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Annual Report Reminder 

January 31, 2019 is the deadline for submitting the Annual Report for your 
Approved Provider Unit on activities from 2018, and the associated annual 
fee. Electronic submissions are required.  

You’ll find the Annual Report requirements a 
bit streamlined this year, and we hope this 
will make reporting easier for all.  And also 
allow us to get feedback returned earlier to 
each APU! 

At most, each organization will submit two attachments by email. 
Annual Report requirements must be collated together as one PDF with the 
exception of the 2018 NARS Annual Reporting Spreadsheet – this piece must 
be submitted as an Excel file. Please submit completed annual reporting 
documentation to AnnualReports@midwestnurses.org. 

If you have any questions about the Annual Report requirements, fee or 
submission/payment process, please call or email Sara. 
 

 
 

 

Quality Quotes 

 
 

Quality in a service or product 
is not what you put into it.  It’s 
what the client or customer 
gets out of it.                                     

                                                                                                                                   - Peter Drucker  

 
 

Good, better, best.  Never let it 
rest.  ‘Til your good is better, 
and your better is best. 

 

                                 - St. Jerome 

mailto:AnnualReports@midwestnurses.org


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

 
 

After the Activity 

 What is your Unit’s process for reviewing results after an activity is completed?  Do you have a clear set of steps 

for post-activity auditing or analysis by the planning committee and Primary Nurse Planner?  Let’s take a closer 

look at how your actions after an activity can impact your Unit processes and enhance the success of the activity 

itself. 

Final results                                           

  This includes everything that helps the planners measure the success of the activity and its 
learning outcomes, and can take a variety of forms.  It’s important as part of your planning 

process that you determine who will be responsible for collecting evaluations (if done on paper) 
or generating the evaluation summary (if done online).  This can be the Nurse Planner or a designee.   

If an observational measurement is part of your evaluative process, such as measuring a learning outcome like 
“learners will participate in the role-playing exercises”, be sure to assign who will write the brief narrative that 
should be added to or attached to the standard type evaluation summary.   

Posttest score summaries should also be included as part of the evaluation elements in the activity file.  A report 
on financial figures for activities receiving support and/or charging an attendance fee goes in the file as well, 
although note that only commercial support agreements are required to be sent in with any requested files for 
review. 

Review of evaluation results      
Your planning committee has one last responsibility after the activity: to review the 
evaluation results.  This doesn’t have to be done through a formal meeting, but email reviews 
are not generally as thorough or thoughtful as face-to-face meetings tend to be.   

   Planners should look for problems, trends, suggestions and indications of anything that could 
improve the planning process or implementation of an activity in the future.  One thing the reviewers seldom see 
as part of activity file are notes from planners or helpers about the challenges or issues solved or coped with at the 
time of the activity – the sort of analysis often done by planners informally when debriefing.  Consider making this 
part of your activity file to help planners who may not have been included in the informal type of debrief avoid 
similar problems in the future. 

Disseminating the results 
Who needs to see the post-activity notes and results?  If the Primary Nurse Planner of the 
Unit has not been involved in planning, he/she certainly should receive a copy of your 
evaluation summary and observational notes, in addition to any additional notes taken a 
part of the evaluation review by the planners.   

Other stakeholders may also benefit from a copy of some or all of the post-activity materials, such as nursing 
managers, the Director of Nursing or Quality Improvement, or managers of non-nursing departments for 
interprofessional activities. Financial reports on income and expenses or ROI information, if applicable, should be 
sent to the appropriate department or coordinator in your organization.  Don’t forget that if an activity is jointly 
provided, your partner in the activity should also receive full reports of the results of the evaluation process. 



 

Completeness of the activity  
Before filing away your activity documentation, it’s important to do one final review for 
completeness.  Double-check for missing check boxes, correct roles and full credentials on 
the COI forms, full citations of references and active engagement strategies noted in the 
Content outline of the Educational Planning Form, and that all elements have been 
     addressed on the CNE Activity Planning Guide.  If an item has been noted as “on file”, is it 
readily available or added to the activity file?  Does the participant listing include the 

contact hour award amount?  Are all supporting documents present in the paper or electronic folder?  Has the 
activity been entered correctly on the Unit’s NARS spreadsheet? 

The Unit’s adherence to the ANCC/Midwest MSD criteria is ultimately dependent on the contents of each activity 
file.  Although it’s tempting to give a sigh of relief at the conclusion of a successful activity, don’t forget that the 
activity isn’t really done until all the follow up is complete! 

Writing Effective Multiple-Choice Questions 
Best Practices from the Nurse Peer Review Leader 

 

Multiple-Choice Questions for Pre and/or Posttests  
In order for a pre and/or posttest to be valuable in measuring learning, multiple-choice questions need to be 
effective and well written. While entire semester graduate-level nursing education courses can be taken in writing 
test questions, a few important concepts have been compiled here for your review.  
 
The entire multiple-choice question is frequently called an ITEM. Each question also has other important 
components.  
       4.    In this case study, which would the nurse expect to find during a physical examination?                      STEM  

a. A rapid heart beat 

b. Bradycardia                                                      Distractors or Options  

c. Tachycardia 

d. Ventricular tachycardia 

Basic guidelines for writing the ITEM and the STEM   

 

1. Keep the reading level difficulty of test items appropriate for the target audience’s education and/or 

experience.  

2. Write items as simply as possible, ensuring that students know exactly what information is being 

requested.  

• Do not include irrelevant details, unnecessary sophisticated vocabulary, or illogical construction 

which leads to confusion.  

3. Test for important ideas, information and skills – not trivial details.  

• What do you really want to measure?  What are the key takeaways in the content?  There 

should not be any trick questions.  

4. Ensure that each item stands alone.  It must be stated clearly and concisely as a self-contained question or 

problem.  

• Each item should be independent of other items. The answer to one question should not 

depend upon the answer to another question or one question should not give clues to 

answering other questions.  

 



5. Be consistent in using a question format.  

• A direct question format is much more effective than an incomplete statement format. For 

example:  

(Incomplete statement format) The capital of Ohio is ____________________.  
(Direct question format) Which of the following cities is the capital of Ohio?  

7. Do not use negative questions.  

• You do not want to reinforce any wrong concept, or skill, therefore you do not want to 

reference or place stress on an incorrect answer.  For example: 

                     (Negative question format)  Which of the following is NOT a symptom of MI?  

• Students may be able to guess the correct answer by finding answers they know are incorrect. 

8. Avoid irrelevant clues and ‘give-away’ questions. Relate the stem directly to a specified learning outcome.  

• Avoid the use of words such as never and always.  

• Make sure that the subject-verb syntax agrees between the stem and all of the answers, not 

just the correct response.  

9. Avoid using direct quotations or verbatim statements from a text or article to form a question.  

• Taken out of context, such material can be ambiguous or confusing and it also drives students 

to focus on memorization rather than understanding.  

10. Ensure that the entire item is grammatically correct and consistent between the stem and the options.   

• Have another person read – preferably aloud – your test questions to verify clarity. 
 

Basic guidelines for writing the distractors or options   

 

1. Use plausible options/distractors  

• Do not include irrelevant or obviously wrong responses. 

• Write the options so that they are homogeneous in content.  

• Write in the correct format that participants would be familiar with from the content.  That is, do 

not introduce new abbreviations or format changes.  

2. Be sure the correct answer is clearly the best option.  

• The item should include one and only one correct or clearly best answer.  

• With one correct answer, alternatives should be mutually exclusive and not overlapping.  

3. The options should be similar in detail, length and complexity.  

• Avoid making the correct answer a very long or very short answer compared to the other options.  

4. Do not use “all of the above” as an option. 

• Students only need to recognize two correct 

options to get the answer correct.  

5. Avoid the use of “none of the above” as an option. 

• This option does not provide a correct answer 

– so what is it measuring?  

6. Balance the placement of the correct answer.  

• Pay attention to how many times the correct 

answer is B or C (traditionally used most 

often) and ensure that options A and/or D are 

also used for correct responses.  

• If responses can be randomized within a learning management system, use this function.  

7. Avoid clues to the correct answer.  

• Avoid answering one question in the test by giving the answer somewhere else in the test.  

• Avoid extremes – never, always, only. 

• Avoid “multiple multiple” test questions, which include options such as “A and B, but not C”. 



• Avoid negative thrashing such as “all of the following are true except”.  

• Do not use nonsense words or unreasonable statements. 

8. Do not repeat wording from the stem in the correct option. It’s a quick give-away.  

9. Avoid elaborate explanations or including such phrases as ‘background information’ in an effort to make an 

item clearer.  

10. Review to make sure that each option is grammatically correct, and grammatically consistent with the stem.  

• If possible, arrange options in numerical or alphabetical order, unless this leads to an uneven 

distribution of options (too many As or Bs).  

A multitude of academic-level resources on writing high-quality multiple-choice questions that effectively measure 
learning within your activities is available online.  If you have any questions or want to suggest any other topics, 
please email Judi Dunn at NPRL@midwestnurses.org. 

Judi's Gems 

Nuggets from emails, ANCC, reviews, and more! 
 

Q.  On the 2018 NARS Annual Reporting Spreadsheet that was shared with us, #74 is worded: 

# of Nurses who completed the activity. Our current process is to list the total number of 
nurses who sign in (attend) an event.  
 

Can you confirm that entry 74 means, the # of nurses who met successful completion 
requirements (for us that involves completing the evaluation)? 

 

A.  What is being asked for in column #74 in the NARS spreadsheet, in 2018 as in the past, is the number 

of nurses who have met the requirements of successful completion for that educational event.  Those 
nurses who attend/participate but do not meet the successful completion requirements are not recorded 
on the NARS spreadsheet. The number may be kept internally, but is not reported to ANCC/MW 
MSD.  Some APUs have found it helpful to collect those numbers to evaluate why nurses did not complete. 
Did they not have enough time?  Did they not want to bother going back into a system to do one more 
step?  There could be a wide range of answers.  
 

There is no need for your APU to re-figure any 2018 data that you have collected to adjust to this change.  
It is understood that would be a daunting task, and at this date and time, not necessary.  However, for 
2019 data, I would suggest that you evaluate your current processes and see how best you can capture the 
requested “completion” numbers. 
 

It is also important to remember that event records/rosters must also indicate exactly how many contact 
hour(s) a nurse received for participation and completion of an educational event. Therefore, if to meet 
the successful completion requirements an evaluation has to be completed, those not completing one 
should not be receiving contact hours.  This should be reflected on the 
record/roster as well.   
 

This may be a two-fold discussion that has to happen within your APU – 
1)  Do you need an evaluation to be required  (as a successful 
completion requirement) for every educational event?  Can other types 
of evaluation be utilized?  2)  What happens to those nurses who attend 
but do not meet all successful completion requirements?  For example, 
what if reading an article was a requirement prior to a discussion, what 
happens if they don’t read it and do not come prepared?  



                Remember, only the Primary Nurse 
               Planner or a planning committee  
             member can review and sign the Nurse 
Planner’s COI form! 
 

Review by another Unit member who is not listed 
as being on the committee for that activity is not 
a valid process – it must be a planner, because 
they are familiar with the purpose, learning 
outcomes and content of that activity, and so can 
best judge whether a conflict of interest exists. 
 

Another reminder:  If you are a Nurse Planner 
serving ONLY as a planner and are not the Nurse 
Planner for an activity, you must complete a 
Planner/Faculty COI form, not your usual Nurse 
Planner one!  Only one Nurse Planner COI form 
should be in any given activity file. 

 

 
Q.  Does the participant 

listing for the activity file 
need to be the sign-in sheet used on the day of the 
activity?  Ours always look so messy, with strikeouts, 
no-shows and added-on walk ins, that we prefer to 
convert it to an Excel spreadsheet for clarity.  We can 
then leave off the no-shows and add on the extra 
learners.  Is this okay? 

 

A.  No matter what you call them -- rosters, 

participants listings, rolls or sign-in sheets, your 
Provider Unit is just required to have as part of the 
activity file a legible listing of who participated in the 
activity and received contact hours for doing so.   

 

That listing can be the original initialed or signed pre-
registration sheet or a cleaned-up version.  As long as 

it contains the demographics about the activity (title and date), clear and identifiable participant names 
and the contact hour award (either as a header if everyone got the same hours, or per learner), it doesn’t 
matter what else appears on the listing for the file.  You can use a Word- or Excel-type format or any LMS 
report type.  Signatures or initials are not mandatory for the final listing, although it is strongly 
recommended that you keep any original sign-in sheets in the file…just in case of inquiries or errors 
transcribing. 
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