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Wisconsin Nurses Association is accredited as an approver of nursing continuing professional
development by the American Nurses Credentialing Center’'s Commission on Accreditation.




INSTRUCTIONS FOR SUBMITTING WNA APPROVED PROVIDER APPLICATION 
1. Review all information on the WNA CEAP Self-Study Application webpage. 



New applicants must be fully operational and actively using the ANCC criteria as adopted by WNA 
(“ANCC/WNA criteria”) for a minimum of six months prior to applying. See webpage for Potential New 
Providers for the new applicant timeline and requirements. 


2. 
Provider Applications are accepted four times a year on March 1, June 1, September 1, or December 1.  See key 
steps and timeline in the summary table on page 2. 

3. 
Application review fees, including late fees, are found in the “WNA CEAP – Intent to Apply - Verification of 
Eligibility” form on the WNA CEAP Self-Study Application webpage.  Fees will be invoiced by the WNA office 
approximately three months prior to the Approved Provider application due date. Contact 
megan@wisconsinnurses.org if you have questions about fees. 

4. 
The Primary Nurse Planner (PNP) for the Provider Unit is responsible for submitting the application with all 
responses completed and all attachments. 


5. 
Submit each of the following documents in PDF format via email to megan@wisconsinnurses.org. Large files 
may need to be submitted in separate emails. 

	New Applicants
	Current Applicants

	· Narrative self-study application and any attachments

· Copies of three WNA IEA Application Approval emails for activities submitted to WNA within the past 12 months

· Copy of the certificate template to be used if Provider status is awarded to your organization by WNA

· Ask WNA for specific certificate requirements. 

	· Narrative self-study application and any attachments

· Three sample activity files representative of the Provider’s activities listed in NARS for the past 12 months.  If the Provider offers the following activity types, an activity file of this type must be included as a sample activity file: 

· Enduring material activity 

· Jointly Provided activity

· Activity for which Commercial Support was received
· PDF each file separately. You should email a total of four files to megan@wisconsinnurses.org. 




6. 
The policies and procedures of the WNA CEAP Committee ensure confidentiality of all application materials and 

records.  
· For questions on forms, fees, deadlines etc., please contact Megan at the WNA office -megan@wisconsinnurses.org or call 800.362.3959, ext. 203.
· For questions related to eligibility and clarification of ANCC/WNA CEAP requirements and criteria, please contact the Accredited Approver Program Director (AAPD) at WNANPRL@wisconsinnurses.org.

7.
Important: If your application is not received by the due date, your organization’s approval may lapse resulting 

in a gap in time during which your organization cannot award nursing contact hours for any educational 


activities.  Remember that retroactive approval is not permitted in the ANCC accreditation system.
Timeline for Submitting Approved Provider Application Documents
Current Providers are sent the Intent to Apply by the WNA office. New Provider Applicants may obtain “Intent to Apply” from the WNA website.
	MARCH REVIEW CYCLE - APPLICATION DUE MARCH 1

	WNA Office
	Sends current Approved Providers the “Intent to Apply” and additional information about the Self-Study application.  
	June 1

	Applicant
	Complete and return the Intent to Apply to the WNA Office 
	September 1 

	Applicant
	PNPs participate in a group “Pre-Application Call” with the WNA AAPD (or listen to recorded information) a minimum of five months before the application due date. This must be completed no later than this date in the prior year: 
	October 1

	Applicant
	Approved Provider application is due via email to the WNA office. 
	March 1


	JUNE REVIEW CYCLE – APPLICATION DUE JUNE 1

	WNA Office
	Sends current Approved Providers the “Intent to Apply” and additional information about the Self-Study application.  
	September 1

	Applicant
	Complete and return the Intent to Apply to the WNA Office 
	December 1 

	Applicant
	PNPs participate in a group “Pre-Application Call” with the WNA AAPD (or listen to recorded information) a minimum of five months before the application due date. This must be completed no later than this date in the prior year:   
	January 1

	Applicant
	Approved Provider application is due via email to the WNA office. 
	June 1


	SEPTEMBER REVIEW CYCLE – APPLICATION DUE SEPTEMBER 1

	WNA Office
	Sends current Approved Providers the “Intent to Apply” and additional information about the Self-Study application.  
	December 1

	Applicant
	Complete and return the Intent to Apply to the WNA Office 
	March 1 

	Applicant
	PNPs participate in a group “Pre-Application Call” with the WNA AAPD (or listen to recorded information) a minimum of five months before the application due date. This must be completed no later than this date in the prior year:
	April 1

	Applicant
	Approved Provider application is due via email to the WNA office. 
	September 1


	DECEMBER REVIEW CYCLE – APPLICATION DUE DECEMBER 1

	WNA Office
	Sends current Approved Providers the “Intent to Apply” and additional information about the Self-Study application.  
	March 1

	Applicant
	Complete and return the Intent to Apply to the WNA Office 
	June 1 

	Applicant
	PNPs participate in a group “Pre-Application Call” with the WNA AAPD (or listen to recorded information) a minimum of five months before the application due date. This must be completed no later than this date in the prior year:
	July 1

	Applicant
	Approved Provider application is due via email to the WNA office. 
	December 1
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