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New NCPD Activity Planning Guide Coming! 

As part of the MSD Team’s review of the array of forms, white papers 

and templates available for use by the Approved Providers, the most 

changes have been made to the NCPD Activity Planning Guide. 

One focus of the revisions has been to incorporate options for virtual 

learning, due to the immense increase in this type of activity that began 

this year.  The Team looked at creating separate forms for live vs virtual 

offerings, but discovered this would be unwieldy and impractical. 

Another focus is a process change regarding Conflict of Interest forms 

that should allow Provider Units some flexibility while still being vigilant 

about potential and actual conflicts of interest. 

Sara will post 2021 forms and templates before the end of the year.  

Watch for more information to come from her and from NPRL Judi Dunn! 
 

 

 

Quality Quotes 

 

Life is short; break the rules.  Forgive 

quickly, kiss slowly.  Love truly.  Laugh 

uncontrollably.  And never regret anything 

that makes you smile. 

                                 - Mark Twain 

 

If you survived this *Weirdest.Year.Ever* 
and can still smile, still love, still tolerate, 
still celebrate, still forgive and still laugh, 
you have skills of endurance that will 
sustain you through anything that work, 
family or society can throw at you.  

 
                                 -  K.J. Smith  



Rockin’ with the Reviewers 
The Nurse Peer Review Team members share best practices 

 

The Reviewers’ Take on 2020 
Aside from the chaos and instability that the COVID-19 pandemic imposed on everyone, the Nurse Peer Review 
Team has completed their usual individual activity application reviews as well as three cycles’ worth of 
Approved Provider applications in 2020.  The majority of the time, our customers and Provider Units turn in 
applications that reflect great practices and solid adherence to the Midwest MSD/ANCC criteria.  But not 
always.  Here are some observations, tips and advice from the team based on 2020 sample activities: 

 

 It’s important to make sure that the timings for your activity MATCH between your agenda, marketing, 
and the Educational Planning Form.   When one is altered, all should be corrected to align. 

 Remember, there is a zero tolerance zone in applications and sample activities for using the term “CEU” 
when referring to nursing contact hours.  ☺  Note that in 2020 you will see more references to “NCPD” 
(Nursing Continuing Professional Development) instead of “CNE” (Continuing Nursing Education), in 
response to the change by ANCC.  NCPD will not be used in every instance, based on syntax and usage, 
but it will be used the majority of the time.  However, no change to “contact hours” has been made.  
“CEU” is never correct when referring to NCPD contact hour awards. 

 Noted on some Nurse Planner Conflict of Interest Forms are signatures indicating that the wrong person 
reviewed the form.  A Nurse Planner can NEVER sign her own form as the reviewer for COI.  Neither can 
another Provider Unit staff person if they are not on the planning committee.  As noted on the COI 
form, only another planning committee member or the Primary Nurse Planner can review/sign Nurse 
Planner COI forms.  And only the Nurse Planner for that activity can review/sign COI forms for the other 
planning committee members and the presenters. The expectation is that the planning committee 
members and/or the PNP are familiar with the content of the activity and can knowledgeably review. 

 A missing item in many sample activities is an agenda that includes the contact hour breakdown and 
calculations.  While the majority of activity files contain an agenda, this published one from a participant 
handout or marketing material seldom includes the required breakdown of contact hours.  The 
recommendation is that the Unit keep a “working” agenda in the file that has those calculations, in 
addition to the one to be published or distributed.  The working agenda helps ensure that contact hours 
are calculated correctly and allows for planning committee members to double-check math! 

 The purpose of a content outline on the Educational Planning Forms is to determine if length is 
appropriate, if content is at a sufficient level to address the professional practice gap(s) identified and if 
the learning strategies proposed address retention of content. If either the content outline or time 
frames are not detailed, the reviewers cannot make these determinations.  Scanty outlines, promotional 
“blurbs” instead of outlines, or simple restatements of the outcomes in the Content column of the 
Educational Planning Form will be problematic for the reviewers. 

 Occasionally the reviewers see content outlines that do not include lines about or time allotted for the 
“active” engagement strategies that are checked in that column.  If role-play, case studies, small group 
exercises/assignments – or any engagement strategy with an asterisk – is checked on the form, that 
item should have its own line in the outline and its own time assigned in the Time Frame column. 

 We continue to see references and resources listed that are landing pages (“home” pages, not internal 
web pages containing usable data or information) as well as references that do not fall within the 5 to 7 
years recommended window.  While some seminal works can be considered classic references in many 
fields, the vast majority of references should be current and best-available. 

 
The reviewers want to reiterate that the majority of sample activities submitted are very high quality and 
compliant with criteria.  It has been a pleasure to see the great work done by Units during the last year!  



Annual Fee Payment Details 

Along with submission of the Annual Report each year, Approved Providers are required to pay an Annual Fee 

for services/resources provided by the Midwest MSD in the past year. Annual Fees are set based on the type of 

organization: 

• Single Agency Provider Annual Fee $300.00 

• System Provider Annual Fee $800.00 

Please visit the Fees & Requirements page on the Midwest MSD 

website to pay the Annual Fee through our online payment portal. 

Scroll down to the Annual Fee and click ‘Pay Online Now’. There are 

multiple payment categories listed on this webpage so be sure to 

select the second to last one to pay the Annual Fee.  

IMPORTANT:  Failure to pay the Annual fee by January 31st will 

result in the assessment of late fees and in a possible suspension of 

your Unit’s provider approval.  

Approved Providers are given the option to pay by credit card or 

check through the online payment portal. When you select to pay by check, an invoice will automatically 

generate as an email for you to print and include with your payment. Note – it is important that the invoice is 

included with the check payment to ensure accurate processing. Make checks payable to the Midwest MSD and 

mail them to: 

Midwest Multistate Division (Midwest MSD) 
3340 American Ave. Suite F 
Jefferson City, MO 65109 

Please let Sara know if you have any questions! 

 

NPRL Thoughts on Evaluation 

As an ANCC/Midwest Multistate Division Approved Provider Unit (APU), the concept of evaluation is integral to just 

about everything we do. Units are asked to evaluate themselves and their operations to produce Quality Outcomes. 

Nurse Planners in collaboration with a Planning Committee are asked to provide some type of evaluation of each 

educational event that includes learner feedback.  

In previous newsletters and Approved Provider trainings we have discussed options that can be used to evaluate an 

educational session – everything from the classic evaluation form, to online surveys to observations/polling done 

during an event. Collectively, there are three types of evaluation; formative, summative and competency-based.  

Formative evaluation occurs during the learning session. A Nurse Planner and/or planning committee member takes 

note of learner questions, comments and performance to determine if the learner(s) are moving toward meeting the 

learning outcome. Formative evaluations are done in real time and includes many considerations regarding how the 

education is progressing. Were participants eager to participate in the role-play activity? Did they get up and post 

comments to the ‘parking space’? Was the presenter keeping learners engaged or was the content too complex? Did 

https://midwestnurses.org/continuing-education/fees-requirements/


learners answer the polls during the online session?  

Formative evaluation comments are compiled during the event and at a debriefing session after an event, and/or in 

planning committee meetings. A short narrative describing what was observed, and how that affected the learning 

session are useful tools to assist with the next time the education is offered. This narrative is kept in the educational 

planning file.  

Summative evaluation “occurs at the end of instruction and focuses on achievement. These evaluation results are 

most beneficial for subsequent activity revisions and enhancements.” (Bourke & Ihrke, 2012). A summative 

evaluation looks at what the learner accomplished. A compilation of post-test scores is a summative evaluation that 

can demonstrate the learning outcome was achieved or not.  Summative evaluation results can also be a collection 

of the evaluation form results. For example, what percentage of learners self-reported an increase in knowledge or a 

change in practice?      

Competency-based evaluation measures actual performance, either in practice or a simulation environment. 

Checklists, policies and procedures, standards of care, clinical guidelines are used to determine correct and/or 

incorrect clinical actions or professional behaviors.  

Best practice is that for every educational event 

there is a review of the evaluation data, and a 

determination of how that information can be 

used in the future. How that is accomplished is up 

to the Approved Provider Unit. Minimally the 

expectation is that the Nurse Planner reviews the 

evaluation data, provides relevant information to 

the planning committee, the presenters, and 

others involved in the event. A short narrative, or 

recording evidence in the NCPD Activity Planning 

Guide, will provide a record for future event 

planning and reporting to administration regarding 

results achieved (or not). What is discouraged is for 

pages of evaluation data to be added to an 

educational planning file with no documentation of 

anyone analyzing how effective the education was in achieving the learning outcomes.  

For enduring materials, it is suggested that the APU set up a schedule to review evaluation results (e.g., every 3 

months, every quarter, etc.). Units should not wait until the expiration date of the enduring material before 

reviewing evaluation data.  Findings should be recorded in the planning file. For example, if a large majority of 

learners are incorrectly answering question #10, why might that be happening? Is the question poorly worded? Is the 

content not adequately covered in the activity to provide the learner the ability to transfer the knowledge? Should 

the question be changed and/or removed? This type of analysis while the event is still active, allows the Nurse 

Planner and the planning committee to make changes to improve the education.  

Evaluation is a vital aspect of nursing continuing professional development. With the goal of achieving learning 

outcomes, the Nurse Planner and planning committee need a systematic review of all aspects of the education. It is 

necessary to validate that the learning outcome(s) were achieved or not, and if not, why not, as well as documenting 

what was found in the analysis of the evaluation data. What can be applied to future educational events? What 

needs to be done differently? This insight will enhance planning and implementation for forthcoming education.  



2021 Approved Provider Conference Call Dates 

Mark your calendars!  Here are the 2021 dates for the Midwest Multistate Division APU monthly conference calls.   
More topics for discussion will be announced soon! 

 

Tuesday, January 5, 2021 Updated Conflict of Interest Options for Nurse Planners 

Tuesday, February 2, 2021  Using the Revised 2021 NCPD Activity Planning Guide  

Tuesday, March 2, 2021 Changes and Updates in Designing Educational Activities Document 

Tuesday, April 6, 2021   

Tuesday, May 4, 2021  

Tuesday, June 8, 2021 

Tuesday, July 6, 2021 

Tuesday, August 3, 2021 

Tuesday, September 14, 2021   

(Not the first Tuesday due to holiday)  

Tuesday, October 5, 2021 

Tuesday, November 2, 2021 

Tuesday, December 7, 2021 

 

Anatomy of a Certificate 

Certificates of completion (not attendance) are an important part of nursing continuing professional development. 

Whether they are paper or electronic, nurses are looking for that validation that they met the successful 

completion requirements and have received the appropriate contact hours.  

Elements that MUST be on a certificate – no matter what delivery format:  

• Title of the educational event (same as on all other event documentation)  

• Date the event was attended and/or completed by participant  

• Name of the participant and/or a space for the name to be written in 

• Name of the Approved Provider Unit (APU) providing contact hours  

• Address of Approved Provider Unit, either physical or web address (somewhere the participant can 

contact the APU after the event).  Note that a location for the activity (when different from the APU 

location) does not substitute for this requirement, although a location can be added if desired. 

• Number of contact hours awarded to the individual to whom the certificate is issued 

• Name of any joint providers involved in the event, if applicable  

• Midwest MSD Provider Approval Number (listed as such, no other designations added)  

• Current official ANCC/Midwest MSD Provider Approval statement  



The layout and/or stylized additions to the certificate are up to your Approved Provider Unit: 

❖ It can be portrait or landscape 

❖ It can include the Approved Provider’s logo, in addition to listing the APU name and address  

❖ It can, if desired, have a signature line for the Nurse Planner, Primary Nurse Planner or another 

designated representative 

❖ It can have an event/activity number specific to your APU 

❖ It can include the continuing education requirements of other professionals if an interprofessional 

educational event  

A sample certificate is included on the Midwest MSD website. Keep in mind that not all Approved Provider 

certificates have to look alike. Your Unit can use different certificate templates based on the activity type and 

delivery format. For example, a certificate generated by an LMS may look different than a paper certificate 

created in the Education Department and handed out at an in-person event. Your Unit can also create a 

template for a live, in-person event, and one formatted differently for an enduring activity. The key is that 

regardless of the format, the APU must make sure that all required elements are included to meet criteria.  
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