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Condensed Guidelines and FAQ’s for Continuing Education Development and Approval
Accreditation
NAON has been accredited as an approver of continuing education in nursing by the American Nurses Credentialing Center’s Commission on Accreditation.  

Who can submit a continuing education application for approval?
· NAON member

· NAON chapter

· Professional/voluntary organization providing orthopaedic-related content

· Healthcare facility providing orthopaedic-related content

· Independent educational consultants providing orthopaedic-related content

How do I submit my application? 

You may submit your application online or send a hard copy to the NAON National Office.  To submit your application online, please log into the NAON web site at www.orthonurse.org.  Then click on the Continuing Education and Conferences bubble at the top of the home page.  Next, click on Approver Unit in the drop down menu and follow the directions on your screen!
To submit a hard copy application, you may download the guidelines booklet from the Approver Unit page on NAON’s website, print the application located in the booklet, and send to the NAON National Office (address listed on the application).
What do I need to submit an application (both electronically and hard copy)?

· Cover Page -  The cover page of the application states your chapter/facility name, your name and contact information, committee members, etc.  This information is automatically incorporated into the online application and no additional forms are needed to obtain this information online. 
·  Biographical Data Form – Each committee member and all speaker(s) must fill out a Biographical Data Form and attach it to the application.  You may download these directly from the online application and attach them to your application before submitting.    
· Vested Interest Form - Each committee member and all speaker(s) must fill out a Vested Interest Form and attach it to the application.  You may download these directly from the online application and attach it to your application before submitting.  Please ensure your speakers and committee members sign both the top and bottom of the form to ensure completeness.  
· Education Documentation Form – The entire program’s content and objectives must be outlined in the Education Documentation Form.  If more than one speaker is presenting, each speaker may fill out an Education Documentation Form, or the program coordinator may combine all objectives into one form. 
· Commercial Support Form -  If applicable.  If your facility or chapter is receiving any commercial support for your program, either in sponsorships or donated materials, from any medical or pharmaceutical company, a Commercial Support Form should be completed and submitted with your application.  If your facility or chapter is not receiving any commercial support, you do not need to submit this form. 
All of the forms and information necessary to complete your application online is built into the online form.  There are also Help boxes located in each section to guide you along the process.  
When do I need to submit my application? 
All applications must be submitted 42 days before your program date.  Online applications must be fully submitted and payments received 42 days before your program date.  Hard copy applications must be postmarked 42 days before your program date.
Why does NAON need so much time to review my application? 

Once we receive your application, we’ll assign volunteer reviewers to review your application for completeness and accuracy.  The process of assigning and reviewing an application generally takes at least 3 weeks.  Per ANCC guidelines, NAON’s Director of Education will then review the application for completeness and accuracy.  She will follow up with the program coordinator on any questions she may have.  This can take one day or two weeks, depending on the follow-up necessary.  Finally, a staff member will confirm your program’s approval and email your letter of approval and the contact hour certificate template approximately one week prior to your program date.  
I submitted my application to NAON.  What now? 

Our Approver Unit – NAON volunteers who have been trained to review continuing education applications – will review your application and make their decision to accept or deny your program.  If there are any questions or missing information on your application, our Director of Education will contact you to obtain any additional information.  A staff member will notify you when your application has been approved.
When should I expect to hear from NAON regarding my program? 

Approximately one week before your program date, a NAON staff member will contact you via email to let you know your program has been approved.  Attached to that email will be your letter of approval for you to keep in your chapter files for 5 years, and the contact hour certificate template for you to print and distribute to attendees. 
Who can I contact with questions? 

If you have any questions regarding submitting your application or the status of your application, you may call the NAON National Office at 800.289.NAON or email naon@smithbucklin.com. 
