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S e l f  S t u d y  R e p o r t  f o r  A c c r e d i t a t i o n  o f  I n s t i t u t i o n s  a n d 
O r g a n i z a t i o n s  a s  P r o v i d e r s  o f  C o n t i n u i n g  E d u c a t i o n 

f o r  H e a l t h  C a r e  P r o f e s s i o n a l s 

I n s t r u c t i o n s 
The Accreditation Council for Continuing Medical Education (ACCME), the American Council on Pharmaceutical
Education (ACPE), and the American Nursing Credentialing Center (ANCC), have developed this Self Study
Report (the Report) for Accreditation of Institutions and Organizations as Providers of Continuing Education
for Health Care Professionals as a means of simplifying the accreditation process for continuing education
providers with multiple accreditations.

Each organization has set its own eligibility requirements. You should contact the ACCME, ACPE, or ANCC
directly and individually to determine if you are eligible for accreditation.

You can use this application/report to prepare application materials for accreditation by any or all of the
organizations.  Please note that the application report format is common for the ACCME, ACPE, and ANCC but
there are still three different sets of requirements, accreditation decision-making processes and fees.
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S e l f  S t u d y  R e p o r t  f o r  A c c r e d i t a t i o n  o f  I n s t i t u t i o n s  a n d 
O r g a n i z a t i o n s  a s  P r o v i d e r s  o f  C o n t i n u i n g  E d u c a t i o n 

f o r  H e a l t h  C a r e  P r o f e s s i o n a l s 

H a n d l i n g  P r o c e s s 

A C C M E 

ACCME will only accept self study reports as applications for accreditation from organizations that are seeking
reaccreditation by ACCME or who are currently accredited (provisionally or fully) by an ACCME recognized
state medical society or from organizations designated as eligible to apply for initial accreditation by the
ACCME through the ACCME PRE-APPLICATION process. The self study report including all the attachments
(excluding copies of enduring materials) must be single-spaced, 11-point type, sequentially page-numbered, and
contained within a two-inch, three ringed binder.  Digital formats (example CD’s, electronic files, webs sites)
will not be accepted.  If the self study report and related materials are not submitted in the format required,
they will not be accepted.  The Provider will be notified to re-submit materials that fit ACCME’s
specifications, along with a $500 additional fee to cover ACCME’s additional costs.  The applicant must submit
four complete sets of the self study report materials along with the current applicable accreditation fee to
the ACCME, 515 North State Street, Suite 2150, Chicago, Illinois, USA 60610.

A C P E 

ACPE will accept self study materials from organizations that are seeking initial accreditation and meet ACPE’s
eligibility requirements or who are currently ACPE-accredited and are seeking reaccreditation.  The self study
materials will be evaluated in accordance with the ACPE Criteria for Quality and Interpretive Guidelines, which
may be obtained at ACPE’s web site, www.acpe-accredit.org.  The self study, together with supporting
materials and documentation, should be organized into a bound volume (e.g., notebook or binder).  These
materials are reviewed twice each year and must be submitted prior to February 1 or September 1 to be
reviewed for the June and January Board of Directors’ meetings, respectively.  Organizations must send three
copies of the completed self study materials along with the current applicable accreditation fee to the ACPE,
20 North Clark Street, Suite 2500, Chicago, IL  60602.

A N C C 

ANCC will accept applications for accreditation from entities that meet ANCC’s eligibility requirements and
that follow procedural requirements outlined in the current edition of ANCC’s Provider manual.  To purchase a
manual, download an order form from the web site at www.nursecredentialing.org.  In addition, to ensure
eligibility requirements are met, review the requirements delineated in the Approver and/or Provider manual.
Self study material is reviewed twice each year and must be submitted prior to February 1 or August 1 to be
reviewed in the next cycle.  Applicants must send six copies of their self study material along with the current,
applicable, non-refundable fee to the ANCC Accreditation Program, 600 Maryland Avenue, SW, Suite 100W,
Washington, DC  20024-2571.
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Completing the Self Study Report
This report constitutes an application for accreditation and should reflect an analysis of the Continuing
Education (CE) Program of the applicant organization, its compliance with the ACCME’s Essential Area Elements
and Policies, the ACPE Criteria for Quality and Interpretive Guidelines, and/or the operational requirements
and criteria of the American Nurses Credentialing Center, as well as the applicant’s plans for improvement.
Questions or requirements specific to one or two of the accrediting organizations have been annotated with a
superscript acronym[ACCME, ACPE and/or ANCC].  If you have questions about the requirement, contact the
respective accrediting organization.

Please submit narrative and the required attachments for each item of the Report.

The Report is intended to address two major components of accreditation:  (1) a documentation of the CE
Program compliance with the ACCME Essential Area Elements and Policies, the ACPE Criteria for Quality and
Interpretive Guidelines, and/or the operational requirements and criteria of the ANCC and (2) the plans for
improvement of the Program.

Compliance with accreditation requirements – The CE Program provider should review the past and current
performance of the program in meeting the ACCME, ACPE, and/or ANCC accreditation requirements.  Evidence
should be presented in the report of current compliance.  If the provider determines that the program is in
noncompliance or in partial compliance, the report should note the deficiency and outline a plan to improve the
deficiency.  Where appropriate, the provider should identify areas of exemplary compliance.

Plans for improvement – In addition to outlining improvement plans for identified problems, the provider
should review the practice of CE and the environment in which the provider practices, to determine what
improvements the overall CE Program should make.  Those improvements could be in the context of the
Program itself, the way CE is practiced or should be practiced by providers, or in reference to the changes in
the health care environment in which the Program functions.

These plans for improvement will reflect the vision and values of the Program and provide a frame of
reference for the improvement process for the program.
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A c c r e d i t a t i o n  S e l f  S t u d y  R e p o r t  f o r  A c c r e d i t a t i o n  o f  I n s t i t u t i o n s 
a n d  O r g a n i z a t i o n s  a s  P r o v i d e r s  o f  C o n t i n u i n g  E d u c a t i o n  f o r 

H e a l t h  C a r e  P r o f e s s i o n a l s 

I   B A C K G R O U N D 

T y p e  o f  A c c r e d i t a t i o n  D e s i r e d . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A C C M E A C P E A N C C 

N a m e  o f  a p p l i c a n t  o r g a n i z a t i o n  ( a s  i t  s h o u l d 
a p p e a r  o n  a c c r e d i t a t i o n  c e r t i f i c a t e )  . . . . . . . . . . . . 
URL Web Address

A r e  t h e  p r o v i d e r  u n i t  a n d  t h e  t o t a l  o r g a n i z a t i o n  o n e  a n d  t h e  s a m e ? Y e s N o 

I f  n o t ,  n a m e  o f  p r o v i d e r  u n i t ,  o r  e n t i t y  r e s p o n s i b l e 
f o r  a d m i n i s t r a t i o n  o f  C E  ( i f  d i f f e r e n t )  . . . . . . . . . . . . . . . 

P l e a s e  c h e c k  h e r e  i f  i n i t i a l  a p p l i c a n t 

P r o v i d e r  ( a p p l i c a n t  o r g a n i z a t i o n )  a c c r e d i t a t i o n  n u m b e r , 
a s  p r e v i o u s l y  a s s i g n e d : . . . . . . . . . . . . . . . . A C C M E A C P E A N C C 

T h e  d a t e  p r o v i d e r  u n i t  b e c a m e  o p e r a t i o n a l  . . . . . . . . . . . . . . . . 

T h e  C E  p r o g r a m  o f  t h e  a p p l i c a n t  o r g a n i z a t i o n i s i s  n o t a c c r e d i t e d / a p p r o v e d 

b y  a  s t a t e  a c c r e d i t o r  /  a p p r o v e r  u n t i l . . . . . . . . . . . . . . . M o n t h Y e a r 

C u r r e n t  s t a t e  a c c r e d i t a t i o n  s t a t u s  ( c h e c k  o n e ) F u l l P r o v i s i o n a l P r o b a t i o n N / A 

P l e a s e  i n d i c a t e  w i t h  “ ����    ”  w h a t  c l a s s i f i c a t i o n  m o s t  a c c u r a t e l y  d e s c r i b e s  y o u r  o r g a n i z a t i o n 

Advertising Company Not-For-Profit Foundation (501c 3)

Alliance/Consortium Professional Member Organization (Non-Specialty Based)

Communication Company Professional Member Organization (Specialty Based)

Education Company (Physician/Nurse/Pharmacist owned/operated) Publishing Company

Education Company, Other School of Medicine

FDA Regulated Company School of Nursing

Government or Military (including Federal Nursing Services) School or College of Pharmacy

Health Care Delivery System State Medical/Nurses/Pharmacist Society/Association

Hospital Voluntary Health Association

Insurance Company/Managed Care Organization Other

W h a t  p e r c e n t a g e  o f  t h e  " t o t a l  e d u c a t i o n a l  a c t i v i t i e s ”  i m p l e m e n t e d  b y  y o u r  o r g a n i z a t i o n  a r e  g i v e n  o n  a 

L o c a l  b a s i s  ( c i t y  o r  s t a t e )  . . . . . . . . . . . . . � % N a t i o n a l  b a s i s . . . . . . . . . . . . . . . � % 

R e g i o n a l  b a s i s  ( c o n t i g u o u s  s t a t e s ) . . � % I n t e r n a t i o n a l  b a s i s . . . . . . . � % 
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T h e  C E  p r o g r a m  o f  t h e  a p p l i c a n t  o r g a n i z a t i o n  ( O n e  c h e c k  p e r  l i n e ) 

D o e s D o e s  n o t . . . . . . . . r e c e i v e  c o m m e r c i a l  s u p p o r t 

D o e s D o e s  n o t . . . . . . . . p a r t n e r  w i t h  o t h e r  o r g a n i z a t i o n s  t o  d e l i v e r  C E  a c t i v i t i e s 

I f  d o e s ,  t h e  a p p l i c a n t  o r g a n i z a t i o n  p a r t n e r s  w i t h : 

A C C M E - a c c r e d i t e d  o r g a n i z a t i o n s A N C C - a c c r e d i t e d  o r g a n i z a t i o n s 

A C P E - a c c r e d i t e d  o r g a n i z a t i o n s n o n - a c c r e d i t e d  o r g a n i z a t i o n s 

C h i e f  e x e c u t i v e  ( a d m i n i s t r a t i v e )  o f f i c e r  o f  a p p l i c a n t  o r g a n i z a t i o n : 

N a m e : 

T i t l e : 

A d d r e s s : 

T e l e p h o n e F a x  n u m b e r : e - m a i l 

I n d i v i d u a l  r e s p o n s i b l e  f o r  C E  u n i t  a n d  f o r  t h e  m a t e r i a l  c o n t a i n e d  w i t h i n  t h i s  a p p l i c a t i o n : 

N a m e 

S i g n a t u r e 

T i t l e 

A d d r e s s 

T e l e p h o n e F a x  n u m b e r : e - m a i l 

C o n t a c t  p e r s o n  f o r  a p p l i c a t i o n / s u r v e y : 

C h e c k  h e r e i f  t h e  c o n t a c t  p e r s o n  i s  t h e  s a m e  a s  i n d i v i d u a l  r e s p o n s i b l e  f o r  C E  u n i t . 

N a m e 

S i g n a t u r e 

T i t l e 

A d d r e s s 

T e l e p h o n e F a x  n u m b e r : e - m a i l 

I f  a p p l y i n g  t o  A N C C ,  t h e  n u r s i n g  p l a n n e r  o f  t h e  a p p l i c a n t  o r g a n i z a t i o n : 

N a m e : 

T i t l e : 

A d d r e s s : 

T e l e p h o n e F a x  n u m b e r : e - m a i l 
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I I   E X E C U T I V E  S U M M A R Y 

P r o v i d e  a  n a r r a t i v e  s u m m a r y  ( t w o  p a g e  m a x i m u m ,  1 1  p o i n t ,  s i n g l e  s p a c e d )  o f  y o u r  C E  P r o g r a m  t h a t 
i n c l u d e s  a  d e s c r i p t i o n  o f : 

1 )  B r i e f  h i s t o r y  o f  t h e  p r o g r a m 

2 )  T h e  l e a d e r s h i p  o f  t h e  p r o g r a m 

3 )  Y o u r  c u r r e n t  a n d  p r o j e c t e d  p r a c t i c e  o f  C E 

4 )  A  r e v i e w  o f  t h e  h e a l t h  c a r e  e n v i r o n m e n t  i n  w h i c h  y o u r  C E  p r o g r a m  o p e r a t e s 

5 )  T h e  s t r u c t u r e  a n d  p r o c e s s  y o u r  o r g a n i z a t i o n  u s e d  t o  c o n d u c t  i t s  s e l f  s t u d y 

6 )  A  s u m m a r y  o f  t h e  p r o g r a m  s t r e n g t h s ,  a r e a s  f o r  i m p r o v e m e n t ,  p l a n s  f o r  a d d r e s s i n g 
i m p r o v e m e n t s ,  a n d  f u t u r e  d i r e c t i o n  o f  t h e  p r o g r a m . 

I I I   A D M I N I S T R A T I O N 
P a r e n t  O r g a n i z a t i o n 

A t t a c h  P a r e n t  O r g a n i z a t i o n  M i s s i o n  S t a t e m e n t . 

1 ) D o e s  t h e  M i s s i o n  S t a t e m e n t  o f  t h e  p a r e n t  o r g a n i z a t i o n  h a v e  a  r e f e r e n c e  t o  t h e  C E 
f u n c t i o n s / r e s p o n s i b i l i t y ? 

2 ) H o w  d o e s  C E  s u p p o r t  t h e  m i s s i o n  o f  t h e  p a r e n t  o r g a n i z a t i o n ? 

3 )  H o w  d o e s  t h e  p a r e n t  o r g a n i z a t i o n  s u p p o r t  t h e  C E  P r o g r a m ?  ( i . e .  f i n a n c i a l ,  p e r s o n n e l , 
r e s o u r c e s ) 

M i s s i o n [ A C C M E ,  A C P E ]  o r  B e l i e f s  a n d  G o a l s [ A N C C ]  S t a t e m e n t : 

A t t a c h  C E  M i s s i o n  o r  B e l i e f s  a n d  G o a l s  S t a t e m e n t . 

1 )  E x p l a i n  y o u r  p u r p o s e ,  c o n t e n t  a r e a s ,  t a r g e t  a u d i e n c e s ,  t y p e  o f  a c t i v i t i e s  a n d  e x p e c t e d 
r e s u l t s  a s  r e f l e c t e d  b y  y o u r  C E  m i s s i o n  o r  B e l i e f s  a n d  G o a l s  S t a t e m e n t . 

2 )  W h e n  a n d  b y  w h o m  w a s  y o u r  M i s s i o n  o r  B e l i e f s  a n d  G o a l s  S t a t e m e n t  l a s t  r e v i e w e d ? 

3 )  P r o v i d e  i n f o r m a t i o n  t o  h e l p  e x p l a i n  y o u r  r e l a t i o n s h i p  t o  y o u r  p a r e n t  o r g a n i z a t i o n ,  i f 
a p p l i c a b l e . 

Provider Unit

Accredited Provider

Parent Organization
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O r g a n i z a t i o n a l  F r a m e w o r k 
A t t a c h  o r g a n i z a t i o n a l  c h a r t . 

A t t a c h  p r o g r a m  i n c o m e  a n d  e x p e n s e  s t a t e m e n t s  f o r  e a c h  y e a r  o f  t h e  c u r r e n t  a c c r e d i t a t i o n 
t e r m  w i t h  s o u r c e s  o f  r e v e n u e . [ A C P E  o n l y  r e q u i r e s  l a s t  y e a r  o f  a c c r e d i t a t i o n ] 

A t t a c h  a  c o p y  o f  a  b u d g e t  a n d  f i n a l  i n c o m e / e x p e n s e  s u m m a r y  f o r  a  s p e c i f i c  C E  a c t i v i t y .   Y o u r 
e x a m p l e  s h o u l d  c o v e r  a n  a c t i v i t y  t h a t  i n c l u d e s ,  i f  a p p l i c a b l e ,  d e t a i l s  o f  c o m m e r c i a l  o r 
i n s t i t u t i o n a l  s u p p o r t . 

1 )  D e s c r i b e  t h e  o r g a n i z a t i o n a l  s t r u c t u r e  o f  t h e  C E  U n i t  a n d  i t s  r e l a t i o n s h i p  w i t h  t h e 
p a r e n t  o r g a n i z a t i o n .   I n c l u d e  t h e  p e o p l e ,  t i t l e s  a n d  r e s p o n s i b i l i t i e s  i n  y o u r  d e s c r i p t i o n 
o f  t h e  P r o g r a m . 

2 )  D e s c r i b e  t h e  r e l a t i o n s h i p s  w i t h i n  t h e  C E  u n i t  a n d  w i t h  t h e  p a r e n t  o r g a n i z a t i o n .   H o w 
d o e s  t h e  P r o g r a m  f u n c t i o n  i n t e r n a l l y  a n d  h o w  d o e s  i t  w o r k  w i t h  i t s  p a r e n t  o r g a n i z a t i o n ? 
A n y  a r e a s  i n  n e e d  f o r  i m p r o v e m e n t ?   I f  s o ,  p l e a s e  i n d i c a t e  t h e  a c t i o n  p l a n  f o r 
i m p r o v e m e n t . 

B u s i n e s s  a n d  M a n a g e m e n t  P r a c t i c e s 
A t t a c h  T a b l e  o f  C o n t e n t s  o f  P o l i c y  a n d  P r o c e d u r e s  M a n u a l [ A C C M E ] / O p e r a t i o n a l 

R e q u i r e m e n t s . [ A N C C ] 

A t t a c h  t h e  p o l i c y  a n d  p r o c e d u r e  m a n u a l  f o r  t h e  c o n t i n u i n g  e d u c a t i o n  p r o g r a m . [ A C P E ] 

A t t a c h  w r i t t e n  a t t e s t a t i o n  t h a t  p o l i c i e s  a r e  f o l l o w e d . [ A C C M E ,  A C P E ] 

1 )  D e s c r i b e  h o w  y o u  h a v e  o r g a n i z e d  t h e  i m p l e m e n t a t i o n  a n d  m o n i t o r i n g  o f  t h e  b u s i n e s s 
a n d  m a n a g e m e n t  c o m p o n e n t s  o f  y o u r  C E  p r o g r a m .   D e s c r i b e  t h e  p r o c e s s e s  a n d  t h e 
s t r u c t u r e  t h r o u g h  w h i c h  t h i s  i m p l e m e n t a t i o n  o c c u r s . 

2 )  W h a t  a r e a s  o f  y o u r  b u s i n e s s  a n d  m a n a g e m e n t  p o l i c i e s ,  p r o c e d u r e s  a n d  p r a c t i c e s  h a v e 
b e e n  i d e n t i f i e d  a s  n e e d i n g  i m p r o v e m e n t ? 

3 )  W h a t  a c t i o n s  y o u  a r e  t a k i n g  t o  i m p r o v e  t h e m ? 

D i s c l o s u r e  a n d  C o m m e r c i a l  S u p p o r t 
A t t a c h  d i s c l o s u r e  p o l i c y . 

A t t a c h  e x a m p l e  o f  m e c h a n i s m  u s e d  t o  i n f o r m  f a c u l t y  o f  r e q u i r e m e n t  t o  d i s c l o s e  o f f - l a b e l  u s e s 
t o  p a r t i c i p a n t s . 

A t t a c h  e x a m p l e  o f  m e c h a n i s m  u s e d  t o  m a k e  d i s c l o s u r e  k n o w n  t o  p a r t i c i p a n t s . 

A t t a c h  e x a m p l e  o f  m e c h a n i s m  u s e d  t o  a c k n o w l e d g e  c o m m e r c i a l  s u p p o r t  t o  p a r t i c i p a n t s . 

A t t a c h  a c t u a l  f o r m s ,  a n n o u n c e m e n t s ,  c o n t r a c t s ,  d i s c l o s u r e s ,  f r o m  o n e  s p e c i f i c  C E  a c t i v i t y  t h a t 
d e m o n s t r a t e s  h o w  y o u  i m p l e m e n t  a n d  m a n a g e  t h e  S t a n d a r d s  f o r  C o m m e r c i a l  S u p p o r t . 

1 )  D e s c r i b e  y o u r  p r a c t i c e  o f  d i s c l o s i n g  s i g n i f i c a n t  f i n a n c i a l  r e l a t i o n s h i p s  o f  t h e  f a c u l t y 
a n d  t h e  C E  p r o v i d e r  w i t h  c o m m e r c i a l  p r o d u c t s  d i s c u s s e d  i n  t h e  e d u c a t i o n a l 
p r e s e n t a t i o n . 

2 )  D e s c r i b e  y o u r  p r a c t i c e  o f  d i s c l o s i n g  r e l a t i o n s h i p s  o f  t h e  f a c u l t y  a n d  t h e  C E  p r o v i d e r 
w i t h  c o m m e r c i a l  s u p p o r t e r s  o f  t h e  e d u c a t i o n a l  a c t i v i t y . 

3 )  D e s c r i b e  t h e  m e c h a n i s m  y o u  h a v e  i n  p l a c e  t o  i n f o r m  t h e  f a c u l t y  o f  t h e  r e q u i r e m e n t  t o 
d i s c l o s e  t o  p a r t i c i p a n t s  o f f - l a b e l  o r  i n v e s t i g a t i o n a l  u s e s  t h a t  w i l l  b e  d i s c u s s e d  i n  t h e 
p r e s e n t a t i o n . 
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4 )  W h e n  p r o d u c i n g  a n  e d u c a t i o n a l  a c t i v i t y  t h a t  h a s  r e c e i v e d  c o m m e r c i a l  s u p p o r t ,  h o w  d o e s 
t h e  p r o v i d e r  e n s u r e  t h a t : 

•  C o n t e n t  i s  c o n t r o l l e d  b y  t h e  p r o v i d e r ; 
•  P r o m o t i o n  i s  s e p a r a t e  f r o m  e d u c a t i o n ;  a n d 
•  A p p r o p r i a t e  m a n a g e m e n t  o f  f u n d s  i s  d e m o n s t r a t e d ? 

5 )  D e s c r i b e  a n d  d o c u m e n t  h o w  y o u r  o r g a n i z a t i o n  i s  i n  c o m p l i a n c e  w i t h 
A C C M E  p o l i c y  2 0 0 0 - B - 1 2 ,  i f  a p p l i c a b l e . [ A C C M E ] 

6 )  P r o v i d e  y o u r  s e l f - a s s e s s m e n t  o f  t h i s  a r e a .   I n c l u d e  y o u r  a s s e s s m e n t  o f  y o u r  o w n 
c o m p l i a n c e  a s  w e l l  a s  a n y  i m p r o v e m e n t s  y o u  h a v e  i m p l e m e n t e d  o r  h a v e  p l a n n e d . 

I V   E D U C A T I O N A L  D E S I G N  C R I T E R I O N 
N O T E : T h e  p r o v i d e r  s h o u l d  s e l e c t  o n e  C E  a c t i v i t y  a s  a n  e x a m p l e  t o  d e m o n s t r a t e  c o m p l i a n c e 

a n d  t h e  a p p r o p r i a t e  l i n k a g e s  r e q u i r e d  f o r  t h e  s e c t i o n s  o n  p l a n n i n g  p r o c e s s ,  n e e d s 
a s s e s s m e n t ,  p u r p o s e  a n d  o b j e c t i v e s ,  i m p l e m e n t a t i o n  a n d  a c t i v i t y  e v a l u a t i o n . 

P l a n n i n g  P r o c e s s e s 
A t t a c h  e x a m p l e  o f  y o u r  p l a n n i n g  p r o c e s s  a s  u s e d  i n  a  c o m p l e t e d  C E  a c t i v i t y . 

1 )  D e s c r i b e  a l l  a s p e c t s  o f  t h e  p l a n n i n g  p r o c e s s ( e s )  u s e d  b y  y o u r  C E  P r o g r a m .   ( I f  y o u r 
p r o g r a m  i n c l u d e s  s e v e r a l  t y p e s  o f  a c t i v i t i e s  d e s c r i b e  t h e  p l a n n i n g  p r o c e s s  f o r  e a c h  t y p e 
o f  a c t i v i t y  a n d  p r o v i d e  a n  e x a m p l e . ) 

2 )  D e s c r i b e  t h e  s t r e n g t h s  a n d  w e a k n e s s e s  o f  t h e  p r o c e s s  y o u  u s e  f o r  e a c h  t y p e  o f  a c t i v i t y . 

3 )  E x p l a i n  h o w  y o u  p l a n  t o  i m p r o v e  t h e  p l a n n i n g  p r o c e s s  f o r  e a c h  t y p e  o f  a c t i v i t y  i n  t h e 
n e x t  f o u r  y e a r s .   W h a t  a r e  t h e  e x p e c t e d  r e s u l t s ? 

4 ) D e s c r i b e  t h e  e d u c a t i o n a l  a n d  e x p e r i e n t i a l  q u a l i f i c a t i o n s  o f  t h e  n u r s e  p l a n n e r . [ A N C C ] 

N e e d s  A s s e s s m e n t 
A t t a c h  d o c u m e n t a t i o n  d e m o n s t r a t i n g  u s e  o f  n e e d s  a s s e s s m e n t  d a t a  i n  t h e  p l a n n i n g  o f  a  s p e c i f i c 

C E  a c t i v i t y . 

1 )  L i s t  s o u r c e s / d a t a  u s e d  t o  i d e n t i f y  y o u r  l e a r n e r s ’  e d u c a t i o n a l  n e e d s  f o r  t h e  t y p e s  o f 
a c t i v i t i e s ? 

2 ) H o w  d o  y o u  i n c o r p o r a t e  t h e s e  d a t a  i n t o  t h e  p l a n n i n g  o f  e a c h  t y p e  o f  C E  a c t i v i t y ? 

3 )  E x p l a i n  h o w  y o u  p l a n  t o  i m p r o v e  y o u r  n e e d s  a s s e s s m e n t  p r a c t i c e s  f o r  e a c h  t y p e  o f 
a c t i v i t y  d u r i n g  y o u r  n e x t  a c c r e d i t a t i o n  c y c l e .   W h a t  a r e  t h e  e x p e c t e d  r e s u l t s ? 

P u r p o s e  a n d  O b j e c t i v e s  o f  A c t i v i t i e s 
A t t a c h  p r o m o t i o n a l  m a t e r i a l  f o r  e a c h  t y p e  o f  a c t i v i t y  h i g h l i g h t i n g  t h e  p u r p o s e / o b j e c t i v e s  a n d 

t h e  a p p r o p r i a t e  a c c r e d i t a t i o n  s t a t e m e n t s . 

1 )  D e s c r i b e  m e t h o d s  t h a t  a r e  u s e d  t o  c o m m u n i c a t e  p u r p o s e s  a n d / o r  o b j e c t i v e s  t o  t h e 
l e a r n e r .   P r o v i d e  a n  e x a m p l e  f o r  e a c h  t y p e  o f  a c t i v i t y . 

2 )  W h a t  l e v e l  o f  r e s u l t  ( k n o w l e d g e ,  s k i l l s ,  a t t i t u d e s ,  p e r f o r m a n c e / p r a c t i c e  d e s i r e d ,  o r 
h e a l t h  o u t c o m e )  i s  r e f l e c t e d  i n  t h e  p u r p o s e s / o b j e c t i v e s  o f  t h e  a c t i v i t y ? 

3 )  D e s c r i b e  t h e  r e l a t i o n s h i p  o f  t h e  t e a c h i n g  a n d  l e a r n i n g  s t r a t e g i e s  t o  t h e  l e a r n i n g 
o b j e c t i v e s . [ A N C C , A C P E ] 

4 )  P r o v i d e  y o u r  s e l f - a s s e s s m e n t  o f  t h i s  a r e a .   I n c l u d e  y o u r  a s s e s s m e n t  o f  y o u r  o w n 
c o m p l i a n c e  a s  w e l l  a s  a n y  i m p r o v e m e n t s  y o u  h a v e  i m p l e m e n t e d  o r  h a v e  p l a n n e d . 
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V   O U T C O M E S  E V A L U A T I O N 

A c t i v i t y  E v a l u a t i o n 
A t t a c h  f o r  e a c h  t y p e  o f  a c t i v i t y  a n  e v a l u a t i o n  i n s t r u m e n t  a n d  a  s u m m a r i z e d  d a t a  s e t  f r o m  a 

s p e c i f i c  a c t i v i t y . 

1 )  W h a t  m e t h o d s  o r  p r o c e s s e s  d o  y o u  e m p l o y  t o  d e t e r m i n e  i f  y o u r  C E  a c t i v i t i e s  a r e 
e f f e c t i v e  i n  m e e t i n g  t h e  n e e d s  f r o m  w h i c h  t h e  a c t i v i t y  w a s  d e s i g n e d ? 

2 )  I n  w h a t  w a y s  h a v e  e v a l u a t i o n  r e s u l t s  b e e n  u s e d  f o r  e a c h  t y p e  o f  a c t i v i t y ? 

3 )  H o w  c a n  y o u r  e v a l u a t i o n  p r o c e s s  b e  i m p r o v e d  f o r  e a c h  t y p e  o f  a c t i v i t y ? 

4 )  H o w  c a n  y o u r  e f f e c t i v e n e s s  i n  m e e t i n g  e d u c a t i o n a l  n e e d s  b e  i m p r o v e d  f o r  e a c h  t y p e  o f 
a c t i v i t y ? 

D o c u m e n t a t i o n  o f  L e a r n e r s ’  P a r t i c i p a t i o n 
A t t a c h  a  s a m p l e  o f  c e r t i f i c a t e [ A C C M E , A N C C ] ,  s t a t e m e n t  o f  c r e d i t [ A C P E ]  o r  v e r i f i c a t i o n  o f 

a t t e n d a n c e  a w a r d e d  t o  p a r t i c i p a n t s .   ( I n i t i a l  a p p l i c a n t s  m u s t  s u b m i t  a  m o c k - u p  o f  t h e 
c e r t i f i c a t e  o r  s t a t e m e n t  o f  c r e d i t  t o  b e  u s e d  i f  t h e  o r g a n i z a t i o n  b e c o m e s  a c c r e d i t e d . ) 

D e s c r i b e  t h e  m e t h o d s ,  s y s t e m s  a n d / o r  t o o l s  y o u r  o r g a n i z a t i o n  u s e s  t o  r e c o r d  t h e  l e a r n e r s ’ 
p a r t i c i p a t i o n  a t  a n  a c t i v i t y . 

E v a l u a t i o n  o f  T o t a l  P r o g r a m  o f  C o n t i n u i n g  E d u c a t i o n 
P r e s e n t e d  b y  t h e  P r o v i d e r 

A t t a c h  a  s u m m a r y  o f  t h e  o v e r a l l  C E  p r o g r a m  e v a l u a t i o n  w i t h  e x a m p l e s  o f  i m p r o v e m e n t s  t h a t 
h a v e  b e e n  i m p l e m e n t e d . 

A t t a c h  e x a m p l e s  o f  t h e  m e t h o d s  u s e d  t o  e v a l u a t e  t h e  e f f e c t i v e n e s s  o f  y o u r  o v e r a l l  C E 
p r o g r a m . 

1 )  D e s c r i b e  h o w  t h e  C E  P r o g r a m  i s  e v a l u a t e d  f o r  i t s  e f f e c t i v e n e s s .   W h a t  c r i t e r i a  a r e 
u s e d  t o  m e a s u r e  e f f e c t i v e n e s s  a n d  h o w  a r e  t h e y  s e l e c t e d ? 

2 )  W h o  p a r t i c i p a t e s  i n  t h e  C E  P r o g r a m  e v a l u a t i o n ?   W h y ? 

3 )  H o w  f r e q u e n t l y  d o  e v a l u a t i o n s  o f  t h e  P r o g r a m  o c c u r ? 

4 )  W h a t  c h a n g e s  a r e  p l a n n e d  f o r  t h e  f u t u r e  a s  r e s u l t  o f  t h e  m o s t  r e c e n t  o v e r a l l 
e v a l u a t i o n ?   A r e  t h e r e  a n y  r e c o g n i z a b l e  b a r r i e r s  t o  t h e s e  c h a n g e s ? 
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V I   O V E R A L L  P R O G R A M  R E F L E C T I O N  A N D  F U T U R E 
D I R E C T I O N 

P l e a s e  p r o v i d e  a  s u m m a r y  o f  t h e  p r i n c i p l e  s t r e n g t h s  a n d  n e e d e d  i m p r o v e m e n t s  o r  f u r t h e r 
d e v e l o p m e n t s  w i t h  a n  o v e r a l l  a c t i o n  p l a n  t o  a d d r e s s  t h e  i d e n t i f i e d  i s s u e s . 

V I I   S U M M A R Y  O F  C E  A C T I V I T I E S 

A f t e r  t h i s  p a g e  p l e a s e  i n s e r t  a  c h r o n o l o g i c a l  l i s t  o f  a l l  t h e  C E  a c t i v i t i e s  p r e s e n t e d ,  s o r t i n g  f i r s t 
b y  t y p e  ( d i r e c t l y  s p o n s o r e d ,  j o i n t l y  s p o n s o r e d ,  o r  c o s p o n s o r e d )  a n d  t h e n  b y  f o r m a t  ( l i v e ,  e n d u r i n g 
m a t e r i a l s ,  j o u r n a l - C E ) .   I n c l u d e  d a t e ,  t i t l e ,  l o c a t i o n ,  h o u r s  o f  i n s t r u c t i o n ,  a n d  n u m b e r  o f 
p a r t i c i p a n t s . 

•  D u r i n g  t h e  c u r r e n t  t e r m  o f  a c c r e d i t a t i o n  f o r  R E A C C R E D I T A T I O N [ A C C M E , A C P E ]  a n d  d u r i n g 
t h e  c u r r e n t  t e r m  o f  A N C C  a c c r e d i t a t i o n  f o r  a p p l i c a n t s  a p p l y i n g  t o  e x t e n d  t h e i r  t e r m s 
o f  a c c r e d i t a t i o n  f o r  a n o t h e r  a c c r e d i t a t i o n  p e r i o d [ A N C C ] 

•  D u r i n g  t h e  l a s t  2 4  m o n t h s  f o r  I N I T I A L  A C C R E D I T A T I O N 

A t t a c h  t w o  c o p i e s  o f  e a c h  t y p e  o f  e n d u r i n g  m a t e r i a l  p r o d u c e d ,  i f  a p p l i c a b l e . 

E n c l o s e  t w o  c o p i e s  o f  o n e  e x a m p l e  o f  a  J o u r n a l  C E  a c t i v i t y ,  i f  a p p l i c a b l e . 

L i s t  t h e  U R L  f o r  o n e  e x a m p l e  o f  a n  I n t e r n e t  C M E  a c t i v i t y ,  i f  a p p l i c a b l e . 

V I I I   R E F E R E N C E S 

1) A System of Accreditation of Providers of Continuing Medical Education (Abridged), July 1999.
2) The ACCME’s Essential Areas, Elements, and Decision-Making Criteria, July 1999.
3) The ACCME’s Accreditation Policy Compendium, current version at www.accme.org.
4) ACPE’s Criteria for Quality and Interpretive Guidelines, Continuing Education Manual: Continuing

Professional Education Provider Accreditation Program, First Edition (June 1996)
5) ANCC’s manual for accreditation as a Provider of Continuing Nursing Education, 2001-2002.


