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Preface 

Organization of the Booklet 

 

 

This booklet is divided into five major parts:  

 

Part I.  Introduction:  Describes NYSNAôs approach to continuing nursing education and lists specific 

objectives of the booklet. 

 

Part II.  A Systems Approach Model for Planning Continuing Nursing Education Activities:  

Provides information about objectives, content, and method of presentation.  Emphasis has been placed 

on components of the model that in the past have caused problems for those applying to NYSNA for 

approval.   

 

Part III.  Overview of the NYSNA Approval Process:  Describes the policies and procedures that 

guide the implementation of the NYSNA accredited approver unit. The approval process is detailed. 

 

Part IV.  Criteria for Approval of Continuing  Nursing Education Activities:  Describes the ANCC 

criteria and operational requirements that must be used to plan and implement approved continuing 

nursing education activities.   

 
Part V.  Criteria for Approval as a Provider of Continuing Nursing Education:  Describes the 
ANCC criteria and operational requirements for Approved Provider Units. 
 

Part VI.  Frequently Asked Questions 

 

Part VII.  Glossary of Terms 

 

Part VII I. References. 

 

This publication has been prepared to assist organizations in developing continuing nursing education 

activities.   

 

Your comments are welcomed.   
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I .  Introduction  

 

Established in 1901, the New York State Nurses Association (NYSNA) is the oldest and largest state 

nurses association.  For more than 100 years, it has remained steadfast in its dual commitment to protect 

the public and advance the profession.  Among its stated purposes are     ñ. . . to advance the education 

and professional standard of nursingò and ñto promote the education and professional advancement of 

nursingò (New York State Nurses Association, 1986).  NYSNA believes that, while basic nursing 

education programs prepare nurses for licensure and entry into practice, lifelong learning is essential for 

maintaining professional competence (American Nurses Association, 2010). 

 

To assure quality continuing nursing education (CNE) and to assist nurses in meeting their commitment 

to professional development, NYSNA offers a CNE review process that is accredited by the American 

Nursesô Credentialing Center (ANCC).  NYSNA has been accredited as an approver of continuing 

nursing education since 1978.  This book is based on the ANCCôs Commission on Accreditationôs 

revised criteria of 2009.   

 

Part of the function of the ANA, as stated in their bylaws, is to ñEstablish standards of nursing practice, 

nursing education . . .ò and ñprovide for the professional development of nursesò (American Nurses 

Association, 2008, p. 1).   The ANAôs Council on Continuing Education and Staff Development defined 

nursing professional development as: The lifelong process of active participation in learning activities 

to enhance professional practice which encompasses both continuing education and staff development. 

 

Continuing education is a professional learning experience that is designed to enrich the nursesô 

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 basis 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 encompasses a variety of learning experiences, including but not limited to, lectures, conferences, 

academic studies, seminars, workshops, extension studies, independent study activities, and web-based 

programs (both live and on-demand) undertaken by registered nurses.  These learning experiences are 

meant to enhance the knowledge, skills, and attitudes of the Registered Nurse in the practice of nursing 

in both direct and indirect patient care. 

 

CNE is not orientation or product/unit-based in-service; these activities are learning activities designed 

to facilitate job-related performance in a specific work setting. 
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The relationship between continuing education and staff development is depicted in Figure 1.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Purpose 

 

The purpose of this document is to assist planners to develop continuing nursing education activities 

that are of high quality and will meet the NYSNA/ANCC criteria for approved contact hours for 

nurses. 

 

Specific objectives of the publication are: 

 To provide an overview of the NYSNA approval process. 

 To describe a model that can be used to assist in organizing sound education experiences. 

 To identify criteria for approval of CNE. 

 To provide examples of select portions of approved applications.  

 

 

 

 

 

 

 

 

 

 

 

 
Note. From Scope and standards of practice for nursing professional 

development (p. 5). By the American Nurses Association, 2000, Washington, 

DC: Author.  Copyright by the American Nurses Association.  



 

 

P
a

g
e4

 

 

II . A Systems Approach Model for Planning Continuing Nursing Education Activities 

 

The Model 

 

The process of preparing continuing nursing education (CNE) activities is assisted by the use of a 

program planning model.  Usually, program planning is viewed as a linear process in which an 

audience is targeted, needs assessed, purpose identified, etc.  The difficulty with this model is that it 

forces planners into always starting from the same point.  

 

Figure 2 (NYSNA, 1988) presents a model for conceptualizing the steps used in preparing CNE 

activities as a dynamic process.  All components of the model are interrelated and interdependent.  In 

addition, all components are essential and must be completed in order for the process to succeed.  

 

The advantage of this viewpoint is that a 

systems model allows for greater 

flexibility and creativity on the part of 

planners.  Planners have the possibility 

of entering the model at any phase.  The 

starting point is determined by the 

ñgivensò of a situation.  For example, if 

a renowned nurse educator is available 

for a program, it might be appropriate to 

begin the planning process with 

resources.  The remainder of the activity 

could be built around the uniqueness of 

this speaker. 

 

The model is consistent with 

NYSNA/ANCC criteria for approval.  It 

is derived from the field of education 

and is useful in any situation in which 

teaching/learning occurs.  Evaluation is 

viewed as occurring both as one 

component of the model and in each of 

the phases of the model, serving to tie 

the model into a meaningful whole, i.e. 

evaluation is both formative and 

summative.   

 

The following discussion will examine and explain each of the components of the model.  Emphasis 

will be given in those areas that in the past have caused difficulty for individuals applying to NYSNA 

for approval. 

 

 

 

Figure 2. 

 
Note. From Continuing education in nursing by the New York State 

Nurses Association, 1988, Guilderland, New York: Author. 
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Identifying the Target Audience 

 

A clear understanding of the target audience is essential for the success of a CNE activity.  Defining 

the learner population ensures that the right individuals are receiving the right information.  If the 

target audience includes persons other than professional nurses, attention must be given to the 

different scopes of practice and experiential backgrounds of each. 

 

 
 

Needs Assessment 

 

The purpose of the needs assessment is to provide specific information about what the learnersô needs 

are so that the CNE activity is timely and relevant. 

 

Some typical methods of needs assessment include: 

 Interviews 

 Questionnaires 

 Observations 

 Trends in Nursing Literature 

 Incident Reports 

 Quality Assurance Accounts 

 Past Program Evaluations 

 Regulatory Changes 

 

Learner input is a valuable tool and can make the difference between a successful CNE activity and 

an unsuccessful one. 

 

 
 

Once the learning needs are identified and placed into some order of priority, the next planning 

decision is to focus on the number of needs that can be met by a CNE activity.  
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The Purpose Statement 

 

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.  Minimally a purpose statement should answer: 

 Who is this activity intended for? 

 What gap in knowledge, skills or attitude will be addressed? 

 How will nurses and/or clients benefit from this activity? 

 

Examples of concise purpose statements include: 

 To provide information on best practices to critical care nurses regarding the care of patients 

on an intra-aortic balloon pump, to assist them to safely care for this population. 

 To present information and guided experiences related to assertive behavior to assist RNs in 

developing positive professional concepts.   

 To increase nursesô awareness of the ethical components of health care through identification 
and clarification of challenging patient care issues thereby assisting them in managing these 

situations. 

 To give nurses who have prior medical-surgical nursing experience an opportunity to increase 

their skills in order to safely and efficiently care for critically ill patients. 

 To provide an opportunity for public health nurses to increase physical assessment skills of 

clients with muscle or skeletal disorders and be better prepared to meet the needs of this 

population. 

 To provide current information about the role of the Registered Nurse in delegation and 

supervision of other health care workers, reinforcing the legal responsibilities of RN licensure 

and ensuring that they are functioning within their scope of practice. 

 To provide new, acute care nurse managers with the concepts and tools of effective 

management so they can be successful in their transition to the nurse manager role. 

 

Guidelines for Writing Objectives 

 

Since the purpose is most often written from the perspective of the program planner, it is difficult to 

measure participantsô achievements.  A further breakdown of the purpose into measurable behaviors 

that can be evaluated is needed.  Objectives are criteria by which one measures the degree to which 

the purpose is achieved.   

 

Objectives should: 

 Be learner-oriented, not instructor-oriented. 

 Contain an action verb describing the behavior (whether cognitive, affective, or through 

psychomotor skills) to be shown by the learner. 

 Include only one action verb (behavioral verb) per each objective. 

 

When objectives are well written, learners will know exactly what they will be able to do at the 

conclusion of the CNE activity. 
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Educational objectives are often classified into three parts or domains: 

 

 Cognitive: deals with knowledge, comprehension, application, analysis, synthesis, and 

evaluation. 

 Affective:  deals with awareness, acceptance, valuing, organizing, and characterizing 

attitudes and beliefs. 

 Psychomotor: deals with observing, imitating, practicing and adapting skills. 

 

A behavioral verb that identifies the expected learner outcomes is required when writing learner 

objectives; the verb should be consistent with the teaching method/learner activities being employed.  

For example, if the objective states: the learner will demonstrate an adult cardiovascular assessment, 

but the teaching method is lecture, this would not be a ñmeasurableò objective.  This could be 

addressed by either including return demonstration or simulation in the teaching methods, or by 

rewriting the objective to:  the learner will describe the steps of an adult cardiovascular assessment. 

The choice of what behavioral verb to use is determined by the type of objective written.   

 

Examples of verbs useful for each of the three domains are provided in Table 1. 

 

Objectives that use phrases such as: the learner will understand, grasp the significance of, or explore, 

are not measurable objectives and should not be used. 

 

Table 1. Verbs for Use in Stating Behavioral Objectives 

 

DOMAIN  LEVEL  ASSOCIATED VERBS 

Cognitive 

Knowledge/Comprehension 
Define, list, identify, recall, record, name, indicate, 

describe, report 

Application 
Interpret, construct, demonstrate, discuss, illustrate, 

assess, predict, dramatize, solve 

Analysis/Synthesis 
Design, classify, compose, organize, judge, appraise, 

generalize, question, analyze, summarize 

 
Evaluation 

Compare, conclude, contrast, estimate, evaluate, 

support 

Psychomotor 

 

Perception/Set View, attend, check, listen, feel, observe 

Imitating/Practicing 
Demonstrate, act, manipulate with guidance, practice, 

imitate 

Complex Responses 

Assemble, activate, compile, communicate, guide, 

operate, reorganize, separate, align, examine, direct, 

manage, perform with efficiency 

Affective 

Receiving/Responding 
Attend, prefer, accept, receive, perceive, notice, react, 

consider, recognize, acknowledge 

Value 
Support, develop, defend, emphasize, implore, praise, 

adapt, conceptualize,  

Characterization 
Convince, influence, adhere, affirm, appreciate,  

motivate, judge, verify, advocate, exhibit, support 
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Examples of well written objectives are as follows: 

 Identify three principles of adult learning. 

 Explain the legal definition of delegation in New York State. 

 Analyze a case study using a specific ethical decision making model. 

 Correctly perform endotracheal suctioning of a patient as evidenced by a score of 90% or 

higher on a psychomotor checklist. 

 Develop alternative communication styles to adapt care for patients with different cultural 

background. 

 

Guidelines for Writing Content 

 

The content consists of topics and subject matter essential for learners to achieve the stated objective.  

The outcome defined in the objective cues the program planner to the choice of content. 

 

Well written content should:  

 Describe each topic. 

 Include sufficient detail. 

 Directly relate to each objective. 

 

The content should be a detailed outline of the material that will actually be addressed and which will 

enable the learners to achieve their objectives; it should not include additional objectives, i.e. 

additional behavioral verbs.  There should be enough detail to justify the timeframe. 

 

 

Content: 

 

 
 

  

Associated with 
the objective

Reasonable 
quality for the 

target audience

Reasonable 
quantity for the 

timeframe

Appropriate for 
the teaching 

methods
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Table 2. Learner Objectives with Associated Content 

 

Objective Related Content 

1.  Identify the types of pain that a cancer patient 
might experience  

 Types of pain 
o Acute 
o Chronic 

 Major types of cancer pain 
o Somatic 
o Visceral 

 Pain associated with cancer & cancer treatment 

 Pain unrelated to cancer & cancer treatment 

 

2.  Discuss the variables associated with pain 
assessment in the cancer patient 

 Pain Assessment 
o Physiological variables 

Á Age 
Á Disease process 
Á Treatment 
Á Metabolic state 

o Psychosocial variables 
Á Cultural background 
Á Family support 
Á Comprehension of the self-

assessment pain scales 

 

3.  Recognize the differences in the pain 
experience among different cancer patients 

 Use of pain reporting scales 
o Children 
o Adults 

 Cultural Differences 
o Expectations 
o Responses 

 Emotional  

 Physiological 

4.  Demonstrate a pain assessment on a simulated 
cancer patient 

 History 
o Past medical 
o Current presentation 
o Review of systems 

 Physical Assessment 
o Head to toe survey 

5.  Describe cancer patient pain management 
techniques  

 Management 
o Pharmacological 

Á Oral 
Á IV 
Á Patches 
Á Around the clock vs. as needed 

o Complementary 
Á Reiki 
Á Massage 
Á Imagery 

o Pain Management Interventions 
Á Surgical 
Á Nerve blocks 
Á TENS 
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Teaching Methods/Learning Activities 

 

There are numerous methods of presenting CNE activities.  Prior to selection, consideration of the 

target audience should be made, including learner styles, knowledge, background, and motivation of 

the learner(s).  Attention to these details will optimize the likelihood that the course objectives will be 

achieved.  Teaching methods and learning activities include, but are not limited to: 

 

 Lecture 

 Electronic slide presentation 

 Role play 

 Case study analysis 

 Debate 

 Group discussion 

 Panelist presentation  

 Return demonstration  

 Table-top exercise 

 One-minute or five-minute writing exercises 

 Learner presentation 

 Question & answer session 

 Live webinar 

 Archived webinar 

 Asynchronous electronic discussion board 

 Podcast  

 Electronic educational activities 

 Printed, learner-paced modules 

 Poster Session 

 

Active learning, learning that involves the participation of the students, stimulates higher cognitive 

processes and encourages critical thinking. 

 

Identifying Resources 

 

The use of appropriate resources is imperative in ensuring the cost effectiveness and quality of CNE 

activities.  Resources can be classified as persons or materials. 
 

   Persons Materials 
  Planning Committee Budgeted Funds 

  Faculty Physical Facilities 

  Content Expert Clinical Facilities 

  Author Audiovisual Equipment 

 Learners Computer Hardware/Software 

  Handouts 
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Planning Committee 

 

When nurses have been identified as potential learners for a CNE activity, it is required that a 

minimum of two nurses, one with a bachelorôs degree or higher in nursing, be included on the 

committee responsible for planning the event.  If these criteria are not met, contact hours cannot 

be awarded.  Each member of the planning committee should represent at least one of the following 

areas: content expertise, the target audience, education or experience in the field of Education and 

adult learning principles, and responsibility for adherence to ANCC/NYSNA criteria. 

 

Faculty 

 

Faculty should be selected based on their expertise.  Although physicians are well qualified to teach 

medicine, nurses should be used as faculty when content relates to nursing care.  Faculty should be 

qualified to teach through either experience or academic preparation.  Other characteristics to 

consider when selecting faculty are: ability of the individual to apply principles of adult education to 

the learning situation, interpersonal skills, ability to communicate clearly, and flexibility.   Authors 

and content experts should be qualified to make decisions about the content and design of education 

materials.  Faculty members must always be involved in the planning of their own presentations. 

 

The number of faculty selected should be related to the specific objectives of the activity.  For 

learning situations that involve return demonstrations, clinical experience, group work, or role-play, 

ensure there are an adequate number of facilitators for the number of learners. 

 

Evaluation 

 

In the formative evaluation, monitoring, assessment, and judgment are used throughout the planning 

process to make changes in the system that will result in the best possible outcome.  In a summative 

evaluation, the evaluation occurs at the conclusion of the program.  The summative evaluation 

process requires learnersô input.  Without it, there is no way of determining the effectiveness of the 

program, nor can the experience be used in future decision making.    

 

NYSNA criteria require that the summative evaluation tool be clearly defined. Examples of 

information that can be addressed by this tool are: 

 

 Relationship of the objective to the overall purpose of the activity. 

 Overall achievement of objectives. 

 Effectiveness of each individual presenter. 

 Appropriateness of teaching strategies. 

 Whether the activity was balanced and free from bias and commercial influence. 

 

 

Examples of how to measure the attainment of objectives are: 

 

 Actual measurement of objectives through methods such as exams, attitude measurement 

scales, performance checklists, etc. 
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 Participantsô evaluation of how well they feel they met the objectives through questionnaires 
with a rating scale or essay question.   

 

Effort should be made to evaluate educational activities at levels that are in addition to learner 

satisfaction, which is required of all activities.   

 

Levels of Evaluation: 

 

 Learner Satisfaction (a summative evaluation) is required for all activities. 

 Knowledge Enhancement (accomplished with a graded post-test or with knowledge-based 

questions added onto the learner satisfaction evaluation tool).  

 Skill and Attitude Change (accomplished through return demonstration, observation of skill 

or attitude change, or a question included on the learner satisfaction evaluation tool that asks 

the participants to report how their attitude was changed). 

 Change in Practice (accomplished through longitudinal assessment of practice or through a 

question included on the learner satisfaction evaluation tool that asks the participants to report 

how their practice will change as a result of the education). 

 Relationship of the practice change to quality of service (accomplished through longitudinal 

assessment of indicators that reflect the practice change). 

 

Evaluation data should be collected and used to make improvements in CNE activities.   

 

 

Enduring Activities  

 

The ANCC defines an enduring activity as ña non-live continuing nursing education activity that 

ñenduresò over time.  Examples include independent learning text modules, DVDs, cads, 

asynchronous on-line educational activities.  The learning experience can take place at any timeò 

(ANCC, 2009, p.72).  

  

The minimum learner evaluation for an enduring activity involves: 

 

 Assessing the extent to which the objectives were achieved. 

 The effectiveness of the teaching method. 

 Whether the activity was fair, unbiased and free of commercial influence. 

 The amount of time needed to complete the activity.   

 

The educational file for an enduring activity should also include a discussion of how the activity was 

evaluated prior to offering contact hours, e.g. was there a pilot study or a peer review process, and 

what changes were made to the activity after the initial evaluation period?   

 

It is important to monitor the amount of time participants are reporting for the activity to ensure you 

are awarding an appropriate amount of contact hours. The reported times to complete the learner-

paced activities constitute the historical data upon which contact hour determinations can be 

established.  
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III.   Overview of the NYSNA Approval Process 

 

 

Governance 

 

The accreditation and approval process is a national mechanism directed by the American Nurses 

Credentialing Center (ANCC).  NYSNA is accredited as an approver of continuing nursing education 

(CNE).  This means NYSNA has the authority to approve CNE activities and the responsibility to 

adhere by ANCC criteria. 

 

NYSNAôs Council on Continuing Education (CCE) and its Peer Review Team direct the work of the 

approval process.  The five-member CCE is responsible for policy development and oversight of all 

approver unit processes.  The Peer Review Team serves to implement council policies and its 

members are accountable to the CCE.  The CCE reviews and investigates appeals submitted by 

organizations whose CNE applications are deferred or denied and renders a decision according to 

their findings. An appeals committee, composed of three former council or peer review team 

members is appointed if a sponsorôs CNE application deferral/denial is upheld by the CCE and the 

sponsor wants to appeal the CCE decision.   

 

Criteria for Selecting Members of the Approval Body 

 

NYSNAôs Board of Directors makes appointments to the CCE and Peer Review Team.  Selection 

criteria for members of the approval body include: 

 

 Membership in NYSNA. 

 Masterôs degree with a minimum of a bachelorôs degree in nursing for Council members and 

a minimum of a bachelorôs degree in nursing for Peer Review Team members. 

 Experience in basic, graduate, or continuing education/staff development in nursing. 

 Members of CCE must have served on a review team. 

 

Goals of the Approval Process 

 

The NYSNA approval process is designed to: 

 

 Encourage the acquisition of knowledge, skills, and attitudes necessary for nurses to maintain 

or increase competence and augment the nursesô ability to provide quality care. 

 Provide a peer review quality assurance program that validates quality CNE. 

 Support an approval system based on national professional standards in order to facilitate 

certification and licensure.  

 Provide a support structure for planners of CNE. 

 Maintain a program that acknowledges plannersô and learnersô participation in quality CNE 

activities.   
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The Peer Review Process 

 

The approval process begins with an initial review by the staff of the Education, Practice and 

Research Program (EPR) for completeness of the application.  The application is then scheduled for 

review and sent to a member of the peer review team.  The peer reviewers have approximately two 

(2) weeks to complete their review of the material.  After the peer reviewers complete their review of 

the application materials, the Nurse Peer Review Leader in EPR then completes a review of the 

materials.  Applicants are notified through an e-mail letter that their application was either approved 

or deferred.  Applications which require clarification or a response to recommendations that are made 

by the peer reviewers are deferred.   

 

Types of CNE Activities 

 

There are two forms of CNE activities appropriate for awarding contact hours.  These are approvals 

for education and for providers. 

 

Table 3. Activity Types 

 

Type Definition Examples Approval 

Period 

Education 

Activity  

A planned, organized effort that is 

aimed at accomplishing education 

objectives (ANCC, 2006).  

Live, in-person classes, 

independent-study modules, 

web-based activities (live or 

enduring) 

Two years 

(approved 

activity may be 

offered as many 

times as the 

applicant wishes 

during the two-

year approval 

period). 

 

Provider An individual, institution, 

organization, or agency 

responsible for the development, 

implementation, evaluation, 

financing, record keeping, and 

quality of CNE activities.  

(ANCC, 2006) 

Education department of 

health care facility or 

college.  Commercial 

education company. 

Three years 

(Approved 

provider Unit 

may offer as 

many 

educational 

activities for 

contact hours as 

they wish during 

the three-year 

approval period). 
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Applications for educational activities and for Approved Provider Units are available from the NYSNA 

website at http://www.nysna.org/ce/approval.html.    

 

Periodically ANCC criteria change and the NYSNA applications are revised to reflect these 

changes.  Therefore customers are encouraged to visit the site prior to completing an application to 

assure the most current form is being used. 

 

Policies of the Approval Process 

 

Eligibility  

 

NYSNA cannot accept applications for CNE from health care commercial interests.  If you are a health 

care commercial interest and cannot separate the educational activities from the commercial activities of 

your agency or organization, you are not eligible to apply to award contact hours. 

 

NYSNA will approve only learning activities that are CNE in nature.  In 2009, the Commission on 

Accreditation defined continuing nursing education in their Manual for Accreditation as ñSystematic 

professional learning experiences designed to augment the knowledge, skills, and attitudes of nurses and 

therefore enrich the nursesô contribution to quality health care and their pursuit of professional career 

goalsò (ANCC, 2009, p.71). 

 

Orientation, in-service education, and CNE are separate entities that may be bound together in staff 

development.  The presentation of information related to in-service or basic nursing education is not 

appropriate to submit to NYSNA for CNE contact hour credits.  

 

All ANCC accredited approvers recognize approval by other ANCC accredited approver units.  

Therefore, NYSNA recognizes all CNE activities approved within the ANCC accreditation system.  CNE 

activities already approved within the ANCC system should not be sent to NYSNA for consideration. 

 

Contact Hours 
 

NYSNA uses the 60-minute contact hour as the measure to award credit.  Contact hours are 

determined by totaling the number of educational minutes in the activity and dividing the total by 60.   

 

For example:  

 

 An activity five hours (300 minutes) long would receive five contact hours.  Contact 

hours may be rounded down to the nearest hundredth or rounded down to the nearest 

tenth.  They cannot be rounded up.   

 An activity 280 minutes long would receive 4.66 contact hours (rounded down to the 

nearest hundredth) or 4.6 contact hours (rounded down to the nearest tenth).   

 

Participant evaluation is considered part of the learning activity and should be included in the 

calculation of contact hours. Educational content, discussion, question & answer, practice, and 

participant evaluation are all included in the contact hour calculation.  Welcomes, meals, breaks, 

raffles, and/or vendor exhibits are not included in the contact hour calculation. 

http://www.nysna.org/ce/approval.html
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CNE activities for classroom presentations must consist of at least 30 minutes (0.5 contact hours) in 

order to be eligible for review.  Independent study activities, such as reading an article, can be 

awarded less than 0.5 contact hours if accompanied by a reasonable justification, such as pilot study 

results or word count. 

 

Note: Contact hours and continuing education units (CEUs) are not the same.  One CEU is 

equal to approximately ten contact hours and the terms cannot be used interchangeably. 

 

 

Confidentiality  
 

Information supplied in conjunction with the approval process is treated as confidential material and 

is shared only with members of the Peer Review Team and the CCE.  Any further distribution is done 

only with the applicantôs permission. 

 

Retroactive Approval 

 

Retroactive approval is not allowed.  Approval for contact hours cannot occur after the CNE activity 

has been presented.  Approval must be granted prior to presentation of an activity. 

 

 

Procedure for Submitting Applications 
 

Applications should be received according to the timeline presented on the front page of the 

application.  Applications submitted less than the stated number of days prior to the presentation date 

will not  be reviewed.  

 

The required number of copies of the application must be submitted with the stated fee.  Fees 

submitted for review of CNE activities are nonrefundable once the review process has begun.   

 

Action on Applications 

 

Upon completion of the review process, applicants will be notified of the status via e-mail. 

 

Approval  

 

If criteria are met approval is granted.  Written notification of approved applications will provide: 

 An approval code 

 Contact hour allocation 

 A time frame for which approval is granted 

 Comments or suggestions, if any, from the peer review team 
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Deferral of Approval  

 

If criteria are not met but revisions can be made in a timely manner, approval may be deferred.  

Applicants, whose application for approval to award contact hours has been deferred, are notified via 

e-mail. The reason for deferral and recommendations for revision are provided.  The letter will 

include the date by which the revised and/or additional materials must be received. 

 

Advertisement Prior to Approval  
 

An applicant may advertise that a CNE activity has been submitted to NYSNA for approval to award 

contact hours.  Advertisement of the approval of an application cannot occur until after written 

notification of approval has been received from NYSNA.  The ANCC requires that providers of 

approved activities use the appropriate language on all communications, marketing materials, 

and certificates of attendance.   
 

Advertising materials for single educational activities that have yet to be approved should include the 

ñsubmittedò version of the accreditation statement, which can be found in the application. 

 

Calendar of Continuing Education Activities 

 

After an application has been approved to award nursing contact hours, it is eligible for inclusion in 

NYSNAôs Calendar of Continuing Education Activities. There is no fee for this service. This listing is 

published in NYSNAôs newspaper, NY Nurse, and on the NYSNA webpage, www.nysna.org.  The 

calendar lists the following information: 

 

 City in which the activity will be held 

 Date and time of the activity 

 Title of the activity 

 Organization 

 Contact person 

 Cost 

 

Approved providers may submit this information for all activities for which they will award contact 

hours. 

 

To receive this free advertisement, the activity must: 

 

 Be open to nurses in the community, (i.e., open to nurses other than those employed by the 

applicant agency). 

 Be approved by NYSNA at least two weeks prior to the activity offer date. 

 The request for inclusion must be submitted in writing.  To access the form go to 

www.nysna.org, click on ñApproval Processò and select ñPublicize your Approved Activity.ò 

 

 

 

 

http://www.nysna.org/
http://www.nysna.org/
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Monitoring Approved Continuing Nursing Education 

 

For purposes of quality assurance, the CCE periodically monitors approved CNE activities and 

approved provider units by conducting site visits.  Activities and provider units are chosen at random 

or at the request of the council.  They are notified in writing of a site visit at least two weeks prior to 

the scheduled presentation date.  It is expected that the organization will waive the tuition costs for 

the site visitor.  All other expenses will be covered by NYSNA. 

 

The site visitor will use an action sheet incorporating the criteria for approval.  A copy of this action 

sheet, which will be used by the site visitor, is provided to the organization in advance.  The 

organization is also provided a form to evaluate the site visit process. After a review of the site visit 

findings, the CCE sends its summary to the organization. 

 

After each approved activity is offered, NYSNA requests specific materials to be sent within four 

weeks: 

 

 Sign-in sheets 

 Summary of Evaluation Data 

 Quality improvement discussion of any changes made to the activity as a result of the 

evaluation data 

 

Approved providers units are required to submit annual reports.  These reports are reviewed by the 

CCE to insure continued compliance with criteria.  Revocation of approval may occur if an approved 

provider does not supply annual reports or other information requested by the CCE. 
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IV . Criteria for Approval of Continuing Nursing Education Activities 

 

Approval criteria for the two different types of approval can be found on the following pages.  Each 

criterion must be met for contact hours to be granted.  A separate application form has been 

developed for the single educational activity and for an approved provider unit.  In determining the 

approval of an application, the Council on Continuing Education or Peer Review Team members 

ascertain adherence to NYSNA/ANCC criteria.  For applications and further assistance contact: 

 

NYSNA Education, Practice & Research at (518) 782-9400 ext. 282 

 

Applications can be downloaded from:   www.nysna.org select ñApproval Processò in the Continuing 

Education section. 

 

NYSNA Criteria for  Educational Activiti es 

 

This document contains two sections: 

1. The American Nurses Credentialing Centerôs (ANCC) Commission on Accreditation (COA) 

criteria and the operational requirements which must be used by applicants to plan and 

implement approved continuing nursing education (CNE). 

2. Directions on how to complete the application.  An explanation of the acceptable evidence 

required to document adherence to the criteria is typed in italics after each criterion statement.  
 
The criteria for approval are outlined and numbered to correspond with the application form. 
 
APPROVAL PERIOD : A CNE activity may be repeated as often as desired during the two year 
approval period, unless substantial changes are made. 
 
DEFINITIONS:   The ANCC Commission on Accreditation uses several terms that may need 
clarification. These are criteria, key elements, required evidence, and operational requirements. 
Criterion/criteria  is defined as a standard on which a judgment or decision may be based. Key 
elements are those components that characterize the criterion. Required evidence refers to that 
material which must be submitted that demonstrates the meeting of the criterion and key elements. 
Operational requirements are the requirements that must be implemented by an organization 
throughout the period of approval. 
 
 
ANCC Educational Design Criteria (from American Nurses Credentialing Center, 2009) 
 
Criteri a: CNE activities are assessed for need; planned, implemented and evaluated in accordance 
with professional education standards, adult learning principles, regulatory and credentialing 
requirements, and organizational policy. 
 
Key Elements 
 
Effective Design Principles.  Each educational activity is developed with: 
 

1. An identified learning goal (purpose) and explicit measurable educational objectives for the 
learner that are appropriate for the target audience; 

http://www.nysna.org/
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2. Identified gaps in knowledge, skills, practice identified (based on the needs assessment) 
which the activity is designed to address; 

3. Content congruent with the activityôs learning goal (purpose) and educational objectives; 
4. Teaching and learning strategies congruent with the activityôs objectives and content; 
5. Criteria for judging successful completion of an activity that are consistent with the learning 

goal (purpose), objectives, and teaching and learning strategies as listed above; and 
6. A method determined for verifying participation in an activity 

 
Required recordkeeping for each educational activity:  

 
Planning: 
1. Description of the target audience; 
2. The method and findings of the target audience; 
3. Names, titles, and expertise of the activity planners and presenters; 
4. Conflict of interest disclosure statements from planners and presenters, resolutions of conflict 

of interest, as appropriate; 
5. Learning goal (purpose), objectives, and content; 
6. Instructional strategies, delivery methods, learner feedback mechanism, and resources to be 

used; 
7. Methods or process used to verify participation; 
8. Notice to learners identifying how successful completion will be measured; 
9. Marketing and promotional materials; 
10. Division of responsibilities among co-providers, if any; 
11. Means of ensuring content integrity with sponsorship or commercial support, if any; 
12. The written commercial support agreement for any activity receiving commercial support; 
13. The signed co-provider agreement, if applicable. 

 
Implementation: 
1. Title, location, and date of the educational activity; 
2. All evaluation tools used, including a summative evaluation; 
3. Participant names and unique identifying information (e.g. an automatically generated 

number, a password code, an address, etc.); 
4. Sample certificate of completion; 
5. Number of contact hours associated with official accreditation statement awarded to 

individual participants; 
6. Documentation of the verbal provision of required disclosures. 

 

NYSNA/ANCC Operational Requirements 

 
The applicant for the activity must: 
 

1. Comply with all applicable local, regional, state, or national laws and regulations and will 

operate in an ethical manner, adhering to all reasonable ethical expectations in its provision of 

continuing nursing education and in its business practices. 

 

2. Use ANCC Commission on Accreditation educational design criterion as provided by the 

New York State Nurses Association to plan, implement, and evaluate all continuing education 

activities. 
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3. Maintain responsibility for the following when/if activities are co-provided: 

a. Determination of objectives and content 

b. Selection of presenters/content specialists 

c. Awarding of contact hours 

d. Record keeping 

e. Evaluation 

f. Management of any sponsorship or commercial support 

 

4. Maintain records for each activity for six years in a secure and confidential manner and 

include the following essential information: 

A.    For each individual activity: 

a. Title of the educational activity 

b. Number of contact hours awarded 

c. Names, titles, and expertise of persons responsible for planning the educational 

activity and presenters/content specialists 

d. Description of the needs assessment 

e. Description of the target audience 

f. Location(s) and date(s) of the activity 

g. Names and a unique identifier of participants (e.g. employee number, registration 

number, e-mail address, etc.), and the number of contact hours awarded to each 

h. Purpose statement that includes identifying the gap in knowledge, skills, and practice 

which the activity is designed to address 

i. Objectives, content outline, and timeframe 

j. Teaching/learning strategies, including resources, materials, delivery methods, and 

learner feedback 

k. Process to verify completion of the educational activity, the requirements for 

successful completion, and how learners were informed of these requirements prior to 

the start of the activity 

l. Sample of the certificate awarded to participants 

m. Copy of the evaluation tool(s), including a summative evaluation 

n. Copy of the marketing materials 

o. Documentation of how co-provider responsibilities were maintained (if applicable) 

p. Declaration of vested interest of faculty 

q. Documentation of how program integrity was maintained for educational activity 

receiving commercial support, including sponsorship agreements 

2. Any changes made during the providerôs approval period 
 

5. Verify participation and requirements for successful completion of the CNE activity, and 
identify how learners are informed of these expectations prior to the activity. 
 

6. Provide participants who successfully complete the CNE activity with written verification of 
completion which includes the following: 
a. Name of learner. 
b. Number of contact hours awarded. 
c. Name and address of the provider of the CNE activity. 
d. The title and date of the CNE activity. 
e. Official approval statement:  
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This continuing nursing education activity was approved by the New York State Nurses 
Association, an accredited approver by the American Nurses Credentialing Centerôs 
Commission on Accreditation.  
 
The accreditation statement should be separated from all other statements, 
including those referring to contact hours, approval codes, or ANCC, by a line 
space. 
 

7. Enduring materials must include a statement that explains how long contact hours will be 

awarded for the activity.  The statement must appear on the title page, the educational 

materials, and on all advertising materials.   

 

a. Enduring materials are printed, recorded, or computer assisted instructional materials 

that may be used over time at various locations, which constitute a planned 

continuing nursing activity.  Examples of such materials for independent learning 

include: programmed texts, audio materials, video materials, computer assisted 

learning materials which are used alone or in combination with printed or written 

materials (ACCME, 2005 as cited in ANCC Application Manual, 2009) 
 

8. Maintain timely communication with NYSNA by providing any reports requested. 
 

9. Use appropriate language for the activity approval on all communications, marketing 
materials and certificates of attendance. 
 

10. Implement the ANCC Commission on Accreditation system of awarding credit: 
a. The appropriate measure of credit is the 60 minute contact hour. 

b. A contact hour is 60 minutes of an organized learning activity, which is either a 

didactic or clinical experience. 

c. CNE activities for classroom presentations must consist of at least 30 minutes (0.5 

contact hours) in order to be eligible for review. Independent study activities, such as 

reading an article, can be awarded less than 0.5 contact hours if accompanied by a 

reasonable justification, such as pilot study results or word count. 

d. Fractions or portions of the 60 minute hour should be calculated. Contact hours may 

be rounded down to the nearest hundredth or rounded down to the nearest tenth.  

They cannot be rounded up.  For example, an activity 280 minutes long would receive 

4.66 contact hours (rounded down to the nearest hundredth) or 4.6 contact hours 

(rounded down to the nearest tenth), not 4.7.   

e. Registration, welcome, introductions, orientation, breaks and viewing of exhibits are 

not included in the calculation of contact hours. Evaluation is considered part of the 

learning activity and should be included in the calculation of contact hours. When 

calculating hours, include any pre- and post-tests, practice, discussion, Q & A and 

evaluation.  

f. To calculate the number of contact hours, add the total number of minutes of allowed 

time and divide by 60. 
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Example: 
8:00 - 8:10 Welcome & Introduction 10 minutes (not applicable) 
8:10 - 8:30 Pre-test 20 minutes 
8:30 - 9:00 Talk #1 30 minutes 
9:00 - 9:30 Discussion 30 minutes 
9:30 - 10:20 Talk #2 50 minutes 
10:20 - 10:35 Break 15 minutes (not applicable) 
10:35 - 11:25 Supervised Practice 50 minutes 
11:25 - 12:25 Lunch & Exhibits 60 minutes (not applicable) 
12:25 - 2:05  Panel Discussion 100 minutes 
2:05 - 2:20 Break 15 minutes (not applicable) 
2:20 - 3:10  Talk #3 50 minutes 
3:10 - 3:25 Questions & Answers 15 minutes 
3:25 - 3:40 Evaluation  15 minutes            
          

                            360 minutes divided by 60 
             = 6 Contact Hours 
 

11. To ensure that all continuing nursing education activities are free from bias, all presenters 

must declare any vested interest. 

 

a. The agency or organization must have a mechanism to identify and resolve all 

conflicts of interest prior to offering the educational activity. 

b. Learners must be informed of the presence, as well as the absence of relevant 

financial, professional, or personal relationships on the part of those in a position to 

control the content of the educational activity. 

              

12. Commercial support, exhibits, or the presentation of research conducted by a commercial 

company shall not influence the design and scientific objectivity of any educational activity.  

Commercially-supplied funds for an educational activity that are given in the form of an 

educational grant or in-kind assistance shall be acknowledged in the brochures and/or printed 

material for the continuing education activity.  

 

1. 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 in-kind arrangements) between the commercial supporter 

and the provider or presenters. 

2. The Approved Provider Unit [or activity provider] will maintain a signed Commercial 

Support Agreement that documents the terms, conditions, and purposes of the 

commercial support.  The Agreement will be signed by both the Approved Provider 

[activity provider] and by the commercial entity. 

3. 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 any printed 

materials/brochures. 

4. Arrangements for commercial exhibits will not influence the planning of or interfere with 

the presentation of educational activities. 

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

activities. 
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6. Educational activities are distinguished as separate from endorsement of commercial 

products.  When commercial products are displayed, participants will be advised that 

approved status refers only to its continuing nursing education activities and does not 

imply ANCC Commission on Accreditation or New York State Nurses Association 

endorsement of any commercial product. 

7. Educational activities that present research conducted by commercial companies will be 

designed and presented with scientific objectivity. 

8. Learners will be informed of any off-label use of a commercial product that is presented 

in educational activities. 
 

Completing the Educational Activity Application  
 
Use the form labeled "Education Activity Application." Be sure to completely fill in all information 
requested at the top of the form.  As updates or revisions to these forms do occur, applicants 
should access the web site to assure use of the most recent version. The material submitted to 
NYSNA must be typed in the format provided.  Attach completed, signed Biographical 
Data/Disclosure of Vested Interests forms for ALL  the planners and the faculty. These forms must 
include a handwritten, scanned, faxed, or digitally verified signature (identifies and authenticates); 
typed names are not accepted. 
 
Do not send CVs or resumes. 
 

Cover Sheet: 
This section includes title of the event, date to be presented, applicant name, and contact hours 

requested.  

 

The date of the activity must be in the future since retroactive approval will not be granted. If you 

are not certain of the date, state when it might be scheduled in the future. (For example, to be 

scheduled once approval received, or to be scheduled after ñxò date [in future].) 

 

Generally, the applicant name is the name of an organization, not necessarily the name of the person 

submitting the application. The applicant name as listed on the cover sheet of the application will be 

the same name that is listed as the provider of the activity on the certificate and advertising. 

 

Submit the title, date of the event(s), number of contact hours requested and the organization/ 

individual/facility requesting approval. 

 

A. Human Resources 

1.   A person (not required to be a nurse) is identified to be administratively responsible for 

the CE activity.  

 

Applicant must submit name and credentials of the person administratively responsible 

for the CE activity. 

 

2.   A minimum of two registered nurses, one who has at least a baccalaureate or higher 

degree in nursing, is involved in the planning process. 
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It is expected that nurses will be involved in planning CNE. Planning may occur in face-

to-face meetings, by e-mail, conference call, fax or correspondence. Multidisciplinary 

activities may have planning committees with representatives of each discipline. The RN 

with a minimum of a baccalaureate in nursing on the planning committee may also serve 

as the person administratively responsible for the activity. (If this is the case, the person 

must also be listed under the planning committee). 

  

Provide the name, degrees, and credentials along with a  signed Biographical 

Data/Disclosure of Vested Interests form which identifies professional qualifications, 

including education or experience in the field of Education and adult learning principles 

(for at least one member of the Planning Committee) for each person involved in 

planning the activity. The members of the Planning Committee should represent the 

following areas:  target audience, content expertise, and responsibility to adhering to 

NYSNA/ANCC educational Criteria. 

 

If a vested interest exists, information about how this conflict will be addressed and 

communicated to participants must be included on the form and in the application. The 

planners and the presenters must disclose to the participants, the presence or absence of 

personal, professional, or financial vested interests related to the particular educational 

activity.  

 

The following information is provided by the ANCC Commission on Accreditation for consideration 

when making decisions related to vested interests: 
 

Table 4.  Decision Making Guide 
 

 

Some questions to ask yourself: 

 Does engaging in this action make me uncomfortable?  
o If yes, then DONôT 

o If no, then continue to consider it 

 Might my actions be reasonably misinterpreted negatively?  

o If yes, then DONôT 

o If no, then continue to consider it 

 Is there a potential that learners MIGHT consider my actions to cause or allow bias to 

enter into the continuing education?  

o If yes, then DONôT 

o If no, then continue to consider it 

 Might my actions óopen a doorô or provide a potential for bias or a mixing of promotion 

with education to enter into the learning?  

o If yes, then DONôT 

o If no, then continue to consider it 

 If the action in question is pursued, might some potential learners avoid the continuing 

education activity?  

o If yes, then DONôT 

o If no, then continue to consider     -  continued - 
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B. Target Audience and Needs Assessment 
 

1.  The target audience for the activity is identified.   
     

     .  Applicant must identify the target audience for the activity. It must include registered 
nurses, but may include other healthcare professionals. 

 
2.  Identify the type of needs assessment used to determine the learnersô needs.

  
Applicant must describe and/or check the best description of how the need for this CNE 
activity was assessed. 

 
 C. CNE Activity Overview  
 

1. Indicate whether the activity is live or enduring.  Enduring versions of live activities, 

e.g. an archived version of a live webinar, should be submitted as separate 

applications.   

 

Enduring activities are defined by the ANCC (2009) as, a non-live activity that 

óenduresô over time.  Examples of enduring materials include programmed texts, audio 

tapes, videotapes, monograph, or computer-assisted learning materials which are used 

alone or with printed or written materials.  Enduring materials can also be delivered 

over the internet.  The learning experience by the nurse can take place at any time in 

any place, rather than only at one time, one place, like a live activity. 
 

2. Purpose 
 
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.   

 Might my actions assist in establishing a framework for actions, relationships, etc. that 

could impact the continuing education activities?  

o If yes, then DONôT 

o If no, then continue to consider 

 If I had to answer questions posed by the Congressional Investigation Committee about 

the impact of my actions on the learning activity (in terms of bias or conflict of interest), 

would I be concerned about their perception and response?  

o If yes, then DONôT 

o If no, then continue to consider 

 Does the supporter directly or indirectly have an opportunity to influence WHO the 

activity will be provided to? HOW it will be provided? WHEN it will be provided?  

o If yes, then DONôT 

o If no, then continue to consider 

From:  http://www.nursecredentialing.org/ContinuingEducation/Accreditation/How-to-

Apply/CommercialSupport/DecisionMakingGuide.aspx 

http://www.nursecredentialing.org/ContinuingEducation/Accreditation/How-to-Apply/CommercialSupport/DecisionMakingGuide.aspx
http://www.nursecredentialing.org/ContinuingEducation/Accreditation/How-to-Apply/CommercialSupport/DecisionMakingGuide.aspx
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Minimally, a purpose statement should answer: 

 Who is the activity intended for? 

 What knowledge, skills, or attitude will be addressed? 

 How will nurses or clients benefit from this activity? 
 

3. Objectives (please use the Educational Activity Overview table to document the learner 
objectives, content, timeframe, presenters, and teaching methods). 
 

  Objectives for the CNE activity are stated in behavioral terms that indicate what the 
learners will be able to demonstrate (whether cognitively, affectively, or through 
psychomotor skills), upon completion of the educational activity. 
 
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.  
 
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 two or three per hour. Number each 
objective consecutively. 
 
Applicant must state objectives in behavioral terms. Objectives must use behavioral 
verbs that are consistent with the teaching method being employed, be stated from the 
standpoint of the learner, and complete the statement: "At the end of this activity, the 
learner will be able to ..." 

 
4. 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. 

 

For Example Objective Content 

Incorrect 
1. Analyze six case studies 
for potential abuse 
situations. 

1. Case studies 

Correct 
1. Manage potential elder, 
adult, and child abuse 
situations. 

1. Abuse Situations 
Elder abuse 

The scenario 
Clues 
Interventions 
Legal issues 
Resources  

Adult abuse 
The scenario 
Clues 
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Interventions 
Legal issues 
Resources 

Child abuse 
The scenario 
Clues 
Interventions 
Legal issues 
Resources 

 

 
 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. 

 
5. Time Frame 
 
 Time allotted for the activity is consistent with the objectives and appropriate for the 

content being presented.  The learning 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. 

 
 6. 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 on which 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? Why has this person been selected to present on this topic?"  

 
 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 the presence or absence of vested interest related to the 

CNE activity.  Information regarding the presence or absence of vested interests, 

including any necessary resolutions, will be addressed and communicated to participants.  

This information must be must be included on the signed Disclosure of Vested Interests 

form and in the application.   
 

 7. 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 enable the participants to achieve the educational objectives 

should be used.  The behavioral verbs included in the learner objectives determine the 
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teaching strategies and learning activities to be used.  For example, a learning objective 

that requires the learner to successfully demonstrate a psychomotor skill should include 

demonstration, return demonstration, simulation, or role play. An objective that requires 

a learner to describe a process would include discussion, question and answer, or student 

presentation. 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, references, etc. 
  

The participants must be informed, either before the activity (through advertising or 

during registration) or at the beginning of the activity, of: the requirements for successful 

completion, the presence or absence of any vested interests on the part of the planners or 

presenters, how any relevant conflicts of interest were resolved, any financial or in-kind 

health care commercial support, the fact that the awarding of contact hours for the 

educational activity does not represent an endorsement of any products, any off-label 

uses under discussion, and the date until which contact hours will be awarded (if an 

enduring activity). 
 

 D. Presenters/Content Specialists 
 

Applicant must list the faculty names, degrees and credentials and use the required format to 
list the faculty person(s) for each topic or content area. Submit completed signed vested 
interest biographical data forms for each presenter or content specialist. 

 
Vested Interest:  To ensure that continuing nursing education activities are free from bias, 
all presenters must disclose the presence or absence of personal, profession, or financial 
interests related to the specific activity they are involved in.  The presentersô declarations of 
vested interests or lack thereof must be shared with the learners. 
 
The vested interests of the faculty must be indicated on the Disclosure of Vested Interests 

form and the faculty and the activity applicant must identify how that information will be 

disclosed to the learners. If a presenter discloses a personal, professional, or financial vested 

interest, the activity applicant must indicate how this potential conflict will be resolved prior 

to the activity presentation. 
 

 E. Co-providership 
 
  Co-providership is when two or more organizations work together from the beginning, to 

plan, develop, and implement an educational activity.  One of the organizations must assume 
full  responsibility for the CNE application and the obligations associated with it.  It is 
important to clearly define the roles of each group prior to presenting the CNE activity. 

   
  Commercial interests may not co-provide continuing nursing education that awards 

contact hours. 
 

 When an educational activity is co-provided, a written agreement should be created between 
the applying organization (referred to as the provider) and co-providers which states that you, 
the applying organization will be responsible for: 

 
  1. Determination of objectives and content 
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 2.  Selection of faculty 
   3. Awarding of contact hours 
   4. Recording keeping 
   5. Evaluation 
   6.   Management of commercial support 
 

 The Nurse Planner from the applying organization must be the person responsible for 
assuring that NYSNA/ANCC criteria are used to plan, develop, and implement the activity.  

 
 When co-providing, 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 co-providership agreement 
confirms these arrangements.  A sample Co-providership Agreement can be found on the 
nysna.org website at: http://www.nysna.org/ce/approval.html#misc. 
 

 If the event is co-provided, the applicant must complete the necessary spaces on the 
application form to indicate the activity will be co-provided and submit the signed co-
providership agreement.  

     
F. Commercial Support 

  

 Commercial support is defined by the ANCC (2009) as money or in-kind services that are 

received from commercial interests. Commercial interests are defined as any entity 

producing, marketing, re-selling, or distributing health care goods or services that are 

consumed by or used on, patients.  Exceptions are made for non-profit or government 

organizations, for organizations that provide services directly to patients, and for non-health 

care companies. 

  

 In the event that any form of commercial support is provided for a CNE activity, the provider 

will maintain control of the educational content and disclose to the learners that commercial 

support has been received for the activity.  The learners must have an opportunity to 

indicate whether they were informed of vested interests or lack thereof, of the planners 

and presenters.   This question is often included on the evaluation tool (see a sample at 

http://www.nysna.org/ce/approval.html#misc). 

 

 Disclosures regarding the presence or absence of commercial support must be made on the 

advertising and during the registration process, to allow prospective participants to make 

their decisions on whether or not to attend or participate, with full knowledge of the 

commercial entities involved. 
 

Applicants will  indicate on the application: how the participants will be informed of the 
presence or absence of commercial support, whether or not there is commercial support for 
the activity and whether it is financial, in-kind, or whether there is support from non-
commercial entities, that all decisions regarding the educational activity were made free 
from commercial influence, and the applicant must provide a signed Commercial Support 
Agreement that identifies the health care commercial interest that is providing the support, 
the terms of that support, and includes the signatures of all parties.   
 

 A sample Commercial Support Agreement can be found on the nysna.org website at: 
http://www.nysna.org/ce/approval.html#misc 
 

http://www.nysna.org/ce/approval.html%23misc
http://www.nysna.org/ce/approval.html%23misc
http://www.nysna.org/ce/approval.html%23misc
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The commercial activities must be separated, both physically and intellectually, from all educational 

activities. 

 

The information in the table below is provided by the ANCC Commission on Accreditation for 

consideration when making decisions related to commercial support. 
 

Table 6. Decision 'Tree' Relative to Commercial Support, Bias, and Separation of Promotion from 

Education (From http://www.nursecredentialing.org/ContinuingEducation/Accreditation/How-to-

Apply/CommercialSupport/DecisionTree.aspx) 

Do a significant number of the learners indicate a perceived bias? 

 YES ï STOP  

 NO ï keep asking questions (see below) 

 

Commercial Interest  

Does the entity produce health care goods or services? 

 NO ï the entity is NOT recognized by ANCC as an entity with a commercial interest  

 YES Ź 
Is the entity a non-profit entity? 

 YES ï the entity is NOT recognized by ANCC as an entity with a commercial interest  

 NO Ź 
Is the entity a government organization? 

 YES ï the entity is NOT recognized by ANCC as an entity with a commercial interest  

 NO ï the entity IS recognized by ANCC as an entity with a commercial interest 

 

Commercial Support 
Does the support come from an entity with a commercial interest (see above)? 

 NO ï Support provided (financial or in-kind contributions) is not considered ñcommercial 

supportò  

 YES ï The support IS commercial support and must be given with the full knowledge and 

approval of the provider. Commercial support guidelines apply fully. 

 

Separating Promotion from Education 

 

Is the provider of support specifically mentioned or referred to (verbally or visually) within the 

content of, or presentation of, the CNE activity? (This excludes the initial acknowledgement of 

support.) 

 NO ï okay  

 YES Ź 
Are a significant number of similar products or services from providers other than the supporter of the 

CNE also mentioned? 

 YES ï keep asking questions (see below)  

 NO Ź 
Is this organization the only organization that produces or provides this product or service? 

 YES ï keep asking questions (see below)  

 NO ï STOP, separation has been breached. 

Is there promotion of the products or services of the provider of support for the CNE occurring within 

the visual or auditory fields of the learner? 

 YES ï STOP, separation has been breached  

 NOŹ 
Was exposure to promotion required for the learner to reach the CNE location? 

 YES ï STOP, separation has been breached  

 NO ï okay. 

http://www.nursecredentialing.org/ContinuingEducation/Accreditation/How-to-Apply/CommercialSupport/DecisionTree.aspx
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G. Evaluation 
 
  There is a clearly defined method for evaluating the activity. 

 
1. For independent study activities (enduring activities):  Describe how the effectiveness of 

the independent study was evaluated, the results of the evaluations, and the changes 
made based on that evaluation.  (Prior to the release to the target audience, there must 
be a method of documenting the effectiveness of the independent study in meeting 
objectives. This can be accomplished through a pilot study, review by experts, evaluation 
of degree of difficulty of material, etc.) 

 
2. The evaluation tool for an enduring activity will include (minimally), the learner 

satisfaction at the: 
a. Achievement of the objectives 
b. Effectiveness of the teaching method 
c. Whether the activity was fair, unbiased and free of commercial bias 
d. Amount of time needed to complete the activity 

 
3. The evaluation tool for classroom activities will include (minimally), the learner 

satisfaction at the: 
a. Achievement of the objectives 
b. Teaching effectiveness of EACH individual faculty member/presenter 
c. Whether the activity was fair, unbiased and free of commercial bias 
 
Levels of evaluation include: 
o Learner Satisfaction (a summative evaluation) is required for all activities. 

o Knowledge Enhancement (accomplished with a graded post-test or with knowledge-

based questions added onto the learner satisfaction evaluation tool).  

o Skill and Attitude Change (accomplished through return demonstration, observation 

of skill or attitude change, or a question included on the learner satisfaction 

evaluation tool that asks the participants to report how their attitude was changed). 

o Change in Practice (accomplished through longitudinal assessment of practice or 

through a question included on the learner satisfaction evaluation tool that asks the 

participants to report how their practice will change as a result of the education). 

o Relationship of the practice change to quality of service (accomplished through 

longitudinal assessment of indicators that reflect the practice change). 
 
Applicants are encouraged to evaluate educational activities at levels that are in addition 
to learner satisfaction (which is required of all activities). 
 

4. 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 participant 
input. 

 
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, a clearly defined method of evaluation should be 
developed as part of the planning process.  
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5. Feedback must be provided to the learner.

Applicant must check the best description of and/or describe the method used to evaluate 
the event. 
 
Applicant must submit a copy of the learner evaluation instrument with each copy of the 
application.  Each faculty member must be evaluated individually. Overall achievement 
of the objectives must also be evaluated. 
 
Applicant must check the best description of and/or describe how evaluation data will be 
used. 
 
Applicant must check the best description of and/or describe how feedback will be 
provided to the learner. 

 
H. Verifying Participation and Successful Completion 
 

1. Criteria for verifying participation and successful completion of the learning activity and 
how learners are informed are specified. 

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

of the overall planning of the activity. CNE 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.  
 
Verification of participation may be achieved by a variety of methods, for example, sign-
in sheets, computer log-in, or return of evaluation tools.   
 
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. 

 
Applicant must identify criteria for verifying participation and successful completion of 
the learning activity and how learners will be informed of these criteria. 

 
2. Participants will receive written verification/certificate which includes the following: 

a. Name of the learner 
b. Number of contact hours awarded 
c. Name and address of the sponsor of the CNE activity 
d. Title and date of the CNE activity 
e. Official approval statement: 
 

This continuing nursing education activity was approved by the New York State 
Nurses Association, an accredited approver by the American Nurses Credentialing 
Center's Commission on Accreditation.  

 

It has been assigned approval code ___________ (NYSNA-assigned approval code). 
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The accreditation statement should be separated from all other statements, 
including those referring to contact hours, approval codes, or ANCC by a line 
space. 

 

Enduring Activities   

All enduring materials, with the exception of the Certificate of Attendance, must 

identify the date until which contact hours will be awarded.  This date must be 

included on all marketing and on all educational materials. 
 
Applicants must submit a completed sample of the verification form/certificate that 
will be awarded to the participants with each copy of the application. If contact hours 
will be awarded for partial attendance, a sample certificate of attendance for this 
variation must also be submitted. 

 
I. Record Keeping System 
 

1. Records must be kept for the continuing nursing education activity. 

 

 Applicant must submit a written statement of the commitment to maintain the 

 above-stated records.  

 

 Records are kept for six years and are available only to authorized individuals.  

 

An organization may determine how confidential records are maintained and handled 

and which personnel have access to the records. Mechanisms should be in place for 

systematic, easy retrieval of information by authorized individuals.

Applicant must describe the record keeping and storage system, including retention of 

records, confidentiality, filing, storage and retrieval of records. 

 

2. Applicants must establish and maintain a record storage system that assures 

confidentiality and easy retrieval of records by authorized individuals. 

 

J. 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 method used to 

determine the number of contact hours to be awarded needs to be described. For example for 

an enduring activity, you might answer the following questions: Was a pilot study done? 

Was peer review 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 ñxò amount of time to complete it?) Is 

complexity of the content and data determined? If yes, how? 

 

If it is a live presentation, an agenda or schedule identifying the amount of time spent on 

each section of the CNE activity can be used to determine contact hours. The time spent on 

welcome, introductions, pre/post tests, breaks, and evaluation needs to be clearly and 

separately stated. Welcomes, introductions, breaks and exhibits are not included in the 

calculation of contact hours. However, an overview of the objectives/purpose can be 
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included. The topic, pre/post-tests, demonstration/return demonstration, and evaluation are 

included in the calculation of contact hours. The time allotted must support the number of 

objectives. If the CNE activity is presented more than once in its entirety, a second schedule 

does not need to be submitted. 

 

The appropriate measure of calculation 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. 

For example, 120 minutes of learning experience equals 2 contact hours.  The minimum 

number of contact hours to be awarded is 0.5 (30 minutes).    

 

Contact hours may be rounded down to the nearest hundredth or rounded down to the nearest 

tenth.  They cannot be rounded up.  For example, an activity 280 minutes long would receive 

4.66 contact hours (rounded down to the nearest hundredth) or 4.6 contact hours (rounded 

down to the nearest tenth), not 4.7.  Evaluation is considered part of the learning activity and 

should be included in the calculation of contact hours. 

 

Enduring versions of live activities, a recording of a live presentation or an archived version 

of a live webinar for example, should not automatically be awarded the same amount of 

contact hours as the live activity.  Some material is better suited to live or to enduring 

formats, learners may need to rewind or fast-forward recordings in order to best achieve their 

learner objectives.  If a word count/complexity calculation like the Mergener (1991) formula 

is used to determine the number of contact hours, it is also recommended that pilot studies 

and an analysis of historical data (once available) be conducted to ensure the appropriateness 

of the contact hours awarded (De Muth and Hanson, 2007). 

 

All enduring activities must include a discussion of how the effectiveness and how the 

number of requested contact hours were determined. 

 

Applicant must clearly describe the method used to determine the contact hours to be 

awarded.  If the activity is a live presentation, applicant must submit a copy of the schedule. 

 

K.  Advertising 

  

Advertising material includes any method of announcing an educational event. This may 

include a brochure, flyer, bulletin board announcement, newsletter, memo, e-mail or website. 

This material must be submitted with the application. If advertising is provided on a website, 

include information on where and how to find it. Also, include a screen image of the website 

advertising. The advertising material may be the completed copy or a mock-up of the final 

material. If a mock-up of the advertising material was sent with the application, the final 

copy of the advertising material must be submitted as soon as it is printed.   

 

The advertising materials must include: an identification of the target audience, the overall 

goals of the educational activity, the learner objectives (if there are too many learner 

objectives to include on printed material, prospective participants may be directed to a 

contact person or to a website for the information), and disclosures related to the presence or 

absence of commercial support.  It is also recommended that the advertising include the 

participantsô requirements for successful completion, i.e. what they will need to do in order 
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to receive their contact hours.  For enduring activities, the advertising should also include the 

date until which contact hours will be awarded for the activity. 

 

If a discussion of contact hours, NYSNA, or ANCC is included in the advertising, the 

following must also be included: 
 

 

If the activity has not been approved:   
 

This continuing nursing education activity has been submitted to the New York State Nurses 

Association for approval to award contact hours.  The New York State Nurses Association is 

accredited as an approver of continuing nursing education by the American Nurses 

Credentialing Centerôs Commission on Accreditation. 

 

If the activity has been approved: 

 

This continuing nursing education activity was approved by the New York State Nurses 

Association, an accredited approver by the American Nurses Credentialing Centerôs 

Commission on Accreditation. 

 

The accreditation statement should be separated from all other statements, including 

those referring to contact hours, approval codes, or ANCC, by a line space. 

 

 

Applicant must submit a copy of the advertising material even if reference to contact hours 

will not be included on the advertising. 
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V.  Criter ia for Approval as a Provider of Continuing Nursing Education 
  
Approval as a Provider is recognition of an organization's capacity to award contact hours for continuing 

nursing education (CNE) activities, planned, implemented and evaluated by the Approved Provider. The 

Approved Provider may offer an unlimited number of CNE activities, planned and implemented by its 

provider unit, during the approval period. Before applying for Provider Approval, an applicant must 

meet the eligibility requirements and demonstrate knowledge of the criteria and requirements in this 

manual. 
 
Eligibility  
 
Per the ANCC (2009), an entity may apply to be an Approved Provider Unit if: 
 

 The entity has the authority to be administratively and operationally responsible for 

coordinating all aspects of continuing nursing education activities; 

 The entity has been in operation , i.e. functioning under the relevant NYSNA/ANCC criteria 

with all key personnel in place, for at least six months and has planned, implemented, and 

evaluated at least three educational activities with the direct involvement of a Lead Nurse 

Planner that meet the NYSNA/ANCC requirements, and that were at least one hour (sixty 

minutes) long; 

 The entity has not targeted more than 50% of its educational activities in the past year to 

nurses in multiple HHS regions (states that are contiguous to the applicantôs home region are 

allowable and are not considered an additional region).  Please review the HHS regions at 

www.hhs.gov/about/regions/ 

o If your organization targets greater than 50% of your activities to nurses in multiple 

regions (e.g. you offer only online educational activities to a nation-wide audience), 

you may apply to NYSNA for contact hour approval for each individual educational 

activity, or you may apply to the ANCC to become an Accredited Provider; 

 The entity is not a health care commercial interest; 

 The entity is a single-focused organization devoted to offering continuing nursing education 

or is a distinct, separately identified unit within a complex, multi-focused organization. 

 

A. Directions:  Three typed copies of the entire package must be submitted. Each package will 

consist of information submitted on the provider form labeled "APPLICATION FOR 

APPROVAL AS A PROVIDER OF CONTINUING NURSING EDUCATION," copies of the 

required attachments, and three different educational activities offered within the past two years 

that meet the NYSNA/ANCC criteria.   

 

Information should be organized in accordance with the outline presented on the application, 

with sections clearly titled and divided, pages numbered and a table of contents provided.  Be 

sure to follow the outline and complete all sections. Applications must be secured and typed.  

Please do not use heavy binders. 
 
 B.  Approval Period:  The approval period for an Approved Provider Unit is three years.  

 

 C.  Fee: as indicated on the application. 

 

  

 

 

www.hhs.gov/about/regions/
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 D.  Demographic Data 

 Information will be submitted on pertinent demographics of the organization, such as name, 

address, and contact person 

 

 Submit provider demographic data as requested on page 1 of the provider application form.  

 
Completing the Provider Application Form  
 
Use the application labeled ñApplication for Provider Approval.ò  Be sure to completely fill in all 
information requested.  The material submitted to NYSNA must be typed in the format provided. 
 
 Approved Provider Unit Criterion 1 ï Mission Statement 
 
  Key Elements: 
 

1. Mission Statement: Beliefs and goals of the provider unit are relevant and appropriate to 

prospective learners.  Operational requirements specified by NYSNA are incorporated 

into the functions of the approved provider unit.  

 

   Required Evidence 

  a. Describe the provider unit (and parent organization, if applicable). 

 Describe the type of entity, the size, the geographical range, the target audience, 

content areas of education provided, and the types of educational activities 

offered. 

 If the provider unit is part of a larger organization, explain how the provider unit 

ñfitsò within the parent organization.  

 

b. State the goals of the provider unit and, if applicable, describe the linkage with the 

parent organization. 

 Submit the goals of the provider unit. Be sure to clearly link the goals with needs 

assessment of the target audience and also with the goals of the parent 

organization, if applicable.  

 Identify the expected outcomes, i.e. changes in the knowledge, skills, or attitudes 

of the participants; or changes in patient outcomes, and how those 

outcomes/changes will be measured. 

 If the provider unit is part of a larger organization, explain how the goals of the 

provider unit are congruent with those of the whole organization. 

 Review the ANA Nursing Professional Development: Scope and Standards of 

practice (2010) to be sure your provider unit is incorporating these guidelines in 

both its goals and its functions. 

    

   2.  Scope and Administrative Support: Organizational structures and lines of authority 

support the operations of the provider unit.  

   

        Required Evidence 

 a.   Identify the Provider Unitôs lines of authority and organizational structure. 

 Submit an organizational chart, or other format that shows the linkages within the 

provider unit and clearly shows how the provider unit is organized. 
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 The organizational chart should represent the relationships within the provider 

unit, and if part of a larger organization, the relationship of the provider unit to 

the rest of the organization. 

 The organizational chart should include the name and credentials of the 

individual in each position that is identified. 

  

Approved Provider Unit Criterion 2 ï Educational Design 

 

  Key Elements: 

 

1. Assessment of Learner Needs:  Continuing nursing education activities are developed 

in response to the needs of the provider unitôs target audience, as associated with the 

Mission Statement. 

  

 Required Evidence: 

 a.   Describe the following activity planning processes: 

 Needs assessment 

 Determination of the specific target audience 

 Development of learner objectives, content, and of teaching methods/learning 

activities, in response to the needs assessment 

 Describe the role of the provider unit Nurse Planners and other key personnel. 

 

2. Qualified Planners and Faculty:  Each educational activity is planned collaboratively 

by at least one designated Nurse Planner and one other planner.  The provider unitôs 

Nurse Planner must hold a baccalaureate degree in nursing, or a higher degree in nursing.  

The Nurse Planner must also have education or experience in the field of Education and 

in adult learning principles.  Each Planning Committee must include representatives of 

the target audience, content experts, and individuals responsible for adhering to the 

NYSNA/ANCC criteria.  The Planning Committee must assure the qualifications of the 

faculty are appropriate and adequate. 

 

   Required Evidence 

   a.   Identify the Human Resources: 

 Identify the provider unit Nurse Planners and all other personnel involved in the 

provider unit 

 Document the educational and/or content expertise of the Nurse Planners and for 

each activity, document the educational and content expertise of the collaborating 

planners and of the faculty. 

 Provide position descriptions of the Nurse Planners and of all the personnel 

involved in the provider unit. 

 Describe how the Lead Nurse Planner keeps all Nurse Planners up-to-date on the 

requirements of the provider unit and of the NYSNA/ANCC criteria. 

 Identify how the Planning Committees identify the qualifications of faculty and 

how they ensure that those qualifications are met. 

 

3. Effective Design Principles:  Each activity is developed with: 

a. An identified learning goal (purpose) and learner objectives that are appropriate 

for the target audience; 
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b. Identified gaps in knowledge, skills, attitudes, and practice (derived from the 

needs assessment) which the education is designed to address; 

c. Content that is congruent with the goal/purpose and with the learner objectives; 

d. Teaching and learning strategies are consistent with the educational objectives 

and content; 

e. Criteria for successful completion are consistent with the goal/purpose, the 

learners objectives, the content, and the teaching/learning strategies; 

f. A method for verifying participation. 

 

Required Evidence: 

a.   Each activity has: 

 a description of the goal/purpose 

 the identified gap that is being addressed 

 a description of the learner objectives, the content, and the teaching and learning 

strategies (including resources, delivery methods, and learner feedback 

mechanisms). 

 

4. Disclosures Provided to Activity Participants:  Participants will receive the following 

information regarding each activity (if verbal disclosures are made, a written attestation 

by a participant that the disclosure occurred, should be kept with the educational activity 

file): 

a. Notice of requirements for successful completion 

b. Conflicts of interest 

c. Disclosures of relevant financial relationships and resolution of conflicts 

d. Commercial support 

e. Awarding of contact hours does not represent endorsement of products 

f. Off-label use 

g. Date until which contact hours will be awarded for enduring activities 

 

Required Evidence: 

a.   Provide promotional materials, letters, agendas, written disclosures, policies on 

resolving planner and presenter conflict of interest, and descriptions of methods by which 

participants were informed of the above information. 

 

5. Requirements of the Appr oved Provider Unit 
 

Requirements must be implemented by an Approved Provider throughout the period of 

approval.  Adherence to the operational requirements is assessed through the application 

and through the Annual Reports, as well as through any site visits that may occur. 

 

Approved Providers will: 

 

1. Comply with all applicable local, regional, state, or national laws and regulations and 

will operate in an ethical manner, adhering to all reasonable ethical expectations in its 

provision of continuing nursing education and in its business practices. 

 

2. Use ANCC Commission on Accreditation educational design criterion as provided by 

the New York State Nurses Association to plan, implement, and evaluate all 
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continuing education activities. 

 

3. Maintain responsibility for the following when/if activities are co-provided: 

 

a. Determination of objectives and content 

b. Selection of presenters/content specialists 

c. Awarding of contact hours 

d. Record keeping 

e. Evaluation 

f. Management of any sponsorship or commercial support 

 

4. Maintain records for each activity for six years in a secure and confidential manner 

and include the following essential information: 

 

a.    For each individual activity: 

1) Title of the educational activity 

2) Number of contact hours awarded 

3) Names, titles, and expertise of persons responsible for planning the 

educational activity and presenters/content specialists 

4) Description of the needs assessment 

5) Description of the target audience 

6) Location(s) and date(s) of the activity 

7) Names and a unique identifier of participants (e.g. employee number, 

registration number, e-mail address, etc.), and the number of contact hours 

awarded to each 

8) Purpose statement that includes identifying the gap in knowledge, skills, and 

practice which the activity is designed to address 

9) Objectives, content outline, and timeframe 

10) Teaching/learning strategies, including resources, materials, delivery methods, 

and learner feedback 

11) Process to verify completion of the educational activity, the requirements for 

successful completion, and how learners were informed of these requirements 

prior to the start of the activity 

12) Sample of the certificate awarded to participants 

13) Copy of the evaluation tool(s), including a summative evaluation 

14) Copy of the marketing materials 

15) Documentation of how co-provider responsibilities were maintained (if 

applicable) 

16) Declaration of vested interest of faculty 

17) Documentation of how program integrity was maintained for educational 

activity receiving commercial support, including sponsorship agreements 

     18) Any changes made during the providerôs approval period. 

 

5. Verify participation and requirements for successful completion of all educational 

activities and identify how learners are informed of these expectations prior to the 

activity. 
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6. Provide participants who successfully complete an educational activity with written 

verification of completion which includes the following: 

 

a. Name of learner 

b. Number of contact hours awarded 

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

d. The title and date of the educational activity 

e. Official accreditation statement: 

 

(Name of Facility/Organization) is an approved provider of continuing nursing education 

by the New York State Nurses Association, an accredited approver by the American 

Nurses Credentialing Centerôs Commission on Accreditation. 

 

It has been assigned code ___________ (Agencyôs individual approval code number). 

 

The above statement must be separated by a line space from any other statement, 

including those referring to contact hours or approval code, other 

accreditations/approvals, or reference to ANCC.   

 

7. Enduring materials must include a statement that explains how long contact hours 

will be awarded for the activity.  The statement must appear on the title page, the 

educational materials, and on all advertising materials.   

 

a. Enduring materials are printed, recorded, or computer assisted instructional 

materials that may be used over time at various locations, which constitute a 

planned continuing nursing activity.  Examples of such materials for independent 

learning include: programmed texts, audio materials, video materials, computer 

assisted learning materials which are used alone or in combination with printed or 

written materials (ACCME, 2005 as cited in ANCC Application Manual, 2009) 

 

8. Maintain timely communication with the New York State Nurses Association by 

providing (at a minimum): 

 

a. Reports of data requested by the New York State Nurses Association 

b. Within 30 days, information about changes in: 

1) Name of Approved Provider Unit 

2) Nurse planner(s) 

3) Name of contact person 

A new biographical data form must be submitted for each new person.  Any 

new nurse planner(s) must also sign this attestation statement and submit a 

copy. 

c.   Information about termination of Approved Provider activities (within 30 days of 

the decision to terminate) 

 

9.  Use appropriate language for the activity approval on all communications, marketing 

materials, and certificates of attendance (see Item 6e above). 

 

10.  Implement the ANCC Commission on Accreditation system of awarding credit: 
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a    The appropriate measure of credit is the 60 minute contact hour. 

b. A contact hour is 60 minutes of an organized learning activity (either a didactic or 

a clinical experience). 

c. The minimum number of contact hours to be awarded is 0.5 (for a 30 minute 

program). 

d. Fractions or portions of the 60 minute hour should be calculated and rounded 

down to the nearest one hundredth.  For example, 170 minutes of learning 

experience equals 2.83 contact hours. 

e. Welcome statements, introductions, breaks, and the viewing of exhibits are 

not included in the calculation of contact hours.  Time for evaluation is 

considered part of the learning activity and may be included in the calculation of 

contact hours. 

 

11.  Provide, but not approve activities.  Providers may only provide activities in which 

the Approved Provider Unit Nurse Planner(s) assume(s) an active role in the entire 

process, from planning through evaluation.  Providers can never approve activities. 

 

12. To ensure that all continuing nursing education activities are free from bias, all 

presenters must declare any vested interest. 

 

a. The Provider Unit must have a mechanism to identify and resolve all conflicts of 

interest prior to offering the educational activity. 

b. Learners must be informed of the presence, as well as the absence of relevant 

financial, professional, or personal relationships on the part of those in a 

position to control the content of the educational activity. 

              

13. Commercial support, exhibits, or the presentation of research conducted by a 

commercial company shall not influence the design and scientific objectivity of any 

educational activity.  Commercially-supplied funds for an educational activity that 

are given in the form of an educational grant or in-kind assistance shall be 

acknowledged in the brochures and/or printed material for the continuing education 

activity.  

 

a. 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 there of) between the 

commercial supporter and the provider or presenters. 

b. The Approved Provider Unit will maintain a signed Commercial Support 

Agreement that documents the terms, conditions, and purposes of the commercial 

support.  The Agreement will be signed by both the Approved Provider and by 

the commercial entity. 

c. 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 any printed 

materials/brochures. 

d. Arrangements for commercial exhibits will not influence the planning of or 

interfere with the presentation of educational activities. 
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e. Learners will be made aware of the nature of all commercial support of all 

educational activities. 

f. Educational activities are distinguished as separate from endorsement of 

commercial products.  When commercial products are displayed, participants will 

be advised that approved status refers only to its continuing nursing education 

activities and does not imply ANCC Commission on Accreditation or New York 

State Nurses Association endorsement of any commercial product. 

g. Educational activities that present research conducted by commercial companies 

will be designed and presented with scientific objectivity. 

h. Learners will be informed of any off-label use of a commercial product that is 

presented in educational activities. 

  

Approved Provider Unit Criterion 3 ï Unit Operations 

 

Key Elements: 

 

1. Nurse Planner:  The Lead Nurse Planner is responsible for ensuring that all Nurse Planners 

are prepared, oriented, and trained to meet the NYSNA/ANCC criteria and they all use the 

same approach and policies that have been established by the provider unit. 

 

Required Evidence: 

 Provide a position description for the provider unit Lead Nurse Planner 

 If there are other Nurse Planners in addition to the Lead Nurse Planner, describe the 

activities of the Lead Nurse Planner that ensure the quality of the other Nurse 

Planners. 

 

2. Resources:  Human, material, and financial resources are available to carry out the 

operations of the provider unit. 

 

Required Evidence: 

 Provide a description of human resources as discussed previously 

 Provide a description of the material resources available to the provider unit 

 Briefly describe the financial resources available to the provider unit 

 Submit a report identifying the amount and frequency of commercial support. 

 

3. Business Practices:  The provider unit must adhere to all regional, state, and national laws 

and regulations and operate the business and management policies of the provider unit, so 

that its obligations are met. 

 

Required Evidence: 

 Provide a signed attestation that the provider unit will adhere to all regional, state, 

and national laws and regulations and operate the business and management policies 

of the provider unit, so that its obligations are met. 
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Approved Provider Unit Criterion 4 ï Provider Unit Evaluation  
 

 Key Elements: 

 

1. Provider Unit Evaluation Process:  The provider unit engages in ongoing evaluation to 

analyze its effectiveness in fulfilling its beliefs, goals, and functions and in providing quality 

continuing nursing education.  The plans and goals for the provider unitôs future 

development are identified and re-evaluated on a regular basis. 

 

Required Evidence: 

 Document the process used and concerns identified, if any. 

 A written evaluation plan should be created that identifies what is evaluated, when 

the evaluation occurs, who participates, the method of evaluation and the results. 

For example: 

 

CATEGORY OF 

EVALUATION  

(WHAT)  

TIME FRAME  

(WHEN) 

EVALUATORS  

(WHO) 

METHOD  

(HOW) 
RESULTS 

Assessment of the 

provider unitôs 

accomplishments in 

relation to achieving 

its goals. 

Annually 

(November) 

Director, Education & 

Advanced Practice/ 

Administrator, Nurse 

Planners 

 

Review of selected 

goal(s) and provider unit 

actions to meet the goal 

(s). 

 

Assessment of 

provider unitôs 

individual 

educational activities 

Following each 

educational 

program 

Participants 

Nurse planners 

 

Review of session 

evaluation forms. 

 

Summary of Evaluation 

reported to the 

Divisional meeting. 

 

Assessment of 

provider unitôs 

resources 

Annually 

(September) 

Director, Education & 

Advanced Practice/ 

Administrator, VP 

Nursing 

Line item review of 

previous, current and 

proposed budgets. 

 

Budget Annually  Director, Education & 

Advanced Practice/ 

Administrator, VP 

Nursing 

Review needs of 

provider unit, 

committees. 

 

 

Program Planning Every six months 

(November and 

June) 

 

Formal needs 

assessment done 

every 16 months. 

Director, Education & 

Advanced Practice/ 

Administrator, Nurse 

Planners 

Assess learning needs of 

nursing staff and do 

educational programs 

projections. 

 

 

Equipment Annually 

(September) 

Director, Education & 

Advanced Practice/ 

Administrator, Nurse 

Planners 

Recommend items to 

improve educational 

offerings. 

Review status of current 

equipment. 
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2. Evaluation Participants:  The Lead Nurse Planner should participate in the unit evaluation.  

Identify others that are involved in the evaluation process. 

 

3. Evaluation Results:  Data are used to confirm, expand, or change the operations of the 

Provider Unit 

 

4. Goals for Improvement:  Efforts towards improvement include addressing issues of 

concern, identifying strategies for working on goals, evaluating progress towards goals, and 

revising or establishing new goals. 

 

   Required Evidence: 

a.   Complete a Provider Unit Self Assessment Summary which addresses the following   

questions/topics:  

 List the provider unitôs strengths 

 Describe areas for improvement/enhancement of the provider unit 

 Describe the plans for improvement/enhancement 

 Identify the current state of the specific plan for implementing the improvements 

 Discuss the future direction of the provider unit. 

         

  . 
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FREQUENTLY ASKED QUESTIONS  
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VI. Frequently Asked Questions 

 
The following represent some of the most frequently asked questions about continuing nursing 

education (CNE) approval, criteria, and policies. 

 

1. What learning content qualifies as CNE for nurses? 

 

The ANCC Commission on Accreditation (COA) has not identified specific topics that are or are 

not considered CNE.  CNE builds upon the registered professional nurseôs education and 

experience.  Contact hours, then, cannot be awarded for basic or generic nursing education content.  

CNE that is eligible for contact hours is different from product or facility-specific in-service and 

orientation, which are not eligible for contact hours.  Depending on the education design and 

program goal(s), target audience, objectives, and content, an activity may or may not be considered 

CNE.  Accredited approvers are accountable to see that activities meet the overall philosophy of 

continuing nursing education as presented in the ANA standards.   

 

2. Can planning of a CNE activity be done via conference call or e-mail rather than in person? 

 

Yes.   

 

3. Can presenters obtain contact hour credit for a CNE activity they present? 

 

No, only the learner who successfully completes a CNE activity should receive contact hours.  

Presenters are selected for their knowledge and expertise in the content area.  Just as faculty at 

colleges or universities do not receive semester credits for the courses they teach, CNE presenters 

do not receive contact hours for their presentations.  

 

4. Can a live presentation be taped and offered at another time for contact hours? 

 
Yes.  If the activity will be used independently by the learner, this is considered to be a different 

learning activity.  The provider must develop the recorded activity into a CNE activity that is 

distinct from the live presentation, included modified learner objectives (if necessary), teaching 

methods, materials, and methods of evaluation.  Additional information that would be required is: 

how contact hours were determined; how you will you validate that the learner actually completed 

the course, for example a post test; and the inclusion of an evaluation tool that reflects an 

independent learning activity format. 

 

5. Can contact hours/certificates of attendance be awarded to participants from other health care 

disciplines who attend CNE activities? 

 

Although the activity should at a minimum build upon the education and experiential bases of the 

professional nurse, the target audience may include other disciplines.  The criteria require that all 

participants who successfully complete a CNE activity receive written verification of this including 

the number of contact hours awarded.  A provider may delineate the parameters of successful 

completion to be specific to registered nurses or to all participants within the target audience.  

Providers should remember that the ANCC system and contact hours are specific to nursing.  Other 

disciplines may or may not recognize contact hours. 
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6. Can a participant who attends only a portion of an activity receive credit? 

 
The provider should base this decision on its own policies and procedures and the criteria for 

verifying participation and successful completion of the activity.  Was the intent of the activity that 

the learner achieves all objectives? Or, attend 90 percent of the activity?  Or, was the activity 

designed to allow for distinct sessions, each with its own set of objectives?  In this case it is 

necessary to award different numbers of contact hours based on the number of sessions attended.  

 

7. Can contact hours be awarded to participants of ACLS and PALS "canned" certification courses? 

 

For initial certification, advanced skilled courses such as ACLS and PALS, contact hours can be 

awarded. As of June 1, 2011, contact hours cannot be awarded to nurses attending these courses in 

order to renew their certification in the subject area.  

 

Also, as of June, 1, 2011, contact hours cannot be awarded to BLS and other basic "canned" 

courses (either initial or renewal). Basic courses ï such as BLS for example ï form a base upon 

which nursing knowledge and practice is built. Therefore they do not meet the definition of 

continuing nursing education.  

 

For the BLS, ACLS, PALS, etc. Instructor courses, contact hours can be awarded for the teaching 

modality content only of the classroom based BLS Instructor course. Note that this does not include 

the content portion of the course. In addition, accredited providers and approved providers cannot 

award ANCC contact hours for the course offered online or on CD-ROM by AHA as these formats 

preclude the involvement of the accredited/approved continuing education unit in the planning or 

implementation of the activity.  

 

8.  How can I calculate and award contact hours for poster sessions?  

 

To award contact hours for poster sessions, the same criteria must be followed as for any other 

CNE activity, including a logical and defensible method of determining the number of contact 

hours to award. There are a number of options ï consider pilot study, peer review, and/or a word 

count/complexity calculation. The approach chosen depends on the location of the posters, the 

schedule of the conference, and the objectives of the poster session. Simply assigning time in the 

conference schedule is not sufficient. 

 

9.   If there is no conflict of interest, does the provider or approver need to disclose that? 

 

Yes.  The provider need to obtain from presenters, planners and reviewers a statement regarding 

conflict of interest on a vested interest form whether there is one or not. This information must be 

disclosed to the learners even if there are no conflicts. 

 

10. Can a non-commercial sponsor promote their organizations? 

 

No.  Promotional activities should never occur within educational activities ï regardless of the 

nature of the company wishing to promote themselves or their product(s). 

 Example #1: A speaker has written a book related to the topic that s/he is addressing in the 

presentation.  

 

Acknowledgement of the speaker's expertise in the area may be made but the speaker may 

NOT encourage the learners to buy the book óin order to learn more' or for any reason. 

Additionally, if there is to be a 'book signing', it should NOT be mentioned before, during or 

subsequent to the educational activity and it should occur in an area OTHER THAN the 

education area.  




