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	INDIANA STATE NURSES ASSOCIATION



	LIVE/FACE TO FACE & PREPACKAGED EDUCATIONAL ACTIVITY CRITERIA

	

	CRITERIA
	INTENT/COMMENTS
	EVIDENCE REQUIRED

	A. Demographic Data

Demographic data includes:

· Title of event

· Date of presentation

· Applicant’s name

· Number of contact hours requested

	Applicant’s name is that of the organization seeking approval

Date of the activity must be in the future.  If unknown at time of application, inform ISNA when established.
	Submit title, date(s), number of contact hours requested, and name of organization/ facility seeking approval.

Identify the type of activity.

	B. Human Resources

1. A person (not required to be a nurse) is identified to be responsible for administering the CNE activity.  If the person is also part of the planning committee, include his/her name on the planning committee list.

2. The planning committee must include people with certain types of expertise. At the minimum, it must consist of two people. One is a registered nurse who has at least a baccalaureate or higher degree in nursing and one other registered nurse. 

3.  Conflict of interest/ conflict resolution disclosure statements must be completed by all planners to identify and resolve any potentially biasing relationships on the part of those who have an impact on the content of an educational activity.


	1.  ISNA will correspond with the person administratively responsible throughout the approval process.

2.  These individuals must have relevant content expertise, represent the target audience and be involved in the planning process.


	Submit name, credentials, and contact information for the person administratively responsible 

Submit names, degrees, and credentials for all persons involved in planning the CNE activity.  Check on the application and attach a biographical data form (ISNA CNE Form #2) which identifies the professional qualifications and conflict of interest declaration for each member of the planning committee.
Use only the biographical data form (ISNA CNE Form #2)

Do NOT send curriculum vitas (CV’s) or resumes.




	C. Target Audience/Needs Assessment
1. The target audience for the activity is identified.

2. The type of needs assessment used to determine learners’ needs is identified.

3.The findings of the needs assessment indicate a need for this activity.
	A number of things can determine need; i.e., annual needs assessment, requests from learners and/or management, incident reports, trends, etc.
	Identify the target audience.

Check on the application and/or describe how the need for this CNE activity was assessed.

Briefly describe the findings from this assessment.

	D. Purpose
The purpose of the activity should be nursing focused,  clearly stated,  and must be supported by the needs assessment, learner-oriented objectives,  and the content.


	The purpose is a broad statement as to why you are presenting the activity.  It is not the objectives.  An example might be “To increase nurses’ knowledge and improve patient care” The statement “To help nurses get their CE” is not acceptable.
	Describe the continuing education activity’s purpose.


	E.  Presenters/Faculty/

Authors
1. Presenters/faculty/authors present content in an area in which they have knowledge and expertise.

2. Presenters (Live/Face to Face Activity)

Identify the person(s) who will be addressing each objective.

3. Conflict of Interest/conflict resolution disclosure statements must be completed by all faculty/presenters/authors to identify and resolve any potentially biasing relationships on the part of those who have an impact on the content of an educational activity. In addition, the faculty/author must declare if they will be discus-sing any off-label use of products during their presentation.
	Presenters must have documented qualifications that demonstrate their education and experience in the content area they are presenting. Expertise can be evaluated based on education, professional achievements and credentials, work experience, etc. Qualifications must address how expertise has been gained. All presenters do not have to be nurses, but nurses should address nursing care and nursing implications.

3.  The presenters’ declarations of vested interests and off label use of products must be shared with the learners.
	1  List all presenters’ or authors’ names, degrees and credentials on ISNA CNE Form #2 and attach to application.  Do NOT send CV’s or resumes
2. List the presenter(s) for each topic or content area on ISNA CNE Form #3.  

3.  Document the vested interests and off label use of each faculty on the biographical data form (ISNA CNE Form #2) and identify how the learner will be provided this information.

	F.  Objectives

Objectives for the CNE activity define the expected outcomes for the learner.
	The objectives are derived from the overall purpose of the activity.  They are written statements that describe the learner-oriented outcomes expected as a result of participation in the educational activity.  The statements describe knowledge and 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 specify one action or outcome per objective. 

The number of objectives should be sufficient to accomplish the intended purpose.  It is recommended that the objectives be limited to one or two per hour. 
	State objectives in outcome related terms in column F of the required form  (ISNA CNE Form #3 for Live presentation; ISNA CNE Form #4 for Prepackaged Program.)


Objectives must be stated from the standpoint of the learner and complete the statement:  “At the end of this activity, the learner will be able to….” 

(Suggested reference: Bloom, B.S. (1956) Taxonomy of Educational Objectives, Handbook I:  The Cognitive Domain.  New York, David McKay Co. Inc.)

Each objective should be numbered consecutively.

	G.  Content

The content is related to and consistent with the objectives.  Each objective must have a corresponding content outline.
	Content must be more than a restatement of the objective
	Supply a content outline for each objective in column G of the required form (ISNA CNE Form # 3 for Live/Face to Face Activity; ISNA CNE Form #4 for Prepackaged Activity).  Number the content to correspond with the objective.



	H.  Time Frame (Live Presentations Only)

The 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 content 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.


	Using the 5-column format (ISNA CNE Form #3), list the number of minutes the presenter requires to address each objective in column H.


	I.  Teaching Methods/ Learning Strategies/ Resources (Live/Face to Face & Prepackaged Activities)

Teaching methods/learning strategies are congruent with the objectives, content presented, time allotted and presenter/learner ratio.


	Instructional methods that support attainment of educational objectives must be used. Action indicated as expected outcome determines teaching strategies to be used; i.e., 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.  

Attention must also 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, references, etc.


	Use ISNA CNE Form # 3 to list the teaching method(s) to be used by each workshop presenter for each content area in column I.  

For prepackaged activities use ISNA CNE Form #4 to describe the teaching methods, strategies, materials & resources for each objective in column I.




	J.  Coprovidership

Coprovidership refers to two or more groups working together to plan and present a continuing education activity.
	The groups must each be actively involved in planning, developing, and implementing the activity. The roles of each group must be clearly defined to prevent confusion. 

If the activity is coprovided, a written agreement exists between the applicant organization and all coproviders which states that the applicant organization is responsible for:

· Determination of educational objectives and content;

· Selection of faculty;

· Awarding of contact hours;

· Record keeping; and

· Evaluation.

The planning committee RN from the applying organization must be the person responsible for assuring that the ISNA Criteria are used to plan and implement the activity.  When co-providing an educational activity, tasks involved in planning, implementing, and evaluating the activity may be shared; however, the final responsibility and accountability to insure that the criteria are met remain with the approved organization.  A written agreement confirms these arrangements.


	If it is not coprovided, check the appropriate space on the application form.

If the event is coprovided, applicant must complete items 2 and 3 under Item J. of the application form #1 and submit a copy of the written agreement. 




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

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. Read Appendix B.  “Commercial Support” for a complete statement of the commercial support guidelines and a sample commercial support agreement.

L. Disclosures provided to activity participants. Learners shall receive the following information regarding each and every activity:

1.  Learners are informed in advance of the criteria to be used to determine successful completion of an educational activity.

2.  Learners are informed of any influencing financial relationships or lack thereof disclosed by planners or presenters.

3.  Learners are made fully aware 

of the nature of any commercial support related to an educational activity or lack thereof. 

4.  Learners are advised that approval of the CNE activity does not imply endorsement by the provider, ANCC, or ISNA of any commercial products displayed in conjunction with an activity.

5. Learners are notified when an educational activity relates to any product use for a purpose other than that for which it was approved by the Food and Drug Administration.


	Disclosure of information about

provider and faculty relationships 

may be disclosed verbally to 

participants at a CNE activity. 

5.  When such information is 

disclosed verbally at a CNE activity, providers must be able to supply

written verification that 

appropriate verbal disclosure occurred at at the activity.  With respect to this

written verification:

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

i.
That verbal disclosure did occur; and

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

b.  The document that verifies that adequate verbal disclosure did occur must be completed within one month of the activity and placed in the file.  (See Appendix B “Commercial Support” for a sample.)


	Identify all finan.     1.  If there are no financial relationships, check in the space provided under Item K.  

2.  List any commercial support or exhibits related to the educational activity.

3.  Check/describe how content integrity is maintained for the educational activity if received or expects to receive commercial support.

4.  Check/describe how/what precautions are taken to prevent bias in the educational content.

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

6.  Attach signed commercial support agreement if commercial support available.

Under Item L., check or describe how these disclosures will be made to the participants.

1.  Notice of requirements for successful completion:

2.  Conflicts of interest or lack thereof:  

3. Commercial support: 

4. Non-endorsement of products:   

5.  Off-label use:  




	M.  Evaluation

1. There is a clearly defined method for evaluating the activity.

2.  The evaluation tool will include a method for the learner to evaluate the achievement of EACH objective.

3.  The teaching effectiveness of EACH individual presenter will also be evaluated.

4.  Identify the category of evaluation such as learner satisfaction, knowledge enhancement, skill and attitude change, change in practice/ performance, relationship of the practice change to quality of service.

5. There is a description of how evaluation data will be used to improve the activity.  Revisions are made to ongoing CNE activities based on evaluation data and learner input.

6.  Feedback must be provided to the learner.


	One of the most important components of effective evaluation is evaluation data provided by participants.  If properly designed and utilized, the evaluation can provide information about the overall activity as well as the specific components.  

To generate evaluation data that can be used to determine effectiveness of an activity and provide evidence for any necessary changes or improvements, a clearly defined method of evaluation should be developed as part of the planning process.
	1. Under Item M. of the application form (Form #1), check the best description of and/or describe the method used to evaluate the event.

2.  Achievement of the objectives must be evaluated.

3.  Each faculty member must be evaluated individually. 

4.  Check the areas that describe the category of evaluation to be used for this activity.

5.  Check the best description to describe how evaluation data will be used to improve the activity.

6.  Check the best description to describe how feedback will be provided to the learner.

7.  Submit a copy of the evaluation instrument(s) with each copy of the application. 

8.  Attach a summary of the evaluations to ISNA CNE Form #7. 



	N. Verifying Participation and Successful Completion
· There is a process for verifying completion of the education activity.

· Learners are informed of the requirements for completion,

· A certificate will be awarded to those who successfully complete the activity.

Participants will receive a written attendance verification certificate which includes the following:

· Name of the learner.

· Number of contact hours awarded.

· Name and address of the provider of the educational activity.

· Title and date of the educational activity.


	Criteria for verifying participation and successful completion must be determined as part of the overall planning of the activity.  Educational activities may differ in expectation and requirements for verification of participation and successful completion of the activity.  The learner is informed of these criteria prior to participation in the activity. 

1. 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.  

2.  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.

3.  The criteria for verifying participation and successful completion of the learning activity must be identified and learners informed of these criteria.


	Under Item N. on the application, check all areas that apply and/or describe method for verifying participation and successful completion and how learners will be informed of the criteria.  

Submit a sample of the attendance verification certificate which includes the name of the learner, the number of contact hours awarded, the name and address of the sponsor, the title and date of the activity, and the official approval statement.

Official approval statement: This continuing nursing education activity was approved by the Indiana State Nurses Association, an accredited approver by the American Nurses Credentialing Center's Commission on Accreditation.

	O. Contact Hour Calculation
· Contact hours are determined in a logical and defensible manner, consistent with objectives, content, teaching/learning strategies, and target audience.

· For a live/face to face activity, provide documentation of rationale used to determine the number of contact hours to be awarded.

Prepackaged programs:

· Describe how effectiveness of independent study was evaluated, the results of the evaluation, and the changes made based on the evaluation

· Describe method used to calculate contact hours.

· Provide documentation of rationale used to determine the number of contact hours to be awarded.
	Live activity:  An agenda or schedule identifying the amount of time spent on each section of the CNE activity, welcome, introductions, pre-/post-tests, breaks, and evaluation can be used to determine contact hours. The time spent on welcomes, introductions, breaks, and viewing of exhibits is not included in the calculation of contact hours.  The time spent on the presenta-tion, pre/post-tests, demonstration/ return demonstration, and evaluation is included in calculating contact hours. The time allotted must support the number of objectives. The appropriate measure of credit is the 60-minute contact hour.  A contact hour is 60 minutes of an organized learning activity, which is either a didactic or clinical experience.  The minimum number of contact hours to be awarded is 0.5 (30 minutes).  After the first contact hour, fractions or portions of the 60-minute hour should be calcu-lated; i.e., 145 minutes of learning experience = 2.4 contact hours (145 divided by 60).  See Policies and Procedures document for contact hour calculations.

Contact hours are only calculated to the tenths. They may not be rounded up.

Prepackaged Program:  The rationale used to determine the number of contact hours to be awarded needs to be described.  For example, you might answer the following questions:  Was a pilot study done?  Was peer review done?  Was the determination made based on historical data?  (An independent study of the same length and complexity has been included in each monthly newsletter and it consistently takes learners “x” amount of time to complete it.)  Is complexity of the content and data determined?  If yes, how?  Prior to the release to the target market, there must be a method of documenting the effectiveness of the independent study in meeting objectives.  This could be done through various ways such as a pilot study, review by experts, evaluation of degree of difficulty of material, etc.
	Under Item O., describe rationale used to determine the number of contact hours to be awarded.  

For a live/face to face activity” submit a schedule/agenda which documents the time spent on each section for the entire activity.

Describe how effectiveness of the prepackaged program was evaluated, results of evaluation, and changes made based on evaluation.

On application form under Item O. check the method used for calculating contact hours.

Submit supportive documentation of the rationale used to determine the number of contact hours to be awarded.



	P. Advertising

· Advertising material includes any method of announcing an educational event and may include brochure, flyer, newsletter, E-Mail, web site, etc.

· Advertising material must include statement identifying the approving organization.


	A copy of any and all materials used for advertising should be included in the application packet. A mockup may be sent, but final copy needs to be forwarded as soon as printed.  A hard copy of E-Mail and/or web site materials should be submitted as well as the website URL.  

Advertising material must include the following statement once application has been approved:  “This continuing nursing education activity was approved by the Indiana State Nurses Association, an accredited approver by the American Nurses Credentialing Center’s Commission on Accreditation.”

If an application has been submitted to ISNA and advertising material is released prior to receiving approval, the following statement should be used: “An application has been submitted to the Indiana State Nurses Association.”
	Under Item P. on the application, check the appropriate description of the type of advertising used.

Include copies of all advertising material.  Send final copy of any mockups submitted as soon as printed.

Check on application and submit web site address and copies of relevant pages from the site.

Advertising materials must include the proper approval statement.



	Q. Record-Keeping System

· Records are to be kept for a period of six (6) years.

· Records will be maintained in a confidential manner.

· Records may be accessed by authorized individuals only.
	The records of the activity will include a copy of the application and the following:

Planning:

· 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 from planners and presenters and 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

· Division of responsibilities among co-providers, if any

· Means of ensuring content integrity with commercial support, if any

Implementation:

· 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 approval statement awarded to individual participants.

All correspondence with ISNA re: the application and follow-up information.


	Under Item Q. on the application form, check all areas that apply, include information on the record storage location, and add a further description if needed.
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