
Nurse Planner contact information for this activity:
	Name and Credentials: __________________________________________________
Activity Title: __________________________________________________________________
Activity Type (Live in-person or virtual): _________________________________________________
Activity Location:_______________________________________________________
Date(s) of Activity: ________________________________________________________________
Expiration Date (if enduring): _______n/a ______________________________________________
Target Audience: The target audience must include the registered nurse but may also include other healthcare team members.
☒ Registered Nurse (includes APRNs) (required)
☒ LPN/LVN
☐ PA
☐ Social worker(s)
☐ CNA
☐ MD
☒ Other (ORL Clinicians)

Number of contact hours awarded: ____________________
· If the educational activity is longer than 3 hours, a copy of the agenda must be attached as Attachment 2.
· The agenda must specify the time allocations to provide evidence to support the number of contact hours that can be awarded. 
Method used to calculate contact hours:
Live:
☒   Time Based (60 min = 1 contact hour)
Enduring:
☐   Time Based (60 mins = 1 contact hour)
☐   Mergener Formula
☐   Pilot Study
☐   Historical Data
☐   Other__________________________________




EDP1 through EDP5 must be aligned to ensure that every component of the educational activity consistently addresses the identified professional practice gap. The Nurse Planner and learner(s) must review these elements collectively to confirm that the activity is designed to address the gap and includes a clear plan for assessing its impact on the learner/learner’s professional practice.
EDP1: Professional Practice Gap
Description of the professional practice gap:	
 Knowledge: 

Evidence to validate the professional practice gap:  document the source!
State data specific to the gap related to your topic!  _________
According to the National Library of Medicine case study is an effective method for imparting professional knowledge and skills in undergraduate nursing education and it results in a deeper level of learning and helps in the application of theoretical knowledge into clinical practice.      https://www.ncbi.nlm.nih.gov/pmc/articles/PMC8640316/


Complete the “knowledge” column!
	EDP2: Educational need(s) that underlie the professional practice gap (knowledge, skill, and/or practice).
	☒   Knowledge
	☐  Skill  only select if a hands-on skills lab
	☐  Practice

	EDP3: Identify the established professional competency(ies) that align with the identified professional practice gap and underlying educational needs (knowledge, skill, and/or practice) and the professional source that developed the competency(ies).
(refer to competency resource list on SOHN website)
	Integrate assessment skills in practice Diagnose actual or potential health problems and needs 

American Association of Colleges of Nursing, Essentials: Core Competencies for Professional Nursing Education (2021)
	
	

	EDP4: Desired learning outcome(s) must be measurable learning outcome statements that are aligned to the professional practice gap, underlying educational need(s)(knowledge, skill, and/or practice), and identified competency(ies).
(maximum of 3 for a 60-minute activity)
	1. Relate the presentation of (topic)
2. Compare treatment options for (topic)
	
	

	EDP5: Identify the assessment method(s) used to measure changes in learner knowledge, skills, and/or practice expected from participating in the educational activity. 

	Participants will complete a post-test with a score of 80% or better
	
	


EDP6: Active learning strategies:
· Identify the appropriate active learning strategies to promote learning and actively engage learners in educational activities.
Accredited Provider Activity File Planning Template
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		☒   Knowledge
	☐  Skill
	☐  Practice

	(list) ie. Case study, participant polls, reflection question, think-pair-share, immediate feedback


	
	



Standards for Integrity and Independence: Activity Planning Requirements
EDP8 Standard 1: Description of evidence-based content:  (content outline)	





EDP8 Standard 1: References that support evidence-based content: current references (within 5-7 years)	








EPD8 Standard 2: Prevent Commercial Bias and Marketing in Accredited Continuing Education

Accredited continuing education must protect learners from commercial bias and marketing.
1. The Accredited Provider must ensure that all decisions related to the planning, faculty selection, delivery, and evaluation of accredited education are made without any influence or involvement from the owners and employees of an ineligible company.
2. Accredited education must be free of marketing or sales of products or services. Faculty must not actively promote or sell products or services that serve their professional or financial interests during accredited education.
3. The Accredited Provider must not share the names or contact information of learners with any ineligible company or its agents without the explicit consent of the individual learner.
☒  We attest that this activity meets the expectations of all three elements of Standard 2.
EDP8 Standard 3: Identification and Mitigation of Relevant Financial Relationships:
Is this activity clinical or non-clinical?
	☐  This activity is non-clinical.
· Complete the table below for all individuals in a position to control content, including the Nurse Planner. Please put n/a in the last three columns.
	☒  The activity is clinical.
· Complete the table below for all individuals in a position to control content, including the Nurse Planner.
· Attach the form, tool, or mechanism used to collect information regarding financial relationships for all individuals in a position to control content in Attachment 4.
· Include evidence of the disclosures to learners of the presence or absence of relevant financial relationships in Attachment 3. 
Please complete the following for all individuals in a position to control content:
· For non-clinical activities, put n/a in the last three columns.
· For clinical activities, complete all columns.
	Name of Individual
	Individual role(s) in activity
	Name of ineligible company(ies)
	Nature of relevant financial relationship(s)
	Mechanisms implemented to mitigate the relevant financial relationship(s)

	Example: Sally Jones, MSN, RN
	Faculty
	ABC Pharmaceuticals 
	Research Grant
	Peer Review

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





EDP8 Standard 4: Commercial Support (if applicable):
Does this activity receive commercial support?
	☐  Yes, this activity received commercial support.
· If yes, provide the fully executed commercial support agreement as Attachment 5
· If yes, include evidence of the disclosures to learners of commercial support in Attachment 3.
	☒  No, this activity did not receive commercial support. 
EDP8 Standard 5: Ancillary Activities (if applicable)
Accredited Providers are responsible for ensuring that education is separate from marketing by ineligible companies, including advertising, sales, exhibits, and promotion, and from nonaccredited education offered in conjunction with accredited continuing education.
· Standard 5 applies only when there is marketing by ineligible companies or nonaccredited education associated with the accredited continuing education.
Does this activity have ancillary activities (i.e., exhibits from ineligible companies) offered in conjunction with the accredited continuing education?
	☐  Yes, this activity has ancillary activities. 
· [bookmark: _Hlk198216710]Ensure marketing materials associated with the activity in which advertising or marketing for or on behalf of ineligible companies is permitted are included as Attachment 6. 
· OR
· Upload evidence to demonstrate that the accredited education is separated in space and/or time from non-accredited ancillary activities (i.e., exhibits or non-accredited education) as Attachment 6. 
☒  No, this activity does not have ancillary activities.






EDP7: Summative evaluation 
· Provide a post-activity analysis of individual educational activity data that determines if the educational activity successfully changed the knowledge, skill, and/or practice of the learners. 
· Did the activity meet the intended outcome(s)? 
· Report numerically the compilation of all evaluations, (ie. 4.7 ) for each line item

	
	1.Relate the presentation of (topic)	1
	2
	3
	4
	5
	n/a

	
	2.Compare treatment options for (topic)	1
	2
	3
	4
	5
	n/a

	
	Click or tap here to enter text.	1
	2
	3
	4
	5
	n/a

	
	Click or tap here to enter text.	1
	2
	3
	4
	5
	n/a

	
	
	
	
	
	
	
	

	
	Measurable outcome: attendees will complete a post-test with score of 80% or better. 
	Report as a fraction:
# attendees who scored >80% 
Total # of attendees

	
	
	
	
	
	
	
	

	
	Speaker was knowledgeable in content area.
	1
	2
	3
	4
	5
	n/a

	
	Teaching strategies utilized were appropriate and helpful.
	1
	2
	3
	4
	5
	n/a

	
	Physical facilities were appropriate and conducive to learning
	1
	2
	3
	4
	5
	n/a

	
	Personal goals/objectives achieved.                                                                                                
	1
	2
	3
	4
	5
	n/a




report total # that select each item, ie. For attendance of 7, 3/7 if only 3 selected “change my clinical practice”

	☐	Change my clinical practice
	
	
	☐	Develop quality improvement project
	

	☐	Share information w/colleagues
	
	
	☐	Develop EBP project
	

	☐	Incorporate into patient education
	
	
	☐	Develop research project
	

	☐	Update curriculum or course content 
	
	
	☐	Other: Click or tap here to enter text.
	

	☐	Incorporate into presentations
	
	
	
	
	






List any narrative comments from the evaluation:  









· How will the assessment data guide future activities?
 Report on HOW you will incorporate evaluation comments in planning future education activities:








Attendance:
	
	SOHN member Y/N 
	Name
	RN or APP
	Email address

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	






	Required Attachments

	Attachment 1
Will be provided by Affinity Strategies
	Attach the certificate of completion or learner transcript including:
· Title of the educational activity  
· Date of the educational activity (if enduring, include a certificate with a date that a learner has completed the activity)
· Name and address of the provider of the educational activity (web address or email address is acceptable)
· Number of contact hours awarded  
· Accredited Provider Accreditation statement
· Space for learner’s name

	Attachment 2
	If the educational activity is longer than 3 hours:
· Attach an agenda for the educational activity specifying the time allocations to provide the evidence to support the number of contact hours that can be awarded. 

	Attachment 3
Bold items are listed on the evaluation form- provide to attendees in advance of the activity
	Attach evidence of disclosure statements that are provided to learners, including:
· Accredited Provider accreditation statement
· Criteria for awarding contact hours
· Presence or absence of relevant financial relationships (if applicable) (EDP8 Standard 3)
· Expiration date for enduring material (if applicable)
· Commercial Support (if applicable) (EDP8 Standard 4)
· Joint Providership (if applicable)

	Attachment 4
Financial disclosure form
	If the activity is clinical:
· Attach the form, tool, or mechanism used to collect information regarding financial relationships for all individuals in a position to control content (EDP8 Standard 3)

	Attachment 5
n/a for local/SIG activities
	If the activity received commercial support:
· Attach the fully executed (prior to the accredited education) commercial support agreement(s) that demonstrate that the education remains independent from the ineligible company (EDP8 Standard 4)

	Attachment 6
n/a for local/SIG activities
	If the accredited activity included ancillary activities (i.e., advertising, sales, exhibits, or promotion): 
· Ensure marketing materials associated with the activity in which advertising or marketing for or on behalf of ineligible companies is permitted are uploaded. 
· OR
· Upload evidence to demonstrate that the accredited education is separated in space and/or time from non-accredited ancillary activities (i.e., exhibits or non-accredited education). (EDP8 Standard 5)
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