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Call for AP Training Topics 

Due to continued concerns, recommendations and restrictions related to COVID 

19, the Midwest Multistate Division Professional Development (PD) Team will 

be hosting a virtual 2021 Approved Provider Training for our Approved 

Providers this fall. More information will be sent in the coming months about 

the virtual program including specific delivery format(s), dates, topics and how 

you can register. We hope you will choose to participate this year! 

SEND US YOUR TOPICS – As the Midwest MSD CE Approver Unit begins 

planning for this event 

we would like to hear 

from you regarding 

potential topics you 

would like covered 

during this virtual 

training. Please email 

suggested topics you 

would like to see 

included in the 2021 

activity to Sara on or before May 14, 2021. The Midwest MSD would like to 

design this training to meet your needs so your input is very important! 
 

 Quality Quotes 

 

Don’t judge each day by the harvest 
you reap, but by the seeds that you 
plant. 
                      -  Robert Louis Stevenson 
 
 

Work hard, be kind, and amazing 
things will happen. 
                      -  Conan O’Brien 
  



Change Notification Form 
When and how to send it to the Midwest MSD 

 

Following ANCC guidelines, the Midwest MSD requires that we be notified of any significant changes happening 

within an Approved Provider Unit.  It is necessary for us to determine that an APU is functioning as required and 

so remains in good standing.  We need to be notified of changes using the Approved Provider Change 

Notification Form found on the Approved Provider Forum.  

         When does the Midwest MSD need to be 

notified?  It depends on the change.  Within thirty (30) 

days we need to have received a completed Change 

Notification Form if there is a:  

• Significant change or events that impair your 

ability to meet or continue to meet ANCC/Midwest 

accreditation requirements, or that make the APU 

ineligible for Approved Provider status (i.e., 

Approved Provider Unit is dissolved, merged into 

another Approved Provider Unit due to system 

merger, merged into another educational unit such 

as CME, and/or all APU staff are furloughed, etc.) 

• Any event that might result in adverse media 

coverage related to the delivery of NCPD 

• Change in commercial interest status (i.e., if the Provider Unit becomes part of an organization that is 

considered a commercial interest) 

The Primary Nurse Planner or designee must also notify the Midwest MSD of any change internally in their 

organization within thirty (30) days, including but not limited to:  

• Change in ownership/merger that may or may not directly impact the Approved Provider Unit 

• Change in Approved Provider Unit/Organization name 

• Change in address of the Approved Provider Unit 

• Indication of potential instability (e.g., labor strike, reduction in workforce, bankruptcy) that may impact 

the organization’s ability to function as an Approved Provider Unit 

• A decision to not submit an Approved Provider application after intent-to-apply form has been 

submitted 

Most importantly, and often overlooked, the Midwest MSD must be notified within thirty (30) days of any 

significant changes in leadership within the Unit. These include:  

• Change in the Primary Nurse Planner – a designated PNP must be in place at all times.  If there is a 

change, the Change Notification Form as well as a current Nurse Planner Biographical Data Form and 

Attestation: of Part One of the PNP Orientation Checklist has been completed for the new PNP is 

required to be submitted.  

• Change in Nurse Planner(s) – when new Nurse Planners have been identified and have completed Part 

One and Part Two of the Nurse Planner Orientation Checklist, found on the Approved Provider Forum. 

o A Nurse Planner Biographical Data Form must be included with the Change Notification Form. 



Each Nurse Planner is asked to describe their orientation process and their experience related to 

the new role. 

o It is not necessary to submit a Change Notification Form when Nurse Planners leave the role.  

PNPs do need to ensure that they keep their NP roster accurate for submission in their next 

Approved Provider renewal application.  

• Suspension, lapse, revocation, or termination of the Primary Nurse Planner’s or Nurse Planners’ 

registered nursing license  

When a PNP abruptly leaves his/her position without a leadership succession plan in place, administration often 

does not know there are implications that could negatively affect the Approved Provider Unit. It is a criteria 

requirement that there be a designated Primary Nurse Planner in place at all times, or the Approved Provider 

Unit risks being suspended, or having their approval revoked.  

(For more information about developing a leadership succession plan, visit The Pulse articles “Managing 

Leadership Changes in an APU, Part 1, August 2019, and Part 2 October 2019. They can be found archived on 

the Approved Provider Forum.)  

Change Notification Forms and the required attachments are to be emailed to Sara Fry, Professional 

Development Director at sara@midwestnurses.org 

All Primary Nurse Planners are requested to review this information with Nurse Planners, administration and 

staff to ensure that the Approved Provider Unit remains in compliance with requirements. Failure to comply will 

result in suspension and possible revocation of Approved Provider status.  At that time, the APU must cease 

functioning and cannot award nursing contact hours.  

Approved Provider Unit Policies 

We have been asked several times over the last few years about providing templates for policies/procedures 

that guide an Approved Provider Unit’s processes.  After several PD Team discussions, we have determined that 

any type of suggested wording or policy template would be impossible, due to the wide variety of Unit 

demographics under the Midwest MSD.  From nursing organizations to academic settings to hospitals and 

clinics, no one APU is exactly the same as any other.  Given the flexibility allowed within the framework of the 

ANCC/Midwest MSD criteria, the variations in processes both large and small within Units doesn’t lend itself to 

a template option. 

Instead, the Team has put together a list of suggested policies for Approved Providers to consider when 

creating or revising current policies.  These suggested topics may help guide staff to established processes, 

protect the APU from inconsistency, and provide a defense to common complaints or more serious legal 

challenges. 

Suggested Approved Provider Unit Policies  

Topic  Content  

Nursing Continuing Professional 

Development Criteria  

Under what ANCC Accredited Approver Unit 

criteria is the APU functioning?  

Termination of Accredited Organization  What are the requirements for terminating 

your APU status with Midwest MSD?  

mailto:sara@midwestnurses.org


Notification of Organizational Change  When does the Midwest MSD have to be 

notified, and how, if there are organizational 

changes? What changes apply?  

Accreditation Statement  What is the current, required accreditation 

statement and where must it be placed?  

NCPD Advisory Council (or equivalent, if 

applicable)  

How is the Council structured, membership 

terms, etc.  

Storage and Confidentiality of Records  Where and/or how are records stored and 

who has access?  

Record Maintenance  How long are records stored? (ANCC requires a 

minimum of 6 years)  

Budget Administration  How is the APU funded? Who manages the 

budget and when?  

Approved Provider Unit Evaluation  (Not event evaluation) What is the procedure, 

processes or options for the APU to evaluate 

itself?  

Event Cancellation  Under what circumstances can an event be 

canceled? How is this accomplished and 

registrants notified?  

Refund Policy  What are the options for an event refund? 

How is it handled? In what time frame?  

Enrollee Grievance  What is the process if an enrollee has a 

grievance and how is it handled?  

Provider vs Approver  An APU is a provider of nursing continuing 

professional development; there cannot be an 

internal “approval process” 

Primary Nurse Planner  Qualifications, roles and responsibilities, 

orientation and leadership succession  

Nurse Planners  Qualifications, roles and responsibilities, 

orientation, mentoring and auditing  

Joint Provider Activities  Under what guidelines does the APU function 

when jointly providing an activity? What are 

the required responsibilities of the APU? What 

options are available? What records are 

required?  

Effective Design Principles  Under what effective educational design 

processes does the APU function?  

Assessment of Learner Needs  What types of needs assessment does the APU 

utilize? When are they done? What is the 

process?  

 
Additional topics may apply, depending on your APU setup and role within the wider organization.  Questions 

on policies can be directed to any Team member! 



 

Midwest MSD Approved Provider Conference Call Topic Tips 
April 6, 2021 

As an added feature, topic details and notes from the monthly APU conference calls will be published in the Pulse whenever 
possible. 

Activity Evaluation Documentation  

Activity evaluation is an important, required aspect of nursing continuing professional development (NCPD). 

The distinction, however, must be made that criteria requires every educational activity to be evaluated.  It 

does not dictate how that evaluation takes place.  So, the first thing to consider is that an evaluation form or 

survey is not required for every event.  Evaluation can take many shapes and forms.  

Evaluation is often defined as the systematic gathering of information to determine the value or merit of an 

activity.  In NCPD, collecting evaluation data from the participants allows them to provide feedback about many 

different aspects of the educational experience.  This feedback is then used by the Approved Provider Unit 

(APU) to make decisions about future NCPD activities.  

How an evaluation is conducted is determined by the Nurse Planner and the planning committee.  What is most 

important is that the evaluation process helps the planners know if the learning outcomes designed for the 

education were met.  If the learning outcomes were achieved, the planner(s) may decide that the education 

was adequate and successful, or that it could be repeated as is, without change or minor revisions.  If the 

outcomes are not met, the planner(s) 

must further assess what needs to 

change.  This may mean actual changes 

in the content, or delivery prior to 

implementing the activity again; but it 

could also mean going back and re-

thinking the professional practice gap.  

Was the appropriate learning gap 

identified?  Where there barriers to the 

learning? Was the method of 

instruction inappropriate for the 

content?  Was the instructor not a good 

fit for the content or the delivery 

format?  

An educational evaluation also assists 

APUs in collecting feedback regarding 

the Approved Provider Unit and its 

functions.  This is different feedback 

than what is collected regarding the 

learning as it is looking at APU tasks. This information is then collected as part of the Approved Provider Unit 

evaluation required in criteria Quality Outcome 1.  

In the past, the Midwest MSD has provided numerous resources and training sessions on activity evaluation.  It 



is highly recommended that Nurse Planners review these options, including how Kirkpatrick’s and Moore’s 

levels of evaluation impact NCPD.  

The 2021 NCPD Activity Planning Guide Activity Evaluation section was expanded so that the Nurse Planner has 

the ability to document all important aspects.  Most importantly, it asks for specific information regarding when 

the evaluation data was reviewed and if the learning outcomes were met.  These are two pieces of key 

information that were found lacking in the educational activity files reviewed in 2020.  Nurse Planners often 

checked that “yes, evaluation was done” and then attached the pages of evaluation question answers, with no 

indication of what the information meant or what was done with it.  

When the NCPD Activity Planning Guide asks “evaluation summary attached” – and if checked yes, the 

expectation is that there is a narrative report regarding what was found in the feedback and what implication 

the feedback had for this educational event.  It does not have to be a three-page report, but it does have to 

show that the Nurse Planner and the planning committee looked at the feedback, and were able to determine if 

the learning outcomes were met and if not, why not?  Merely attaching evaluation data, survey reports, or 

answers to survey questions is no longer adequate.  

You will note that there is a separate section asking if a formative evaluation technique was utilized during the 

event, and if so, that a brief analysis of what was observed is included in the activity file.  

Whatever format of evaluation the Nurse Planner and planning committee agree on, the required element is 

that the learning outcome(s) must be gauged. That can be re-wording the actual learning outcome and asking 

participants if they achieved it or not, or it could mean utilizing other tools such as a posttest or competency 

check off to ascertain how effective the learning was.  

Examples of activity evaluation topics: 

• Were the identified learning outcomes met? If not, why not?  

• Did the content fulfill the overall purpose of the activity?  

• Was the instructor/presenter effective? Did they demonstrate expertise in the content?  

• Was the education delivered free of bias?  

• Was the format of the education appropriate for the content and the learner?  

• Were the active learning strategies utilized (quizzes, reflection, case study review, etc.) effective for the 

content? 

• What was missing that the learner needed? 

• How can the education be improved?  

Examples of Approved Provider Unit evaluation questions that can be incorporated into an activity evaluation:  

• Did the learner find the registration process easy to use?  

• Was the format, timing, day of the week, etc. appropriate for you (the learner)?  

• If an online event, was the platform easy to navigate?  

• Where additional instructions/information needed, and if so, what would have helped?  

• Was the cost of the education in line with what you would expect?  

• Did you need or receive assistance from staff at any time during the registration process or during the 

event?   

• How can we (the APU) better serve you (the learner)?  

 



Participant Question 

Q:  What is the expectation if the evaluation shows that the learning outcomes were not met?  If this was a one-
time event is it expected that the course be retaught or represented to the learners? 
 
A:  It is understandable that there may be instances when the data indicates the learning outcome(s) were not 

met.  There is no expectation that the event be re-taught or a remedial course be provided.  What is expected is 

that the Nurse Planner and the planning committee analyze the data to see what the issues were that 

prevented the leaning outcomes from being completed and make the appropriate decision on what to do next. 

Is it possible to make revisions to the existing course to remove barriers?  Does the course content need to be 

further broken down?  Is the format inappropriate for the content?  Was the instructor and/or the teaching 

strategies ineffective?  Once these types of questions are answered, then the decision can be made if the event 

is to be revised, not offered again, or what other options are available.  

What can and cannot the Midwest MSD do for you? 
An Editorial 

Accredited Approver Program Director Judi Dunn MS, CPP, RN, NPD-BC 

I was reviewing the evaluation feedback from the 2020 Approved Provider training recently, and was very 

grateful for the comments participants communicated.  That information, combined with recent email requests 

got me thinking that I might need to share some thoughts to help Approved Provider Units recognize what the 

role of the Midwest MSD really is.  

As an ANCC Accredited Approver Unit, the Midwest MSD Professional Development Team is responsible for the 

eligibility, oversight, mentoring, and adherence to ANCC criteria for the Approved Provider Units (APUs) and 

Individual Education Activity applicants 

within our Accredited Approver Unit.  The 

emphasis here, being on adherence to ANCC 

criteria.  

It is our responsibility to ensure that all APUs 

have the tools and resources they need to 

manage their Units, and provide high quality 

nursing continuing professional 

development within the parameters of 

criteria.  What we do not have the capacity 

nor responsibility for, however, is to provide 

detailed assistance on new technology, 

educational design theory, or a guide on 

how to plan a large 2-day conference.  We 

have tried to provide reference material, 

examples, and a forum for sharing, but are 

limited in the scope of what we can deliver.  Our main concern and charge is overseeing the adherence to 

criteria.  Adherence to criteria guides an APU in designing, implementing and evaluating very high-quality 

nursing continuing professional development and hopefully assists nurses to improve client outcomes.  



As nursing professional development expands and grows outside of continuing education, it may be necessary 

to seek out other resources for such areas as mentoring, preceptorships, competency assessment, and utilizing 

new technologies.  APU members are encouraged to explore other organizations that can assist in these areas 

such as the Association for Nursing Professional Development (ANPD.org).  

While we try our hardest to provide answers to all of your questions and address all of the topics you request, 

realize that we need to stay true to our mission and focus on criteria.  So, at times, we may try to help you by 

providing resources to investigate elsewhere.  It is critical that our available time and resources focus on our 

primary task of encouraging and supporting adherence to the educational design criteria.   
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