
( Provider Directed         ( Learner Directed

           
( Co-Provided

 ( Commercial Support
The organization offering continuing nursing education activities approved by HQ AFPC/DPAMN, an ANCC Accredited Approver, will:

	
	Sponsor
	1
	2
	3

	 1.  Use the ANCC Commission on Accreditation educational design criterion as provided by HQ AFPC/DPAMN to plan and implement all continuing nursing education activities.
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	 2.  Maintain records for each activity for five (5) years in a secure and confidential manner (outlined on the AF Form 2661 under additional comments).
· Title of the educational activity

· Number of contact hours awarded

· Names, titles, and expertise of persons responsible for planning the education activity and presenters/content specialist

· Description of the needs assessment

· Description of the target audience

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

· Names and addresses of participants and number of contact hours awarded to each

· Purpose

· Objectives and content

· Teaching/learning strategies, including resources, materials, delivery methods, and learner feedback

· Process to verify completion of the education activity and how learners were informed of these requirement

· Sample of the certificate awarded to participants

· Copy of the evaluation tool(s), including a summary evaluation

· Marketing/promotional materials

· If applicable, documentation of how co-providership responsibilities were maintained

· If applicable, documentation of how program integrity was maintained for an education activity receiving commercial support

· Vested interest forms
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	 3. Verify participation and requirements for successful completion of the education activity and identify how learners are informed of these expectations prior to the activity. (AF 2661)
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	 4.  Provide Participants who successfully complete the education activity with written verification of completion which includes the following:

· Name of learner

· Number of contact hours awarded

· If partial credit awarded, indicate which sessions/activities attended and total number of contact hours awarded

· Name and address of the provider of the educational activity

· The title and date of the education activity

· Official approval statement:  this continuing nursing education activity was approved by the Nurse Utilization and Education Branch, Medical Service Officer Management Division, HQ AFPC, an accredited approver by the American Nurses Credentialing Center’s Commission on Accreditation.  
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	 5.  Maintain timely communication with the accredited approver by providing any reports requested.
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	 6.  Use appropriate language for the activity approval on all communications, marketing materials, and certificate of attendance 
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	 7.  Implement the ANCC COA system of awarding credit:  A contact hour is 50 minutes of an organized learning activity, which is either a didactic or
 clinical experience
· The minimum number of contact hours to be awarded is one (1); after the first contact hour, fractions or portions of the 50-minute hour may be calculated.
· Contact hours are determined in a logical and defensible manner, consistent with the objectives, content, teaching learning strategies, and target audience”
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	 8.  To ensure that all continuing education activities are free from bias, all planners and presenters must declare any vested interest.
	(
	(
	(
	(

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

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

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

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

· Educational activities are distinguished as separate from endorsement of commercial products.  When commercial products are displayed, participants will be advised that approved status as a provider refers only to its continuing education activities and does not imply HQ AFPC/DPAMN or ANCC COA endorsement of any commercial products.

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

· Learners will be informed of any off-label use of a commercial product that is presented in education activities.
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	10. Describe the processes of activity planning:

· Needs assessment Determination of target audience; Objectives; Content; Teaching-learning strategies: (AF 2661)

· Identify the Nurse Planner and all other persons who participated in the planning process (AF 2661)

· Document content expertise of planners/presenters (AF 2662)
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	11. Identify the activity’s purpose, learning objectives, and related content
· Purpose indicated on the AF Form 2661

· Learning objectives are measurable and contain one action per objective (AF Form 2663)

· Corresponding content supports objective (AF Form 2663)
· Time allotted for content is consistent with objectives and appropriate for content being presented

· Lists agenda, content/topic area and its time frame, to show overall activity supports the purpose/goal(s) of the activity
· If the program is standardized (i.e. American Heart Association Courses) use the standardized statements on the program outline (AF 2663)
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	12. Describe the teaching-learning strategies to be used in the activity including resources, materials, delivery methods and learner feedback (AF 2663)
· Teaching methods are congruent with the activity objectives and content

· If used, A-V aids are adequately described
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	13. Identify the number of contact hours to be awarded (AF 2661), with supporting documentation (AF 2663, Program Agenda)

· Describes how partial credit is awarded and documented, if applicable otherwise provides a negative statement (2661)
· Does not award contact hours for:  registration/welcome/introductions/announcements; overview of course/agenda; breaks/meals; networking time/social time; panel discussion time and/or group discussion time unless there are objectives and content; question and answer time, unless there are objectives and content; viewing of exhibits, briefing time, instructions for testing or other events; or course critique.

· Does award contact hours for:  teaching minutes assigned to the objectives and evaluation time (performance or written tests/exams) 
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	14. Describe the processes to be used to verify completion of the educational activity and how learners will be informed of the requirements for completion  

· Describe criteria such as written tests (include passing score if applicable), completion of performance checklists, etc 
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	15.  Describe the method to be used to evaluate the activity.  Submit a copy of the evaluation form(s). Describe how the evaluation will be used.
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	16.  Submit copies of promotional materials developed for the CE activity.
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	17.  For educational activities that will receive commercial support, describe how the integrity of the activity will be maintained (AF 2661).
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	18.  Describe how required records for the activity will be maintained (AF 2661).
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	19.  Maintain responsibility for the following when/if activities are co-provided (following items should be on the co-provider agreement):

· Determination of objectives and content

· Selection of presenters/content specialist

· Awarding of contact hours

· Record keeping

· Evaluation 
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	20.  For co-provided activities, describe how the activity provider’s responsibilities will be maintained (AF 2661); a negative statement is required.
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