South Carolina Nurses Association
Continuing Education Approver Committee
2009 Provider Manual

The South Carolina Nurses Association is accredited as an
approver of continuing nursing education by the
American Nurses Credentialing Center's Commission on Accreditation.

South Carolina Nurses Association, 1821 Gadsden Street, Columbia, South Carolina 29201
WWW.Scnurses.org (Revised #2009 10/9/2009 11/6/2009 5/13{2010-7/1/2010)
1



Table of Contents

Letter 1O APPIICANT ... ..o e e et e e e e e e e 3
Statement of Philosophy on Continuing Nursing Education .............cccoviv i i e e, 4
Purposes of the South Carolina Nurses Association Continuing Education Approver Committee... 4
Chapter 1—Approved Provider Unit PrOCESS. .. ....iv it iitiee et e e e v ee e ee e eaneeees 5
Yoo [8 o1 o T o PP 5
DEfINITIONS ... oo e et et e e e e e 5
Y O N N0 1 To ] A= LT Y o] o (0 1Y/ 5
Difference between Providing and APProVING .......c.uie et 5
Who Can be a Provider UNit ...... ..o e e e e e 5
Application and Related Policies and ProCESSES .......cucuuieiii i it 7
Types of Action Taken DY CEAC ... ... e e e e e e e 8
Approval of Individual Activities during the Initial Application Process ..............cccovevne.e. 8
Withdrawal and Resubmission of an Application......... ... 8
Length Of APPrOVal ... e e e e e e 8
Reconsideration and APPEAI ......c..uir it it e e e 8
Suspension and Revocation of APProval..........o.vii i i e 9
=T 0 To 3 11 T [0 5 - - 9
Provider Unit Changes. .. ... .ov e et e e e e e e e e e e e e e 9
What if These Things Happen Once Your Provider Unit is Approved? ..........c.coccevvivenne 9
Awarding Contact Hours to Faculty ...........coooeiii i e 9
Major Changes in Learning ACHVItIES ... ......iu i e 9
Repetition of Portions of CIaSSeS . ... e 10
Courses Addressing Complementary or Alternative (Therapeutic) Modalities .... 10
Repetition of a Learning Activity by a Co-provider.............cooiiii i 10
Refresher or Reactivation COUISES .........ccuuiiii it iieiiis et e 10
(CETY o1 To LU T oI (o I - (e 10
Chapter 2—Criteria for Approval as a Provider Unit for Continuing Education............................ 12
Submitting Your APPlICALION... ... e e e e e e e e 12
Meeting ANCC Criteria and CEAC RUIES..........ooiii i e e e e e e e e 15
Chapter 3—Criteria for Faculty Directed CE ACHVITIES........oeeiie et e e e e e 15
Completing the Faculty Directed Documentation FOrm...........c.cooiiviiii i, 14
Chapter 4—Criteria for Independent Study CE ACHVItY.........cc.uieiiiiie e e, 19
General INfOrMAatION. ... ... e e e e e e et e e e e 19
Completing the Independent Study CE Documentation FOrm..............coeeiiiiiiniienne.e. 19
F Y o] 01T o To = PPN 23
Appendix A—Co-providership for Approved Providers............coooi i 24
Appendix B—Sample PoSition DeSCHPONS.......iv it e e e eee e e e aeeen 28
Appendix C—Conflict Of INtErESt. ... e e 29
Appendix D—Commercial SUPPOIT. ... cu et e e e e e e e aen e 32
Appendix E—Reconsideration and Appeal ProCeSS.......ccocovvviiiiiine i e e 41
Appendix F—Behavioral Objective and Verbs. ... 46
AppendiXx G—GIOSSary Of TEIMS. .. ... e e e e 49
APPENAIX HF OIS . e e e e e e e et e e e e 54
Appendix I— Provider Personnel Change FOrm...........ooii i e, 81
Appendix J—Annual Report Form & CEAC Policy Monitoring Process ...........cccoceveeeeeeeenn. 82
Appendix K—2009 CEAC Policy for Consideration of Previously Denied Applications........ 85
Appendix L—Sample Activity Evaluation SUMMAarY...........cccuuuiiiiiiiiainieiiiiiiee e 86
AppendiXx M—ANCC COMMUNICALIONS. .. ..ueirieeeeeiieiiiiiiieeeeeseeesssssrenreeereereeeseesennsnnnnreeeeeees 87
Appendix N—ANCC Accreditation Feedback LiN€............ccoooviiiviieiiieiec e, 88
Appendix O—SCNA 2009 Peer Reviewer Forms (SCNA USE ONLY)......ccoccvvvvivevveeeeennnn, 89

South Carolina Nurses Association, 1821 Gadsden Street, Columbia, South Carolina 29201
WWW.SChurses.org (Revised #2009 10/9/2009 11/6/2009 5/13/2010-7/1/2010)
2



Dear Provider Applicant:

Thank you for your interest in becoming an approved provider unit of continuing education (CE or
CNE). Attached you will find the South Carolina Nurses Association Continuing Education Approver
Committee Provider Manual and an Approved Provider application form.

The South Carolina Nurses Association endorses the concept of planned continuing education for all
nurses as a means by which nurses can maintain current knowledge, advance the discipline of nursing
and meet the standards of practice developed by the nursing profession. One way to assure all key
components of quality programming are incorporated in your continuing education activity is with the
CEAC-CE process. As the nurse planner and/or person administratively responsible for your provider
unit, you have the opportunity to assure the continued success of these standards by advocating and
promoting quality continuing education learning activities for nurses.

This manual incorporates criteria mandated by the Accreditation Manual of the American Nurses
Credentialing Center's Commission on Accreditation published in 2009, and the South Carolina
Nurses Association.

The members of the Continuing Education Approver Committee are:

Lawrence J. Eberlin, PhD, MSN, RN, CNA-BC
Weatherly Brice, MSN, RN-BC

Sarah Cheesman, MSN, RN

Bonnie Holaday, DSN, RN, FAAN

Ann Hollerbach, PhD, RN

Nelda Hope, BSN, RN

Cheryl Neuner, BSN, RC-C

Mary Wessinger, MN, RN

Judith Thompson, Executive Director, SCNA
Rosie Robinson, Administrative Assistant

You'll find step-by-step directions provided in this manual and on the accompanying forms. Please
contact SCNA CEAC with any questions that you may have. We look forward to working with you.

Sincerely,

Lawrence J. Eberlin, PhD, MSN, RN
Chair, SCNA CEAC

South Carolina Nurses Association, 1821 Gadsden Street, Columbia, South Carolina 29201
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Statement of Philosophy on Continuing Nursing Education

The Continuing Education Approver Committee (CEAC) subscribes to the philosophies of the
American Nurses Association, The American Nurses Credentialing Center (ANCC) Commission on
Accreditation (COA), and the South Carolina Nurses Association (SCNA). The CEAC believes that
the:

1. nature of nursing is a unique discipline of the scientifically applied arts of caring and the
professional nurse serves as both care giver and advocate for the patient;

2. advancement of the discipline of nursing is fostered by individual professional growth and the
resulting efforts of such growth;

3. individual professional nurse is responsible for his/her own professional growth through
recognition and identification of his/her own needs as a life-long learner;

4. assurance of quality professional continuing education in nursing is enhanced by use of an
accepted and clearly communicated method for assessment, provision, evaluation, and
continuous quality improvement of continuing education offerings based on adult educational
concepts;

5. determination of acceptable assessment, provision, evaluation, and continuous quality
improvement of nursing continuing education is best accomplished through peer review by
qualified nurses;

6. results of continuing education should include the increase in individual competence both
didactically and practically, the stimulation of the affective domain in the professional nurse, and
the overall improvement of health care outcomes for the client;

7. Scope and Standards of Practice for Nursing Professional Development (ANA, 2000) guides the
continuing education process for learners, educators and the Approver Unit; and

8. CEAC supports the organization's goals for individual growth through approval of continuing
education activities and through communication with the Board of Directors through the
Commission on Workplace Advocacy. (Rev. 7/08)

The purposes of the South Carolina Nurses Association Continuing Education Approver
Committee are to:

1. Approve individual activities and provider applications according to the ANCC Commission on
Accreditation criteria and CEAC rules;

2. Set policy within the guidelines of the ANCC Commission on Accreditation, and the South Carolina
Nurses Association Board of Directors; and

3. Monitor the quality and consistency of the Approver Unit program.
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Chapter 1

APPROVED PROVIDER UNIT PROCESS

Introduction

This manual includes information about operation of an approved provider unit for continuing nursing
education. An approved provider unit has the authority to plan, implement, and evaluate its own
continuing education activities during the three-year period of provider unit approval. Criteria of the
American Nurses Credentialing Center's (ANCC) Commission on Accreditation (COA) and rules of the
CEAC form the basis of the manual and its associated forms. Our goal is to help you be successful in
completing the provider application and providing quality continuing education. Please contact the
SCNA CEAC at 803-252-4781at any time if you have questions or need further information.

Definitions

Continuing education (CE) in nursing consists of planned, organized learning experiences designed
to improve the knowledge, skills and attitudes of nurses. It enhances nursing practice, education, and
administration. Continuing education promotes professional development to improve health care.

In-service education consists of planned instruction or training to assist the nurse to perform in a
particular work setting. It is designed to maintain or increase competency to promote compliance with
facility policy and procedures, demonstrate use of facility-specific equipment, or practice previously
learned skills. Basic CPR, first aid, and orientation to work settings are considered in-service. In-
service activities are NOT eligible for contact hours.

Personal development activities are learning experiences designed to enhance personal knowledge
of the learner. Examples may include courses on topics like personal finance or retirement planning.
Personal development activities are NOT eligible for contact hours.

SCNA Authority as an Approver

The South Carolina Nurses Association is accredited as an approver of continuing nursing education
by the American Nurses Credentialing Center's Commission on Accreditation. The Commission on
Accreditation accredits approver units which have demonstrated the capacity to approve and monitor
the educational activities of individual activity providers and provider units. The South Carolina Nurses
Association’s current accreditation expires March 31, 2011. The Continuing Education Approver
Committee is arm of SCNA that is empowered to carry out the functions of an approver of continuing
nursing education.

Difference between Providing and Approving

SCNA CEAC is authorized through ANCC accreditation to be an approver of continuing nursing
education. Your organization, upon achieving approval as a provider unit, is authorized to plan,
implement, and evaluate continuing education activities according to the criteria and rules and award
contact hours for those activities. Provider units never have the authority to approve their own or

anyone else’s activities. The words “approved”, “application”, “applicant”, or “submitted” should
never be used in connection with any activity your provider unit plans and presents.

Who Can Be A Provider Unit?
In order to be eligible, your provider unit must:
1. Have a clearly defined unit or department administratively and operationally responsible for
continuing nursing education
2. Have nurse planner(s) who meet(s) the qualifications of:
a. minimum of BSN
b. knowledge of adult learning, ANCC COA criteria, and CEAC rules (see Note 1 below)
3. Have been functioning for at least six months, using accreditation criteria and CEAC rules. During
that time, at least three separate activities must have been planned, approved by CEAC,
implemented, and evaluated with direct involvement of a qualified nurse planner. Each activity
must be at least 60 minutes in length. Co-provided activities are not acceptable as sample
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activities of the provider unit applicant. The sample activities must have been approved by the
CEAC or meet the criteria for approval. (See Note 2 below)
4. Target audience:

a. If you are based in South Carolina, you must target more than 50% of your learning
activities to nurses within the states of South Carolina, North Carolina, Georgia, Florida,
Kentucky, Mississippi, Alabama, Tennessee, and the contiguous states. Check
www.hhs.gov/about/regionmap.html for the identification of the states contiguous to HHS
Region 4. (See Note 3 below)

b. If your provider unit is based outside of South Carolina, you must target more than 50% of
your learning activities to nurses within the geographic range of your provider unit
location. South Carolina is in region 4. Check www.hhs.gov/about/regionmap.html for
the identification of your region plus the states contiguous to your region.

5. Be separate from any commercial entity that produces, markets, re-sells or distributes a product
used on or by patients (See Note 4 below for further clarification)

NOTE 1: Additional information about nurse planner: The nurse planner must be a registered nurse
with a minimum of a baccalaureate degree in nursing. In some organizations there may be more than
one designated nurse planner. One nurse planner should then be selected/identified as the primary or
lead nurse planner. All nurse planners must meet the educational criteria of a minimum of a
baccalaureate degree in nursing. Nurse planners may work for the Provider Unit as staff members,
consultants or volunteers. In addition to meeting the minimum educational requirement, nurse
planners must maintain expertise in educational design and adult learning theories, receive orientation
to, and maintain responsibility for implementing criteria and rules in their performance of the nurse
planner role. The essence of the nurse planner requirement is twofold:

First, to ensure that a qualified nurse planner is involved in the entire process of delivery—from
needs assessment through planning, implementation, evaluation and follow-up—-for every continuing
nursing education activity offered by the provider unit.

Second, to guarantee that the ANCC Accreditation Program criteria and CEAC rules guide the
development and implementation of every continuing nursing education activity offered by a provider
unit.

Other nurses may serve on an individual activity planning committee along with one of the
designated nurse planners. These other nurses do not have the same responsibilities,
accountabilities or educational requirements as the designated nurse planners. They are only
responsible for participating in the planning of one particular educational event. (ANCC Application
Manual, 2009)

NOTE 2: For those applicants who have received approval of their activities from another accredited
approver, please contact SCNA CEAC to request a variation on this requirement.

NOTE 3: If your target audience is broader than the areas identified above in #4, you may not be
eligible to apply to be an approved provider unit through SCNA . You are, however, eligible to contact
the ANCC Accreditation Program to apply for accreditation as a provider unit.

NOTE 4: Your organization is ineligible for approval as a provider unit if it is a commercial interest as
defined in the Standards for Commercial Support. A “commercial interest” is any entity either
producing, marketing, re-selling or distributing healthcare goods or services consumed by, or used, on
patients or that is owned or controlled by an entity that produces, markets, re-sells or distributes
healthcare goods or services consumed by, or used on, patients. This definition allows a provider to
have a “sister company” that is a commercial interest, as long as the approved provider had and
maintained adequate corporate firewalls to prohibit any influence or control by the “sister company”
over the continuing education program of the approved provider. In this case CEAC would expect that
the approved provider would have an adequate corporate firewall in place to prohibit any influence or
control by the “sister company” over the continuing education program. Currently approved
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commercial entities will retain their approved status until July 31, 2010. They will not be eligible for re-
approval. (ANCC Application Manual, 2009)

Application and Related Policies and Processes

A. Application Process

For individuals interested in first time approval as a provider unit:

Review the eligibility criteria as listed above. If you think that you meet these criteria, submit the
application. Applications are accepted at any time of the year. If there are any questions about
eligibility, please contact the SCNA CEAC at 803-252-4781.

For currently approved provider units through SCNA CEAC:

Step 1: To ensure continuity of your provider unit's activities, submit the provider application at least
three months before your current provider approval expires. All criteria must be met before
approval is granted. If approval expires, your provider unit may not award contact hours.

Step 2: Submit three complete typed copies of the provider unit application packet and the application
fee. Each copy of the application must include a table of contents and have pages clearly
numbered consistent with the table of contents. Bind your application securely. Comb binding
is suggested. Please do not use 3-ring binders, rubber bands, or clips. To be accepted for
review, all applications MUST be submitted on current CEAC forms and completed in the
format defined in this manual. Applications not submitted on correct forms or in the proper
format will be returned with directions about what changes are needed before the review can
take place.

Step 3: Provider applications are reviewed at meetings of the CEAC. The CEAC meets every other
month.

B. Review Process

Step 1: A preliminary review will be conducted, and you will be advised that the application is
complete or that additional information is needed. If you are a first-time provider, you will be
assigned an application number. This application number is very important and MUST be
included on any subsequent correspondence or additional material related to your provider
application. Once you have been approved as a provider, this application number becomes
your provider number. For currently approved providers seeking reapproval please be sure
your provider number is on all correspondence or other material related to your provider
application. If application indicates that that the provider unit or activity was revoked or denied
approval by SCNA or another approver/accrediter body the applicant will be contacted to
determine if the application can be processed.

Step 2: Your provider application is sent to two peer reviewers of the CEAC for review. Reviewers
independently assess your provider application and prepare comments for discussion at the
next CEAC meeting. No peer reviewer of the CEAC shall review an application for which
there is an identified conflict of interest, actual or perceived. No peer reviewer who has an
identified conflict of interest, actual or perceived, may sit as a member of an appeals process
committee or board.

Step 3: The two reviewers who have assessed your provider application discuss their findings at the
CEAC meeting and present a recommendation for action to the full committee. The
committee takes action as noted below. You will be natified in writing as to the action of the
committee. If further information is needed, a specific due date will be set for return of the
information to ensure follow-up discussion and action at the next CEAC meeting.

Step 4: One copy of your entire application, all correspondence to and from you related to the
application, the CEAC review forms, and meeting minutes reflecting discussion and action on
your application are kept on file at SCNA CEAC for six years. Only authorized personnel have
access to the files. Representatives from the ANCC Accreditation program as well as
members of the SCNA CEAC will have access to your files for review purposes.
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As you proceed through the approval process, help is available. Phone calls or email to the SCNA
CEAC staff are encouraged. Consultation can be arranged. The goal is for you to be successful at
providing quality continuing education.

C. Types of Action taken by CEAC

There are four types of action possible on an application for provider unit approval.

1. Approval for three years occurs when your written application materials indicate that the criteria
and rules are met.

2. Decision Deferred Pending receipt of additional information occurs when there is insufficient
information provided to complete the review and approval process. If information is not received
in time for a decision to be made prior to an approved provider unit's expiration date, the Provider
Unit will be required to discontinue awarding contact hours for CE activities until Provider Unit
approval is received.

3. Provisional Approval occurs when your written application materials indicate limitations in
meeting criteria and rules that are expected to be resolved within six months or less. You will be
required to submit a written progress report. After review of the progress report, the CEAC can
confer approval for the remainder of the three year approval period, extend the provisional
approval for up to an additional six months, or deny approval.

4. Denial of Approval occurs when written application materials indicate that your provider unit;

a. Is notin adherence with the criteria of the ANCC Commission on Accreditation and/or
requirements of the CEAC approval process and will not be able to adhere within an
identified period of time; or

b. Has not demonstrated adherence to or improvement in relation to CEAC documented
areas of concern on the provisional approval progress report.

D. Approval of Individual Activities during the Initial Application Process

If a first time applicant wishes to award contact hours for an activity while the initial provider application
is in process, individual CE applications must be submitted to CEAC following the appropriate criteria
and accompanied by the required application fee.

E. Withdrawal and Resubmission of an Application

A provider unit applicant has the right to withdraw an application at any time prior to the beginning of
the approval process without prejudice to any future applications. The provider unit applicant must
notify the CEAC in writing of the decision to withdraw the application. The fees are for the review
process and not for approval of the application per se.

One complete application and a copy of all correspondence will be kept on file in the SCNA CEAC
office for six years. Fees will not be refunded if the review process has begun. If the review process
has not begun, the application fee, minus an administrative fee of $10.00 or 10% (whichever is
greater), will be returned to the applicant.

If your organization requests to withdraw, then wishes to apply again later, the process can be
resumed within six months of the original application submission. If more than six months has
elapsed, you must again meet eligibility criteria as a new applicant (submit 3 activities, etc). If the fee
was returned, then a new fee must accompany the request to continue with the application process.

F. Length of Approval

The maximum approval period for provider units is three years. During the approval period, the
provider unit is authorized to award contact hours for CE activities without submitting documentation to
SCNA CEAC. However, the CEAC criteria must be met by the provider unit for each individual CE
activity. Documentation of meeting the criteria must be done on the CE planning documentation forms
included with this manual.

G. Reconsideration and Appeal

If your organization does not agree with the CEAC action decision, you may request in writing that the
committee reconsider the decision. If the result of reconsideration is not acceptable, a written appeal
may be made. See Appendix F for the reconsideration and appeal procedure.
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H. Suspension and Revocation of Approval
Approval may be suspended and/or revoked from an approved provider unit as a result of ANY one of

the following:

1. Failure to remain in adherence with relevant criteria, rules and requirements defined in this
manual;

2. Investigation and verification by the CEAC of written complaints or charges by consumers or
others;

3. Refusal to comply with an investigation by the CEAC;
4. Misrepresentation.
5. Failure to submit required information such as the annual survey or follow-up information.

Suspension and revocation are effective on the date the certified letter of notification is received by the
organization. In cases of suspension, the provider unit may not award contact hours until all
conditions relative to the suspension have been met. In cases of revocation, all statements regarding
provider unit approval status must be removed from publicity material and certificates of attendance
printed and/or distributed after that date. If provider unit status is revoked, the provider unit may not
award contact hours.

I. Reporting of Data

Approved provider units will be asked to submit annual survey data and periodic monitoring requests
in order to help evaluate and monitor the CEAC approval program and/or ANCC Commission on
Accreditation requirements. Failure to respond to monitoring requests may result in suspension
of approval as a Provider Unit.

J. Provider Unit Changes

The approved provider unit must maintain communications with CEAC during the period of approval.

At a minimum the following must be reported:

1. Reports of data requested by CEAC within the time frame specified when the data is requested.

2. Within 30 days, information about change in
a. name, ownership or structure of the organization, or
b. the nurse planner(s), or
c. the name of the contact person.

3. Information about termination of approved provider unit activities within 30 days of the decision to
terminate. Once approval is terminated, the provider unit may no longer use statements
concerning approved provider unit status on publicity material or certificates of attendance and
may not award contact hours.

What if These Things Happen Once Your Provider Unit is Approved?

A. Awarding Contact Hours to Faculty
In activities with multiple topics and presenters, the faculty may be awarded contact hours for the parts
of the program presented by others and in which they participate as learners.

B. Major Changes in Learning Activities

If a learning activity has met the criteria and there is a significant change in the content, then another
planning documentation form must be completed and reviewed by the approved provider unit. For
example, significant change could be substituting a new one hour segment for one that previously met
criteria, changing objectives and content, etc.

If the speaker changes, but the new speaker will continue to present the same content, and use the
same objectives and time frames, place a memo in the activity file regarding this change and include
the biographical data form including conflict of interest statement for the new speaker. If you have any
guestions about whether you should write another planning documentation form or just a memo,
please contact SCNA CEAC staff.
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C. Repetition of Portions of Classes

If, during the planning process, it is identified that certain session(s) out of a larger presentation may

potentially be repeated on their own, the provider unit should:

1. Identify each section of the larger presentation as a potential, separate session (e.g. Session 1:
Acute Respiratory Distress; Session 2: Chronic Respiratory Distress, etc.).

2. ldentify in Key Element 3, item F-1 of the CE form that learners may attend one or more sessions.
(Just as a note: You might also wish to include the information on the advertising material.)

3. On the certificate, identify the sessions the learner attended, the date and the contact hours
awarded for those sessions (e.g., “Learner name successfully completed Critical Care Course
Sessions 1 Acute Respiratory Disease, 5 Congestive Heart Failure, & 7 Ml on date.”).

D. Courses Addressing Complementary or Alternative (Therapeutic) Modalities

The following requirements were developed by the American Holistic Nurses Association

regarding therapeutic modalities (complementary or alternative modalities) (2005). The CEAC

recommends that provider units follow these guidelines.

1. Therapeutic modality is clearly supported by theory or research published in professional literature
in the last five years if there is research available. The research must be made available to the
nurse planner/planning committee upon request. This would be required if the modality is in
guestion by staff, nurse planners, reviewers or CEAC members.

2. The learning activity clearly discriminates between use of the modality for self-care or personal
development as opposed to appropriate use of the modality with a client population.

3. The learning activity defines and assures a recognized minimum of training when modalities
taught are intended for professional use with a client population.

4. The learning activity is consistent with the standards of the appropriate professional association
related to the topic. For example, the AHNA has the Holistic Nurses Association Standards of
Holistic Nursing Practice that address holistic nursing. These can be found at their website
www.ahna.org.

5. Presenter has the appropriate credentials and experience to deliver the learning activity.

6. Note: The provision of contact hours by the provider unit is based on an assessment of the
educational design criteria for the learning activity and does not constitute endorsement of the use
of a specific modality in the care of clients. (Some organizations chose to include this statement
on advertising or the handouts.)

F. Repetition of a Learning Activity by a Co-provider

If an approved provider unit and an outside entity (individual, company, etc.) plan a CE activity
together (co-provide), the approved provider unit should process the planning documentation forms
with one of its designated nurse planners as part of the planning process. If the co-provider then
wishes to repeat the CE activity separately from the approved provider unit, the co-provider must
submit an application through an approver such as SCNA CEAC. The approved provider unit may not
approve the activity for the organization that was previously a co-provider for that activity, nor may the
approved provider allow the outside entity to use the provider unit’s contact hours for repetition of the
activity.

Example, Hospital X is an approved provider unit. An outside company or a specialty nursing
organization wants to plan a CE activity with this hospital. Hospital X, if it is in the interests of its
provider unit, can plan and implement the activity with active involvement of the designated nurse
planner and a representative of the outside group. However, if the co-provider wishes to repeat this
activity in various locations, having no direct relationship with Hospital X, it must submit an application
to an approver such as SCNA CEAC.

G. Refresher or Reactivation Courses
Contact hours may be offered for new information provided in refresher courses.

H. Keeping Up to Date
It is the responsibility of the nurse planners to stay up to date with the most current CEAC rules
regarding CE and the ANCC Commission on Accreditation criteria. You can do this by:
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Attending updates presented by CEAC or ANCC.

Reviewing the most current Provider Manual.

Attending CE activities on adult education and/or developing educational activities.
Reading journals relevant to continuing education and/or adult education.

PN PE

I. Other Questions or Concerns?
If other issues arise that generate questions, please contact the South Carolina Nurses Association,
1821 Gadsden Street, Columbia, South Carolina 29201 www.scnurses.org
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Chapter 2
CRITERIA FOR APPROVAL AS A PROVIDER UNIT FOR CONTINUING EDUCATION

Submitting Your Application

1.

Follow the instructions on the application form. Complete all areas. When additional pages need
to be attached (e.g., the organizational chart/s), add the pages right after the application form.
Number the pages sequentially.

Attach three complete samples of educational activities you have planned, reviewed,

implemented, and evaluated.

a. Note 1: For provider applications submitted between August 1, 2009, and January 1, 2010,
submit only activities that have been planned, reviewed, implemented, and evaluated since
January 1, 2007.

b. Note 2: For new provider applicants, submit materials as indicated in the provider application.

Bind your application securely. Comb binding is suggested. Please do not use 3-ring binders,

rubber bands, or clips.

Enclose the required fee. Your fee is not refundable once the review process has begun. The

review process begins four days after the application is sent (US mail or FedEx) to a CEAC peer

reviewer. If you are a current provider, be sure your application is submitted at least 3 months
before the end of your current provider period. This will allow adequate time for the CEAC to
review your application and any additional materials that may be required.

Meeting ANCC Criteria and SCNA CEAC Rules

Following the requirements specified in your provider application ensures that you are meeting the
ANCC Criteria and SCNA CEAC rules. Remember that you need to continue to do so throughout your
entire three-year period of approval. The information below supplements the provider application by
providing specific information about selected requirements. If you have a question about something
not listed below, please contact the SCNA CEAC for further information.

1.

Language on marketing materials, certificates, web sites, and any other places where you state
that contact hours will be awarded for an activity

You are required to use the following language as your official provider statement. The statement
must always be written exactly this way. No information may appear on the same line as any part
of the provider statement.

(Name of your provider unit) is an approved provider of continuing nursing education by the South
Carolina Nurses Association an accredited approver by the American Nurses Credentialing
Center’'s Commission on Accreditation.

Example:

XYZ Hospital is an approved provider of continuing nursing education by the South Carolina
Nurses Association an accredited approver by the American Nurses Credentialing Center’s
Commission on Accreditation.

Recordkeeping
You are required to keep the following documentation for six years. Information should be secure,
confidential, and retrievable.
a. Provider documents:
i. Provider application
ii. Associated correspondence with SCNA CEAC regarding your provider application and
approval
iii. Additional correspondence with SCNA CEAC during your period of approval, if applicable.
This includes notification of changes in the name or address of your provider unit, name(s)
of new nurse planners, or changes in the structure of your organization.
b. Individual activity documentation (note that most of this information is contained on your
faculty directed or individual activity documentation form plus required attachments)
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Vi.
Vii.

viii.

Xi.

Xii.

xiii.

Xiv.

XV.

XVi.

XVil.

Title / date / location of the activity, or title and dates activity to be available to learners for
an independent study

Description of the target audience

Method and findings of your needs assessment

Names, titles, and appropriate expertise of planners and presenters/content specialist(s)
on biographical data forms

Conflict of interest disclosure and resolution information from planners and
presenters/content specialist(s) on biographical data forms

Learning activity purpose, objectives, and content

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

Method for determining the number of contact hours to be awarded

Methods / processes to verify participation

Disclosures to learners regarding (a) purpose, objectives, and requirements for successful
completion, (b) presence or absence of conflict of interest of planners/presenters/content
specialist(s) and its resolution, (c) presence or absence of commercial support and/or
sponsorship, (d) non-endorsement by the provider, SCNA CEAC, or ANCC of any of
products that may be displayed in conjunction with the activity, (e) discussion of off-label
use of medications

Marketing and promotional materials, including copies of brochure, flyer, email
announcement, intranet/internet page, or any other vehicle used to inform learners of the
availability of the learning activity

Co-provider agreement, if applicable, specifying division of responsibilities and including
required provider unit responsibilities (see co-providership section of this chapter).
Method for insuring content integrity in the presence of any commercial support or
sponsorship, if applicable

Commercial support and/or sponsorship agreement, if applicable, including required
provider unit responsibilities (see commercial support/ sponsorship section of this
chapter).

A copy of the evaluation tool used for the activity, including summative evaluation data
after the activity has occurred

Evidence of any changes made prior to implementation of the learning activity based on
reviewer feedback

Learner names and unique identifier information

xviii. Sample certificate of completion

XiX.

Number of contact hours awarded to each learner

3. Co-Providership

Your provider unit may choose to co-provide an activity with one or more other organizations. This
means that one of your designated nurse planners and representatives from the other organization(s)
work together to plan and implement a continuing education learning activity. If you co-provide with
others who are not approved providers, your provider unit must be accountable for:

Determination of objectives and content

Selection of planners and presenter(s)/content specialist(s)

Awarding of contact hours

Recordkeeping procedures

Evaluation methods and categories

Management of commercial support/sponsorship agreements, if applicable

As the provider for this event, your organization must be prominently mentioned in marketing
materials, your provider unit statement must appear on marketing materials, and your provider unit
name and address must appear on the learner’s certificate of completion. You may choose to co-
provide with other organizations that are also approved or accredited providers. In that case, any one
of the organizations may become the provider of record and will assume responsibility for the above

~PoooTy

items.
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Any time an activity is co-provided, you must have a written agreement attached to the activity’'s
documentation form. The agreement must be signed by all involved parties, including the provider
unit’s nurse planner. A sample co-provider agreement is shown in Appendix A.

4. Commercial Support/Sponsorship

You may choose to accept commercial support or sponsorship for a learning activity planned and
implemented by your provider unit. See Appendix D for detailed information and requirements related
to commercial support and sponsorship.

Commercial support is defined as financial or in-kind contribution from a non-governmental
organization that produces, markets, re-sells, or distributes healthcare goods or services consumed by
or used on patients. Examples would include drug companies or manufacturers of hospital equipment,
wound care supplies, etc.

Sponsorship is defined as financial or in-kind contribution from an organization that does not fit the
category of a commercial support entity. A sponsor does not produce, market, re-sell or distribute
healthcare goods or services consumed by or used on patients. Examples might include a nursing
home that provides a room and refreshments for an educational activity or an organization that
provides reference books for learners related to the topic of a learning activity.
Either commercial support entities or sponsors have the potential to bias a CE activity. The difference
between the two is that commercial support relates to items that are used directly on patients;
sponsors do not.
When you accept commercial support or sponsorship, your provider unit must:
a. Maintain the integrity of the learning event, ensuring that there is no bias in the educational
content
b. Have a signed agreement with the commercial entity or sponsor, specifying the fact that
adherence to all criteria and rules will be solely your responsibility as provider of the event.
Sample agreement is shown in Appendix D.
c. Disclose to learners what commercial support/sponsorship has been received

5. Conflict of Interest

Conflict of interest is defined as any relationship of a financial, professional , or personal nature that
might bias a person'’s ability to objectively participate in the planning or implementation of a learning
activity. All planners and presenters/content specialists are required to complete conflict of interest
disclosures, as noted on the biographical data form. The nurse planner for the event is accountable
for reviewing these disclosures, validating that no conflict of interest exists, or determining how
resolution of the conflict will be achieved, if appropriate. Having a conflict of interest does not preclude
a person from serving as a planner, presenter, and/or content specialist. However, disclosure and
resolution assure that the learner will receive unbiased information.
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Chapter 3
CRITERIA FOR FACULTY DIRECTED CE ACTIVITIES

This chapter has been developed to supplement the faculty directed documentation form and the

instructions provided on that form. This chapter has been organized into two sections:

1. General and supplemental information to highlight selected areas of the faculty directed
documentation form;

2. A sample of a completed form with attachments.

General Information

A faculty directed CE activity involves participant attendance. It is distinguishable by the fact that the
pace of the activity is determined by the provider who plans and schedules the activity. Contact hour
credit awarded is based on the time allocated for the activity. Examples of faculty directed CE
activities include but are not limited to conventions, courses, seminars, workshops, lecture series, and
distance learning activities such as teleconferences and audio conferences. Knowledge and use of
adult learning principles should be reflected in all aspects of the educational design, i.e. objectives,
content, teaching methods, etc. The sample forms have been completed to illustrate one possible
approach to meeting the criteria/rules.

Repetition of Courses: A faculty directed CE activity may be repeated as often as desired and as
determined by the nurse planner. There must be a mechanism in place for periodic review of activities
to determine that content is still relevant, objectives are addressing needs of the target audience,
faculty are appropriate, etc.

The designated nurse planner is accountable for establishing and implementing this process. If
approval as a provider unit expires, the activity may no longer be repeated with contact hours being
awarded to attendees.

Completing the Faculty Directed Documentation Form
Use form labeled “FACULTY DIRECTED ACTIVITY DOCUMENTATION FORM FOR
APPROVED PROVIDER UNITS BASED ON 2009 CRITERIA.”

Demographic Data:

This section includes title of the event, initial date to be presented, contact hours to be awarded.
Date of Activity: The date of the activity must be in the future since contact hours cannot be awarded
retroactively. If you are not certain of the date, state when it might be scheduled in the future. (For
example, to be scheduled once the documentation form meets criteria, or to be scheduled after “x”
date [in future].)

I. Key Element: Assessment of Learner Needs
Fill in as applicable and provide evidence if required.

Il. Key Element: Qualified Planners and Faculty

Planning Committee:

The planning committee must, at the minimum, consist of two people. Areas that must be represented
on the planning committee include:

a. One designated nurse planner (RN who has at least a baccalaureate or higher degree in
nursing, has been identified as a nurse planner in the provider application, and who is
responsible for adherence to criteria, rules and requirements);

b. One person who has relevant content expertise;

c. One person who represents the target audience; As long as there are at least two people on
the planning committee, one person can fill one or more of these required roles.

Faculty/Presenters:
The faculty/presenters present content in an area in which they have knowledge and expertise.
Presenters must have documented qualifications that demonstrate their education and/or experience
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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. Be sure the bio form contains information specific to this
presentation.

lll. Key Element: Effective Design Principles

Objectives:

The objectives for the CE 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 which may be expected as a result
of participation in the Educational activity. 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 recommended that objectives be limited to one or two per hour. Please number each
objective consecutively. See Appendix F for discussion of behavioral objectives and list of verbs.

The objectives and content must be appropriate to the learners in the target audience. Factors that
may be considered in relation to appropriateness should include education, experience, and scope of
practice. When content relates to practice differences within the target audience, the provider must
clearly identify which objectives are applicable to the various learners in the audience. For example, if
addressing hands-on clinical activities, indicate the applicability of the objective and content to the
different target audience members (e.g., RN or APN). An objective that states “Demonstrate hip
replacement surgery techniques” would only be appropriate for the physician. A different objective for
all other participants might be “Describe hip replacement surgery techniques.”

Content and Time Frame:

The content and time frame is related to and consistent with the objectives. The content must be
reflective of continuing education principles, practice and needs of the target audience. EACH
objective has a corresponding content outline. Content is the information that the learner must learn in
order to meet the objective. THE CONTENT MUST BE MORE THAN A RESTATEMENT OF THE
OBJECTIVE. The objectives and content should be numbered with corresponding numbers. The
time frame should be appropriate for the objective, content and teaching methods. See p. 18 for a
sample objective/content outline.

IV. Key Element: Awarding Contact Hours

Agenda/schedule and Contact Hours:

Contact hours are awarded to participants for those portions of the educational activity devoted to
didactic or clinical experience or to evaluating the activity. An agenda or schedule is needed if an
activity is more than two hours long in order to determine the number of contact hours to be awarded
to learners. The time spent on welcome, introductions of people vs. introduction to the topic, pre/post
tests, breaks, and evaluation needs to be clearly and separately stated. Welcomes, introductions to
people and space, breaks and exhibits are not included in the calculation of contact hours. The topic,
pre/post-tests, demonstration/return demonstration, and evaluation are included in the calculation of
contact hours. Evaluation is considered part of the learning activity and needs to be included in the
calculation of contact hours. If the CE activity is two hours or less, a separate schedule does not
need to be included. You must; however, clearly delineate the time for introduction/welcome, break
time and evaluation time on the education documentation form (5 column form).

NOTE: The time listed on the 5 column form and the schedule must match.
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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). Contact hours may be calculated to the hundredths
(i.e. 1.45,0.91, etc.). They may not be rounded up! (e.g., 4.59 = 4.5 or 4.59, not 4.6)

A sample schedule might look like this:

8:00 Welcome & Introduction 10 min. | NA
8:10 Pre-test 20 min.
8:30 Talk #1 30 min.
9:00 Discussion 20 min.
9:20 Talk # 2 50 min.
10:10 Break 15 min. NA
10:25 Supervised Practice 50 min.
11:15 Lunch & Exhibits NA
12:15 Panel Discussion 100 min.
1:55 Break 15 min. NA
2:10 Talk #3 50 min.
3:00 Questions & Answers 15 min.
3:15 Evaluation & Conclusion 15 min
Total time 350 min

350 min. divided by 60 = 5.83 contact hours

V. Key Element: Evaluation
Fill in as applicable and provide evidence if required.

VI. Key Element: Approved Provider Statement as Noted on Advertising Material

Advertising material includes any method of announcing an Educational activity. This may include a
brochure, flyer, bulletin board announcement, newsletter, memo, e-mail or web site. The advertising
material must be included with the documentation form. Also, include a hard copy of the e-mail or web
site advertising. The advertising material may be the completed copy of a mock-up or the final
material. If a mock-up of the advertising material was used, the final copy of the advertising material
must be placed in the file as soon as it is printed. If your advertising states that contact hours will be
awarded for the activity, the following statement, your provider statement, must also appear on that
advertising. The statement must stand alone—no other wording can be on the same line(s) as any
part of the statement. If you want to indicate how many contact hours are to be awarded, that
information goes on a separate line.

Samples:

Participants who attend the entire activity and complete an evaluation form will earn 1 contact hour.
OR This activity will provide 1 contact hour.

(Provider name) is an approved provider of continuing nursing education by the South Carolina Nurses
Association an accredited approver by the American Nurses Credentialing Center's Commission on
Accreditation.

An approved provider unit may not state that an application has been submitted or is pending or use
the word “approved.” This indicates an approval process which is not permitted in a provider unit.

VIl. Key Element: Documentation of Completion
Provide example that meets requirements.
Document/certificate to include:
Name of learner
Name & address of provider unit
Title & date of completion of educational activity
Official approved provider statement (See statement listed in VI. Key Element above)
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Number of contact hours awarded

VIIl. Key Element: Commercial Support and Sponsorship
Fill in as applicable and provide evidence if required.

IX. Key Element: Conflict of Interest
Fill in as applicable and provide evidence if required.

X. Key Element: Written Disclosures Provided to Activity Participants
Fill in as applicable and provide evidence if required.

Xl. Key Element: Record Keeping
Fill in as applicable and provide evidence if required.

Xll. Key Element: Co-providership
Fill in as applicable and provide evidence if required.
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Chapter 4
CRITERIA FOR INDEPENDENT STUDY CE ACTIVITIES

This chapter has been developed to supplement the independent study documentation form and the

independent study addendum documentation form and the instructions provided on these forms. This

chapter has been organized into two sections:

1. General and supplemental information to highlight selected areas of the independent study
documentation form, and

2. A sample of a completed form with attachments.

General Information

An independent study CE activity is designed for completion by learners, independently, at the
learner’'s own pace and at a time of the learner’s choice. The provider designs the Educational activity
and determines the amount of credit to be awarded. Examples of independent study activities include
but are not limited to viewing videotapes or listening to audio tapes and completing post test
guestions; accessing computer online activities; reading selected article(s) and completing post-test
guestions; and learning and practicing skills independently and seeking an instructor to evaluate a
return demonstration. Knowledge and use of adult learning principles should be reflected in all
aspects of the Educational design, i.e. objectives, content, teaching methods, etc. Periodic review of
evaluation feedback from learners is an important aspect of ongoing monitoring of effectiveness of the
activity.

Repetition of Courses: An independent study activity may be repeated as often as desired and as
determined by the nurse planner. There must be a mechanism in place for periodic review of activities
to determine that content is still relevant, objectives are addressing needs of the target audience, etc.
The designated nurse planner is accountable for establishing and implementing this process. If
approval as a provider unit expires, the activity may no longer be repeated with contact hours being
awarded to attendees.

Completing the Independent Study CE Documentation Form

Use form labeled “INDEPENDENT STUDY PLANNING DOCUMENTATION FORM FOR
APPROVED PROVIDER UNITS BASED ON 2009 CRITERIA.”

Demographic Data:

This section includes title of the event, date form completed, contact hours to be awarded
I. Key Element: Assessment of Learner Needs

Fill in as applicable and provide evidence if required.

II. Key Element: Qualified Planner and Faculty
The planning committee must, at the minimum, consist of two people. Areas that must be
represented on the planning committee include:

a. One designated nurse planner (RN who has at least a baccalaureate or higher degree in
nursing, has been identified as a nurse planner in the provider application, and who is
responsible for adherence to criteria, rules and requirements);

b. One person who has relevant content expertise;

c. One person who represents the target audience;

As long as there are at least two people on the planning committee, one person can fill one or more of
these required roles.

Content specialists/authors responsible for the design and content of the learning activity have
knowledge and expertise in the content area.

A content specialist is the person(s) responsible for the design and selection of resources to be used
for the learning activity. On the basis of their education and expertise in the content of any learning
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activity, content specialists may select videotapes, publications, computer programs, skill
demonstrations or other teaching/learning resources. Expertise in subject matter can be evaluated
based on education, professional achievements and credentials, work experience, honors, awards,
professional publications, etc.

Copywrite: If using material developed by others, it is the responsibility of the content specialist(s) to
ensure s/he has copyright permission to use the material.

Be sure the bio form for content specialists/authors contains information specific to this activity.

Do not attach complete professional biographies (CV's).

Feedback Providers: The person(s) providing feedback to the learner needs to be identified.

lll. Key Element: Effective Design Principles

Obijectives for the CE 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 which may be expected as a result
of participation in the educational activity. 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 content specialists. 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 recommended that objectives be limited to one or two per hour. Please
number each objective consecutively.

See Appendix G for discussion of behavioral objectives and list of verbs.

The objectives and content must be appropriate to the learners in the target audience. Factors that
may be considered in relation to appropriateness should include education, experience, and scope of
practice. When content relates to practice differences within the target audience the provider must
clearly identify which objectives are applicable to the various learners in the audience.

Content

The content is related to and consistent with the objectives. The content must be reflective of
continuing education principles, practice and needs of the target audience. EACH objective has a
corresponding content outline. Content is the information that the learner must learn in order to meet
the objective. THE CONTENT MUST BE MORE THAN A RESTATEMENT OF THE

OBJECTIVE. The objectives and content should be numbered with corresponding numbers.

Learning Activity Plan/Process

There is a description of the entire independent study package which:

1. Outlines all activities to be done by the learner;

2. Includes all materials to be used, and

3. Describes the method the learner is to use to gain access to or interact with the provider of the
independent study.

IV. Key Element: Awarding Contact Hours

A. Effectiveness of the Independent Study. Prior to its use by learners, 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.

B. Contact Hour Calculation. Contact hours are determined in a logical and defensible manner,
consistent with the objectives, content, teaching/learning strategies, and target audience. The
rationale used to determine the number of contact hours to be awarded needs to be described. For
example: Was a pilot study done? Was the determination made based on historical data? (For
example, has an independent study of the same length and complexity 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?
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Participants in the pilot study may receive contact hours for their participation once the contact hours
have been calculated.

If this independent study expires and it is being reviewed again for period, the people who have
completed the study during the past period become the pilot group. You need to describe how many
took the study during the past period, what comments/suggestions they had, what problems they had
with the post-test (if applicable), and how long it took them to complete the study. It is not appropriate
to use the initial pilot information for the sections on effectiveness of the study and rationale for contact
hours in this documentation form.

Contact Hour: The appropriate measure of credit is the 60 minute contact hour. A contact hour is 60
minutes of an organized learning activity. The minimum number of contact hours to be awarded is 0.5
(30 minutes). Contact hours may be calculated to the hundredths 1(i.e. 1.45, 0.91, etc.). They may
not be rounded up.

V. Key Element: Evaluation
Fill in as applicable and provide evidence if required.

VI. Key Element: Approved Provider Statement as Noted on Advertising Material

Advertising material includes any method of announcing an Educational activity. This may include a
brochure, flyer, bulletin board announcement, newsletter, memo, e-mail or web site. The advertising
material must be included with the documentation form. Also, include a hard copy of the e-mail or web
site advertising. The advertising material may be the completed copy of a mock-up or the final
material. If a mock-up of the advertising material was used, the final copy of the advertising material
must be placed in the file as soon as it is printed.

If your advertising states that contact hours will be awarded for the activity, the following statement
(your provider statement) must also appea