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Introduction
This manual has been prepared to furnish providers of continuing nursing education with the guidelines necessary to apply for approval of a provider-directed continuing nursing education activity status through the Delaware Nurses Association (DNA).
Standards
As a constituent member of the American Nurses Association (ANA), DNA uses the national voluntary system established by ANA. This system is based on a peer review process in which members of the nursing profession, using designated standards and criteria, review and approve educational activities and providers. This process is based on the Scope and Standards of Practice for Nursing Professional Development (ANA 2000).
The national system is administered by the American Nurses Credentialing Center (ANCC) Commission on Accreditation (COA). The Commission on Accreditation is responsible for developing and administering the operational policies, procedures and criteria that govern both the accreditation and approval processes and accredits approvers and providers of continuing education in nursing.
Delaware Nurses Association is accredited as an approver of continuing nursing education by the American Nurses Credentialing Center’s Commission on Accreditation.
As an accredited approver, DNA may approve continuing nursing education in all categories submitted by applicants within the State of Delaware, as well as those organizations that offer the majority of their activities to the nurses within the State of Delaware.

Criteria and acceptable evidence provided by the American Nurses Credentialing Center’s (ANCC) Commission on Accreditation and the Delaware Nurses Association must be used by all providers of continuing education in nursing to achieve approval.

The members of the Continuing Education Committee are the DNA members who review applications for approval. This Manual defines DNA’s approval process and sets the criteria for acquiring DNA approval for a provider-directed continuing nursing education activity. It provides the step-by-step directions to meet the criteria and make application through DNA:

Provider Directed Continuing Nursing Education Activity is a planned, organized educational effort aimed at accomplishing educational objectives. The provider controls all aspects of the learning. The provider determines the learning objectives based on needs assessments, content of the learning activity, the method by which it is presented and evaluation methods.
Foundational Documents
The Delaware Nurses Association Continuing Education Committee bases its review process on the documents that form the foundations of the ANCC Accreditation Program. Foundational Documents include (but are not limited to):

American Nurses Association (ANA). (2000). Scope and Standards of Practice for Nursing Professional Development. Washington, D.C.: American Nurses Publishing.

American Nurses Association (ANA). 2001. Code of Ethics for Nurses with Interpretive Statements. Washington, D.C.: American Nurses Publishing.

Bloom, B.S. et. Al. (1956). Taxonomy of Educational Objectives: Handbook 1: Cognitive Domain. New York, NY: David McKay.

Krathwohl, D. R. et. Al. (1964). Taxonomy of Educational Objectives: Handbook II: Affective Doman. New York, NY: David McKay.

Mager, R.F. (1975). Preparing Instructional Objectives. Belmont, CA: Fearon Publishers.

Merriam, S.B. (Ed.). (2001). A New Update on Adult Learning Theory: New Directions for Adult and Continuing Education Series (No.89). San Francisco, CA: Jossey-Bass.
Purpose
The purpose of the Continuing Education Committee, Delaware Nurses Association, is to:

1. Furnish providers of continuing nursing education in Delaware with a peer review mechanism to assure the provision of quality continuing education for nurses.
2. Work with providers of nursing continuing education to maintain adherence to the criteria, American Nurses Credentialing Center’s Commission on Accreditation, and the Delaware Nurses Association.
Philosophy
Nursing is the diagnosis and treatment of human responses to actual or potential health problems. It is both a science and an art. Nursing is seen as holistic, encompassing the promotion of health, prevention of disease, restoration of health, and the care of the ill and the dying. Nursing is a dynamic profession manifested by expanding roles and responsibilities. Rapid scientific and technological advances and continuing social changes require continued learning.
Nursing professional development, the lifelong process of active participation in learning activities to enhance professional practice, builds upon educational and experiential bases to enhance nursing practice and thereby maintain and improve quality health care.

Continuing education refers to those professional learning experiences designed to enrich nurses’ contributions to quality health care and their pursuit of professional career goals. Through continuing education, nursing competencies can be maintained and expanded to meet the increasing health care needs and expectation of the consumers.
A Learner – Centered Approach in continuing education recognizes individual differences in experiences, knowledge, and styles of learning. Continuing nursing education activities seek to be challenging, stimulating, and flexible enough to accommodate differences in learners. Education and learning involve a partnership between the adult learner and the instructor. Learning is promoted through mutual planning, sharing, and evaluation of the learning experience. A peer review process best accomplishes the approval of continuing education activities. Education is a continuous process wherein evaluation is used to determine effectiveness and to plan for future needs.
Goals
Provide a continuing education peer review approval system which complies with continuing nursing education criteria, American Nurses Credentialing Center’s Commission on Accreditation.
Through consultation, encourage the development of quality continuing nursing education activities throughout the state of Delaware.

General Policies 
A. Application Deadlines

Three (3) copies of the application and the appropriate fee must be received in the DNA office at least 45 days before the date of the educational activity. No application is reviewed after the educational activity has occurred.
Mail to:
Delaware Nurses Association
Orchard Commons Complex
5586 Kirkwood Highway
Wilmington, DE 19808
B. FEES
0.5 to 4 contact hours

$65

4.1 Up to 8 contact hours 

$125

8 contact hours and over

$200

Late Fee: Fee is doubled for applications received between 30 and 44 days before the date of the educational activity. Late applications will only be accepted if two peer reviewers are available.
C. Approval Period

A continuing nursing education activity as submitted may be repeated as often as desired during the two-year period of approval. If substantial changes need to be made an entire new application must be submitted with a new application fee.
D. Review Process
1. Upon receipt of three (3) copies of the application and the appropriate fee, the DNA Executive Director or designee assigns a code number, records the application in the office ledger, and processes the application within one week of receipt.
2. Applications are mailed to two members of the DNA Continuing Education Committee who review and discuss the application. During the review process, the primary reviewer may call the contact person for clarification of the application or for further information. Based on the two reviewers’ discussion, the Committee will take one of the Review Actions.
3. At the next meeting of the DNA Continuing Education Committee, the action taken on the application is recorded in the minutes. Any special problems with the application are discussed.
4. The primary reviewer notifies the applicant by phone or email of the Review Action. A formal notification letter is mailed by the DNA office. Approval letters include the approval expiration date, approval DNA code number, and comments.
5. If the application has been denied, the administratively responsible person will be notified by phone by the primary reviewer and receive a letter from the Chairperson, DNA Continuing Education Committee. The letter will outline the specific deficiencies.
6. One copy of the application, all correspondence, and review forms will be kept on file at the DNA for six years. All application records are considered confidential. Access to records and files is restricted to the members of the DNA Continuing Education Committee for the peer review, the DNA Executive Director and office staff designated by the Executive Director. Minutes recording CE Committee decisions are on file in the DNA Office
Committee members with conflict of interest do not review the application nor participate in the discussion and action. Minutes of the meeting reflect members with conflict of interest.

E. Review Actions
The DNA Continuing Education Committee may take the following actions upon completion of its review:

1. Approval: Application met the criteria and is granted approval for the specified length of time
2. Deferred: Applicant has missing materials and is granted a specified time to submit items before determination of a final review action.
3. Denial: Applicant did not meet approval criteria
Applicants may not use the DNA approval statement on certificates until approval has been granted.

F. Appeals Process
If the Provider applicant does not agree with the Continuing Education Committee decision, the applicant may appeal the decision in writing. The applicant must submit a written request for appeal to the DNA Continuing Education Committee within thirty (30) days of receipt of the denial letter from the DNA. An Appeal Committee is appointed by the Chairperson of the DNA Continuing Education Committee. The members of this Appeal Committee are members of the DNA Continuing Education Committee who did not originally review the application. The Appeal Committee reviews the application and notifies the applicant of the decision in writing within thirty (30) days of receipt of the appeal request.

An applicant who is not satisfied after the first appeal may submit a written appeal to the Executive Committee, DNA Board of Directors (or the designees) within thirty days of its notification from the first level Appeal Committee. Any member of the Executive Committee who is also a member of the DNA Continuing Education Committee or who has a conflict of interest will be replaced by another member of the DNA Board of Directors. Upon receipt of a request for a second level appeal, the Executive Committee of the DNA Board of Directors schedules a meeting within thirty (30) days and notifies the applicant and the DNA Continuing Education Committee in writing. The Chairperson or Co-chairs , DNA Continuing Education Committee, and the applicant may be present at this appeal meeting. No additional materials may be submitted. A decision is rendered by the Executive Committee of the DNA Board of Directors and sent to the DNA Continuing Education Committee and the applicant in writing, not later than fifteen (15) days following the meeting. This decision is final.

In the event that the applicant chooses to have legal representation at any stage of the appeal, DNA must be notified of this intent in writing prior to the meeting.

G. Withdrawal of Provider Application
Applicants may withdraw from the approval process at any time. The Provider Applicant must notify the DNA Continuing Education Committee in writing of the decision to withdraw the application. One complete application and all correspondence will be maintained on file in the DNA office for six years. If the review process has not begun, the application fee, minus a $10 administrative fee will be refunded to the applicant. Once the application has started in the review process the application fee is non-refundable.
H. Revocation of Approval

Approval may be revoked as a result of any one of the following:

1. Failure to remain in compliance with ANCC and DNA criteria and policies
2. Investigation and verification of written complaints or charges by consumers or others.
3. Refusal to comply with requests for data or an investigation by the DNA CE Committee
4. Refusal to comply with quality assurance of continuing nursing education activities.
5. Misrepresentation
Revocation is effective on the date the letter of notification is received by the organization. The return receipt confirms this date. All statements regarding approval status must be removed from publications, certificates, and publicity upon receipt of notification of revocation of status.
I. Resubmission for Renewal
Applicants must submit new applications that adhere to the current criteria, along with the appropriate fee.
J. Retroactive Approval
NO approval or review may occur after an educational activity has taken place. Approval must be granted prior to presentation of a continuing nursing education activity.

K. Recognition of the ANCC Commission on Accreditation and 
DNA Systems
Providers of continuing nursing education activities must identify the source of their approval on all appropriate communication and marketing materials (for example, brochures, advertising, and certificates).

For continuing nursing education activities the following approval statement must be on the certificate.
This continuing nursing education activity was approved by Delaware Nurses Association, an accredited approver by the American Nurses Credentialing Center’s Commission on Accreditation.
The approval statement must stand alone. In other words, it must start and end on a line separate from other text.

If the provider must release the brochure and other advertising material before receiving approval and has submitted an application to DNA, the applicant may state the following:

This activity has been submitted to the Delaware Nurses Association for approval to award contact hours. Delaware Nurses Association is accredited as an approver of continuing nursing education by the American Nurses Credentialing Center’s Commission on Accreditation.

L. Use of ANCC Commission on Accreditation Criteria and Evidence
Criteria and required evidence outlined by the American Nurses Credentialing Center’s (ANCC) Commission on Accreditation and the Delaware Nurses Association must be used by all providers of continuing nursing education to achieve approval. To be accepted for review, all applications MUST be submitted on the DNA Continuing Education Committee forms and completed as described in this manual.

Completing the Educational Activity Application Form
NOTE: Use form labeled "EDUCATIONAL ACTIVITY APPLICATION". Be sure to completely fill in all information requested at the top of the form. The material submitted to the Delaware Nurses Association must be typed in the format provided. Three (3) complete, collated, typed copies must be submitted. You have the option to submit the information on 3 CDs saved in Microsoft Word or pdf format.
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.

A. Demographic Data
This section includes title of the event, date to be presented, applicant name, contact hours requested, and type of activity.
Note: The date of the activity must be in the future, since no retroactive approval is ever allowed. 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 “x” date [in future].) Remember to notify the Delaware Nurses Association in writing once the date is scheduled.
Note: 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 page 1, of the application will be the same name as that 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, the organization/individual/facility requesting approval, and the type of activity.
B. Contact Person
A person (not required to be a nurse) is identified to be responsible for administering this continuing nursing education (CNE) activity. Throughout the approval process, the Delaware Nurses Association Continuing Education Committee will correspond with the person identified in this space.
Applicant must submit name and credentials of the person administratively responsible for the CNE activity and contact information.

Submit a completed biographical data form for contact person.
C. Assessment of Learner Needs
Continuing nursing education activities are developed in response to, and with consideration for, the unique educational needs of the target audience.

1. The target audience for the activity is identified.
Applicant must identify the target audience for the activity.

2. Identify the type of needs assessment used to determine the learners’ needs.
Applicant must describe and/or check the best description of how the need for this CNE activity was assessed.

D. Qualified Planners
Each educational activity is planned collaboratively by at least one designated nurse planner and nurse planners representing the following areas: content expertise, the target audience and the responsibility for adherence to DNA/ANNC criteria. Each planning committee must have representation of all of these three areas. Multiple areas may be represented by each person. There must be at least two members on the planning committee.

Qualifications: The designated nurse planner must

1. be a registered nurse,
2. hold a baccalaureate degree in nursing or higher degree in nursing.
3. have education or experience in the field of education or adult learning

Qualifications: The nurse planners must

1. be a registered nurses,
2. represent at least one of the following areas: the relevant content expertise, the target audience, and the responsibility for adherence to ANCC accreditation criteria.
Nurse planners contribute oversight and must be actively involved in both the planning and the analysis of evaluation data for the educational activity. The planning committee assures the qualifications of the faculty member(s) are appropriate and adequate.
Note: It is expected that nurses will be involved in planning nursing continuing education.  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 considered important to the planning. The RN with a minimum of a BSN on the planning committee may also serve as the person administratively responsible for the activity. (If this is the case, the contact person must be listed under the planning committee).

Applicant must submit the name, degrees, and credentials of the planning committee.
A biographical data form which, identifies professional qualifications for each person involved in planning the CNE activity must be submitted.

Conflict of Interest statements for each member of the planning committee must be completed and submitted. If a signed disclosure form is NOT used, a statement documenting the source of the disclosure information must be submitted.

E. Learning Objective (Purpose) of Activity

The purpose for the activity must be clearly stated and supported by the objectives and content.
Applicant must document the continuing nursing education activity’s learning objective (purpose).

F. Qualified Faculty/Presenters

Faculty/Presenters present content in an area in which they have knowledge and expertise.

Note: Presenters must have documented qualifications that demonstrate their education and experience in the content area they are presenting. Expertise in subject matter can be evaluated based on education, professional achievements and credentials, work experience, honors, awards, professional publications, etc. The qualifications must address: "How does this person know about the topic, how has expertise been gained?" All higher education must be identified by degree, school, major and year for each presenter. All presenters do not have to be nurses, but nurses should address nursing care and nursing implications.
Do not send complete professional biographies (CV’s).
Conflict of interest disclosure statements are acquired from all faculty/presenters to identify and resolve any potentially biasing financial relationships on the part of those who have an impact on the content of an educational activity. 

Applicant must submit the names, degrees, and credentials of the faculty.

A biographical form which, identifies professional qualification for each faculty member must be submitted

Conflict of Interest statements for each faculty/presenter must be completed and submitted. If a signed disclosure form is NOT used, a statement documenting the source of the disclosure information must be submitted.

G. Objectives
Objectives for the continuing nursing education activity are stated in behavioral terms that define the expected outcomes for the learner. Determination of objectives is a collaborative activity between planners and presenters.
Objectives must be:

1. appropriate for the target audience.
2. derived from the overall learning objective (purpose) of the activity.
3. explicit, observable, and measurable educational objectives for the learner that describe the learner-oriented outcomes that may be expected as a result of participation in the educational activity. In the case of most CE activities, these statements describe knowledge, skills and attitude changes that should occur upon successful completion of the activity. 
4. specify one action or outcome per objective. 
The number of objectives for the program should be sufficient to accomplish the intended purpose of the activity. It is also recommended that objectives be limited to one or two per hour. Number each objective consecutively. See Appendix for sample verbs.

Applicant must state objectives in behavioral terms using the required format. Objectives must use behavioral verbs, be stated from the standpoint of the learner, and complete the statement: "At the end of this activity, the learner will be able to ..."

H. Content and Time Frame the Content is Congruent with the Activity's Goal and Educational Objectives
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.

	Example
	Objective
	Content

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

	Correct
	1. Analyze six case studies for potential abuse situations.
	1. Case studies:

Elder abuse, child abuse, adult abuse situations – clues, interventions, legal issues, resources for help.


Content is described in the form of a content outline with corresponding time frames for each content area. Please number each content area with the corresponding objective number.

Time allotted for the activity is consistent with the objectives and appropriate for the content being presented.

Note: The educational activities, the level and amount of content to be provided, and the estimated number of participants dictate the amount of time that 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.
Applicant must use the required format and CE activity form (objective/content outline page) to provide an outline of the content to be presented for each topic area.
I. Teaching Methods/Learning Strategies/Materials/Resources

Teaching methods/learning strategies are congruent with the objectives, content presented.

Note: Instructional methods that support attainment of the educational objectives should be used. The action indicated as the expected outcome determines the teaching strategies to be used. For example, a learning objective that requires the learner to successfully demonstrate a psychomotor skill should include teaching strategies that utilize demonstration and return demonstration. An objective that requires a learner to describe a phenomenon would include teaching strategies such as lecture and discussion. In addition to teaching strategies that support the learning objectives, attention must be given to the fact that principles of adult learning should be evident in the selected strategies. Teaching methods include but are not limited to: lecture, panel discussion, role play, questions and answers, demonstrations, practice, specific audiovisuals, etc. Materials and resources could include handouts, references, etc.

Applicant must use the required format (objective-content outline page) of the CE application for live presentations to list the teaching method used by each presenter for each topic or content area.

Note: Applicant must submit information related to the criteria on (objectives, content, and time frame, presenter/faculty, and teaching methods/learning strategies/materials/ resources) using the format shown in the CE application form.
J. Verifying Participation and Successful Completion

A method is determined for verifying participation in an activity.

Criteria for judging successful completion of an activity that are consistent with the purpose, objectives, and teaching and learning strategies are specified.

Note: Criteria for verifying participation and successful completion must be determined as part of the overall planning of the activity. Educational activities may differ in expectation and requirements for verification of participation and successful completion of the activity. The learner is informed of these criteria prior to participation in the activity.
Verification of participation may be achieved by a variety of methods, for example, roll call, sign-in sheets, self-reported attendance and 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.

K. Awarding Contact Hours.

Contact hours associated with the official approval statement are awarded to participants for those portions of the educational activity devoted to didactic or clinical experience or to evaluating the activity.

1. Contact hours are calculated in a logical and defensible manner.
2. One contact hour = 60 minutes
3. A provider of a continuing nursing education activity may award no fewer than 0.5 contact hours for an educational activity.
4. Learning activities may be conducted ‘asynchronously’ or may be ‘bundled’ (a series of classes in a course) to allow a full learning experience to take place.
5. If ‘rounding’ is desired in the calculation of contact hours, the provider is to round down to the nearest 1/100th.
6. Contact hours may NOT be awarded retrospectively.
The appropriate measure of credit is the 60-minute contact hour. A contact hour is 60 minutes of an organized learning activity, which is either a didactic or clinical experience. The minimum number of contact hours to be awarded is 0.5. After the first contact hour, fractions or portions of the 60-minute hour should be calculated. For example, 144 minutes of learning experience = 2.4 contact hours. Welcome, introductions, breaks, and viewing of exhibits are not included in the calculation of contact hours. Evaluation is considered part of the learning activity and needs to be included in calculation of contact hours

Prior to the release to the target market, there must be a method of documenting the effectiveness of the learner directed activity in meeting objectives. This could be done through various ways such as a pilot study, review by experts, evaluation of degree of difficulty of material, etc.

In the case of a learner paced activity, it will be the responsibility of the provider to substantiate the rationale for determining the number of contact hours to be awarded. This may occur by means of a pilot test, calculation of number of pages/words, etc.
Learner Paced Activity

For example for a learner paced 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 a learner directed activity of the same length and complexity been included in each monthly newsletter and it consistently takes learners “x” amount of time to complete it?) Is complexity of the content and data determined? If yes, how?
Pilot testing method for calculation of contact hours

Contact hours for learner-paced activity can be calculated based on results of a pilot test using one of two methods.
Method 1: All time spent by pilot testers was divided by the number of pilot testers.
Average number of minutes to complete the activity: ____

Number of contact hours requested:
Average # minutes of completion time = ____contact hours
60 minutes per contact hour

OR

Method 2: High and low times required by pilot testers to complete the activity were discarded; the time spent by the remaining pilot testers was averaged. After discarding high and low time, average number of minutes to complete the activity: 

Number of contact hours requested:

Average # minutes of completion time = ____contact hours
60 minutes per contact hour

Mergener Formula

The Mergener formula takes into account the number of words in an article, the number of questions on the evaluation, and the difficulty level of the reading itself. 
The formula is:

[ -22.3 +(0.00209 x words) +(2.78 x questions) + (15.5 x reading difficulty)] = Subtotal minutes x 0.9 = Minutes it takes to complete an activity
Minutes it takes to complete an activity 

60 minutes per contact hour= number of contact hours
Methods to determine difficulty of material:

1. Depends on target audience: (very easy =1; Somewhat easy = 2; Moderate =3; Difficult = 4; Very difficulty = 5) Rated by target audience member of planning committee. 
OR

2. Strip article of all references and citations and then run the article through a spell and grammar check to determine the number of words and the difficulty of the reading material

Example:

Number of words 17,187

Number of questions on evaluation 15

Difficulty of material 3.5

[-22.3 + (0.00209 x 17187) + (2.78 x 15) + (15.5 x 3.5)] = 109.5708 x 0.9 =98.61375 total minutes

98.61375 

60 minutes = 1.64 contact hours

Mergener, MA. “A Preliminary Study to Determine the Amount of Continuing Education Credit to Award Home Study Programs,” American Journal of Pharmaceutical Education, Vol. 55, Fall 1991 (263-266).
Contact hours are determined in a logical and defensible manner, consistent with the objectives, content, teaching/learning strategies, and target audience.

The rationale used to determine the number of contact hours to be awarded needs to be described.

L. Activity Evaluation
There is a clearly defined method for evaluating the activity.

Evaluation method includes learner input.
The evaluation tool evaluates the effectiveness of the educational activity and will evaluate:

1. Achievement of the objectives;
2. There is a description of how evaluation data will be used to improve the activity. Revisions are made to ongoing continuing education activities based on evaluation data and participant input.
Note: One of the most important components of effective evaluation is evaluation data provided by participants. If properly designed and utilized, the evaluation can provide information about the overall activity as well as the specific components. To generate evaluation data that can be used to determine effectiveness of an activity and provide evidence for any necessary changes or improvements, a clearly defined method of evaluation should be developed as part of the planning process.
Feedback must be provided to the learner
Applicant must check the best description of and/or describe the method used to evaluate the learner paced activity (see application).

Applicant must submit a copy of the learner evaluation instrument with each copy of the application. Each faculty member must be evaluated individually.

Achievement of the objectives must also be evaluated.

Applicant must check the best description of and/or describe how evaluation data will be used.

M. Approval Statement

The approval statement is a mark of the provider unit’s status. All communications, marketing materials, certificates, and other documents that refer to the approval status contain the official statement. The approval statement must stand alone. Any other statements should be separated from the approval statement by at least one line of blank text.
This continuing nursing education activity was approved by Delaware Nurses Association, an accredited approver by the American Nurses Credentialing Center's Commission on Accreditation.
N. Documentation of Completion

Participants receive written verification of their successful completion of an activity, which includes at a minimum: 

1. the name of the participant learner,
2. the name and address of the provider of the educational activity,
3. the title and date of the educational activity
4. DNA approval number
5. the official approval statement, and
6. the number of contact hours awarded
Applicant must submit a completed sample of the verification form/certificate awarded to the participants with each copy of the application.

O. Sponsorship and Commercial Support Guidelines
Education must be kept separate from promotional activities. 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. Read Appendix C for a complete statement of the commercial support guidelines. Providers of DNA approved continuing nursing education activities are required to adhere to the Standards of Commercial Support found in Appendix C of this manual.
Applicant will state any sponsorship or commercial support related to the educational activity or check that there are no such relationships
Applicant will describe how content integrity is maintained for educational activities that receive sponsorship or commercial support, include the policy and associated procedures for resolving conflicts.

Applicant will describe what/how precautions are taken to prevent bias in the educational content.
Template of the written agreement used in the presence of sponsorship or commercial support.

Applicant will identify how this information will be shared with the learner.

P. Conflict Of Interest Guidelines
Conflict of interest disclosure statements shall be obtained from all activity planners and presenters to identify and resolve any potentially biasing relationship of a financial, professional, or personal nature on the part of those who have an impact on the content of an educational activity. Planners and presenters must disclose conflict of interest (or lack of it) relative to each activity. All potential conflicts shall be resolved prior to the planning, implementation, or evaluation of the continuing nursing education activity. Refer to the conflict of interest discussion in Appendix B.
Conflict of interest disclosure statements are submitted for all activity planners and presenters.

Description of how conflict of interests were resolved if any conflict of interests were present.
Q. Disclosures Provided To Activity Participants

Participants shall receive the following information regarding each and every activity in advance of, or at the time of, the event:
1. Notice of requirements for successful completion;
2. Conflicts of interest
3. Disclosure of Relevant Financial Relationships and Mechanism to Identify and Resolve Conflicts of Interest
4. Commercial support
5. Non-endorsement of products
6. Off-label use
7. Expiration date for awarding contact hours
Applicant must describe how disclosures will be provided to activity participants.

R. Recordkeeping. For each provided educational activity, documentation is kept in a secure and confidential manner for six years.

1. Records are kept for the CE activity.
2. A provider must establish and maintain a record storage system that assures confidentiality and easy retrieval of records by authorized individuals.
3. Records are kept for six years
Note: A provider is able to determine within its own setting 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.

Applicant must submit a written statement of the commitment to maintain the above‑stated records. Check box on the application form to do this.

S. Co-Providerships

Co-providership refers to two or more groups working together to plan and present a continuing education activity. The groups must each be actively involved in planning, developing and implementing this educational activity. It is very important to clearly define the roles of each group prior to presenting the CE event to prevent later confusion. If the CE activity is co-provided, a written agreement exists between your organization and co-providers that states that your organization is responsible for:

1. Determination of objectives and content;
2. Selection of faculty;
3. Awarding of contact hours;
4. Record keeping;
5. Evaluation.
Note: The planning committee RN from the applying organization must be the person responsible for assuring that ANCC Commission on Accreditation criteria are used to plan and implement the activity. When co-providing an educational activity, tasks involved in planning, implementing and evaluating the activity may be shared; however the final responsibility and accountability to insure that the criteria are met remain with the approved organization. A written co-provider agreement confirms these arrangements.

When educational activities are co-provided, a DNA-approved provider unit retains identified responsibilities. If collaborating providers are all DNA approved, one is designated to retain the provider responsibilities by mutual, written agreement. The unit designated to retain these responsibilities is referred to as the provider, and the other collaborating providers are referred to as co-providers.

If the event is co-provided, applicant must complete the necessary space on the application form and submit a written agreement.

If it is not co-provided, check the appropriate space.

T. Advertising Material

Advertising material includes any method of announcing an educational event. This may include a brochure, flyer, bulletin board announcement, newsletter, memo, e-mail or web site. This material must be submitted with the application. If advertising is provided on a web site, include information on where and how to find it. Also, include a hard copy of the web site 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.

If the provider must release the advertising material prior to receiving approval and has submitted an application to the Delaware Nurses Association, the provider may state the following:
This activity has been submitted to the Delaware Nurses Association for approval to award contact hours. Delaware Nurses Association is accredited as an approver of continuing nursing education by the American Nurses Credentialing Center’s Commission on Accreditation.
The advertising material must include the following statement once the application has been approved:

This continuing nursing educational activity was approved by Delaware Nurses Association, an accredited approver by the American Nurses Credentialing Center's Commission on Accreditation.
Applicant must submit a copy of the advertising material.

The above statements must stand alone with one space above and below the statement.
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