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Nursing Professional Development Week 

NPD Week, underway now (September 13 through 19, recognizes the 

work done by nursing professional development practitioners. During 

this week, take the time to celebrate your achievements, thank your 

staff, host educational activities, and teach others about nursing 

professional development. Especially in critical times, the work NPD 

practitioners do is essential in supporting front line healthcare workers. 

Visit the 

Association of 

Nursing 

Professional 

Development’s 

website for more 

information, and a 

way to send an 

NPD colleague a 

virtual high five!  

www.anpd.org/page/npd-we 
 

 

 

Quality Quotes 

 

You have to go wholeheartedly into anything 

in order to achieve anything worth having. 

                                 - Frank Lloyd Wright 

 

A key to growing as an educator is to keep 
company mainly with teachers who uplift you, 
whose presence inspires you, and whose 
dedication drives you.  

 

                                 -  Robert John Meehan  

http://www.anpd.org/page/npd-we


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

 

Promotional Materials 

Did you know that only one item is required to be included on your promotional materials for activities? 

Approval Statement?  No 
Up until January 1st of 2017, any marketing or promotional material other than Save the Date postcards or the 
like had to include the Approved Provider Unit’s full approval statement as well as the number of contact hours 
to be awarded as one element of the flyer/brochure/email.  That requirement is no longer in place, but the 
Midwest MSD Team strongly suggests that your Unit continue including both.  The approval statement is the 
Unit’s badge of achievement – your APU has worked hard to achieve Provider Approval, and to keep it, so you 
should be announcing to all that your activity has been planned using the rigorous and evidence-based methods 
considered best practice in the industry.  For most nurses holding specialty certifications, the contact hours they 
earn toward recertification must be ANCC-level contact hours, so the approval statement is your best 
advertisement that your activty will provide certified nurses with not only great content but the right type of 
contact hours they need.  And since you are required to provide your approval statement as part of your 
activity’s disclosures, we can’t think of any reasons other than space considerations for leaving it and the 
contact hour award off of your marketing.  Remember that if you mention contact hours at all (“contact hours 
available”) then in that case, the full approval statement must be included as well. 

Learning Outcomes?  No 
The Midwest MSD does not encourage the use of learning outcomes on promotional materials.  Outcomes are 
written by and for the planners, not the learners, and publishing them “as-is” may not provide your potential 
attendeees with a clear pricture of the activity.  Instead, consider a listing of “key points” or “key features” of 
the activity, to provide details about sessions and/or the general theme of the activity.  If there is room, a 
detailed agenda can be very useful for nurses to use in deciding whether this activity is right for them.  As the 
very least, a brief “blurb” or narrative can help flesh out the title of the activity and provide information, such as 
“Join us for a day of evidence-based sessions on cutting-edge cardiac care that can energize your practice and 
enhance your patient’s outcomes!” 

Successful Completion Requirements?  No 
If your completion requirements have been determined by your committee in time, consider including them on 
your flyer or brochure.  This is especially useful if the requirements contain elements such as participation in 
role-playing or completion of a posttest.  Nurses who don’t care to take part in activities like that can then 
choose not to attend, and those that do will know what to expect ahead of time. 

Sponsors and/or Commercial Supporters?  No 
It is up to the APU to decide if inclusion of sponsor or commercial supporter names and logos is appropriate for 
the promotional material.  If space is not an issue, this can be a way to thank sponsors for participating, as well 
as let potential attendees know who they can expect to see at vendor times.  Best practice indicates that if 
commercial entities are included on promotional materials, a statement such as “Our commercial supporters 
have no input in or influence over the choice of topics or presenters” should also be included to be very clear to 
all.  Be mindful that if your activity is also providing CME, logos of commercial interests cannot appear on 
promotional materials. 

Disclosures?  No 
If your disclosures are ready by the time promotional materials are released, they can be included as well, but 



they are not required to be on these materials as long as they are disclosed elsewhere prior to the activity.   

Registration information?  No 
Not required, but certainly important!  Don’t assume that all of the nurses in your facility will know how to 
register.  Include full instructions for new employees and for outside participants as well. 

Joint Providers?  YES! 
The names of joint providers of an activity is the only required element for your promotional materials.  All of 
the names (and logos, if included) of all of the joint providers must be equally prominent. This means that the 
names of both must be at least close to the same size and ideally in the same place on the brochure or flyer. It 
must be very clear to all potential participants which entities are providing the entire activity, not just the 
contact hours.   

If you have any questions or concerns about your promotional materials, we are always available.  Just send us 
an email (see list at the end of the newsletter) and attach your working document for feedback.    

 

September’s Featured Approved Provider 

Periodically the Pulse will feature one of our Approved Provider Units so that everyone can get to know their colleagues better.  

 

September’s featured Approved Provider is Boone Hospital Center in Columbia, Missouri.  Founded in 1926, 

Boone Hospital in a regional referral center and 392-bed full service hospital serving 25 counties. Particular 

specialties include: cardiology 

(Level I STEMI Center), 

neurology (Level I Stroke 

Center), oncology, and 

surgical and obstetric 

services. Boone received its 

fourth Magnet designation in 

2019, and after 30 years of 

being one of 15 hospitals in 

the BJC System, Boone will 

return to being an 

independent hospital in 2021.  

Primary Nurse Planner Pam Martin started her PNP career in August of 2014 in a somewhat unique way,  “I had 

no prior experience as a Nurse Planner,” she says.  “The previous PNP had left the organization abruptly three 

months earlier and the existing Nurse Planner had been in her role only briefly.”  Pam found some good 

resources, though.  “Feeling completely overwhelmed and confused, I contacted an experienced PNP at another 

hospital in the system, and she gave me suggestions to become functional and compliant in my new role. The 

annual Approved Provider Training, the (then) MONA website, and near-constant emails with Sara Fry (    ) 

really got me rolling in earnest.” 

Boone’s Provider Unit, Approved with Distinction at their last renewal,  is located within the Training and 

Development Department and Pam is assisted by Elizabeth Hascamp, the Administrative Support Associate. The 

Unit classrooms are located within the department, with the hospital’s conference center being used for larger 

events.  The Provider Unit was going strong planning events for staff in 2020 when the pandemic hit, and 

everything was cancelled. “We have begun to offer Preceptor Class again for eight or fewer attendees,” Pam 



relates.  “We recently revamped portions of that course to more robustly target support and the unique 

learning needs of new graduate nurses.” 

This is one of the more satisfying aspect of Pam’s role as PNP.  “Using learner feedback, findings of leaner needs 

assessments and performance data to plan targeted CNE events to help meet individual professional and 

organizational goals is our service to our incredible staff and the organization as a whole,” Pam says proudly.  

She finds organization of myriad planning committees her biggest challenge.  “With each event,” she says, “I 

tackle this challenge early and firm by utilizing the Event Planning Form; it lists the tasks involved, responsible 

party, and goals for completion dates. The list is attached to the first planning meeting appointment to 

introduce everyone to what will need to be done. Tasks are then assigned very early on once the committee 

meets. I update the form as tasks are completed and stay in frequent contact with the committee between 

meetings to keep everyone focused and informed. Keeping the group informed in an organized and succinct 

way seems effective, and let’s face it, no one wants to be ‘that guy’, the one not doing their duties…at least 

most of the time.” 

Much less challenging now for Pam is the outcomes-based planning process.  “It seems quite natural now, but 

that certainly was not the case initially. I found the Approved Provider Training events to be most practical in 

helping me understand and apply this planning method. The practice sessions to perform gap analysis and 

develop learning outcomes helped me become a pro!  I found the Learning Outcomes Training Modules from 

the Approved Provider Forum and the Pulse Newsletters to be quite helpful as well.” 

Pam’s advise to other PNPs?  “Take advantage of all the wonderful resources provided by the Midwest MSD to 

help you effectively design your activities. If you are stumped, email to the MSD Team; they get back promptly 

and will continue to work with you until you are on your way again.”  

 

Midwest MSD APU Conference Call Topic Tips 
September  1, 2020 

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

Agendas and Contact Hour Calculation 

Everyone involved in NPD has experience in developing agendas for educational activities.  So, there is nothing 

new right?  Well, in the past year we have seen a number of issues with the agendas submitted as part of an 

educational activity file for review.  In many instances, the number of contact hours awarded to the nurses was 

incorrect, often short changing the learner.  

Important points to remember when planning an event:  

• Events of one hour or less do not need an agenda in the file.  It may, however, be a benefit to the 

learner that segments of the one-hour event are broken down.  

• The Midwest MSD requires that a “working agenda” with specific contact hour allocations be in every 

educational event file, when the event is over one hour in length.  

• What is important about a “working agenda”? 

o It does not necessarily have to be shared with learners, but is a tool for the Nurse Planner to 

verify that contact hours are being calculated correctly.  



o Best practice for a “working agenda” is to list the time needed to complete each section in 

minutes, rather than in the time lapse format (8:30 am – 9:30 am) and the amount of contact 

hours awarded for that segment (1.0 contact hour)  

o It should include introductions, and breaks – for which contact hours are not provided.  

o It should include time for evaluation if a paper/electronic evaluation is being asked for. 

o Session times should match the times listed on the Educational Planning Form.  

o Time should be allotted for learning strategies such as reviewing case studies, role play, 

discussion and/or question and answer periods.  

• Agendas are not required to be included in marketing materials, nor handed out to the learner.  

• Best practice is that an agenda is included in internet-based programs over one hour in length.  Even 

with live events being offered online, there should be a plan of how long each segment will take.  

• All agendas should match – consistency is important in verifying that contact hours are calculated 

correctly.  When reviewing file documents, ensure that the session times match on the “working 

agenda”, the Educational Planning File, marketing materials, handouts, conference books, etc.  

• What else can you include on an agenda if making it available to learners at the time of the event?  This 

is an optional format for providing these items: 

o Required Disclosures 

o Short bios and/or contact info for speakers 

o Approved Provider Unit contact information  

o How to access the evaluation (if applicable)  

o How and/or when certificates will be provided 

Calculating Contact Hours 

ANCC and the Midwest MSD utilize the standard that 60 minutes of educational time equals one contact hour.  

Activities must be a minimum of 30 minutes; no fewer than 0.5 

contact hours can be awarded for an educational activity.  

Note that the correct term is contact hour or nursing contact hour.  

Use of CNE and/or CEU is not correct, and unacceptable in nursing 

professional development.  It is also not correct to state “ANCC 

contact hours”, “Midwest MSD contact hours” or “accredited 

contact hours”.  

Contact hours are awarded for the actual learning experience plus 

time spent evaluating the activity.  

The award of contact hours must be determined in a logical and 

defensible manner.   

Contact hours are not awarded for introductions, breaks, exhibit hall viewing time, or time spent over 

lunch/dinner without education.  There may be other sessions that are offered during an event, for which 

contact hours are not offered.   Best practice is to identify these for the learner.  

For internet based, online education, journal based, or paper content education, the Nurse Planner is tasked 

with determining the contact hour award based on the actual recorded presentation time, an estimated time 

for a live (not recorded) event, use of a pilot group, use of the  Mergener’s formula, evaluation of the 



complexity of the content, or based on historical data or word counts.  

Pilot Study- A group of Registered nurses are asked to complete an educational activity (online, paper 

based, etc.) and submit the amount of time it took them to complete.  This could also be determined 

through a learning management system which records time spent in an activity.  

The average time is calculated from the times submitted, and that average is what is awarded for the 

educational event.  Those participating in the pilot study are awarded the average contact hours 

determined after the event.  

Mergener’s Formula – provides a before-the-fact method to calculate contact hours based on the 

number of words in the text, the number of examination questions, and a subjective estimation of the 

difficulty level of the content of the material.  Use Google to search for more details.  

Important Reminders 
✓ Use the correct language – you are awarding contact hours.  

✓ Check and double check your addition of minutes in each session  

✓ Ensure consistency in all documentation 

✓ The number of contact hours awarded must be reflected on the certificate specific to that learner 

✓ Contact hours awarded must be recorded on the event roster, or similar document held in the planning 

file to be able to validate after the fact, the number of contact hours each participant received 

✓ Contact hours are not awarded to presenters for the time spent presenting or for the time spent 

preparing their presentations 

Conference Call Participant Questions 

1) Comment: We have had to tweak our processes such that speakers are prohibited from getting credit for their 
own session(s).  In the past, we were trying to do this manually and found it fraught with errors and time-
consuming. 

2) Question: Do you give them the contact hours then as well? 
3) Response: Yes, they receive CHs for every session they attended EXCEPT for their own. 

Is a good calculator 
Question: Is this a good calculator?  http://touchcalc.com/calculators/mergener 
Response: Yes, it is.  

 
Question: Can we use this Mergener formula and have a live portion for a blended activity that we use? 
Response: Yes, you can with any type of blended or flipped classroom type format.  

Question: When we allow partial credit, and state up to a given # of CHs will be awarded, as long as we then 
indicate the ACTUAL # of CHs that learner received, we are good, right? 
Response: That is correct.  The certificate and the roster must indicate what each learner earned. If partial 

credit can be obtained, that may vary from person to person.   

Remember that in some instances state Boards of Nursing do not allow partial credit.  Many times, partial credit 

is utilized if there are a number of sessions in a all-day event and the learner can pick and choose which 

sessions they want to attend.  



2020 Approved Provider Virtual Training 

 

Have you registered for the 
virtual training event yet? 

The on-demand format means 
you can watch and learn 

whenever it is convenient to 
YOU! 

New dates for availability: 

Register NOW through  
October 4th, and information on 

how to access the learning 
modules will be available 

starting  
October 5th.   

 

           https://cvent.me/1Pa889  

 

 

The Importance of an Email Signature 
An NPRL editorial 

Primary Nurse Planners and Nurse Planners in an organization play a unique role in that they are collaborators 

with many individuals inside and outside their organization.  It is important therefore, that any correspondence 

from them be business-like and informative.  

As NPRL, I have received a number of emails from PNPs and NPs and Professional Development staff that make 

it very hard to identify who the person is and where they are practicing.  Unfortunately, I am in the position 

where I cannot remember everyone, and every organization.  I am sure that I am not the only person you may 

be corresponding with that feels the same.  

I can be a good detective, and sometimes ascertain who the email is from based on the email address – but not 

always. So if you do not have a business signature set up, please take a few minutes to do that now.  If you do 

have one, review it to make sure it includes all the necessary contact information a recipient needs.  

https://cvent.me/1Pa889


• To set up a business signature in your email account  

o If using Microsoft Outlook, under the FILE tab, choose OPTIONS, on the left-hand side choose 

MAIL, then Signatures (3rd box down)  

o Choose NEW, title your signature (Business works fine – unless you have multiple roles/titles)  

o In the large box type in the recommended information   

▪ Your organization may have a specific font, format or logo that needs to be added 

▪ If not, you can choose fonts, styles, links, etc. Remember keep it business like! 

o In the upper right-hand corner choose which email account you want to use this signature for 

and choose all “new messages”.  That way, every time you are starting an email stream the 

recipient has your contact information.  It is up to you if you feel it needs to be present in replies 

as well. I  would suggest it, because if you are replying to an email sent to you, that recipient 

needs your contact information.  

o Be sure and SAVE under title section, and hit OK  

• What is recommended to include in a business signature?  

o Your full name and credentials 

o Your title – this is important and often left out 

o The name of your organization  

o Complete business address, city, state and zip  

o Business phone  

o Your business email address (yes, I know it’s in the email header – but needs to be easy to find) 

o Optional items include fax number and organization web address 

 

 

Midwest Multistate Division | 3340 American Avenue, Suite F | Jefferson City, MO 65109 | midwestnurses.org | 573-636-4623 

----------------------------------------------------------------------------------------------------------------------------- ------------------------------------- 
HAVE QUESTIONS? EMAIL US: 

Judi Dunn: NPRL@midwestnurses.org | Carol Walker: NP@midwestnurses.org | Sara Fry: sara@midwestnurses.org  
 

 


