to the amount of 

our professional knowledge with a view to the highest good and the greatest 
protection to the public. 

 

ARTICLE lll 
 

Membership of the Association shall consist of the following four classes: 
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1. Pharmacist membership:  Pharmacist membership shall be limited to 
pharmacists who are registered and in good standing with the Alaska State 
Board of Pharmacy or who practice pharmacy at  a Federal facility  within the 
State of Alaska and are in good standing with the State Board under whose 
license they practice.  Pharmacist members have voting privileges.  
 

2. Pharmacy Technician membership:  Individual membership shall be limited to 
pharmacy technicians who are registered and in good standing with the Alaska 
State Board of Pharmacy or who practice at a Federal facility within the State of 
Alaska.  Pharmacy technician members do not have voting privileges. 

 
3. Associate membership:  Associate membership shall comprise those persons 

who do not qualify for pharmacist or pharmacy technician membership but  have 
an interest in the  profession of pharmacy.  Associate members shall not have 
voting privileges. 

 
4. Business membership:  May include businesses or corporations who participate 

in or support the practice of pharmacy in Alaska.  Business members shall not 
have voting privileges.   

 
The annual dues for membership in the Association shall be determined by the Board of 
Directors. 

 
Upon the death, resignation or suspension of any member, the right of such 
member to vote, and all their rights, title and interest in the Association, its assets 
and its property shall cease. 

 
ARTICLE lV 

 
The Association shall meet annually at such time and place as determined by the 
Association.  Each voting member is entitled to be present or represented at any 
meeting of the Association, and is entitled to one vote, either in person or by proxy.  
Pharmacy Technician, Associate, and Business members do not have voting privileges. 
 

ARTICLE V 
 

The affairs of the Association shall be managed by a Board of not less than three nor 
more than thirteen directors, elected in staggered fashion at the annual meeting.  The 
election process shall be outlined in the By-laws.  Members of the Board of Directors 
shall be distributed throughout the state as follows:  Five members from South Central 
Alaska, two members from Interior Alaska (north of the Alaska Range), two members 
from Southeastern Alaska, two members-at-large and an appointed pharmacy 
technician position.  The officers of the Association, to be elected from the Board of 
Directors, shall consist of a President, a President elect serving as First Vice-President, 
a Secretary and a Treasurer.  Any two offices not inconsistent with each other may be 
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held by the same person. The Past-President will remain on the Board of Directors for 
the year following his or her term of office and is a voting member on the board.   

 
ARTICLE VI 

 
1. The constitution may be amended by mail-out or electronic ballot to the full voting 

membership. A vote of two-thirds of the ballots cast shall be required for any such 
amendment. 

 
2. Proposed changes shall be sent via certified mail or password protected electronic 

transmission to the Constitution and By-Laws Chairman no less than 45 days prior to 
the annual meeting or special meeting called for that purpose.  The Chairman shall 
send all proposed changes to the membership no less than 30 days prior to the 
annual meeting or special meeting called for that purpose. 
 

ARTICLE VII 
 

1. The Board of Directors of the Association shall have the authority to make and to 
adopt By-Laws, subject however, to the right of the voting members of the 
Association to amend, repeal, alter or modify such By-Laws, so made and adopted 
by the Board of Directors at any regular meeting or at any special meeting of the 
members called for such purpose. 

 
2. Proposed By-Law changes shall be submitted to the Constitution and By-Laws 

Chairman for review who will then notify the Board for action at their next meeting. 
 
3. Any Changes made by the Board shall be sent to the membership of the Association 

no less than 30 days prior to the regular meeting or special meeting called for such 
purpose, for their consideration. 

 

ARTICLE VIII 
 

The most recent Roberts Rules of Order shall be the parliamentary authority for matters 
of procedure by the association. 



4 

 

     BY-LAWS 
OF THE 

ALASKA PHARMACISTS ASSOCIATION 
(As Amended May 4, 2003 Board Retreat Alyeska Hotel) 

(Accepted February 29, 2004 General Meeting) 
(Amended and Accepted February 22, 2009 General Meeting) 
(Amended and Accepted February 21, 2010 General Meeting) 

(Amended and Accepted September 19, 2012, Board of Directors Meeting) 
(As amended and accepted February 15, 2015 General Meeting) 

 

 
ARTICLE I – OFFICES 

 
The Association shall have an office or offices at such place or places within the State 
of Alaska as shall be determined by the Directors.  The office shall be maintained by an 
Executive Director who shall operate under contract to the Board of Directors. 

 

ARTICLE II – MEMBERSHIP 
 
1.  Classes of Membership 

    
There shall be four classes of membership. 
 

A. Pharmacist membership:   Individual pharmacist membership shall be limited to 
pharmacists who are registered and in good standing with the Alaska State 
Board of Pharmacy or who practice pharmacy at a Federal facility within the 
State of Alaska and are in good standing with the State Board under whose 
license they practice.  Pharmacist members have voting privileges.  

 
B. Pharmacy Technician membership:  Individual technician membership shall be 

limited to pharmacy technicians who are registered and in good standing with the 
Alaska State Board of Pharmacy or who practice at a Federal facility within the 
State of Alaska.  Pharmacy technician members shall not have voting privilege. 

 
C. Associate membership:  Associate membership shall comprise those persons 

who do not qualify for pharmacist or pharmacy technician membership but have 
an interest in the profession of pharmacy.  Associate members shall not have 
voting privileges. 

 
D. Business Membership:  Business membership shall comprise those businesses 

or corporations who participate in or support the practice of pharmacy in Alaska.   
Business members shall not have voting privileges.  

 
2.  Annual Dues 
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The Board of Directors shall establish the amount and time for payment of annual dues, 
and no person who is delinquent in the payment of their dues shall be considered a 
member of the Association. 
 
The Association membership year shall be January 1 through December 31. 

 

ARTICLE III – MEETINGS OF MEMBERS 
 

1. Annual Meetings 
 
There shall be an annual meeting of the members of the Association each year;  the 
place and time shall be designated by the Board of Directors. 

 
2. Special Meetings 
 
Special meetings of the Association may be called at any time by the Board of 
Directors, the President of the Association or upon the written request of not less than 
ten members of the Association.  The time and place of such special meetings shall be 
designated by the President.   No business shall be transacted except that for which the 
meeting has been called.  
 
3. Notice of Meetings 
 
Notice of each meeting, regular or special, shall be prepared and mailed   or 
electronically transmitted at the direction of the President to the last known address of 
each member, not less than 15 days before the meeting.  Notice shall state the place, 
time and purpose of the meeting. (Personal delivery of such notice to any member shall 
be equivalent to mailing.  No failure or irregularity of notice to any member shall 
invalidate the same or any proceeding taken thereat.) 

 
4. Quorum 
 
A quorum of any meeting shall consist of 10% of membership to conduct business.   A 
majority of the quorum shall decide any question that may come before the meeting. 

 
 

5. Conduct of Meeting 
 
The President and Secretary of the Association shall act as Chairman and Secretary 
respectively, of each meeting of the members unless the members present at such 
meeting shall otherwise decide. 
 
6. Voting 
 
At all meetings of members, each member who complies with the requirements of 
membership and whose dues have been paid for the preceding year by December 31, 
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shall be entitled to one vote, Associate members and Business members excluded.  
Every member entitled to vote shall have the right to do so, either in person or by proxy.  
All proxies shall be in writing, executed by the member and filed with the Secretary 
before the meeting. 

 
7. Order of Business 
 
The order of business at each meeting of the members is as follows: 

 
a. Calling of the roll 
b. Proof of notice of meeting 
c. Public comment 
d. Reading and disposal of unapproved minutes 
e. Annual reports of officers and committees 
f. Other reports of officers and committees 
g. Unfinished business 
h. New business and elections 
i. Adjournment 

 
8. Fiscal Year 
 
The fiscal year of the Association shall be January 1 through December 31. 

 

ARTICLE IV – DIRECTORS 
 

1. Number and Qualifications 
 
The affairs and property of the Association shall be managed by a Board of not less 
than three nor more than thirteen directors, as the members may from time to time 
determine.  Each director must be a member in good standing of the Association 
(Associate Members/Business Members excluded).  The President must be a member 
in good standing of the Association and have had at least two years Board experience 
currently or past with the Alaska Pharmacists Association. 

 
2. Election, Tenure, and Distribution 
 
In a staggered manner, members of the Board of Directors shall be elected annually to 
three-year terms.  Three members-at-large shall be elected annually to one-year terms.  
The three members-at-large seats will be reserved for the Past President, President, 
and President-Elect of the Association as necessary. 
 
Directors shall be distributed throughout the State as follows:  Five members from 
South-central Alaska (includes Anchorage area, Kodiak, Kenai Peninsula, Valdez, and 
Cordova), two members from Interior Alaska (includes Fairbanks area and Western 
Alaska), two members from Southeastern Alaska, one technician member, and three  
members-at-large. 
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The  pharmacy technician Director will be nominated by the current Board of Directors 
from a pool of applicants.  Qualified applicants will be currently a practicing pharmacy 
technician in Alaska, and a member of Alaska Pharmacists Association.  The pharmacy 
technician Director will be appointed by the current Board of Directors at the January 
Board meeting every even numbered year 
 
By October 15 of each year, the Association shall post a notice either in the newsletter 
or by special mailing to the voting membership that nominations are open for the 
available seats on the Board of Directors.  In addition, nominations are open for the 
office of President-Elect.  These nominations must be received by the Association  prior 
to December 1 each year.  The executive director or secretary shall submit names of 
the nominees and ascertain their willingness to serve, if elected. 
 
The Nominating Committee shall then ascertain that all open positions are filled with 
qualified nominees and if not, make every attempt to do so.  By December 15 each year 
the Nominating Committee will direct the executive director or Secretary to have ballots 
prepared with  the names of all nominees.  The ballot will be mailed to each voting 
member in good standing, along with, voting instructions, and an envelope addressed to 
the Association with  instructions for the signature of the member thereon.  Each ballot 
properly enclosed shall be returned to the Secretary by January 31 of each year.  Upon 
the receipt of the ballots, the Secretary will  verify the membership and eligibility of each 
voting member.  The Secretary shall keep all ballots unopened until the time of 
canvassing votes.  
 
The President shall appoint a Board of Canvassers prior to the annual meeting 
consisting of three active members of the Association, none of whom shall be 
candidates for office.  The canvass of votes shall be taken  prior to the annual meeting.  
The board of canvassers shall certify in writing the results of the election to the 
President, who shall announce the results at the annual meeting. 
 
Board officers will be selected by the newly elected Board at their first meeting with the 
exception of the President-Elect who was elected by membership.   

 
3. Vacancies 

 
Vacancies in the Board may be filled until the next Annual Meeting of the 
Association by a majority vote of the remaining board members. 
 
4. Regular Meetings 

 
Regular meetings of the Board shall be held at such time and place as determined 
by the Board.  The Board shall meet no fewer than eight (8) times a year.  
 
 
5. Special Meetings 
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Special meetings of the Board of Directors may be called by the President or upon 
the written or telephone request of not fewer than three (3) members of the Board.  
 
6. Notice of Meetings 

 
Board members shall be notified not less than 7 days before regular meetings 
indicating time, place, and purpose of the meeting. Notification for special meetings 
will be made at least 24 hours in advance of the meeting.  The purpose for the 
special meeting shall be stated with the request, and no business shall be 
transacted except that for which the meeting has been called.  At the direction of the 
President, notices of meetings shall be mailed, telephoned or sent by electronic 
transmission to each member of the Board. 
 
7. Quorum 

 
At all meetings of the Board of Directors, seven shall constitute a quorum for the 
transaction of business. 

 
8. Powers and Duties 

 
In addition to those otherwise specifically stated herein, the powers and duties of the 
Board of Directors shall be as follows: 
 

 (a) To conduct and control the affairs, business, property and monies of the  
       Association, and to make rules and regulations not inconsistent with the laws 
           of the United States and the State of Alaska, the Constitution of the Association 
           and the management thereof. 
 

(b) To exercise all other powers as may be necessary and incident to the office of a 
      Director and to the powers and duties aforesaid. 

 
(c) The President and Treasurer shall submit a balanced budget  prior to the 
      November   Board meeting.  The budget shall be voted upon by the December 
      Board meeting of the Board of Directors. 
 
9. Standard of Conduct 

 
(a) A Board member shall perform his or her duties, including the duties as a 
member of a committee:  

 
(1) in good faith;  
 
(2) with the care an ordinarily  prudent person in a like position would 
exercise under similar circumstances; and  
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(3) in a manner the Board member reasonably believes to be in the best 
interests of the Association. 

 
(b) In performing his or her duties, a Board member is entitled to rely on  

 
(1) information, opinions, reports, or statements, including financial 
statements and other financial data, if prepared or presented by one or 
more officers or employees of the Association whom the Board member 
reasonably believes to be reliable and competent in the matters 
presented;   
 
(2) legal counsel, certified public accountants, or other persons as to 
matters the Board member reasonably believes are within the person's 
professional or expert competence; or  
 
(3) a committee of the Board of which the Board member is not a member, 
as to matters within its purview, if the Board member reasonably believes 
the committee merits confidence. 

 
(c) A Board member is not acting in good faith if the he or she has knowledge 
concerning the matter in question that makes reliance otherwise permitted by 
subsection (b) unwarranted. 

 
 
10. Conflict of Interest  
 
A Board member shall disclose all conflicts of interest and may not act in matters 
in which he or she has a substantial and/or material conflict of interest. 

 
(a) A Board member shall be considered to have a conflict of interest if he 

or she or a member of his or her immediate family:   
 

(1) has an economic interest in a transaction which is the subject of 
proposed action by the Association and the economic interest is 
adverse, competitive, potentially adverse, or potentially competitive to 
the interest of the Association;   

 
(2) is a member or holds a significant interest in another entity that is 
the subject of the proposed action by the Association;   
 
(3) is a member of the Board of Directors (or other governing body), or 
an officer, or manager of another entity that is the subject of the 
proposed action by the Association; or  
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(4) is a party to or a potential party to threatened or pending litigation 
or administrative proceedings in which the position is adverse to that of 
the Association.   

 
(b) However, a Board member does not have a Conflict of Interest where 

the interest of the Board member or his or her immediate family is no 
different than that of other intended recipients of the services of the 
Association generally or of other Board members. 

 
 

(c) When a Board member has a potential Conflict of Interest, the Board 
member shall notify the Board of Directors before the Board considers 
the matter with respect to which the actual or potential conflict exists, 
of all material facts concerning the nature of the Conflict of Interest. 
The existence of a Conflict of Interest shall be recorded in the minutes 
of the meeting of the Board of Directors. The Board shall determine if a 
particular Board member has a substantial and material Conflict of 
Interest under this Section.  The issue shall be voted on by the Board 
members who do not have a Conflict of Interest on the matter to be 
considered. The Board member with a Conflict of Interest shall not 
participate in the discussion of the conflict and shall abstain from voting 
on the issue of the conflict and shall leave the meeting while the 
disinterested Board members discuss and vote on the conflict. 
However, the Board member may be counted in determining the 
presence of a quorum at the meeting at which the Board of Directors 
considers the matter giving rise to the conflict. 

 
(d) If a majority of the voting Board members vote that a substantial  and 

material Conflict of Interest exists, then the Board member shall be 
disqualified from discussing or voting on the matter in which he or she 
has a substantial and material Conflict of Interest. 

 
 

ARTICLE V – OFFICERS 
 

1. Executive Officers 
 
The executive officers of the Association shall be President, President-Elect, Secretary 
and Treasurer.  The President-Elect shall be elected by the general membership, and 
shall assume office at the conclusion of the next annual meeting.  The Secretary and 
the Treasurer shall be selected from the Board of Directors.   Any two offices not 
inconsistent with each other may be held by the same person. 
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2. President 
 
The president shall preside over all meetings of the members and Directors and shall 
have power to vote upon all questions as other members.  He/she shall have general 
management and control of the business and affairs of the Association.  He/she shall 
sign as President, all contracts and other instruments in writing, which shall have first 
been approved or authorized by the Board of Directors.  Any time the President shall be 
unable to act, then the President-Elect shall act in the place of the President.  If neither 
the President nor President-Elect is able to act, the Board of Directors shall appoint 
some other member of the Board to temporarily perform all the duties and functions of 
the President. 

    
3. President-Elect 
 
The President-Elect shall be elected prior to the annual meeting by ballot of the general 
membership and shall assume office at the conclusion of the next annual meeting. 

 
4.   Treasurer 
 
Subject to the Board of Directors, the Treasurer shall: 

 
a. Manage, deposit, and invest all funds of the Association as directed by the 

Board of Directors, have custody of all funds and other property of the 
Association and shall assure deposit of the monies of the Association in 
such bank as shall be designated by the Directors. 

 
b. Disburse money for all association obligations.  All checks over $500.00 

shall require two signatures. 
 

c. Keep regular books or accounts of all association financial transactions, 
and provide for financial reports.  The final financial statement and 
balance sheet for the previous fiscal year shall be submitted to the board 
of directors prior to the annual meeting.  The books shall be reviewed 
annually by an independent audit committee as appointed by the 
president.                . 

 
d. Perform all other duties incident to the office of Treasurer. 

 
5.   Secretary 
 
The Secretary shall be responsible for seeing that notices are issued of  all meetings of 
the Association and Board of Directors, and record the minutes of these meetings.  The 
Secretary shall perform other duties as assigned by the President of the Board. 
 
 
 



12 

 

6.    Executive Director 
 
The Board of Directors will contract for an Executive Director whose duties are listed in 
the Continuing Education Policy and Procedure Manual and Executive Director 
Contract.  The Executive Director cannot  be a Board member. 

 
 
7.    Compensation 
 
No officer, as such, shall receive any compensation for services rendered unless such 
is specifically authorized by the Board of Directors or to reimburse costs incurred on 
behalf of the Association. 

 
ARTICLE VI - COMMITTEES 

 
   From time to time the Board of Directors may authorize the President 
   to appoint committees for any purpose.  Such committees shall have and exercise 
   such powers as shall be conferred or authorized by the Board of Directors. 
 
Standing committees shall include but are not limited to the following: 

 
 a. Continuing Education 
 b. Legislative 
 c. Membership 
 d. Convention 
 e. Constitution and Bylaws 
 f. Nominations 
 g. Audit  
 h. Scholarship 
 i. Awards 
 j. Community Affairs 
 
All grievances related to committee action should be addressed to the Board of 
Directors in writing.  The Board of Directors will review the complaint at the next Board 
meeting.  The complainant will be invited to attend this meeting either in person or by 
telephone.  The grievance will be resolved by a majority vote of the Board at this time. 

 
 

ARTICLE VII - RECORDS AND STATEMENT 
 

It shall be the duty of the Board of Directors to keep a complete record of all actions 
and proceedings  of the Board of Directors and a statement of the affairs of the 
Association shall be presented to the membership at the annual meeting or upon the 
request by at least two-thirds of the association members.    
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ARTICLE VIII - INDEMNITY 
 

1. Any person made party to any action, suit or proceedings by reason of the fact that 
he/she, his/her testator or interstate, is or was a Director, Officer, or Employee of this 
Association, shall be indemnified by the Association against the reasonable 
expenses, including attorney fees, actually and necessarily incurred by him/her in 
connection with the defense of such action, suit or proceeding, or in connection with 
any appeal therein, except in relation to matters as to which it shall be adjudged in 
such action, suit or proceeding that such Director, Officer or employee is liable for 
negligence or misconduct in the performance of his/her duties. 

 
2. Indemnity is extended to Director, Officer or Employee of this Association if:   
 

(a) the person acted in good faith and in the manner the person reasonably believed 
to be in or not opposed to the best interest of the Association and with respect to a 
criminal action or proceeding did not know and had no reasonable cause to believe 
the conduct was unlawful, or  
 
(b) the person’s act or omission giving rise to the action, suit, or proceeding is 
ratified, adopted, or confirmed by the Association or the benefit thereof received by 
the Association. 

 
3. The amount of indemnity to which any such Director, Officer, or employee may be 

entitled shall be fixed by the Board of Directors.   
 

 
ARTICLE IX - NOTICE AND WAIVER OF NOTICE 

 
Any notice required to be given by these bylaws may be given by mail or electronic 
transmission of the same to the person entitled thereto at the last known post office 
address or phone number, and such notice shall be deemed to be given at the time of 
such mailing or electronic transmission.  Any notice required to be given by the bylaws 
may be waived by the person entitled to such notice. 

 
 

ARTICLE X - AMENDMENTS TO BYLAWS 
 

1. The Board of Directors shall have the power to make, amend and repeal the bylaws 
of the Association, by vote of the majority of all Directors at any regular or special 
meeting of the Board, subject however, to the right of the members of the 
Association to amend, repeal, alter or modify such bylaws, adopted by the Board of 
Directors at any regular or special meeting of the members called for such purpose. 
 

2. Proposed bylaw changes shall be submitted to the Constitution and Bylaws 
Chairman for review who will then notify the Board for action at their meeting. 
 

 



14 

 

3. Any changes made by the Board shall be sent to the membership of the Association 
no less than thirty days prior to the regular meeting or special meeting called for 
such purpose, for their consideration. 

 
ARTICLE XI - VOTING  

 
Any question, proposition or election, which is submitted to the membership by the 
Board of Directors for voting may be submitted and determined by online ballot or ballot 
mailed to the member and returned by them to the Secretary.  All matters, propositions 
and elections so submitted by mail or online and not conducted at a meeting shall be 
submitted in writing on a ballot which shall show the time that the ballot must be 
returned to the Secretary. The vote may be conducted by mail or online; however, a 
single medium must be employed for each vote. 
 
Any matter may be submitted for a vote by the President to the Directors by mail or  
electronic transmission and shall be returned by a majority of the members of the 
Board.  All such matters submitted to the Board members by mail or electronic 
transmission shall be brought before the next meeting of the Board for ratification and 
approval. 
 

ARTICLE XII - RULES OF ORDER 
 

 The most recent Roberts Rules of Order shall be the parliamentary authority for matters 
of procedure not specifically covered by these By-Laws. 
 
 

ARTICLE XIII – ACADEMIES 
 

 
1. Component Groups /Academies 
 
An academy is a component group established by the AkPhA Board of Directors, 
comprised of AkPhA members who share a similar practice interest. The purpose of 
each Academy is to represent and provide services to their members based on area of 
practice. The Board of Directors shall establish rules and criteria, including financial 
criteria, to join and maintain enrollment in an Academy and for the administration of the 
affairs of the Academy.  
Policy and Procedure:  
 
Purpose: To outline the requirements and application processes for those AkPhA 
members wishing to form an academy.  
 
Definitions- Academy- a group of practitioners of similar practice area and interest 
forming a sub-group of the AkPhA to provide member services specific to said practice 
area/interest. 
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2.  Academy Rights and Responsibilities 
 
Officers: 
The membership of each Academy shall elect an Executive Committee comprised of a 
Chair, Chair–Elect and other members of the Academy at the discretion of the 
Academy. Each Academy Chair shall be a voting member of the Board of Directors. If 
the Academy Chair is not able to participate in a Board of Directors meeting, the Chair-
Elect shall serve as the voting Academy representative for that meeting. Academy 
Chairs may form Committees of the Academy and appoint Academy members to serve 
on such committees.  
 
Responsibilities: 
a. Either concert with AkPhA or independently, each Academy shall conduct meetings 
and continuing pharmacy education activities to meet the needs of their members. 
Academy shall participate in the planning and implementation of AkPhA pharmacy 
educational programming.  
b. Each Academy shall review and assess public policy issues (including, but not limited 
to, State and Federal legislation and regulation) affecting its members, independently or 
upon referral by the AkPhA Board of Directors. Each Academy may develop formal 
position statements regarding public policy issues. Such recommendations or positions 
shall be compatible with the AkPhA Mission and Goals, as well as the Mission and 
Goals of the Academy’s national affiliate (if one exists). All Academy policy position 
statements shall be submitted to the AkPhA Board for review and discussion. In the 
event that more than one position statement is developed on the same issue, the 
AkPhA Board of Directors shall attempt to seek a compromise position among the 
groups. If such a compromise cannot be achieved, the Academy may disseminate their 
position statements in the name of the specific AkPhA Academy.  
 
Rights  
 

a. Affiliation  
 
Each Academy may serve as the official affiliate of the corresponding national 
pharmacy organization when such a national affiliation opportunity exists and the 
mission of the national organization is compatible with the mission of AkPhA. 
 

b. Budget  
 

Financial support of the Academy shall be defined by Board policy. Each Academy will 
have the right to spend funds allotted by the AkPhA Board and to develop policies for 
such expenditures.  
 
Policy and Procedure:  
Upon approval of the AkPhA Board and subject to annual appropriations, the Budget for 
AkPhA is approved annually by the Board. In developing the Budget, the AkPhA Budget 
committee will ask each Academy if there are any programs or activities they wish to 
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undertake that will require finances. These needs will be incorporated into the Budget 
as follows:  
 
1. A separate budget line item within AkPhA will be set up for these funds and used on 
the approval of the Academy Chair.  
 
2. Each Academy has the option of soliciting funds to support specific programs.  
 
3. Funds obtained in this manner will be placed in this separate academy budget line 
item.  
 
4. Each Academy also has the option of establishing a membership fee for the 
Academy.  
 
5. Funds achieved in this manner will also be placed in the special budget line item for 
that Academy’s use only. 
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POLICY 1 
 

 
As per Board action on May 4, 2003, members may request the AKPhA mailing list 
including name, address, and place of business of all members.  A mailing fee of $10.00 
is to be assessed as administrative fee.  Non-members will be charged a $50.00 fee. 
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POLICY 2 
 

As per Board action on November 7, 1993, it was decided that when a first time 
member joins the Association AFTER August 1st, their membership is valid through the 
next fiscal year (calendar year).  If they join prior to August 1st, then their annual 
membership is due for renewal at the usual time for the following year. 
 
Please remember, this is for FIRST time members only. 
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POLICY 3 
 

As per Board action on September 24, 1994, it was decided to offer non-voting 
membership for Pharmacy students at the rate of $25 per annum.  As this would be a 
rare event, it was decided not to place a Constitutional or By-Law change into effect.  
Should circumstances change such as an extraordinary number of students joining, we 
would have to address the issue in the documents or classify them as Associate 
members.  It was felt that $25 was adequate to cover the newsletter cost, which is the 
only benefit they would receive, and an amount they could afford. 



20 

 

 

POLICY 4 
(Amended and Accepted August 14, 2013 Board of Directors Meeting) 

 
AKPhA-1-CPE:  GOAL AND MISSION 

 
Mission Statement: To provide a variety of CPE activities that will assist pharmacists 
and technicians in maintaining and enhancing their professional competencies to 
practice in the various practice settings throughout the State of Alaska.  
 
Goals:  

 Develop and conduct CPE activities based on target audience needs by 
conducting an annual needs assessment survey of the association members.  

 Increase the number of educational programs conducted for ACPE CE credit to 
our pharmacists and technicians. 

 Hold an annual meeting that is available to pharmacists and technicians that 
offers sufficient quality continuing education contact hours to satisfy state 
requirements 

 Cosponsor CPE activities with local affiliated hospital organizations, and other 
organizations as appropriate, to provide high-quality continuing education 
opportunities to pharmacists and technicians 

 Meet ACPE Accreditation Standards for Continuing Pharmacy Education 

  Oversight of this mission is the responsibility of the AKPhA Board of Directors.  Direct 
responsibility for the administration of continuing education is delegated by the Board of 
Directors to the  CPE Administrator.  The Administrator reports regularly to the AKPhA 
Board of Directors regarding educational activities, programs and budget. 
 
Evaluation of Achievement and Impact of Mission and Goals: The achievement of 
the mission and goals will be evaluated based on participation and activity satisfaction 
and evaluations results. Participation and satisfaction will be tracked and compared 
yearly for the annual meeting. Overall participation will be tracked for cosponsored 
activities and total CPE activities. Evaluations summaries of CPE activities will be used 
by the Continuing Education Committee for review and input for future selection of 
faculty and topics and for identification of any concerns regarding CPE activities.  
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AKPhA-2-CPE:  ADMINISTRATION OF CPE 
 
Policy: 

It is the policy of the AKPhA to provide CPE opportunities that meet or exceed ACPE 
requirements. 

Purpose: 
To describe the mechanisms by which the AKPhA CPE activity functions. 

Procedure: 
I.  AKPhA’s Board of Directors allocates monies for the CPE in the annual budget. 
II. The CPE Administrator is appointed by the AKPhA Board of Directors based on 

training, experience and commitment to provide ACPE accredited CPE. 
III. The CPE Administrator receives educational opportunities in the areas of: 

a. CPE activity planning and development. 
b. Basic principles of adult learning. 

IV. The CPE budget monies dedicated to CPE and training of the CPE Administrator 
in: 

a. Activity faculty selection. 
b. Activity budget preparation. 
c. Record keeping. 
d. Contemporary pharmacy practice. 
e. Current trends and issues in pharmacy education. 

V. The CPE Administrator will update the AKPhA bylaws in accordance with ACPE 
policy and procedures. 

VI. Notification of an administration change shall be forwarded immediately to the 
ACPE office. 

a. The new or interim administrator shall become familiar with the ACPE 
“Accreditation Standards for Continuing Pharmacy Education” as well as 
with all ACPE administrative policies and procedures. 

b. The new  administrator will become familiar with all policies regarding CPE 
at the Alaska Pharmacists Association. 

c. AKPhA will provide for a training period for incoming personnel, which will 
include an overlap in personnel and communication with the previous 
staff, if possible, as well as orientation and training sessions. 

d. The new administrator will be required to attend a formal training activity 
focusing on adult learning and continuing education administration such 
as the regularly scheduled New Administrator’s Workshop offered by 
ACPE. 

VII. Orientation and training is provided to any incoming CPE Administrator as 
necessary to facilitate a smooth transition of duties. 

VIII. AKPhA complies with ACPE and annually pays an evaluation and accreditation 
fee. 

a. AKPhA shall pay annually the accreditation fee to the ACPE. The CPE 
Administrator or the Executive Director has access to the fee schedule via 
ACPE’s website at all times. 

IX. AKPhA complies with ACPE guidelines pertaining to organization name change or 
merger. 
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a. In the case that AKPhA experience a name change or merger; the CPE 
Administrator or the Executive Director will submit legal documentation of 
the change to ACPE in the form of an amendment to the articles of 
incorporation or other legal documentation. Once the change is confirmed, 
ACPE will update its records. 

 

 

AKPhA-3-CPE:  PROVISION OF ACPE ACCREDITED 
CPE ACTIVITIES 

 
Policy: 

It is the policy of the AKPhA to develop CPE activities in accordance with ACPE 
criteria. 

Purpose: 
To describe the mechanisms for fulfilling ACPE criteria and produce educational 
activities pertinent to the contemporary and future practice of pharmacy. 

Procedure: 
I. Needs Assessment 

a. AKPhA should develop CPE based on a multifaceted process where 
educational needs are prospectively identified. 

i. The CPE Administrator should employ multiple strategies to identify 
the specific gaps in knowledge or skill or areas for enhancement for 
pharmacists’ and technicians’ competence. 

1. Strategies to find gaps include: 
a. Periodic surveys of targeted audiences 
b. Utilization of the CPE Committee as an “Advisory 

Council” of representative members of targeted 
audiences 

c. Inclusion of an item or items in activity evaluation 
instruments which solicit participant suggestions for 
further activity topics 

d. Analysis of professional literature and trends in the 
profession 

ii. Needs assessment should incorporate a method or methods in 
which representatives of the intended audience participate in 
identifying their own continuing education needs 

II. Educational Activity Development 
a. CPE activities offered by AKPhA shall address topics and subject matter 

areas which are pertinent to the practice of pharmacy.  
b. CPE activities shall be structured educational activities designed to 

support the continuing development of pharmacists and/or pharmacy 
technicians to maintain and enhance their competence.  

c. CPE activities should promote problem-solving and critical thinking and be 
applicable to the practice of pharmacy. 

d. ACPE states that pharmacists should develop and maintain proficiency in 
five core areas: 

i. delivering patient-centered care 
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ii. working as part of interdisciplinary teams 
iii. practicing evidence-based medicine 
iv. focusing on quality improvement 
v. using information technology 

e. Activity development will focus on major issues in pharmacy practice that 
can be directly linked to improving the appropriate delivery of pharmacy 
care including: 

i. Activity topics and subject matter pertinent to the contemporary 
practice of pharmacy include but are not limited to the following: 

1. Social aspects of pharmacy practice and health care 
2. Economic aspects of pharmacy practice and health care 
3. Behavioral aspects of pharmacy practice and health care 
4. Legal aspects of pharmacy practice and health care 
5. Administrative aspects of pharmacy practice and health care 
6. Managerial aspects of pharmacy practice and health care 
7. Properties and actions of drugs and dosage forms 
8. Development of novel drug entities, drug delivery systems, 

disease state management 
9. Issues and information unique to the practice of pharmacy in 

Alaska 
ii. If the topic or subject areas selected are not exclusively specific to 

pharmacy, the CPE Administrator: 
1. Will collaborate with the faculty to develop learning 

objectives applicable to pharmacy practice in Alaska.  The 
faculty will be instructed to use case studies and examples 
of ways in which the information is applied to pharmacy 
practice, the development of supportive educational 
materials, and the uses of interactive learning exercises in 
which the participants have the opportunity to apply content 
to pharmacy practice situations 

2. The criteria will be developed using the ACPE “Accreditation 
Standards for Continuing Pharmacy Education” 

f. When developing topics for continuing education activities, the educational 
needs of AKPhA members should be assessed and addressed. 
Evaluations and feedback from past attendees of continuing education 
activities should be utilized when developing the educational goals and 
learning objectives. 

g. Educational goals and learning objectives should be specific and 
measurable in terms of what the learner will be able to do upon CPE 
activity completion. These goals and objectives should reflect the 
relationship of the activity topic to the pharmacy practice. 

h. Target audiences must be clearly and explicitly identified; therefore, 
activities will be designated as intended for pharmacists or pharmacy 
technicians. If an activity is intended for both pharmacists and pharmacy 
technicians, separate and specific learning objectives must be provided for 
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both pharmacists and pharmacy technicians. It may not be acceptable for 
a pharmacist to attend an activity designed for a technician. 
 

III. Activity Design 
a. The AKPhA will assure that all CPE activities are fairly balanced and that 

all information and materials are free from promotional influence. 
i. Appropriate topics and learning activities are distinguished from 

topics and learning activities which are promotional or appear to be 
intended for the purpose of commercial drug or other commercial 
product (as product or drug entity and its contents), or a specific 
commercial service (as contrasted with the general service area 
and for the aspects or activities of professional practice it 
addresses). 

b. Activity CPE goals and specific learning objectives reflect the relationship 
of the activity content to contemporary pharmacy practice. 

c. Supportive and supplemental instructional materials are suitable and 
appropriate, and are reviewed periodically to assure technical quality, 
timeliness, and currency of content. 

i. Faculties are asked to provide participants with a general outline of 
content presented at each activity. 

ii. Supportive and supplemental instructional materials are developed 
to: 

1. Enhance the participant’s understanding of topic(s) 
addressed in the activity; 

2. Describe applications within the practice of pharmacy. 
iii. Bibliographies for additional reading and inquiry, as well as 

supplemental materials developed for reference purposes are 
included when possible. 

d. The CPE Administrator utilizes adequate equipment and facilities for the 
production of quality material. 

e. The CPE Administrator with the help of the faculty will choose the 
methods of activity delivery, which foster active and/or interactive learning 
activities. 

i. Live activity approaches include: 
1. Patient management case studies and problem solving 

activities;  
2. Pre- and Post-testing; 
3. Manipulation of equipment or data;  
4. Stimulation exercises;  
5. Structured question and answer sessions. 

ii. Home Study and other mediated activities approaches  include: 
1. Pre-testing; 
2. Interim quizzes; 
3. Data manipulation exercises; 
4. Problem solving; 
5. Post-testing; 
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6. Other self-assessment activities.  
IV. Determination of Number of Credits  

a. Standard reporting of CPE credit will be based on the contact hour (which 
is defined as the number of minutes of participation or its equivalent) and 
the continuing education unit (CEU) which is defined as an educational 
unit of measure where 0.1 CEU is equivalent to one contact hour. 

b. The minimum unit of credit which may be awarded for any single CPE 
activity is 0.25 contact hour (0.025 CEU) or 15 minutes. 

c. Activities lasting longer than one hour shall be reported to the nearest 
one-fourth hour . Example: An activity lasting 1 hour 15 minutes will be 
reported as 1.25 hours or 0.125 CEUs.   

d. AKPhA must structure each CPE to meet the knowledge-, application- and 
or practice-based educational needs of the pharmacists and technicians. 

i. Knowledge-based activities should be designed primarily for 
pharmacist and technicians to acquire factual knowledge. The 
minimum credit for these activities is 15 minutes or 0.25 contact 
hour. 

ii. Application-based activities should be designed for pharmacists 
and technicians to apply the information learned in the time frame 
allotted. The minimum credit for these activities is 60 minutes or 
one contact hour. 

iii. Practice-based activities should be designed primarily for 
pharmacist and technicians to systematically acquire specific 
knowledge, skills, attitudes, and performance behavior that expand 
or enhance practice competencies.  The formats of these activities 
should include a didactic component and a practice component. 
The minimum credit for these activities is 15 contact hours.  

V. CPE Activity Objective 
a. AKPhA must have faculty develop objectives for each activity that defines 

what the pharmacists and technicians should be able to do at the 
completion of each activity. 

b. Objectives must be: 
i. Specific and measurable 
ii. Developed to specifically address the identified educational need 
iii. Covered by a learning assessment 
iv. Addressed by an active learning activity 

VI. Commercial Support 
a. Independence 

i. AKPhA should plan all activities independent of commercial 
interest.  

ii. AKPhA shall assure that the following decisions are free of the 
control of commercial interest: 

1. Identification of CPE needs 
2. Determination of educational objectives 
3. Selection and presentation of content 
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4. Selection of all persons and organizations that will be in a 
position to control the content of the CPE 

5. Selection of educational methods 
6. Evaluation of the activity 

iii. Educational content must be presented with full disclosure and 
equitable balance  

iv. Commercial interest cannot take the role of non-accredited partner 
in a co-sponsorship relationship.  

b. Resolution of Conflict of Interest 
i. Faculty shall fill out disclosure forms before presenting continuing 

pharmacy education activity sponsored by AKPhA. If the disclosure 
is not filled out before presenting CPE activity, then the faculty will 
be disqualified from any involvement with the CPE activity. 

ii. Any conflict of interest must be resolved before delivery of the CPE 
activity. If conflict of interest is not resolved before delivery of the 
CPE activity, then the faculty will be disqualified from any 
involvement with the CPE activity 
1.The CE Administrator works closely with the CE Committee to 
carefully peer review the educational material (including slides) to 
ensure that the content does not reflect the views or interests of a 
specific company or product. If the educational material does 
contain biased information, the speaker is informed and the 
presentation must be changed to reflect the comments made the by 
CE Administrator and/or the CE Committee to create an unbiased 
activity. The updated educational activity is then reviewed again  
to make sure the suggested changes were made. If the faculty 
refuses or fails to sign the disclosure form, they will not be allowed 
to present. 

iii. Faculty should present content that is without commercial bias. 
iv. If there is a supporting company for a particular continuing 

education event, the program materials will state who it is. 
v. All disclosures will be announced to participants at the beginning of 

the activity, including disclosure of no financial relationships. 
c. Appropriate Use of Commercial Support 

i. All funds received from external sources in support of continuing 
pharmacy education will be accepted and recognized in 
accordance with ACPE Standards for Continuing Pharmacy 
Education. 

ii. AKPhA will make all decisions regarding the disposition and 
disbursement of commercial support. 

iii. It is acceptable for commercial support to be provided to help cover 
costs of speaker honoraria and expenses, or other expenses 
incurred in presenting an activity, but the AkPhA must control 
payment of honoraria, travel, reimbursement and other expenses 
for planners, teachers and authors and direct payment cannot 
come from the commercial interest. 
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1. AKPhA will utilize the Speaker Reimbursement Guidelines in 
facilitating speaker honorariums. 
 

iv. For support from a commercial interest that is used toward a CPE 
activity, a Written Agreement for Commercial Support must be 
obtained. All monies must be submitted directly to AKPhA; no 
money can be paid directly by a commercial interest to the speaker 
for honoraria or for any expenses associated with the activity. 

v. Meals will not be served during CPE programs 
d. Management of Associated Commercial Promotion 

i. Commercial interests may not provide or distribute CPE activities to 
learners during CPE activities. 

ii. Educational material that are part of a CPE activity, such as slides, 
abstracts and handouts, cannot contain any advertising.  

iii. Print or electronic information distributed about the non-CPE 
elements of a CPE activity that are not directly related to the 
transfer of education to the learner, such as schedules and content 
descriptions, may include product promotion material or product-
specific advertisement. 

iv. Exhibit arrangements will be completely independent of CPE 
activities and commercial interests may not engage in sales or 
promotion activities during a CPE activity. Exhibitors may distribute 
promotional materials and engage in sales activity in the Exhibit 
Hall.  

e. Content and Format without Commercial Bias 
i. The content or format of a CPE activity or its related materials must 

promote improvements or quality in healthcare and not a specific 
proprietary business interest of a commercial interest. 

ii. Activities must give a balanced view of therapeutic options.  
VII. Educational Material 

a. AKPhA must offer educational materials for each CPE activity. The 
material should enhance participants’ understanding of the content and 
foster applications to pharmacy practice. The material should serve as a 
guide, provide additional sources of information, and include reference 
tools usable in practice. 

VIII. Provider Web Tool 
b. CPE activities must be entered via the online Provider Web Tool at least 

14 days prior to the initial release date. The following information must be 
entered: 

i.  Release year 
ii. Sequence number 
iii. Learner designation (Pharmacists – P or Pharmacy Technicians – 

T) 
iv. Title of the activity 
v. Learning objectives 
vi. Topic designator (see below) 
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vii. Contact hours or Continuing Education Units (CEUs)Release and 
expiration dates 

viii. Co-sponsorship information 
ix. Live dates/locations for live activities 
x. Format 
xi. Home study format 
xii. Receipt of grant support 

 
 
 

IX. Universal Activity Numbers  
     a.   A single and unique universal activity number (UAN) will be assigned to 
           each activity. The numbers are assigned as specified in the ACPE 
           Standards  for Continuing Pharmacy Education.  
     b.   The first four digits will correspond to the provider. AKPhA’s provider  

      number is 0139. 
c. The second set of digits indicates whether or not the activity is 

cosponsored. An activity with no cosponsor will use the digits, “0000”, a 
activity with a non-ACPE accredited provider will use the numbers “9999”, 
and an activity cosponsored by another ACPE –accredited provider will 
use the other provider’s four digit provider number. 

d. The third set of digits will indicate the year. 
e. The fourth set of digits is the sequential number order that the activity was 

submitted for that particular calendar year. 
f. The fifth set of character will have both a letter and number. The letter will 

indicate if it is a live activity (“L) versus a home study (“H”) or a 
combination of the two (“C”). The number corresponds to the topic 
designator: 01- Drug Therapy, 02-AIDS Therapy, 03-Law, 04-General 
Pharmacy, 05-Patient Safety. 

g. The last letter will indicate the activity’s intended audience, “P” for 
pharmacists or “T” for technicians. 

 
AKPhA-4-CPE:   FACULTY 

 
Policy: 

It is the policy of AKPhA to assure that CPE activity faculty is of sufficient ability and 
expertise to benefit the activity participants. 

Purpose: 
 To maintain a high quality of CPE activities. 
Procedure: 

I. Through the  CPE Committee, AKPhA assures competency of activity faculty by: 
a. Evaluating the faculty for each CPE activity to assure competence in the 

subject matter and qualification of experience, training, and/or preparation 
of the tasks and method of delivery as documented in the subject 
materials.   
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i. Methods for evaluating faculty will include review of submitted 
documents, such as resume or C.V., previous educational activities 
and materials relative to the proposed project, and 
recommendations or referrals from individuals known to the 
association.  

ii. Faculty should submit the Activity Checklist at least 30 days prior to 
activity date and faculty for educational grant submission at least 90 
days. 

iii. The faculty should use the AKPhA Faculty Guidance for CPE 
Activity.  

iv. Faculty should present content that is without commercial bias. 
The faculty should disclose to the AKPhA all relevant financial 
relationships with any commercial interest on the disclosure form. 
The disclosure form MUST be completed before presenting CPE 
activity sponsored by AKPhA. If the disclosure is not filled out 
before presenting CPE activity, then the faculty will be disqualified 
from any involvement with the CPE activity. 

v. Any conflict of interest must be resolved before delivery of the CPE 
activity 

See the AKPhA-3-CPE PROVISION OF ACPE ACCREDITED CPE 
ACTIVITIES procedure for more detail on resolving conflict of interest.  

b. The faculty should present a CPE activity that includes active participation 
and involvement of the pharmacist and/or technician. 

c. Maintaining systematic and effective faculty guidance and activity 
development support through: 

i. Development of educational goals and specific learning objectives 
ii. Preparation of suitable and appropriate supplemental educational 

materials that will enhance participants’ understanding of the 
content and foster applications to pharmacy practice. 

iii. Design and implementation of appropriate learning activities that 
include active participation and involvement of the pharmacist and 
technician. 

iv. Development of appropriate learning assessment or exercises as a 
component of live and home study instructional methods. 

d. Monitoring faculty effectiveness through an activity evaluation process.  
Modifications and/or adjustments are made as the result of the activity 
evaluation process, are documented and the document is retained. 

II. Appropriate number of faculty members. 
a. The CPE Committee determines the appropriate number of faculty 

members for a particular activity by considering: 
i. Overall length of the activity 
ii. Activity topic and content 
iii. Faculty expertise 
iv. Delivery mode for the activity 
v. Type and size of target audience 
vi. Activity style 
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III. Activity Support Personnel  
a. The AKPhA will monitor the effectiveness of its faculty guidance efforts 

and will make adjustments as necessary to support the ongoing quality 
and improvement of its CPE activities.  The activity evaluation form which 
solicits participant assessment of faculty effectiveness and other 
comments shall be used to monitor the effectiveness of the faculty 
guidance efforts. 
 
 
 

 
AKPhA-5-CPE:   PROMOTION AND ADVERTISING 

 
Policy: 

It is the policy of AKPhA to provide announcements of activities that are sponsored. 
Purpose: 

To assure the announcement or advertising of ACPE CPE activities are correctly 
promoted according to ACPE Criteria.  

Procedure:  
I. Activity Promotion and Advertising: 

a. AKPhA Provides advanced information to prospective activity participants, 
which includes; 

i. The educational goals and specific learning objectives. 
1. Objectives; verbs must elicit or describe observable or 

measurable behaviors on the part of participants 
2. Type of activity, i.e. knowledge, application, practice 
3. Type of audience(s) that may best benefit from participation 

in the activity with the designation of ‘P’ or ‘T’ in the activity 
Universal Activity Number (UAN) 

4. Faculty members name, degree, and title/position 
5. All fees and a clear statement of items that are or are not 

covered by those fees, as well as any applicable deadlines 
for pre-activity cancellations and fees. 

6. A schedule of educational activities. 
7. The amount of continuing education credit specified in 

contact hours or CEU’s, that could be earned through 
participation in and successful completion of the activity. 

8. The official ACPE logo used in conjunction with a statement 
identifying AKPhA as an accredited provider or co-sponsor 
of the activity; and the following prescribed statement MUST 
be stated exactly:  “The Alaska Pharmacists Association is 
accredited by the Accreditation Council for Pharmacy 
Education as a provider of continuing pharmacy education.” 

9. The ACPE Universal Activity Number assigned to the 
activity. 
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10. A full description of all requirements established by the 
provider for successful completion of the CPE activity and 
subsequent awarding of credit. 

11. Acknowledgement of any organization(s) providing financial 
support for any component of the educational activity. 

12. If the activities presented are in a home study format or 
another form of mediated instruction, all the items noted in 
are incorporated directly into the printed, recorded and/or 
activities and materials with initial release dates and planned 
expiration dates for ongoing activities. 

ii. In activities where both educational and non-educational sessions 
are planned, the sessions being offered as CPE sessions for credit 
are clearly identified. 

iii. If credit will not be awarded immediately upon completion of the 
activity, AKPhA incorporates a statement into the promotional 
materials, which indicates how and when a participant might expect 
to receive credit. 
 

AKPhA-6-CPE:   ASSESSMENT 
 

Policy: 
It is the policy of AKPhA to ensure that CPE activities employ appropriate learning 
assessments and that feedback is provided to pharmacists and technicians in a 
timely manner, enabling them to apply the learned content to practice. 

Purpose: 
To assure CPE activities meet the objectives that the activities set out to measure 

Procedure: 
I. Assessment of Learning 

a. AKPhA in collaboration with faculty must include learning assessments in 
each activity to allow pharmacists and technicians to assess their 
achievement of learned content.  

b. Completion of a learning assessment is required for credit. 
i. The faculty may select formal and informal techniques for 

assessment of learning. 
1. Informal techniques typically involve participant discussions 
2. Formal techniques typically involve test and quizzes. 

a. The test should be individualized, written, and graded 

ii. Knowledge-based CPE activity: Each CPE activity in this category 
must include assessment questions structured to determine recall 
of facts. 

iii. Application-based CPE activity. Each CPE activity in this category 
must include case studies structured to address application of the 
principles learned. 

iv. Practice-based CPE activity. Each CPE activity in this category 
must include formative and summative assessments that 
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demonstrate that the pharmacists and technicians achieved the 
stated objectives. 

II. Assessment Feedback 
a. AKPhA and the faculty must ensure learner assessment feedback is 

provided to participants in an appropriate, timely, and constructive 
manner.  

i. Feedback can be provided verbally or written 

b. Knowledge-based CPE activity: Feedback may include the correct 
response to questions. For incorrect responses, the provider is 
encouraged to communicate that the question was answered incorrectly 
and provide the rationale for the correct responses. 

c. Application-based CPE activity. Feedback may include the correct 
evaluation of case studies. When responses are incorrect, the provider is 
encouraged to explain the rationale for the correct responses. 

d. Practice-based CPE activity. Feedback should be provided based on the 
formative and summative assessments that were used to demonstrate 
that the pharmacist or technician achieved the stated objectives. 

 
 

AKPhA-7-CPE:   EVALUATION 
 

Policy: 
It is the policy of AKPhA to evaluate CPE activities for ongoing documentation of 
quality and value to participants. 

Purpose: 
To assure CPE  is evaluated and improvements are documented. 

Procedure: 
I. Evaluation of CPE activities 

a. AKPhA must develop and conduct evaluations of each CPE activity. 
b. The evaluations must allow pharmacists and technicians to provide 

feedback on the following items at a minimum: 
i. Applicability of the educational activity to meet their educational 

needs 
ii. Achievement of each stated objective 
iii. Quality of faculty 
iv. Usefulness of CPE  material 
v. Effectiveness of teaching and learning methods, including active 

learning 
vi. Appropriateness of learning assessment activities 
vii. Perceptions of bias or commercialism 

c. The evaluation results will be compiled separately for pharmacists and 
technicians.  

II. Evaluations to achieve our Goals and Mission 
a. AKPhA will use the information from the evaluations to continuously 

develop and improve its CPE activities. 
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AKPhA-8-CPE:  CO-SPONSORSHIP 
Policy: 

It is the policy of the AKPhA to provide CPE opportunities that meet or exceed ACPE 
requirements when educational activities are Co-Sponsored. 

Purpose: 
To describe the mechanisms by which the AKPhA CPE activity functions when 
involved with co-sponsorship. 

Procedure: 
I. When the AKPhA co-sponsors a CPE activity of a group, which is not an ACPE 

provider: 
a. AKPhA will maintain full responsibility for assuring adherence to the 

Policies and Procedures guiding CPE as well as to the “Accreditation 
Standards for Continuing Pharmacy Education” which serve as the basis 
for continued recognition as an accredited provider of ACPE.  

b. A letter of understanding or a co-sponsor agreement detailing the exact 
responsibilities of the co-sponsor and AKPhA is issued prior to the 
approval of an activity.   

i. Agreements designating responsibilities and expectations of the 
AKPhA and the non-ACPE accredited provider will be executed for 
all projects involving co-sponsorship relationship as defined in the 
“Accreditation Standards for Continuing Pharmacy Education”.  
This Agreement will delineate two provider organizations as well as 
timetables. 

c. AKPhA reviews each of the following requirements: 
i. Topic selection with regard to the results of the most current 

educational needs assessment survey; 
ii. Activity format to assure topics are covered in a balanced manner; 
iii. Goals and/or objectives of the activity; 
iv. Content of the instructional materials; 
v. Content of announcement material; 
vi. Selection of faculty; 
vii. List of participants invited to the activity; 
viii. Method of evaluating the activity and reviewing results; 
ix. Issuance of reporting to the CPE Monitor of credit for successful 

completion of the activity; 
d. Any other activities to assure full compliance with ACPE criteria. AKPhA 

shall have full and complete access to activity related information as may be 
required for future activity development and improvement activities as well as to 
meet documentation requirements of the ACPE or others needing such 
information. 

e. The Cosponsor Designator for the Universal Activity Number should be 
9999 when it is cosponsored with a Non-ACPE- Accredited Organization 

II. When AKPhA co-sponsors a CPE activity with another ACPE provider: 
a. Responsibility for full compliance with ACPE criteria is held jointly. 
b. Early planning for the jointly sponsored activity, identification of each 

provider’s specific responsibilities is documented. 
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c. Each provider has full access to all activity related information as may be 
required for future activity development, activity improvement, and 
documentation requirements for ACPE.  
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AKPhA-9-CPE:  DOCUMENTATION 
Policy: 

It is the policy of the AKPhA to follow documentation that meets ACPE Criteria. 
Purpose: 

To describe the mechanisms by which the AKPhA will document CPE activities  
Procedure: 

I. Documentation 
a. AKPhA maintains records of CPE activities according to the following 

ACPE guidelines: 
i. Records of activity development, participation and statements of 

credit are kept for a minimum of 6 (six) years. 
ii. Full documentation of activity related materials are kept for each 

AKPhA sponsored activity. 
iii. Records of participation will be maintained in a computerized 

database that is archived and backed up on a regular basis. 
iv. All records will be maintained in a secure and confidential manner.  

Only designated personnel including the Executive Director, 
Executive Assistant and CPE Administrator have access to this 
information. 

b. Historical records are maintained in the AKPhA office. 
II. AKPHA supports ACPE’s use of the CPE Monitor to report participant activity.  

a. AKPhA will report CPE activity to CPE monitor within 60 days of 
completion of the activity.  

b. Partial credit will not be awarded by the AKPhA unless the activity has 
been designed to afford opportunities to award partial credit.  Activities 
designated as offering partial credit will have controls in place to assure 
proper documentation of actual time spent by participants in education 
activities.  Such controls will include, but are not limited to; 

i. Controlled sign in and verification procedures to document 
attendance 

ii. Clearly defined times for CPE activities 
iii. Formal procedure for reporting time spent in CPE activities 

c. Statement of credit for successful completion of CPE will be provided only 
upon request of completion of the activity. The following information will be 
reported on the statement of credit: 

i. The participant’s name 
ii. The date and title of the completed activity 
iii. The type of activity: Knowledge, Application or Practice 
iv. AKPhA stated as the accredited provider or co-sponsor of the 

activity 
v. The official ACPE logo 
vi. The amount of credit awarded 
vii. Target audience designation (‘P’ or ‘T’) 
viii. The official ACPE Universal Activity Number 
ix. The dated signature of the CPE Administrator 
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d. Duplicate or replacement printed statements of credit are clearly marked 
“Copy” and provided upon request. 

i. The date that the CPE Administrator signed the duplicate copy 
e. The following documentation serves as evidence of participation in CPE 

activities: 
i. For live activities,  

1. Documentation consists of attendance rosters,  
2. Sign-up sheets or Completion of evaluation forms or 
3. Completion of the learning assessment. 

ii. Participation in home study activity is verified against pre-
registration lists upon the return of the evaluation form and 
completion of the post tests and/or other learning assessment tools.  
CPE Monitor reporting of home study activities will be completed 
within 60 days for participants upon receipt of the evaluation form 
and learning assessment (testing) exercises (at least 70% correct)  

III. Grievances. 
a. The AKPhA will assure that all participants are offered a means to voice 

complaints and seek resolution of problems through a standard policy and 
procedure for the administration of all grievances.  

b. All grievances relating to CPE activities accredited by the AKPhA will be 
requested to be made in writing to the CPE Administrator.  The 
administrator will make every effort to resolve the issue informally. 

c. In cases where the CPE Administrator cannot satisfactorily resolve the 
issue, the CPE Administrator will prepare a report in writing for review by 
the CPE Committee.  The CPE Committee will then attempt resolution of 
the issue.  

d. In the event the grievance remains unresolved following attempts made by 
the CPE Committee:  the complainant may present his/her case to the 
Board of Directors for adjudication.  Upon completion of their review, the 
Board of Directors shall respond to the complainant in writing with a 
proposed solution or ruling on the grievance.  The complainant shall 
receive written notification of the ruling by the Board. 

e. All decisions made by the Board will be final and represent the official 
position of the AKPhA on the complaint. 

f. All grievance correspondence of CPE will be documented and maintained 
in the activity files. 
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AKPhA-10-CPE:   BUDGET/FUNDING 
Policy: 

It is the policy of the AKPhA to assure adequate funding, accountability and 
allocation of AKPhA resources for the support of CPE . 

Purpose: 
To fund the CPE activity by designation of monies as a line item in the annual 
budgeting process. 

Procedure: 
I. The CPE Administrator develops an annual budget for educational activities and 

submits the budget to the AKPhA Board of Directors for approval. 
a. The CPE budget includes funding for: 

i. Improvement of activities 
ii. Education/training for the CPE Administrator 
iii. Direct activity costs 
iv. Indirect activity costs 

II. Budget monies are managed by the CPE Administrator.  
 

AKPHA-11-CPE:   FACILITIES 
Policy: 

It is the policy of AKPhA to provide CPE in facilities conducive to learning. 
Purpose: 

To assure CPE is presented in a comfortable environment, which fosters learning. 
Procedure: 

I. The CPE Administrator assures activity facilities meet the following guidelines: 
a. The room is suitably equipped, including an appropriate system for climate 

control, an adequate sound system for public address, and any other 
delivery of audiovisual materials or support for instructional activities. 

b. The room is appropriately sized for the intended audience and selected 
activity delivery method. 

II. The CPE  Administrator advises activity participants before the activity of any 
special equipment needed for effective learning. 

III. The delivery of the CPE activity should be separate from promotional, 
extracurricular, or leisure activities. In addition, meals must be separate from the 
educational session.  
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POLICY 5 
 

As per Board action on May 4, 2003, it was decided to implement a guide for 
expenditures reimbursement to members of staff acting on behalf of the Association: 
Reimbursements will be made as follows: 

 Mileage at current IRS allowable rates 

 Land transportation (to and from airport) as per receipts 

 Airfare (best airfare made through Association office) 

 Hotel at best convention rates 

 Registration as set by Convention for staff only 

 Meal allowance of $50.00 per day for Executive Director 

 Miscellaneous at own risk 
 

Procedure:  Expense report will be reviewed by staff and Treasurer and paid by the 
Treasurer. 
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POLICY 6 
 

As per Board action on 9/29/96, it was decided to implement a special category of 
membership under Associate Membership. This category allows Pharmacy Technicians 
to join the Association at the minimum rate of $50.00 per annum. 
In return for annual dues the Technician member will receive: 

1. The Association Newsletter 
2. Continuing Education as appropriate 

 
The Pharmacy Technicians may form a Pharmacy Technician Section under the AKPhA 
standing committee guidelines.  The President appoints a board member as a member 
of this section.  This board member acts as liaison, meets with the section and acts as 
the representative to the Association board. 
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POLICY 7 
Whistle-blower Policy 

Approved by the Board of Directors- January 18, 2009 
Purpose 
The Alaska Pharmacists Association (AKPhA) is committed to high standards of ethical, 
moral and legal business conduct. In line with this commitment, and AKPhA's 
commitment to open communication, this policy aims to provide an avenue for members 
or contracted employees to raise concerns and reassurance that they will be protected 
from reprisals or victimization for whistle-blowing. 
 
This Whistle-blower Policy is intended to protect you if you raise concerns regarding 
AKPhA such as concerns regarding: 

 Incorrect financial reporting; 

 Unlawful activity; 

 Activities that are not in line with AKPhA policy including the Code of Business 

Conduct; or 

 Activities, which otherwise amount to serious improper conduct. 
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POLICY 8 
Record Retention Policy 

Approved by the Board of Directors- January 18, 2009 
Purpose 
The purpose of this policy statement is to allow the Alaska Pharmacists Association 
(AKPhA) to identify, retain, store and dispose of the Associations' records in an 
appropriate, legally sound and orderly manne 
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JOB DESCRIPTIONS OF THE PRESIDENT ELECT AND COMMITTEE 
CHAIRPERSONS OF THE ALASKA PHARMACISTS ASSOCIATION 

 
PRESIDENT ELECT: 
In addition to the duties as outlined in the By-Laws of the Association, the President-
Elect should oversee the various committees as assigned by the President.  This role 
should not be seen as a “do” function, but rather a “liaison” function.  The President-
Elect should maintain contact with the assigned chairs to ensure their committee is 
performing.  The President-Elect should be in contact with the President to report on the 
progress of their committees.  The President-Elect should also be prepared to give the 
committee reports when the chair is unable to attend the meetings when such reports 
should be given.   
 
COMMITTEES: 
In general, all committee Chairs should seek help from fellow Pharmacists in the 
performance of that committee's efforts.  The Chair is responsible for calling of the 
meetings and the assignment of tasks that need to be done to complete the effort.  The 
Chair should recognize the importance of “delegation of responsibility”.  The more 
hands to do the work, the easier the job.  The Chair should maintain contact with the 
President-Elect and be prepared to give updated reports to the Board at their meetings. 
 
Continuing Education:    Per AKPHA Policy 4. 
Legislative:  An important committee that oversees all legislative affairs that affect 
pharmacy.  This committee should be in direct contact with the lobbyist when one 
exists, and maintain an updated list of elected State and Federal officials   The 
committee should be a watchdog on all bills that might affect pharmacy.  If the 
Association wishes to introduce legislation, it should be done through this committee. 
Membership:  This committee develops marketing ideas for increasing membership, 
and is responsible for the mailing and issuance of membership information.  It should 
also maintain a list of all Registered Pharmacists in the State as well as members of the 
Association. 
Convention:  This committee should with the Executive Director to coordinate the 
continuing education presentations with the CE committee, establish a budget and 
secure funding, plan meals and entertainment, find door prizes, help coordinate the 
display area and MC various event functions, schedule the annual Association business 
and Board of Director's meetings, coordinate the presentation of awards with the 
Awards Committee, and ensure that convention notices are sent out in a timely manner. 
Constitution and By-Laws:  This committee fields all proposed changes to the 
documents, review for constitutionality, recommends changes and presents any 
changes to the Board for action.  The mechanism for both Constitution and By-Law 
changes are outlined in the documents themselves. 
Nominations:  Procedures for nominations is outlined in the By-Laws.  It is this 
committee’s responsibility to ensure the time frames are met and qualified candidates 
for office are found and presented to the membership for vote.  This committee is 
sometimes combined with Awards. 
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Audit:  This committee is not to be confused with a professional audit.  The task of this 
committee is to review the books when requested by the Board or by the membership to 
ascertain that the finances are in good order.  If a discrepancy is found and cannot be 
resolved satisfactorily, a professional audit should be initiated by the Board. 
Scholarship:  This committee develops the criteria for the issuance of all scholarships.  
In addition, the committee should develop fund raising ideas, maintain a list of the life 
memberships, issue proper recognition for donations and present the scholarships at 
the annual meeting of the Association.  
Awards:  This committee should seek out candidates and determine the best qualified 
for the following:  Bowl of Hygeia, Young Pharmacist, Distinguished Alaskan 
Pharmacist, Innovative Pharmacist and any other awards that may exist.  The process 
should begin in the fall for presentation at the annual meeting.  The committee may be 
combined with the Nomination Committee. 
Community Affairs:  This committee should promote and advocate the profession to 
the community through programs such as Poison Prevention Week, National Pharmacy 
Month, Brown Bag programs, and Health Fair participation.  This committee will 
promote the profession and educate the public (community) on pharmacy issues in a 
balanced manner. 
 

 
 


