MNA CEAC

9

[image: image1.jpg]WMINA

Maryland

ASSOCIATION






Manual for Approval of 
Continuing Nursing Education Manual

For Provider/Learner Paced Activities


2009

Maryland Nurses Association


Continuing Education Approver Committee 
21 Governor’s Court, Suite 195

Baltimore, MD 21244

phone (410)944-5800

fax (410)944-5802

pgwinn@marylandrn.org
           Guidelines for Approval of Continuing Education

Maryland Nurses Association
Maryland Nurses Association (MNA) is an accredited approver of continuing education from the American Nurses Credentialing Center (ANCC) Commission on Accreditation. The ANCC COA accreditation signifies that educational activities approved by MNA meet national standards for quality continuing nursing education. 

The Maryland Nurses Association Continuing Education Approver (MNA CEAC) committee has the responsibility for ensuring applications meet the ANCC COA standards.  The committee recognizes health care as a fundamental right and nursing care as a major component of health care.  Participation of nurses who systematically build upon their basic preparation through life-long learning is vital to improving the quality of health service.  The committee believes that continuing education in nursing is an essential means by which nurses build upon their varied educational and experiential bases for the enhancement of practice, education , administration, research or theory development to the end of maintaining and improving the health of the public.  The committee further believes that the employer, educational institutions, and the Association share in assisting the nurse to meet this responsibility. The committee’s goal is to supply the nursing profession with the highest standards of continuing education activities as an accredited Approver unit following the ANCC COA criteria. 

Members of the Continuing Education Approver committee are registered nurses and members of the American Nurses Association and Maryland Nurses Association; are usually masters or doctorally prepared, and have extensive experience in staff development or nursing education.  These volunteers are committed to the peer review process and to assisting applicants prepare continuing education in accordance with ANCC and MNA guidelines.

There are several types of continuing education approval granted by MNA.  These include provider-paced, learner-paced, and provider approvals.  This manual will describe the application and approval process for provider-paced, learner-paced activities. 
What is the difference between a provider-directed and a learner-paced activity? 

A Learner-paced activity is a continuing nursing education activity where the learner determines the pace at which to engage in the activity. Examples of a learner paced activity include Web-based, printed materials, CDs, and similar activities where learning takes place independently, without a presenter.  A Provider-paced activity is controlled by the provider who sets the time and date of the learning activity. The provider determines the learning objectives based on needs assessments, content of the learning activity, the method by which it is presented and evaluation methods. Provider-paced activities may be presented in a number of different vehicles – electronic, journal, lecture, etc. It is possible for an activity that is ‘learner-paced’ to be provider paced.. An example might be a continuing education activity presented as a journal article.  Other examples of a provider-paced activity include conferences, workshops, teleconferences, Webinars, or similar activities with a live presenter(s). 
 How does the application differ between a learner-paced and provider-paced activities?
Both applications contain the same elements, however for a learner-paced activity the applicant needs to demonstrate how the number of minutes (requested contact hours) have been calculated.  Usually, applicants will “pilot” the activity with representative participants and the number of minutes tracked and then averaged to justify the number of contact hours requested.  There are also some minor differences in the evaluation format and certificate.  These differences are highlighted on the application form.
What is the difference between continuing education and an inservice?

ANCC defines Continuing education as a professional learning experience that is designed to enrich the nurses’ contributions to quality health care and pursuit of professional career goals. In this context, continuing education can be further defined as learning activities intended to build upon the education and experiential bases of the professional nurse for the enhancement of practice, education, administration, research, or theory development. CNE is not facility specific; it includes information that is applicable across health care settings. 
Staff development may consist of orientation, in-service, or continuing nursing education. CNE is not orientation or in-service. These activities are learning activities designed to facilitate

job related performance. Orientation introduces a nurse to an organization, goals, policies,

procedures, responsibilities, etc. needed to function in a specific work setting.

Orientation should occur at the beginning of employment and change in assignments. Inservice

education helps nurses acquire, maintain, or increase competency in fulfilling assigned

responsibilities in the specific workplace.

 Courses in nursing administration, management, education, research, or other functional areas of nursing relating to indirect patient/client care would be acceptable forms of continuing education. Courses which deal with self improvement, financial gain, and those courses designed for lay people are not continuing nursing education activities.
Eligibility Criteria: Who can apply for continuing education approval through MNA?
Any organization that can fulfill the eligibility criteria on the application may apply for approval of an activity. Applicants may include hospitals, organizations without an approval process, universities, colleges, federal agencies, or other health related organizations.

Fee for review: 
The non-refundable fee for an activity approval review is $80.00 plus $8.00 for each contact hour or part of a contact hour requested. The review fee must accompany the application.  

A late fee in the amount of $100.00 is charged for any application arriving between 5 and 8 weeks prior to the first scheduled date of the activity.  A late fee of $200 is charged for applications arriving between 2 and 4 weeks prior to the first date of presentation.  Applications arriving less than 2 weeks prior to the first scheduled presentation will be reviewed dependent upon the availability of reviewers and completeness of the application.  Packets arriving less than 2 weeks before the presentation will incur a late fee of $250. The late fee must accompany the application.

Applicants can calculate the fee for the application based upon the number of contact hours and partial credit being requested and send a check or company voucher for the full amount made to the “Maryland Nurses Association.”  Reviewers will confirm the amount of contact hours when reviewing the packet and fees may be adjusted based upon their calculations.  
Approval is not granted retroactively for activities that have already been presented. 

Approval Time Frame: 

An approved application is valid for two years.  The valid approval period is established by the Maryland Nurses Association.  After the two year period expires, a new application must be submitted.  The expiration date for the activity must be displayed upon completion documentation and for learner-paced activities, upon advertising materials and completion documentation. 
Reciprocity:  
MNA approved contact hours are accepted by all states nurses associations and organizations accredited by the ANCC.

Application Review and approval process:
Applications should be submitted to the MNA office at least eight weeks prior to the first presentation date in order to provide time for review.  Applications are placed on the agenda in the order received.  

Review actions:

Following a review of the application, the Continuing Education Approver committee designates one of the following actions:

Approval: The application meets the criteria

Approval Pending: Additional information is needed before approval criteria is met

Approval Denied: The application does not meet criteria.  The applicant is given the reasons for the denial of contact hours

Changes in an approved educational activity:  



Changes to an approved educational activity or approved provider must be approved by the Approver Committee before contact hours can be given to participants. A justification, explanation, and supportive information must be included in the request for approval of the changes to an approved activity.  Examples of changes include changes in the program title, administrative contact person, nurse planner, planning committee members, objectives, content, faculty, and time frames.  Requests for approval of changes to an approved application are evaluated by the Continuing Education Approver Committee.  If you are considering making any changes once an activity has been approved, please contact the MNA office for assistance.  


 Required attachments to be submitted with your request for approval of changes include:



1. Explanation and justification for the changes

2. Supporting documentation, such as: a bioform and Conflict of Interest  Commercial Support Disclosure Statement for change in faculty or nurse planner; evaluation summary or copies of new research to support changes in content or objectives; revised agenda to reflect changes in the time frame
Withdrawal of Application:

An application may be withdrawn from the review process at any time prior to review.  Withdrawn applications are returned to the applicant upon request and at their expense.  Otherwise, withdrawn applications are destroyed. Applications for approval of continuing education activities may be withdrawn from the approval process at any time before the review is complete and receive a refund of all but a $50.00 processing fee.

Appeal Process
Applicants can appeal the decision of the Approver Committee.  The procedure for appeal is made available upon request.  Retroactive approval cannot be granted even under appeal.  The committee chair automatically reviews any denied applications.

Quality Improvement
The MNA reserves the right to request copies of all participant evaluations and/or conduct a site visit on any educational activity.  At least two activities receive on site visits yearly and a random survey conducted semi-annually of activity participants. Sponsors are notified in advance.






        
Site Visits


Any educational activity may selected for a site visit or online review. The selected provider is expected to permit the gratis attendance onsite or online of a peer reviewer from the MNA Continuing Education Approver Committee and to reimburse the MNA for mileage at the current US rate, to a maximum of 50 miles. Providers will be notified in advance if an educational activity has been selected for a site visit.  Providers may request a postponement of a site visit by providing an appropriate justification in writing to MNA, but postponement is not guaranteed.



Direct Mail Evaluation 



MNA also conducts direct mail evaluation of randomly-selected participants of educational activities:  MNA reserves the right to request copies of all participant evaluations and/or sign-in sheets for any educational activity. MNA will contact participants directly so no further activity is required of the provider other than providing this information when requested.

KEY ELEMENTS OF CONTINUING NURSING EDUCATION ACTIVITIES

Each Continuing Nursing Education activity...


1.
Is developed in response to, and with consideration for, the unique education needs of the organization’s target audience.


2.
Has an identified purpose and educational objectives for the learner.


3.
Is planned by at least two persons, one of whom is a registered nurse with a baccalaureate or higher degree in nursing (designated as the nurse planner) and others who have content expertise and who represent the target audience.


4.
Has content that is congruent with its purpose and educational objectives and teaching/learning strategies that are congruent with objectives and content.

Contact hours are determined in a logical and defensible manner, consistent with the objectives, content, teaching-learning strategies, and target audience.


A method for evaluating the effectiveness of each continuing education activity, including learner input, is clearly defined.

Evaluation data and participant input constantly generate revisions to ongoing activities.

CONFLICT OF  INTEREST/COMMERICAL SUPPORT DISCLOSURE  STATEMENT
To ensure that all continuing nursing education activities are free from bias, all faculty and planning committee members must complete and submit a Conflict of  Interest Declaration form prior to commencement of the activity. ANCC requires disclosure of any vested interests in or affiliation with any organization that may have a direct interest in the educational content of approved CE activities, products, or services of the CE provider. Please refer to the Conflict of  Interest Declaration form for additional information (Appendix B).
COMMERCIAL SUPPORT

In the event that any form of commercial support is provided for an educational activity, the provider will maintain control of the educational content and disclose to the learners all financial relationships, or lack of, between the commercial supporter and the provider or presenters. ANCC requires that:

• 
Funds from a commercial source should be in the form of an educational grant to the provider of the educational activity and must be acknowledged in promotional material and brochures.

•
Arrangements for commercial exhibits will not influence the planning of or interfere with the presentation of educational activities.

•
Learners will be made aware of the nature of all commercial support of all educational activities.

•
Educational activities are distinguished as separate from endorsement of commercial products. When commercial products are displayed, participants will be advised that contact hour approval refers only to the continuing education activities and does not imply MNA or ANCC Commission on Accreditation endorsement of any commercial products.

•
Educational activities that present research conducted by commercial companies will be designed and presented with scientific objectivity.

•
Learners will be informed of an off-label use of a commercial product that is presented in educational activities.


 

APPLICATION PROCEDURES AND FORMATS:
Applications for continuing nursing education contain basically two parts: an administrative and an educational section.  The application process is described below for both learner-paced and provider-paced activities.  Additional information required in a program is highlighted. Most forms are available on the Maryland Nurses Association website.    
General Information

For ANCC’s Accreditation Program, an educational activity may consist of a conference, lecture, course, workshop, teleconference, live activity, printed materials, CD, or web-based program. The distinguishing feature is that each educational activity must have a single, unifying goal or purpose.

1. To assist in timely review of your application, please... 

a) Type all submissions.

b) Number all pages sequentially (handwritten numbering is fine)

c) Include a table of contents
d) Submit three collated copies - the original application and two copies of the entire application - to MNA AT LEAST 8 WEEKS PRIOR TO THE FIRST DATE OF THE ACTIVITY. While every effort will be made to review applications received at MNA less than 8 weeks in advance of the activity, MNA will not guarantee that this process will be completed prior to your activity. 

e) Submit the three collated copies in the format and order directed on the Application Form to: 

Maryland Nurses Association

21 Governor’s Court, Suite 195


Baltimore, MD  21244

f) Refer to the Glossary (Pages 21-26) for terms in the application that you need defined

g) Contact the MNA office at 410-944-5800 or pgwinn@marylandrn.org if you have questions

2. Applicants will be informed of the decision of the Approver Committee prior to the CE activity presentation date. 

3. For provider-paced presentations (such as conferences and workshops), submission of the attendance rosters and evaluation summaries are required within 4 weeks after each presentation of the educational activity.  Please contact MNA if more time is needed to prepare this submission.  For learner-paced activities, submission of the attendance rosters and evaluation summaries should be submitted every 6 months during the two year approval period unless the activity terminates sooner.  

I.  Administrative section of the application:  (refer to application form sections that match headings in these directions for completion)
  A.  Cover Page
1. Provider: Name and address of the organization or individual who is responsible for planning and providing the activity
2. Title of Activity: As it appears in promotional materials

3.  Presentation date(s): This section should list all know dates for presentation of this particular activity. If presentation is projected on a continuous or repeated basis, give the projected inclusive dates of presentation.  For example, for an extended course, a bracket of dates would be acceptable. For nursing grand rounds or a journal club, state the frequency (monthly, biweekly, etc) with the first projected date of presentation.
    Presentation Location(s): State the location and address of the physical facility where the activity will be held. The location of the activity does not have to be the same as the sponsoring facility for example if using a hotel or other conference facility. For learner-paced activities, just note how the materials will be accessed (web-based, journal, etc)


      4.  Administrative Contact Person:  This is the person who will be providing managerial support for the activity.   The administrative contact does not have to be a nurse, however the nurse planner could also serve as the administrative contact.  This section should list the name, phone number, e-mail address, and fax number for the person who is coordinating the activity and completing the application, in case the Review Committee needs to get in contact for clarification or more information. A Bioform and Conflict of Interest/Commercial Support Disclosure Statement needs to be included for the administrative contact in the attachments to the application. 
5.  Nurse Planner: This is the name of the person who will be coordinating the continuing education program.  The nurse planner has the responsibility of developing the overall program objectives, selecting faculty, awarding of contact hours, recordkeeping, evaluation, and administration of the budget. Nurse planners must maintain expertise in education design and adult learning theories, receive orientation to, and maintain responsibility for implementing ANCC-MNA criteria in their performance of the nurse planner role. .  A biographical form should be submitted for this individual and particular attention should be paid to illuminating experience in the field of education and adult learning. A contact phone number should also be included in this section.


The Nurse Planner must have an RN license and at least a bachelor’s degree in Nursing. Enclose Bioform and Conflict of Interest/Commercial Support Disclosure Statement form in the application attachments.

       6. Submission Date: This should be the date the application is forwarded to MNA. 

                 Submission Fee: Please note the amount submitted by check or money order calculated from the fee schedule as described previously


       7. Contact Hours requested: Contact hours are calculated using a 60 min block for each hour of credit awarded.  For example, a 60 minute presentation is awarded 1.0 contact hours.  The minimum amount of contact hours that may be awarded for an educational activity is 0.5 contact hours (30 minutes). Contact hours can be awarded in tenths or hundredths; hundredths can be rounded down to tenths. Do not round up.

Provider Paced activities:

Registration, poster sessions, breaks and meals should not be included in the calculation of contact hours. Evaluation activities may be included in contact hour calculations.
For example, an all day provider-directed activity is planned with 6 sessions of 60 min each, lunch, and 3 fifteen minute breaks.  The amount of time eligible for continuing education credit would be 360 minutes.  This activity would then be awarded 6 contact hours (360/60=6). 

A conference with concurrent sessions is more complicated. For a conference, each  session may be awarded individual credit so that participants can selectively attend and receive credit.  The number of contact hours requested in the application should reflect the total number of contact hours requested for the program. This means that with concurrent  sessions, each is added into the total amount.  For example, a conference including one keynote address (50 min) and 2 concurrent sessions (50 min block) with four presentations during each would total 450 minutes.  Even though participants will only be able to receive a maximum of 2.5 contact hours for attending the keynote and 2 of the concurrent sessions, the total number of contact hours that should be requested would be 7.5.  Nurse planners may make the decision whether to offer individual session credit; credit by day; or for full attendance at the activity depending upon the goals and requirements. 
 
      For recordkeeping purposes, sponsors are encouraged to provide participants with a maximum number of contact hours they can anticipate being awarded for attendance at the program.   

•To determine the number of Contact Hours to request: 


# of contact hours is calculated by dividing the total # of minutes of presentation time by 60 minutes (length of a contact hour)


Learner-paced Activities – 


Learner-paced activities include web-based, printed materials, CDs, and similar activities  where learning takes place independently, without a presenter. For this type of activity, contact hours are determined by pilot testing the activity. 

The provider should describe how the pilot test was conducted. Some possibilities: 

• Full learning package was completed by pilot testers to include all requirements (required)

• Pilot testers completed the learning package at home

• Pilot testers completed the learning package in their work area

• Disruptions were kept at a minimum, if at work

Pilot testers should be representative of target audience and the number of testers based upon purpose and design of the activity and size of target audience.  In administering the activity, pilot testers should be instructed to keep track of the time it took to complete the learning package or the activity planners can keep track of completion time for the pilot testers.  Once completed, pilot testers should complete the evaluation and these should be evaluated to insure objectives were met and whether revisions are required.  Activity planners should note how feedback from the pilot testers is used to adjust the teaching/learning materials.  If major revisions occurred in the teaching/learning materials, then a new pilot test will need to be conducted and those results used to calculate the contact hours.  Additionally, the provider must also describe how evidence from the pilot test attests to the effectiveness of design and teaching/learning resources

Contact hour determination is based on results of pilot test by one of 2 methods:
Method 1: 

          All time spent by pilot testers divided by the number of pilot testers = 
 


(average number of minutes to complete the activity)   

Average # minutes of completion time

60 minutes per contact hour     
 = 

 contact hours






OR

Method 2: 

High and low times required by pilot testers to complete the activity were discarded; 


the time spent by the remaining pilot testers was averaged. 

After discarding high and low times, average number of minutes to complete the activity =              
Average # minutes of completion time
60 minutes per contact hour     
 = 

 contact hours

8.  Co-provided activities: Approved activities may be co-provided.  This means that two or more organizations or agencies plan, develop, and/or implement the activity.  When activities are co-provided, one agency or organization must be designated to retain responsibility for insuring ANCC-MNA criteria are met and the activity is administered in accordance with these criteria.  The unit designated to retain these responsibilities is referred to as the provider and the other collaborating providers are referred to as co-providers.   On the application the provider should provide the name, address, and contact person’s name where indicated on the Application Form. A signed Co-provider/Sponsorship  Agreement should be included in the application for each co-provider. 

The agreement must include a statement that affirms that the organization (provider) submitting this application will maintain responsibility for the following:

(1) determination of the educational objectives and content 

(2) selection of the content specialist planners and activity presenters 

(3) the awarding of contact hours, as appropriate, to the individual educational activity 

(4) recordkeeping procedures

(5) evaluation methods and categories. 

The provider should outline the responsibilities of co-providers on the form and a representative of each organization should sign the agreement.  An example is included in the attachments.
There is often confusion between co-providership and commercial support. The next section details responsibilities with commercial support.    
9.  Commercial Support: Commercial support, exhibits or the presentation of research conducted by a commercial company is not permitted to affect the design and scientific objectivity of any educational activity.  Commercially-supplied funds for an educational activity are given in the form of an educational grant or in-kind assistance and are acknowledged in the brochures and/or printed material for the activity.   

Sponsor is defined by the ANCC as one who is not a commercial entity but does provide support (monetary or in-kind) to the provider of the activity.  Sponsors are not involved in the planning, developing and implementing of the learning activity.  Sponsorship must be acknowledged to learners.  A written agreement is completed. 

In the event that any form of commercial support or sponsorship is provided for an educational activity, the provider will maintain control of the education content and disclose to the learners all financial relationships or lack thereof, between the commercial supporter or sponsor and the provider or presenters.


Providers need to provide the following information on the continuing education application: 

a)
Describe any commercial support, exhibits or co-sponsors related to the educational activity.

b)
Describe how content integrity is maintained for the educational activity if it received or expects to receive commercial support or sponsorship.

c)
Describe how/what precautions are taken to prevent bias in the educational content.

d) 
Describe how/who will be responsible for verification of verbal disclosure of commercial support or sponsorship and conflict of interest if provided verbally at the event.

e) 
Attach signed commercial support or co-sponsorship agreement if available.

The ANCC standards for disclosure and commercial support are enclosed in the Appendix.

Note: if exhibitors meet all the criteria and are located in a different room from                                                         the presentation, no signed agreement is required.

This information must be disclosed prior to the beginning of the educational activity.

10. Conflicts of interest: Learners must be informed of any influencing financial relationships or lack thereof disclosed by planners or presenters prior to the beginning of the educational activity. Completed Vested Interest forms for all planners and presenters are to be available for any participant who wishes to look at them. 
Describe the method(s) that will be used to inform activity participants of any conflict of interest. Disclosure of information about provider and faculty relationships may be disclosed verbally to participants at a CNE activity.  When such information is disclosed verbally at a CNE activity, providers must be able to supply written verification that appropriate verbal disclosure occurred at the activity.  With respect to this written verification:

1. A representative of the provider who was in attendance at the time of the verbal disclosure must attest, in writing.

a. That verbal disclosure did occur; and

b. Itemize the content of the disclosed information or that there was nothing to disclose

2.
The document that verifies that adequate verbal disclosure did occur must be completed within one month of the activity.  






or 

Disclosure to Participant Form Template (Appendix L) can be put into participant packet.
11. Verifying Participation and Successful Completion

Criteria for verifying participation and successful completion must be determined as part

of the overall planning of the activity. Learning activities may differ in expectations and

requirements for verification of participation and successful completion of the activity.

The learner should be informed of these criteria prior to participation in the activity.

Verification of participation may be achieved by a variety of methods, for example, roll

call, sign-in sheets, self-reported attendance, or return of evaluation tools.  Only participants who attend an activity may register their attendance (by roster, electronically, or other means).  Providers are responsible for monitoring this process.  

Successful completion may be achieved by a variety of methods, for example,

submission of a written post-test and a self-reported level of achievement of objectives,

return demonstration, evaluation discussion with presenters, attendance at the entire

activity, etc.

To receive full credit, participants must attend the activity in its entirety to receive credit.  For longer activities, attendance verification is more complex since there are usually multiple sessions.  Organizations may opt to provide credit by individual session and/or to award partial credit.  The expectations need to be made explicit to learners for what they must do to achieve the contact hours at the beginning of the activity.  The minimum number of partial credit that may be given is for 0.5 contact hours or 30 min.  Providers are not required to award partial credit and may require attendance at the activity in its entirety to award credit.  This is a decision made by the provider of the activity based upon the goals and objectives. 

When an activity is approved, MNA CEAC will provide an official attendance roster and MNA certificate of successful completion. Providers may decide to use a different form however certain elements are required to be on the form.  The verification successful completion certificate should contain the following information:  (1) participant's name; (2) name of the individual educational session(s) completed; (3) number of contact hours awarded; (4) provider(s) of the program; (5) title, dates, city/post, state of the program; (6) statement of approval from MNA ("This continuing education activity was approved by Maryland Nurses Association, an accredited approver by the American Nurses Credentialing Center’s Commission on Accreditation").  The accreditation statement is a registered statement and it can not legally be changed. It should be separated from all other statement on a separate line.

If the MNA certificate is not being used, then a copy of the planned certificate must be included in the application.  
Some activities distribute contact hour certificates at the end of each session while others compile the session names for presentation at the end of the program.  Either method is acceptable as long as the above criteria are met.

 
The attendance certificate provided by MNA may be photocopied for distribution. Original bond attendance certificates may be purchased from MNA by calling (410) 944-5800.   
12.  Recordkeeping:

This section addresses how the records related to the educational activity will be maintained.  The provider needs to maintain complete records of the activity for six years from the date of the first  presentation. The complete record should include the continuing education application, approval documentation, and attendance records   The recordkeeping statement should describe how records will be kept secure and confidential, where they will be filed and stored, and how they can be retrieved if required. There should also be a statement of the commitment to maintain the records for at least the required six year period. 

  Mechanisms should be in place for systematic, easy retrieval of information by authorized individuals.  Files may be maintained in hard copy or computer storage.

The following documentation should be kept in a secure, confidential, and retrievable manner for 6 years:

1. Planning records: 

• description of the target audience 

• the method and findings of the needs assessment 

• names, titles, and expertise of the activity planners and presenters 

• conflict of interest disclosure statements (signed Vested Interest forms) from planners and presenters 

• resolutions of conflict of interest, as appropriate 

• purpose, objectives, and content 

• instructional strategies, delivery methods, learner feedback mechanisms, and resources to be used 

• methods or process used to verify participation 

• notice to learners identifying how successful completion will be measured 

• marketing and promotional materials 

• means of ensuring content integrity with commercial support, if any  

2. Implementation records: 

• title, location, and date of the educational activity 

• all evaluation tools used, including a summative evaluation 

• participant names and addresses 

• sample certificate of completion

• number of contact hours associated with official accreditation  statement awarded to individual participants 
II.  EDUCATIONAL SECTION :PLANNING
13. Planning committee: These are the individuals involved in planning and organizing the program.  At a minimum the planning committee should include the Nurse planner (must have BSN or above in nursing) and one other RN.  Additionally, the Nurse planner must demonstrate education or experience in the field of education or adult learning. Each member of the planning group would represent at least one of the following areas: the relevant content expertise, the target audience; and the responsibility of adherence to ANCC-MNA criteria.  Each planning committee must have representation of all these three areas. One member may fill more than one role. Other disciplines may be members of the planning committee. Nurse planners contribute oversight and must be actively involved in both the planning and the analysis of evaluation data for the activity.  The planning committee assures the qualifications of the faculty member(s) are appropriate and adequate. 

A short form biographical resume (Appendix A: Bioform) should be submitted for each person on the planning committee. A Conflict of interest form must also be completed by each member of the planning committee to identify and resolve any potentially biasing relationships on the part of those who have an impact on the content of an educational activity.   
14.  Purpose/goals of the activity:  These should be the overall purpose and broad goals that support the theme, purpose, or subject area of the educational activity.  The purpose statement of a CNE activity is usually a general statement of intent. It reflects the rationale for the activity and how it qualifies as CNE. It should help individuals to decide whether or not to attend the activity. Goals for the activity follow from the purpose statement.  These goals need to be stated in behavioral terms based upon the desired outcome for the participant.  This can be best stated in answer to the statement, "at the end of this educational activity, participants should be able to..." 

Remember that individual sessions will have specific objectives addressing their content  and that this section should reflect the overall goals that are supported by the individual sessions and content of the activity.

15.  Target audience:  The target audience should be registered professional nurses.  Groups can be specifically targeted such as specialty groups (OR, ICU, Peds), academic preparation (PNP's, APN's, CNS),  and job titles (head nurse, clinical staff nurses).  Other personnel are welcome to attend when deemed appropriate.  . 

16. Needs assessment:  Continuing education activities are developed in response to, and with consideration for, the unique educational needs of the provider’s target audience. This section should indicate how the need for this educational activity was determined.  The need could have been indicated from audits, surveys, previous evaluation results, administrative requirements, etc.  Briefly describe the need for this activity and how the needs of the audience were identified. The needs assessment statement should include how learners’ input was considered  in deciding content, scheduling, or location.

17. Presentation planning:  This section should address how instructors participated in developing their session presentations.  Involvement could include determining the content focus, developing the lesson plan, conceiving the objectives, etc.  Adult learning principles should be reflected in the objectives for the activity and in planning teaching/learning methods  and evaluation.
18. Location and description of physical facility where activity is to be offered:  This section should provide a short description of the facilities.  The purpose of this description is to illustrate the site's appropriateness for the teaching methods, its accessibility for the target audience, and the environmental comfort it offers.  Some information regarding the learning environment are included such as the size of the room, temperature control, ventilation, and noise level.  The accommodation for the proposed teaching methods would include information about tables, audiovisual accessibility, equipment availability, and any factors that may affect a learning environment.  Learner-paced activities are assumed to be accessed by the learner at home or at work.  Providers should describe the location of the materials and how they will be accessed by the learner.
III.  EDUCATIONAL SECTION :Implementation 

 
19.  Activity Agenda: A copy of the program agenda, brochure, or schedule should be included with the application which includes the start and end times of each session, faculty, offering titles, and scheduled breaks.  If the activity is less than 3 contact hours, the entire activity needs to be detailed using the educational design form.  If the activity is over 3 hours, the agenda should reflect a brief description and/or the objectives of other sessions planned during the activity.
Any promotional materials should also be enclosed with the application.  Providers are permitted to advertise that they have applied for contact hours from MNA but this needs to be clearly delineated if they have not yet been approved.  The following statement may be placed on promotional materials before contact hours have been awarded: 
This activity has been submitted to the Maryland Nurses Association for approval to award contact hours.  The Maryland Nurses Association is accredited as an approver of continuing nursing education by the American Nurses Credentialing Center’s Commission on Accreditation.

 20. Design and Presentation of Activity:

Continuing nursing education activities are assessed, designed, planned, implemented, and evaluated in accordance with adult learning principles and professional education standards and ethics.   Most organizations find it helpful to use the educational design form (Appendix E) with a 5-6 column outline to present the planned content in this part of the application.  As a reminder, for learning activities under 3 contact hours, the entire activity needs to be detailed on the 5-6 column outline; for those longer than 3 contact hours, a representative 3 hours should be detailed using the educational design form example (Appendix F).
A.  Each educational activity is developed with:


(a) An identified learning goal (purpose) and explicit measureable educational objectives for the learner that is appropriate for the target audience


(b) Identified gaps in knowledge, skills, practice identified (based on the needs assessment) which the activity is designed to address


(c) Content congruent with the activity’s learning goal (purpose) and educational objectives


(d) Teaching and learning strategies congruent with the activity’s objectives and content


(e) Criteria for judging successful completion of an activity that are consistent with the learning goal (purpose), objectives, and content


(f) A method determined for verifying participation in an activity

B: Educational design form

This form serves as a lesson plan for the learning activity.  There should be sufficient information for the reviewers to determine the depth and breath of the presentation, consistency with the corresponding objective, and that sufficient time is allotted to achieve the objective.  The educational design includes the session objectives, content, teaching methods, time(s), evaluation method, and instructor(s). This section is completed using five or six column educational design format table (Appendix E ).   The title of the session should be listed at the top of each page. An example of a formatted educational design is included in Appendix F:  

 
(a) Objectives: Objectives for the CNE activity are stated in behavioral terms that define the expected outcomes for the learner. The objectives are derived from the overall purpose of the activity. Educational objectives are written statements that describe the learner-oriented outcomes that may be expected as a result of participation in the CNE activity. In the case of most CNE activities, these statements describe knowledge, skills and attitude changes that should

occur upon successful completion of the activity. Determination of objectives is a

collaborative activity between planners and presenters.

Learner-oriented outcomes are expressed in measurable terms, identify observable

actions, and specify one action or outcome per objective. The number of objectives for

the program should be sufficient to accomplish the intended purpose of the activity. It is

also recommended that objectives be limited to one or two per hour. Number each

objective consecutively.  A list of behavioral terms is included in the Appendix that address domains of learning.  
(b) Content: The content is related to and consistent with the objectives. EACH objective has a corresponding content outline. The content must be more than a restatement of the

objective. Number each content outline with corresponding numbers as the objectives.

 Content is described in the form of a content outline with corresponding time frames for

each content area. Each content area should be numbered or lettered with the

corresponding objective number or letter. Handouts, powerpoints, and other media may be used to support the objectives for the learning activity. Sufficient information must be provided for reviewers to assess whether the objectives are being met in the designated time frame.   

(c) Time Frame: Time allotted for the activity is consistent with the objectives and appropriate for the content being presented. The educational activities, the level and amount of content to be provided, and the estimated number of participants dictate the amount of time which will be required. Each topic area should have a designated time frame. The time allotments for content for each objective should be sufficient to facilitate achievement of the objective by the learner.

(d) Presenters/Content Specialists: Presenters/content specialists present content in an area in which they have knowledge and expertise.  Presenters should be listed next to the content they are presenting
(e) Teaching Methods/Learning Strategies/Materials/Resources: Teaching methods/learning strategies are congruent with the objectives, content presented, time allotted and faculty/learner ratio. Instructional methods that support attainment of the educational objectives should be used. The action indicated as the expected outcome determines the teaching strategies to be used. 
For example, a learning objective that requires the learner to successfully

demonstrate a psychomotor skill should include teaching strategies that utilize

demonstration and return demonstration. An objective that requires a learner to describe a

phenomenon would include teaching strategies such as lecture and discussion. In addition

to teaching strategies that support the learning objectives, attention must be given to the

fact that principles of adult learning should be evident in the selected strategies. Teaching

methods include but are not limited to: lecture, panel discussion, role play, questions and

answers, demonstrations, practice, specific audiovisuals, etc. Materials and resources

could include handouts, DVD, CD, computer based program, references, etc.

(f)  Evaluation:  Explain how the objective will be assessed for learner achievement. For example,  evaluation methods include session evaluations, self tests, post tests, return demonstrations, etc.  A copy of the evaluation forms should be included for each session (post tests, checklists, etc). On the educational design form the focus should be upon how the presenter plans to assess the learner's successful achievement of the objectives. Examples of this type of evaluation would include successful return demonstration, pretest/posttest, certification mastery,  or a certain criterion level to pass a comprehensive exam over entire course content.. This is different than the learner's evaluation of their perceptions of program effectiveness. 

C. Presenters/Content Specialists

Presenters/content specialists present content in an area in which they have knowledge

and expertise. Presenters must have documented qualifications that demonstrate their education and experience in the content area they are presenting. Expertise in subject matter can be

evaluated based on education, professional achievements and credentials, work

experience, honors, awards, professional publications, etc. The qualifications must

address: "How does this person know about the topic? How has expertise been gained?"

All presenters do not have to be nurses, but nurses should address nursing care and

nursing implications. This expertise should be included in the biographical data form provided for each presenter. Do not send complete professional biographies (CVs).

All presenters must declare whether or not they have a vested interest in the continuing education activity. If a vested interest exists, information about how this conflict will be addressed and communicated to participants must be included on the signed vested interest

biographical data form.   
21. Evaluation of Activity: Evaluation of a learning activity includes an overall   evaluation plus additional evaluations of individual sections within the activity. Shorter learning activities may only have one overall evaluation that includes individual sessions within the activity. There needs to be a clearly defined method for allowing learners to evaluate the effectiveness of the activity.


A. There should be a written description of the methods used to evaluate the learning activity and the category of the evaluation should be identified (i.e., learner satisfaction, knowledge enhancement, skill and attitude change, change in practice/performance, relationship of the practice change to quality of service).  ANCC recommends that at least a portion of the activities provided be evaluated at one of the higher levels of evaluation (ie perform, integrate, synthesize, etc).   


    A copy of the evaluation form should be included as an attachment.  

B. The evaluation form must include at least these elements: 

1) Relationship of objectives to overall purpose/goal(s) of activity

2) Learner’s achievement of each objective (each objective must be evaluated separately)

3) Expertise of each instructor  (each instructor must be evaluated separately)

4) Effectiveness of teaching methods 

5) Appropriateness of physical facilities (provider-paced activities only)

6)  Time required to complete the activity (learner-paced activities only, where learning takes place independently, without a presenter)

C. Providers need to summarize the evaluation data and send this summary with attendance rosters to MNA-CEAC within 30 days following the activity.  For learner-paced or “rolling” presentations, this data may be submitted every 6 months during the approval process.  Included in the summary should be an assessment by the provider as to how they will use the evaluation data in modifying or planning future learning activities.   
22.  Educational resources:  Include a complete set of any handouts that will be distributed in support of the submitted sessions.  If these are not available at the time of application, they may be included in the evaluation summary submitted to MNA after the activity.

IV. Final tips for application completion
A.  All submissions should be typed or printed.  Handwritten applications are accepted ONLY if legibly written.  It is helpful to reviewers if each page is numbered sequentially beginning with the first page of the application.

B.  Applications need to be submitted as three collated copies (one original with two copies) to MNA at least 60 days (8 weeks) prior to the activity date.  
C.  Submissions of the original application and one copies should be sent to: 


Maryland Nurses Association



21 Governor’s Court, Suite 195




Baltimore, MD  21244

D.  Applicants will be informed of approval, approval with stipulations, deferral or disapproval prior to the CE activity presentation date. 

E.  Summary Evaluation and Attendance:  Submission of the evaluation summaries and attendance rosters are required within 30 days of each presentation of the educational activity.  Please contact MNA if more time is needed to prepare this submission.

List of Required Documents and Attachments to

Provider-Directed or Learner-Paced Applications 
Attachment
Document
A.
Continuing Education Application

B.
Bioforms for:


• Administrative Contact Person


• Nurse Planner(s)


Completed Conflict of Interest Form(s) for 


• Nurse Planner(s)

B. 
Commercial support Agreement(s) (if applicable)
  C. 

Co-provider/Sponsorship Agreement(s) (if applicable)
D.
Copy of Certificate of Successful Completion (if not using one provided by MNA)

E.
Signed Provider Responsibility Statement 
F.
Completed Bioform(s)and Conflict of Interest Form(s)  for Planning Committee

G.
Activity Agenda/Schedule and Promotional Materials

H.
Completed Educational Design Form(s) 

I.
Completed Bioform(s) for presenters/faculty

J.
Completed Conflict of  Interest Form(s) for presenters/faculty

K.
Evaluation Form(s)
L.
Handouts (if applicable and available)
 



Sample Verbs for Cognitive Objectives
Knowledge



Application



Synthesis
Define




Interpret



Compose

Repeat




Apply




Plan

Record




Employ



Propose

List




Use




Design

Recall




Demonstrate



Formulate

Name




Dramatize



Arrange

Relate




Practice



Assemble

Underline



Illustrate



Collect

Operate



Construct

Comprehension


Schedule



Create

Shop




Set up

Translate



Sketch




Organize

Restate









Manage

Discuss



Analysis



Prepare

Describe








Recognize



Distinguish



Evaluation
Explain



Analyze





Express



Differentiate



Appraise

Identify



Calculate



Evaluate

Locate




Experiment



Rate

Report




Test




Compare

Review



Compare



Value

Tell




Contrast



Revise


Criticize



Score


Diagram



Select


Inspect




Choose

Debate




Assess

Inventory



Estimate

Question



Measure

Relate




Judge

Solve


Examine


Categorize


Sample Verbs for Affective Objectives

Choose

Complete

Describe

Differentiate

Identify

Explain

Locate


Justify

Name


Compare

Select


Discriminate

Discuss

Perform

Perform

Synthesize

Practice

Use

Present


Relate

Select


Combine


Sample Verbs for Psychomotor Objectives
Assemble

Design


Mend

Build


Dismantle

Mix

Calibrate

Fasten


Sketch

Change

Follow


Start

Clean


Grip


Stir

Compose

Identify

Use

Connect

Locate


Weigh

Construct

Make


Wrap

Correct

Manipulate

Create

ANCC COMMISSION ON ACCREDITATION GLOSSARY

These selected definitions are frequently used in the context of the ANCC Commission on

Accreditation system of accreditation and to carry out the accreditation processes. In some

instances, definitions from the Scope and Standards of Practice for Nursing Professional

Development (ANA, 2000) are also useful to understand or explain a term.

Accreditation “A voluntary process in which an institution, organization, or agency submits to an in-depth analysis to determine its capacity to provide or approve quality continuing education over an extended period of time.”

Accredited Approver An eligible organization credentialed by ANCC after having submitted to an in-depth analysis to determine its capacity to approve quality continuing education over an extended period of time.

Accredited Provider An eligible organization credentialed by ANCC after having submitted to an in-depth analysis to determine its capacity to provide quality continuing education over an extended period of time.

Adult Learning Principles The basis for, or the beliefs underlying ,the teaching and learning approaches to adults as learners based on recognition of the adult individual’s autonomy and self-direction, life experiences, readiness to learn, and problem orientation to learning. Approaches include mutual, respectful collaboration of educators and learners in the assessment, planning, implementation, and evaluation of education activities.

Appeal A process that allows the applicant/accredited organization to obtain a redetermination by an appellate body with regard to an adverse decision made by an original decision-making body.

Approval A decision made by an accredited approver that the criteria for approval of continuing education have been met.

Approved Provider Recognition by an ANCC-accredited approver of a provider’s capacity to award contact hours for continuing education activities, planned, implemented, and evaluated by the provider.

Approver Unit Within the organization, the distinct body responsible for coordinating all aspects of the continuing education approval process.

Beliefs Opinions, doctrines, or principles held to be true; these may be stated as a philosophy, mission, vision, or within a strategic plan.

Biographical Data Information required of persons involved in the peer review process or the planning and delivery of continuing education activities. The data provided should document their qualifications relevant to the continuing education process or a specific activity with respect to their education, professional achievements and credentials, work experience, honors, awards, and/or professional publications.

Commercial Support Grants provided by industry in support of continuing education activities.

Commission on Accreditation Appointed by and accountable to the ANCC Board of Directors, this body is responsible for development and implementation of the ANCC program for accreditation and approval of continuing nursing education. The Commission is composed of nine (9) members representing accredited organizations, consumers, the ANA Congress on Nursing Practice and Economics, nursing evaluation, and adult education/society.

Constituents Providers that an accredited federal nursing service or specialty nursing organization identifies as being eligible to submit continuing education activities to its approval body, e.g., individual members, chapters, districts, or those providers offering continuing education in the nursing specialty content area. Constituency must be identified at the time of application for accreditation.

Constituent Member Association A member of the American Nurses Association.

Contact Hour A unit of measurement that describes 60 minutes of an organized learning activity, that is either a didactic or clinical experience.

Content Subject matter or definitive information about an education activity that relates to the educational objectives.

Content Specialist An individual with documented qualifications that demonstrate education, knowledge, and experience in a particular subject matter.

Continuing Education Systematic professional learning experiences designed to augment the knowledge, skills, and attitudes of nurses and therefore enrich the nurses’ contributions to quality health care and their pursuit of professional career goals..

Continuing Education Unit (CEU) A specific, standard measure (ten (10) clock hours) of educational achievement used by many universities and professional organizations under the criteria of the International Association for Continuing Education and Training (IACET) to attest to clock hour completion of continuing education activities. [Note: The ANCC Accreditation Program does not utilize this term when referring to the continuing nursing education unit of measurement.]

Co-providership Planning, developing, and implementing an education activity by two (2) or more organizations or agencies.

Denial An accreditation action taken when an applicant’s written application materials and site visit substantiate that the organization is not in compliance with the ANCC Commission on Accreditation criteria and will not be able to comply within a definite time frame of two (2) years; a decision made by an accredited approver not to approve an application.

Directory of Accredited Organizations An electronic listing that serves as public notification of an organization’s status as an accredited approver and/or provider of continuing nursing education. All accredited organizations appear in the directory that is updated twice a year. See www.nursingworld.org/ancc/accred/accrdorgs.htm.

Education Activity A planned, organized effort, either learner directed or provider directed, aimed at accomplishing educational objectives.

Educational Objective A statement of a learner outcome(s) of an education activity that is measurable and achievable within the designated time frame.

Electronic ‘enduring materials’ Printed, recorded, or computer assisted instructional materials that may be used over time at various locations and which in themselves constitute a planned CNE activity. Examples of such materials for independent learning include: programmed texts, audio tapes, video tapes, and computer assisted learning materials which are used alone or in combination wit printed or written materials. (AACME, 2005)

Evaluation The process of determining significance or quality by systematic appraisal and study.

Evidence Specific indicators that document compliance with accreditation/approval criteria.

Federal Nursing Service A governmental entity that is national in scope and provides nursing services, e.g., the Army Nurse Corps.

In-service Educational Activities “Learning experiences provided in the work setting for the purpose of assisting staff members in performing their assigned functions in that particular agency or institution” )ANA, 2000, p.24

Learner paced Activity  A learning activity where the learner takes the initiative, with or with out the help of others, in diagnosing their learning needs, formulating learning goals, identifying human and material resources for learning, choosing and implementing appropriate learning strategies, and evaluating learning outcomes.

Monitor To periodically assess and evaluate continuing compliance with operational requirements and criteria.

Needs Discrepancy between what is desired and what exists.

Nurse Planner A registered nurse who is responsible for planning, developing, implementing, and evaluating continuing education activities. For an accredited provider, the “Nurse Planner” must be prepared at the graduate level, with one degree--baccalaureate or graduate--in nursing; for an approved provider, the “Nurse Planner” must have a baccalaureate or higher degree in nursing.

Nursing Professional Development The lifelong process of active participation by nurses in learning activities that assist in developing and maintaining their continuing competence, enhancing their professional practice, and supporting achievement of their career goals.

Off-Label Use Using a product for a purpose other than the purpose for which it was approved by the FDA.

Operational Functioning under Commission on Accreditation operational requirements and criteria, and with essential approver and/or provider unit personnel in place.

Operational Requirements  Requirement’s that must be implemented by an organization throughout the period of accreditation.

Oral Report An informal summary of site visit findings presented by the team leader prior to the team’s departure from the site.

Organization The overall administrative and functional structure that includes the approver unit and/or provider unit--e.g., hospital, college, association, or private business.

Organizational Chart A diagram or other schematic used to depict informal and formal lines of communication and relationships within the overall organization as well as the approver and/or provider unit.

Orientation  “The process of introducing nursing staff to the philosophy, goals, policies, procedures, role expectations, and other factors needed to function in a specific work setting. Orientation takes place both for new employees and when changes in nurses’ roles, responsibilities, and practice settings occur.” (ANA, 2000, p. 25)

Outcome The end result of any activity of the Provider Unit measured by written evaluation or change in practice.

Peer Review Professional judgment on the quality of the continuing education offered based on designated standards and criteria for continuing nursing education.

Progress Report Written follow-up documentation required as a stipulation of accreditation.

Provider An individual, institution, organization, or agency responsible for the development, implementation, evaluation, financing, record keeping, and quality of nursing continuing education activities.

Provider paced Activity  The provider controls all aspects of the learning, The provider determines the learning objectives based on needs assessment, content of the learning activity, the presentation method, number of contact hours, evaluation, and evaluation methods. Provider directed activities may be delivered in a variety of formats, including electronic, journal, lecture/seminar, etc.

Provider Unit Within the organization, the distinct body responsible for coordinating all aspects of the nursing continuing education activities.

Provisional Accreditation An accreditation action indicated when the written application and the site visit substantiate limitations in meeting criteria that can be resolved within a definite time frame of two (2) years.

Purpose A statement describing why and for whom an educational program has been designed.

Resubmission A process that provides for review and action on applications that had been previously submitted and withdrawn prior to action.

Revoke To rescind approved/accredited status.

Self-study A process whereby an applicant for accreditation conducts a self-examination to determine program effectiveness and outcomes.

Site Visit  An on-location review of an applicant to verify, clarify, and amplify documentation of a written application and thus to establish the applicants capacity to meet the criteria.

Specialty Nursing Organization A national nursing body that has a majority of voting members who are registered nurses practicing in a specialized nursing area, as so defined in the organizations scope of practice statement. The organization has in place bylaws that identify as its purpose and function the improvement of health care and the advancement of nursing.

Staff  Development  “The systematic process of assessment, development and evaluation that enhances the performance or professional development of healthcare providers and their continuing competence. (National Nursing Staff Development Organization, 1999)” (ANA, 2000, p. 25)

Target  Audience  “Group for which an educational activity has been designed.” ANA, 2000, p. 26)

Teaching Strategies Instructional methods and techniques in accord with principles of adult learning.

Team Leader The Team Leader is responsible for conducting the site visit, coordinating with the applicant and Team Member.

Team Member The Team Member is responsible for assisting the Team Leader in preparing for and conducting all aspects of the site visit.

Withdrawal Termination of an application, without prejudice to any future applications, prior to the date on which an official decision is made

