2020 ‐ 2021 Annual Report
Instructions

The 2021 Annual Report information submitted is for the July 1, 2020 – June 30, 2021 Academic Year
unless otherwise noted within the report. This report is due no later than October 22, 2021 by 11:59
PM Eastern.

Welcome
Welcome to the Accreditation Commission for Education in Nursing, Inc. (ACEN)
2021 Annual Report Instructions Manual. Due to updates in definitions and format of the
annual report form, the ACEN wants to ensure that the program has the necessary information
required to complete and submit the report in a timely manner.

We recommend printing this instruction manual for ease of use.
As stated in the ACEN Accreditation Manual Policy #24 - Assessment of the Adequacy of
Standards and Criteria, ACEN Process, and Practices, the ACEN maintains an ongoing systematic
review designed to ensure that:
1. the Standards and Criteria are valid and reliable indicators of the education
quality provided by accredited programs and are relevant to the educational
needs of students;
2. ACEN processes are reliable and assess knowledge and consistency of
observations, applications, decisions, and perceptions; and
3. there are broad communications and consultations across constituencies.
The findings from the ongoing review are used for development, maintenance, and revision of
the ACEN Accreditation Standards and Criteria, processes, and practices. Evidence to support
ongoing systematic review appears in Commission minutes, annual reports, the ACEN Report to
Constituents, on the ACEN website, and at the ACEN Forums.
Please use this manual as a comprehensive guide to assist in completing the annual report. If
questions arise regarding the completion of the report, please do not hesitate to contact
Corwyn Bellavich at { HYPERLINK "mailto:annualreport@acenursing.org" } or via telephone at (404)
975-5000. For questions or issues related to technical support and access, please contact Vishal
Patel at { HYPERLINK "mailto:annualreport@acenursing.org" } or (404) 975-5000.
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Thank you for your commitment to quality nursing education.

ACEN 2021 Annual Report Instructions Manual

{ PAGE \* MERGEFORMAT }

Table of Contents
{ TOC \o "1‐3" \h \z \u }

ACEN 2021 Annual Report Instructions Manual

{ PAGE \* MERGEFORMAT }

ACEN Annual Report Requirement
The following information references the ACEN annual report requirements as outlined in the
ACEN Accreditation Manual Policy #24 - Assessment of the Adequacy of Standards and Criteria,
ACEN Process, and Practices:
Annual Report
All accredited programs are required to submit an Annual Report. Report information will
be requested by overall program, and also by program option in some cases.
The Annual Report will request, at a minimum, the following information:
1. Substantive change information;
2. Enrollment figures;
3. Licensure and certification examination pass rate;
4. Job placement rate;
5. Completion rate; and
6. Faculty numbers and credentials;
ACEN staff will review the information to ensure that programs continue to comply with
policies and reporting requirements. Significant changes will be referred to the ACEN Board of
Commissioners, and action may be taken as appropriate. Failure to submit the Annual Report
could result in the ACEN Board of Commissioners taking appropriate action, including altering
the program’s accreditation status.
Per Policy #7 failure to submit the Annual Report is a form of voluntary withdrawal as the
completion and submission of the Annual Report is a requirement of accreditation
Data are compiled by the individual programs for monitoring purposes and reported in
aggregate form trended over time. Programs with Title IV-HEA responsibilities must also
submit information regarding compliance with their Title IV responsibilities and the result of
financial or compliance audits.
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General Instructions
About
Timeframe
The 2021 Annual Report addresses the data from July 1, 2020 – June 30, 2021 with the
exception of enrollment and faculty information, which is based on data available as of a single
day, which is October 19, 2020
Nature of the Form
The 2021 Annual Report is a dynamic form: questions populate based on program type (and
program option, where applicable) and the answers provided to questions. In this way, the
annual report layout remains tailored and relevant to multiple situations.
To illustrate how this works in practice, below is an example.
In Section II, a series of Yes or No questions regarding the various types of substantive changes
a program can experience are listed. Should the answer to a particular question be “No,”
nothing happens: continue to the next question.

If an answer to a question is “Yes,” two (2) subsequent questions appear, asking to identify
which program(s) the change affected and if the substantive change was reported to the ACEN.

What to Expect
Overall, if one has all necessary information ready prior to beginning the survey, average
completion time should be 1-2 hours, depending on the number of programs one is completing
the survey for.
Each ACEN-accredited nursing education unit (NEU) should receive a single Annual Report, though that
annual report may include within it sections for multiple programs, where applicable.

Required Information
All questions contained within the Annual Report are compulsory. Every question requires an
answer before the annual report can be submitted. If a question has been skipped, the survey
form will alert you upon clicking “Submit” at the end of the report.
If, in a particular case, a question exists for which there is no answer to provide or does not
apply to a program, either select “N/A,” type “N/A,” or, for numerical answers, type “9999” or
“999.99” (as applicable and/or appropriate)
Alternately, you may always contact { HYPERLINK "mailto:annualreport@acenursing.org" } for
support.
Support during the Annual Report Reporting Period
During the reporting period, multiple forms of support will be provided to assist programs in
their efforts of completing the 2021 Annual Report as accurately and efficiently as possible.
Apart from this set of instructions, there are also:


An orientation video providing a detailed walk-through of the general features of the
Annual Report and how to complete it :
{ HYPERLINK
"https://www.youtube.com/playlist?list=PLPouUHUkR0bTNeH6HtAbmx_3V3yhCmKcu"
}



An email address to send any questions you may have; inquiries will be responded to
within 24 hours of receipt : { HYPERLINK "mailto:annualreport@acenursing.org" }
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Browser Compatibility
The 2021 ACEN Annual Report is optimized for the following browsers:
o Chrome
o Firefox
o Safari

We recommend utilizing either Chrome or Firefox for best results, as the survey technology
behind the Annual Report relies heavily on the implementation and operation of Javascript.
Please check with your IT department regarding the use and version of Javascript prior to
beginning the Annual Report.
Additionally, we DO NOT recommend using tablets or mobile devices to complete the survey
(e.g., iPads, cell phones, etc.)
Organization
The ACEN electronic annual report format consists of six (6) primary sections.
Section 1: General Information
Section 2: Substantive Change
Section 3: Demographics
Section 4: Outcomes
Section 5: Faculty
Section 6: Operations
As mentioned previously, the report questions are compulsory, meaning each question requires
an answer prior to the report being considered final.
Before you begin the 2021 Annual Report, it is highly recommended that you create a login/
password. The reason for this is twofold: you will be able to periodically save your progress,
and it allows for the survey to be completed at separate times.
Please note: if you navigate away from the main survey page, any data not saved will be
lost and will require re-entry.
To create a login/password and save your progress, follow the subsequent instructions:
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Saving the Report
1) At the top of the report, select the option to “Save my progress and resume later”

2) Once selected, a window will appear, allowing an opportunity to enter an email address
and password. The email address that you enter should be the one to which the Annual
Report was sent. Enter a password and re-enter it to confirm.

3) Once the confirmation page appears, you will have the option to resume the current
report, or start the report. Each option will redirect to you to the Annual Report form.

Below, we have provided a place to record your login information.
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Annual Report Login
Email: ___________________________________________________________
Password: ________________________________________________________

*** NOTE: ***
Remember to save periodically
throughout completion of the report.

Data not saved will need to
be re-entered if lost.
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Section 1: General Information
About
Section 1 is asking for information regarding Program Type (and any program options),
Governing Organization, Nursing Education Unit, Nurse Administrator, and State Regulatory
Agency Status
Program Types and Options
The Annual Report comes pre-populated with your particular ACEN-accredited program(s)
already selected. We ask that everyone review the listed program type(s), and, should there be
ANY discrepancy, DO NOT begin the Annual Report. And please notify us immediately either
by emailing { HYPERLINK "mailto:annualreport@acenursing.org" } or calling (404) 975-5000.
Provided that the program type(s) listed are in accordance with the programs that are
accredited by ACEN, you are free to proceed.
Program Options (if applicable)
If your program(s) include either Baccalaureate, Master’s, or Clinical Doctorate, you will be
responsible for selecting the appropriate choice for the options available related to pre- and/or
post-licensure.
Please select the appropriate choice that most closely aligns with the offered Program
Option(s). You will be able to select only one (1) choice of offered options per program type.
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Governing Organization
Governing Organization is defined as:
The institution with overall responsibility and authority for a nursing education unit (NEU) and a
nursing program (e.g., university, college, hospital/medical center, career center).
The first field, "Gov Org ID", is a number provided to you in the Annual Report Launch Email
(which contained the link to access the Annual Report). It is a number generated by ACEN and
unique to your program. Please make sure to enter the number exactly as provided in the
email.
Enter the name and demographic information for the governing organization as requested.
Please note that the Governing Organization is the institution that houses/governs the NEU
(typically, the name of the overall college or university that offers the nursing program through
the NEU). The Governing Organization is not a national or state accrediting agency or
regulatory body.
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CEO Information

Accrediting Agency and State Regulatory Agency
Per Policy #3 Eligibility for Initial and Continuing Accreditation:
The governing organization/institution is accredited or approved to pursue accreditation by a {
HYPERLINK "https://www.acenursing.org/institutional-accrediting-agencies/" }; however, this
does not apply to programs outside the U.S. or its territories.

The full list of accrediting agencies recognized by the ACEN can be found by clicking here:
{ HYPERLINK "https://www.acenursing.org/about/institutional-accrediting-agencies/" }

This question defaults to “ACEN-Recognized Institutional Agency” and provide a drop-down
list to select the appropriate agency. Then you are asked to provide the Date of Last Review,
the Outcome of the Last Review, and the Date of Next Review.
As the list of accrediting agencies applies only to programs within the U.S. and its territories,
for International programs you may either select “Other” from the list and type in the name of
your Institutional Accreditor, OR, if your program does not have an institutional accreditor,
you can select “N/A”.
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The State Regulatory Agency for Nursing question provides a similar drop-down list to select
the State Regulatory agency. Then you are asked to provide the Date of Last Review, the
Outcome of the Last Review, and the Date of Next Review.
As the list of State Regulatory agencies applies only to programs within the U.S. and its
territories, for International programs you may either select “Other” from the list and type in
the name of your State/National Regulatory Agency, OR, if your program does not have a state
or national regulatory agency for nursing, you can select “N/A”.

Nursing Education Unit
Nursing Education Unit:
A unit within a governing organization that offers one (1) or more nursing programs.
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Enter the name and demographic information for the nursing education unit. Do not enter
the name of the nurse administrator here. The address in this area should reflect the
physical address of the primary nursing education unit office. Include the website for the
nursing education unit or program here.

If your governing organization has more than one (1) nursing education unit accredited by the
ACEN, each NEU should have received a separate Annual Report to complete. Only enter the
information for one (1) Nursing Education Unit per Annual Report.
While there should only be one (1) NEU entered into the Annual Report, it possible that the
NEU has multiple locations for the ACEN-accredited program or programs offered. If so,
answer the following question with “Yes”

`
Answering “Yes” will provide a section to add additional location information, up-to and
including if that particular location has a different State Regulatory Agency than the main NEU
location.
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Clicking “Add Another Response” will provide additional identical sections, should the program
have multiple additional locations.
** NOTE **
If your governing organization has two Nursing Education Units and you have only
received a single Annual Report to complete, please contact Corwyn Bellavich at the
ACEN either via email at { HYPERLINK "mailto:annualreport@acenursing.org" } or by calling
(404) 975-5000
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Nurse Administrator
Nurse Administrator:
The nurse with responsibility and authority for the administrative and instructional activities of a
nursing education unit and nursing program(s) within the governing organization (e.g., dean,
chairperson, director, etc.)

Enter the name and demographic information for the current nurse administrator. The address
listed should reflect the primary physical address where the nurse administrator’s office is
located. The email address provided should be the email address used to receive all ACENrelated correspondence.
State Regulatory Agency Approval Status
If there has been a change in status of any ACEN-accredited program with your state
regulatory agency for nursing, select “Yes” or “No.”

If you have selected “Yes,” you will have the option to select the “Program Type(s)” that
experienced the change—mark all that apply. Then mark if the change was reported to ACEN
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by selecting “Yes” or “No.”

Note: If you have had one (1) or more programs that experienced a change of regulatory
approval status prior to the completion of this report and are unsure if it has been reported,
select “No.”

YOU HAVE NOW COMPLETED SECTION 1: GENERAL
INFORMATION. CONGRATULATIONS!
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AT THIS POINT, CLICK “Save my progress and resume later” (per below). If you have not
already established a login, do so now following the instructions on Page 9 of this manual.

After doing so, if you wish to continue immediately, select “Resume This Form Now.”
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Section 2: Substantive Change
This section requires a response for each item listed by program type.
Only select “No” if a particular change IS possible to have occurred for your program(s) but
did not occur during the reporting period.
Only select “N/A” if a particular subchange is truly 'impossible' for your program type(s).
An example: a clinical doctorate program that does not offer advanced practice certifications
would have no pass-rates to ever report, and if that is the only program administered, selecting
N/A for the substantive change question on pass rates is appropriate.
If a response for a particular substantive change question is “applicable” to one (1) or more
program types, select “Yes.”

Once you have selected “Yes,” you will have the option to select the “Program Type(s)” that
experienced the substantive change—mark all that apply.

Then you are asked if the Substantive Change was due to COVID-19?
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If so, another question populates asking if the Substantive Change is temporary.

If the Substantive Change was EITHER not due to COVID-19 OR was due to COVID-19 but is
not temporary, then you will be asked if the Substantive Change report was sent to ACEN
prior to October 11, 2021, per the below:

Mark if the change was reported to ACEN by selecting “Yes” or “No.”

Note: If you have had a substantive change prior to the completion of this report as defined by
Policy #14 Reporting Substantive Changes in the ACEN Accreditation Manual and are unsure if it
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has been reported, select “no” and Please refer to Policy #14 for information on reporting this
change immediately and email subchange@acenursing.org if you have any questions.
NOTE: MARKING “YES” IN SECTION 2 DOES NOT CONSTITUTE HAVING REPORTED
THE SUBSTANTIVE CHANGE TO ACEN. ONLY MARK “YES” IF A SUBSTANTIVE
CHANGE REPORT WAS SUBMITTED PRIOR TO 10/11/2021

YOU HAVE NOW COMPLETED SECTION 2: SUBSTANTIVE
CHANGE. CONGRATULATIONS!

AT THIS POINT, CLICK “Save my progress and resume later” (per below). If you have not
already established a login, do so now following the instructions on Page 9 of this manual.

After doing so, if you wish to continue immediately, select “Resume This Form Now.”
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Section 3: Demographics
In this section, you will enter the total number of students enrolled in the nursing program(s)
offered as of October 11, 2021 by head count.

*Note*
If your NEU has multiple programs (as designated/selected in Section 1: General
Information) you will be required to fill out the requested information for each
individual program
Then, enter the total number of qualified applicants that applied to the relevant program(s)
during the 07/01/20 – 06/30/2021 timeframe.

Then, of the qualified applicants who applied, enter the total number of applicants that were
admitted into the program(s).
*Please note, the Annual Report is only concerned with the number of qualified applicants who
were ACCEPTED into the program, regardless of whether or not that same number of
students reciprocated the acceptance and started the program, or not.
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The numbers entered will be done for each program type and option (where applicable) listed,
based on the program types and options listed in Section I of the Annual Report.
The entire section looks like this:

Please note, only enter the information for EACH program type as prompted, per program
type.

YOU HAVE NOW COMPLETED SECTION 3:
DEMOGRAPHICS. CONGRATULATIONS!

AT THIS POINT, CLICK “Save my progress and resume later” (per below). If you have not
already established a login, do so now following the instructions on Page 9 of this manual.
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After doing so, if you wish to continue immediately, select “Resume This Form Now.”
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Section 4: Outcomes by Program Type
Program Outcomes
Measurable indicators that reflect the extent to which the purposes of the nursing program are
achieved and by which nursing program effectiveness is documented.
The ACEN specifies and requires the assessment of the following nursing program
outcomes:
Undergraduate programs:
Licensure examination pass rate;
Program completion rate;
Job placement rate.
Graduate programs:
Licensure examination pass rate and/or certification examination pass rate;
Program completion rate;
Job placement rate
The Program Outcomes section requires specific data by overall program type only. The data
provided in this section should only reflect the July 1, 2020 – June 30, 2021 academic year.
Response types will vary based upon the data requested.
Questions relating to licensure examination pass rate and program completion rate are asking
for a percentage (up to 2 decimal places) while questions relating to job placement rate are
asking for whole numbers.
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Licensure Pass Rate
Annual performance on the licensure examination for all first-time test takers during the same 12month period.
For the Annual Report, please report the pass rate for 2020 as defined by your State Regulatory
Agency for Nursing
** Note: **
If your NEU does not have any programs with pre-licensure options, you should not see
any questions related to the licensure examination pass rate.
Applicable to:
Pre‐Licensure Programs Options


Diploma



Practical



Associate



Pre-Licensure Baccalaureate



Direct Entry Master’s

The licensure pass rate reported here (as a percentage) should be the 2020 pass rate for all
first-time test takers for your program as reported by your state regulatory agency for nursing.
** Note: **
Do NOT try and enter the % symbol. For all percentages in the Annual Report, please
enter in the following formats: XX ; X.XX ; XX.XX , XX.X (e.g., 92 ; 9.20 ; 92.00 ; 92.0).
Do NOT enter 0.XX or XX%
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In most cases, this information is accessible via your state regulatory agency for nursing (e.g.,
board of nursing) website, however, some state agencies do not publish publicly accessible data
online, and as such, they will need to be contacted.

** Note: **
If your program type includes both pre- and post-licensure options then only enter the
licensure examination pass rate for the pre-licensure program option

Certification Examination Pass Rate
Annual performance on the certification examination for all first-time test-takers during the same 12month period.
Certification examination pass rate is applicable to Post-Licensure Graduate programs.
Questions regarding certification examination pass rates should ONLY be visible to the
following ACEN-accredited programs:
Applicable to:
Post‐Licensure / Certification Program Options


Direct Entry Master's with APRN Options



Generic Master’s



Generic Master’s / PMC



Clinical Doctorate
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If your program(s) do not offer post-licensure graduate and/or APRN options, you should not
see the question(s) regarding certifications.
Certification examination pass rates apply to APRN options in graduate programs. Examples of
these certification examinations are listed at the top of the report page. The option for
certifications will not apply unless the program offers a graduate-level program.
In addition, this number should represent the aggregate certification examination pass rate for
all program options under a particular program type (e.g., PNP, FNP, WHNP, etc.).

Expected Level of Achievement (ELA)
A measurable index identified by the faculty that reflects a desired outcome. An ELA should be high
enough as to be genuine and encourage continuous improvement but not so high as to be idealistic and,
thus, unachievable.

Program Completion Rate
Percentage of students who graduate within a defined period of time. The definition used by the ACEN
for a nursing program completion rate is the number of students who complete the program in no more
than 150% of the stated nursing program length, beginning with enrollment on the first day of the first
nursing course, which can vary based upon a nursing program option.
Enter the program’s ELA as a percentage.
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Then answer whether or not the completion rate for the reporting period was at or above the
program’s ELA for program completion by marking either ”Yes” or “No” and answer the
subsequent questions pertaining to completion rate

Depending on whether the answer is “Yes” or “No,” subsequent questions will populate per
the below:
If “No”

By selecting “Other” (if applicable) you will be able to provide an explanation up to 50
characters.
** Note: **
If you do not know how to calculate your program’s completion rate, please contact
ACEN at { HYPERLINK "mailto:annualreport@acenursing.com" } for support

Annual Job Placement Rate
Percentage of graduates, typically within one (1) year of graduation, who are employed in a position for
which a nursing program prepared them.
This question is asking for two (2) numbers:
The total number of graduates during the reporting period
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The percentage of those graduates contacted who reported securing employment in the
field for which the program prepared them.

ELA for Job Placement
Enter the program’s ELA as a percentage.

Then answer whether or not the job placement rate for the reporting period was at or above
the program’s ELA for job placement by marking either ”Yes” or “No” and answer the
subsequent questions pertaining to job placement rate.
If “No”
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End‐of‐Program Student Learning Outcomes Data
Statements of learner‐oriented, practice‐ready expectations written in measurable terms that express
the knowledge, skills, or behaviors that the students should be able to demonstrate upon completion of
the nursing program, regardless of nursing program option.
End‐of‐program student learning outcomes




Are driven by established professional standards, guidelines, and competencies
Provide the framework for all curricular matters
Represent the point of transition from being a student to being an entry‐level practitioner for the
chosen level of nursing education

Communities of Interest
A group of people, identified by the nursing education unit, who influence nursing program processes,
decision‐making of a nursing education unit, the end‐of‐program student learning outcomes, and the
program outcomes of a nursing program. Examples include, but are not limited to, students, graduates,
healthcare employer representatives, governing organization representatives, state regulatory agency
representatives, and members of the public.

End-of-Program Student Learning Outcomes
For reference, please refer to Standard 1, Criterion 1.3 for the types of learning outcomes
referenced. This question DOES NOT include licensure examination pass rate, program
completion rate, or job placement rate.
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YOU HAVE NOW COMPLETED SECTION 4: OUTCOMES.
CONGRATULATIONS!
AT THIS POINT, CLICK “Save my progress and resume later” (per below). If you have not
already established a login, do so now following the instructions on Page 9 of this manual.

After doing so, if you wish to continue immediately, select “Resume This Form Now”
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Section 5: Faculty
Section 5: Faculty is concerned with Nursing Faculty only. This section will be asking questions
regarding both Exclusive and Shared Faculty, Full-Time, and Part-Time. The data provided in this
section should only reflect the requested counts as of a single day: October 11, 2021.
Response types will vary based upon the data requested.
Responses in this section will primarily be comprised of whole numbers.

Nursing Faculty, as defined by ACEN:
Nurses who teach and evaluate nursing students, are academically qualified, and have
experience in the content areas in which they teach.

** Note: **
The ACEN does not consider the nurse administrator a faculty member, regardless of the
teaching responsibilities or classification by the governing organization.

Exclusive Faculty
Persons who teach and/or evaluate nursing students in only one (1) nursing program within a
single nursing education unit.
Shared Faculty
Persons who teach and/or evaluate students in more than one (1) program within a governing
organization or governing organization system.

Full‐Time Faculty
Persons who teach and/or evaluate nursing students, have a full-time employment status as the
governing organization, and whose current primary workload responsibilities are teaching
and/or evaluating students in a nursing program.
Enter the unduplicated head count of total number of nursing faculty for all ACEN-accredited
nursing programs /options (both exclusive and shared faculty) as of 10/11/2021.
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Then, of that number, enter how many were responsible for teaching exclusively (as per the
definition above) in the program type(s) listed.

For instance, if you have three (2) ACEN-accredited programs, in this case, master’s and
associate eand the total number of exclusive and shared faculty was 100 and 70 taught for the
master’s program exclusively, and 20 taught for the associate program exclusively, the answers
would look like this:
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Full‐Time Faculty Credentials
For the following six (6) questions, enter the number of full-time exclusive and shared faculty
members who held the corresponding degrees as their highest credential. For example:

** Note: **
If you have no faculty members with a certain degree as their highest earned credential,
enter zero (0). Do not leave any answer blank.

Overload
Finally, were there any full-time faculty that were on overload? Mark “Yes” or “No”; if “Yes,”
select the reason those faculty were on overload from the subsequent question.
If “No”

If “Yes”
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Full-time Vacancies

Enter the number of full-time faculty vacancies the Nursing Education Unit CURRENTLY has
per program

Then, answer “Yes” or “No” regarding whether or not the program(s)/NEU are currently
trying to fill all current vacancies. If not, why not?
If “Yes”

If “No”

Part-Time Faculty
Persons who teach and/or evaluate nursing students, have an appointment that is less than a
full-time status at the governing organization, and whose current primary workload
responsibility are teaching and/or evaluating students in a nursing program.
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Enter the unduplicated head count of total number of part-time nursing faculty for all nursing
programs/options (both exclusive and shared faculty).

Then, of that number, enter how many were responsible for teaching exclusively in the
program type(s) listed.

Part‐Time Faculty Credentials
For the following six (6) questions, enter the number of part-time exclusive and shared faculty
members who held the corresponding degrees as their highest credential. For example:

** Note: **
If you have no faculty members with a certain degree as their highest earned credential,
enter zero (0). Do not leave any fields blank.
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YOU HAVE NOW COMPLETED SECTION 5: FACULTY.
CONGRATULATIONS!
AT THIS POINT, CLICK “Save my progress and resume later” (per below). If you have not
already established a login, do so now following the instructions on Page 9 of this manual.

After doing so, if you wish to continue immediately, select “Resume This Form Now.”
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Section 6: Operations by Program Type
This section focuses on the overall program operations, program curriculum, and resources.
The data provided in this section should only reflect the July 1, 2018–June 30, 2019 academic
year. Response types will vary based upon the data requested. Some questions may ask for a
“number,” while others ask for “percentage.”

Laboratory Personnel
If the answer to the question “Does the program incorporate any skills/simulation laboratories”
is “No,” then proceed to the subsection titled “Program Length.” The rest of the Laboratory
Personnel subsection pertains only to those programs for which the answer is “Yes.”
The ACEN defines laboratory personnel as:
Non-faculty persons who work in an on-campus skills/simulation laboratory with specified
expertise that supports and/or facilitates student learning experiences.
Laboratory personnel with teaching and/or evaluation responsibilities in an on-campus
skills/simulation laboratory must hold educational and experiential qualifications as required by
the governing organization, the state, and the governing organization's accrediting agency, and
must be qualified for assigned responsibilities. In the absence of requirements set by the state
and/or the governing organization's accrediting agency, the governing organization must set
appropriate educational and experiential qualifications for assigned responsibilities in the oncampus skills/simulation laboratory.
Select the type of personnel used in the skills laboratory.
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For the subsequent questions, if the answer selected is “No,” then proceed to the next
question. The following instructions only pertain to those who answer “Yes.”

If the answer is “Yes” to the said-reference subsequent questions, enter, as a whole number,
numbers of staff, and faculty (as defined in Section 5).

To calculate the full-time equivalent of all part-time faculty positions, simply divide the aggregate
number of hours worked by the part-time employees by the minimum number of hours to be
considered full-time as defined by the program’s Governing Organization.

Program Length
Total number of credit/clock hours required to complete the defined nursing program of study
allocated over a specific number of terms (semester/trimester/quarter); the nursing program of
study is inclusive of all prerequisite courses, general education courses, and nursing courses
required.
Note: For undergraduate nursing programs, if first aid certification, cardiopulmonary
resuscitation (CPR) certification, being a certified nursing assistant (CNA) , or being a
medical assistant (MA) is/are required prerequisite(s) for admission, these
requirements/courses do not count toward the total number of credit/clock hours for
the define nursing program of study, whether these requirements/courses are credit or
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non-credit. All other credit courses that are required prerequisites and/or requirements
for admission (e.g., general biology, medical terminology) do count toward the total
number of credit/clock hours.
When first aid, CPR, and CNA certification are part of the defined nursing program of
study or taken as elective courses that are part of the defined nursing program of study,
these courses count toward the total number of credit/clock hours.
Academic Terms
In the first column, select the TYPE of academic term the program follows (e.g., Trimesters,
Quarters, or Semesters).

Then, in the subsequent question, enter the total NUMBER of those selected academic terms
required (including prerequisites and required general education courses) to complete the
program of study (e.g., 4).

Academic Hours
In the first column, select the TYPE of academic hour the program follows (e.g., credit hours or
clock hours).

Then, in the subsequent column, enter as a whole number the total number of HOURS
required (including prerequisites and required general education courses) to complete the
program of study (e.g., 120).
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Clinical / Skill Lab / Simulation Hours
For the following question(s) we are looking for the number of Clinical/Practicum hours, Skill
Lab hours, and Simulation hours required of students on a per-program-option/track basis.
Different programs will have different sets of options available.
This question allows for multiple answers to be provided by clicking the "Add another
response" button in the bottom right-hand corner of each question.

**Please note**
For those program types (e.g., Baccalaureate, Master's and Clinical Doctorate) with multiple
admission/program options to select in Section 1 of the Annual Report, clinical/skill lab/simulation hours
will be required for each entry option and APRN option selected.

Clinical/Practicum Learning Experiences
Direct, hands-on, planned learning activities with patients across the lifespan, interaction with
the interprofessional team, and interaction with the patient’s family and friends that are
sufficient and appropriate to achieve the end-of program student learning outcomes, program
outcomes, and/or role-specific professional competencies, and are overseen by qualified faculty
who provide feedback to students in support of their learning. Clinical/practicum learning
experiences are required for all nursing students enrolled in any undergraduate or graduate
program, including all students enrolled in post-licensure undergraduate programs, graduate

ACEN 2021 Annual Report Instructions Manual

{ PAGE \* MERGEFORMAT }

programs, all program options in any undergraduate and graduate programs, and/or certificate
program options.
Simulation
High-fidelity simulation: Practice learning experiences that incorporate a full-body computerized
patient simulator that mimics the patient’s responses to student’s actions.
Mid-fidelity simulation: Practice learning experiences that incorporate a computerized patient
simulator with basic physiologic functions, such as computer-based self-directed learning
systems.
Low-fidelity simulation: Practice learning experiences that utilize static mannequins or tasktrainers for basic nursing skills.
Virtual simulation: Practice learning experiences that are computer-generated simulations with
virtual (e.g., three-dimensional images) patients and/or care environments for the development
of nursing knowledge and skills.

Skills/Simulation Laboratory
An on-campus setting designed to look, feel, and/or function as a real-world practice learning
environment, offering real-world practice learning experiences, which may include the use of
low-fidelity, mid-fidelity, and/or high-fidelity simulation equipment.

** Please note:
For all Clinical Hours questions, please complete the questions for the program/option’s
standard requirements ignoring the affect(s) that COVID-19 may have had on Clinical Hours **

Complete the Clinical/Practicum Hours Questions as follows:





Select an appropriate option from the drop-down list.
Choose whether the selected option delineates between Clinical hours and Skill Lab/Sim
Lab Hours
Fill in the fields that populate for “Clinical” (and Skill Lab and Simulation Lab if
applicable)
Complete any supplemental questions

To assist with calculating Clinical Hours (if necessary) there is a direct download link for a Clinical
Hours Calculator within the Annual Report. That Clinical Hours Calculator can be also accessed via the
following link:
{ HYPERLINK
"http://www.acenursing.com/annualreport/AR2020/Utilities/Clinical_Hours_Calculator.xlsx" }
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General Questions
Mark “Yes” or “No” for the question(s) regarding standardized testing.

If the answer to any of the questions is “No” proceed to the next available question, as
subsequent questions will not populate.

If the nurse administrator was responsible for teaching any nursing courses during the academic
year of July 1, 2020 – June 30, 2021, select “Yes.” Then, in the subsequent question, enter as a
percentage the typical amount of the Nurse Administrator’s workload that teaching comprised.
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The final question in Section 6 is an open-ended text question addressing innovation. Unlike
previous text boxes, there is no character limit.
The questions are asked of the Nursing Education Unit as a whole and are not specific to any
one (1) program. If the questions do not apply to your NEU, simply type “N/A.”

YOU HAVE NOW COMPLETED SECTION 6: OPERATIONS.
CONGRATULATIONS!

AT THIS POINT, CLICK “Save my progress and resume later” (per below). If you have not
already established a login, do so now following the instructions on Page 9 of this manual.

After doing so, if you wish to continue immediately, select “Resume This Form Now.”
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Section 7: Feedback & Submission

Feedback and Recommendations
General
The first question is a text box with a limit of 255 characters for you to provide any questions
or areas of interest that you would like to see included on next year’s Annual Report.

If you have none (or none that you wish to provide at this time) simply type,
“N/A.”

Following that, “Comments” is simply a text box with a limit of 255 characters. Feel free to
provide any comments, criticisms, suggestions, praise, complaints, etc.
If you have no feedback (or none you wish to provide at this time), simply type
“N/A.”
Annual Report Submission
Attestation
In accordance with ACEN Policy #31 Integrity, the name, credentials, title and NEU (and/or
Governing Organization) of the individual who completed the 2020--2021 Annual Report must
be entered prior to submission—in most cases the nurse administrator of the NEU.
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Once the information is entered, ONE LAST TIME, CLICK “Save my progress and resume
later” (per below). If you have not already established a login, do so now following the
instructions on Page 9 of this manual.

After doing so, if you wish to continue immediately, select “Resume This Form Now”

Once that is done, click “SUBMIT”

After clicking “SUBMIT” the survey will validate the data entered. If data entered is invalid
and/or incomplete, the survey WILL highlight the errors for you to investigate and rectify.
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Provided all data is complete and validated accordingly, the survey will provide an opportunity
to review your entries (and correct if necessary). Once you have reviewed the data entered,
click the “CONFIRM” button.
You will you will receive a confirmation message and an email from the ACEN. Additionally
(and most importantly), you will be presented with an opportunity to print a copy of the full
Annual Report. DO SO NOW and retain a copy for your records.

** NOTE **
It is imperative a copy be retained for your records, as ACEN does not keep full
copies of the Annual Report
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