Quick CNE Recipe

The CNE Activity application consists of nine documents that must be submitted for the activity to be considered for CNE contact hours.  Depending on the location and length of the activity, you may not need to complete some of these documents. The documents are as listed:

1. Individual Educational Activity Application
2. Biographical and Conflict of Interest Form
3. Educational Planning Table (5 Part Outline) – for Live or Enduring Material Only
4. Activity Evaluation Form (to be completed by participants)
5. Certificate of Completion
6. Applicant Eligibility Form
7.  Summary Evaluation Form (After Action Report)
8. Sample of Advertisement (only if activity 3 hrs or more)
9. Agenda (only if activity 3 hrs or more)

The application is a “fill in the blank” process.  The most time-intensive part is usually having the presenters complete their biography/conflict of interest forms and their topic outlines using the five-part format.

Below are some tips to help you complete some parts of the application (refer to each document as you follow the instructions below):

Educational Activity Application Document (13 pages)

Demographic Data: Fairly self-explanatory

Contact Hours: 60 minutes of education activity equals one contact hour.  No contact hour credit can be given for  introduction, classroom announcements, breaks and lunch periods.  You may count instructor-led discussions, testing or demonstrations, and the time used to complete evaluations. No fewer than 0.5 contact hours can be awarded for an educational activity. 

Activity Type: Live activity has a speaker and an audience. Most applications are for live activities. 

List dates of the educational activity. Initial offering date(s) is all that is needed. After approval the activity can be presented as many times as you want during the two year approval period as long as topics, objectives and speakers remain the same.  If changes are made in topical content, objectives or speakers, these revisions must be submitted to Navy Medicine Professional Development Center before the changes are implemented.

Key Element 1: Assessment of Learner Needs – self explanatory

Key Element 2:
· Qualified Planners – At minimum the planning committee must consist of a Nurse Planner and one other planner (see descriptions on page 1 and 2 for nurse planner qualifications).  One planner needs to have appropriate subject matter expertise for the topic being presented. Biographical and Conflict of Interest form (Bio/COI) must be completed for each member of the planning committee and attached to application
.
· Faculty/Presenter/Author – List all faculty/presenters participating in the educational activity. A Bio/COI form must be completed for each presenter and attached to application. Items C and D address qualifications of presenter as subject matter expert in the topic being presented. Check all that apply or check other to describe qualifications that are not listed. Do not submit resume or CV with application. That detailed of a biography is not needed.

Key Element 3: Effective Design Principles
· Items A thru E are documented on the Educational Planning Table
· Identify the gap in knowledge, skills or practice that necessitates this CE activity (should be based on needs assessment)
· State the purpose or overall goal of this activity. Must be reflective of the total offering and different from the outline objectives
· Compose objectives. Avoid objectives stating that the participant will understand, know, etc. as these are not measurable. Verbs should be action oriented and measurable (i.e. list, discuss, demonstrate).
· Content outline must support and be congruent with purpose and objectives. Outline should be formatted as major topic, sub-topic and sub-sub topic in depth. Have all presenters submit their outlines. There should be an outlines for all educational content periods of time.
· Items E thru H are self-explanatory.

Key Element 4: Awarding Contact Hours
· This if fairly self explanatory. However, make certain that time frames on the planning table and/or agenda match and support the contact hour calculation.

Key Element 5: Evaluation
· Use the evaluation form that is provided with the application as it meets the required criteria. You will need to list the activity name, the goal statement, all objectives, and each presenters name in the areas indicated.  Ensure each participant completes an evaluation.

Key Element 6: Approval Statement for CNE Activities
· All communications, marketing/advertising materials, certificates, and other documents that refer to awarding contact hours or continuing education credit for an individual education activity must include the approval statement of the accredited organization (see top of page 6)
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Key Element 7: Documentation of Completion
· Attach a sample copy of certificate to be awarded to learners
· Event provider is the name of the MTF or Command (i.e. Walter Reed Military Medical Center, Fort Belvoir Community Hospital, etc.)
· Use the certificate of attendance form provided as an example.  You may put your command logo on it.  Command Nurse Planner should sign each certificate.  Ensure the Navy Medicine Professional Development Center Accreditation statement is used verbatim.

Key Element 8: Commercial Support – self explanatory

Key Element 9: Conflict of Interest – self explanatory

Key Element 10: Written Disclosures Provided to Participants
· Indicate how participants will be made of aware of criteria for successful completion of the activity and absence or presence of Conflict of Interest for planners or presenters
· Disclosures must be made prior to the beginning of the activity. The easiest way to do this is via a statement on advertising material, handouts, and the first slide of a PowerPoint presentation.

Key Element 11: Record Keeping (For WRNMMC CME Office Only)
· Educational Activity Application and all corresponding documents will be secured and stored electronically and/or in a locked file in the continuing education office at Navy Medicine Professional Development Center.  Documents are to be kept for 6 years.

Key Element 12: Co-Providership – self explanatory



Biographical and Conflict of Interest Form (3 pages)

This form must be completed by each person on the planning committee, each presenter/faculty/author, or any individual who may influence the content of the activity. This document is to be signed by the person completing the form and then reviewed and signed by the Nurse Planner. Electronic signature is allowed for both.

Sections 1 and 2: These sections are self-explanatory

Section 3: Expertise
· This section is to be completed if planning committee member is also a presenter/faculty, especially if expertise as a committee member differs from expertise as a presenter/faculty for this activity. If description of expertise is the same for both, mark an “X” in this section.

Section 4: Conflict of Interest
· READ CAREFULLY!
· If there is no conflict of interest, check “no” in section 4 and “not applicable” in section 5.
· Any conflict of interest must be documented in section 4 and resolution documented in section 5.

Section 6 and 7: These sections are self-explanatory


Applicant Eligibility Form (4 pages)

This form is to be completed if you are outside of an Accredited Provider campus and submitting an application directly to Navy Medicine Professional Development Center . 

Summary of Evaluation Form (After Action Report) (1 page)

Once you have completed presentation of an offering, a summary of all the evaluations must be completed and submitted using the Summary of Evaluation Form provided.  You must also provide an attendance roster of all the Nurse Corps Officers and civilian RNs who completed the offering and indicate the number of contact hours awarded to each person.

