
The policies and procedures that govern/guide continuing professional 
development programs, such as tuition reimbursement; access to web-based 
education; professional nursing certification; and participation in local, 
regional, national, and international conferences/meetings. 

OO5:  The Capital Health policy that guides tuition reimbursement is HR:4.15 
“Educational Assistance” (Attachment 1). 

Access to web-based applications is available through the Capital Health Intranet site 
(CapitaLink). The example below demonstrates the ease of locating training 
opportunities on–line through our Cornerstone Learning Management System (LMS). 
In this program, staff complete assigned training modules as well as register for other 
programs of interest. 

Organizational Overview 
Source of Evidence - OO5 



In addition to Cornerstone, every nurse at Capital Health is given free access to CE 
Direct, an online learning site that complements our internal LMS. It can be accessed 
from either inside the hospital or outside the hospital. The web address from outside the 
hospital is https://lms.nurse.com/. Below is the access path from the hospital Intranet: 

The Capital Health policy that guides compensation of RNs for professional certification 
is HR 3.10 “Professional Certification Compensation for Registered Nurses” (Attachment 
2). This policy outlines the ongoing compensation that RNs receive once certification is 
obtained. The policies that guide the cost of the exam and participation in local, regional, 
national, and international conferences/meetings is S:1 “Seminar Requests and 
Reimbursement/RN Certification”, p. 4, D (Attachment 3) and HR 2.25 “Education and 
Competencies for Employees” (Attachment 4). 

https://lms.nurse.com/


In many cases, educational programs attended by employees are paid through the 
specific unit-based budget; however, Capital Health is fortunate to have additional 
funding available through the Nurse Education Fund (NEF). This fund was established 
many years ago through the generous gifts of the Medical and Dental Staff, the 
Capital Health Auxiliary, and Capital Health employees and friends (Attachment 5). 



 
 
 
 
 
 
 
 
 
 

Organizational Overview 
Exhibits for SOE - OO5 
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CAPITAL HEALTH 

HUMAN RESOURCES POLICY AND PROCEDURE 

TITLE:  Professional Certification Compensation  
for Registered Nurses NO:  3.10  

ORIGINATING SOURCE:  Human Resources and 
    Patient Care Services 

EFFECTIVE DATE: 

September 30, 2015 
EXECUTIVE APPROVALS: 

Al Maghazehe, Ph.D., FACHE 
President & Chief Executive Officer 

J. Scott Clemmensen
Vice President, Human Resources

Carolyn A. Page 
Director, HR Programs & Systems 

PERSONNEL: 

Registered Professional 
Nurses 

SUPERSEDES: 

November 6, 2011 

DISTRIBUTION: 

HR Policy Manual 
CapitaLink Policy Library 
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COMMITTEE APPROVALS: 
N/A 

EXPEDITED APPROVALS: 
N/A 
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Professional Certification Compensation for RN’s 
HR Policy 3.10 
Page 2 of 4 
 
 

I. PURPOSE: 
 

 To outline the process for registered professional nurses to obtain compensation for Magnet 
recognized certifications. 
 

II. FORMS/ATTACHMENTS: 
 

ANCC List of Certifications (http://nursecredentialing.org/Magnet/Magnet-CertificationForms ) 
Personnel Action Notice (PAN) 

 
III. EQUIPMENT/SUPPLIES: 

 
Internet Access 

 
IV. POLICY 

 
A. Capital Health adheres to the ANCC Magnet Recognition Program® criteria for inclusion as 

a compensable certification. The credential is a professional certification if: 
  
1. The certification addresses a professional body of knowledge, which typically has been 

defined in a scope and standards of practice. 
 

2. Development of the certification examination relies on: 
 

a. a national job/task analysis (e.g., role delineation studies and content expert panels) 
that is periodically updated; and 

b. generally accepted test development and psychometric principles  
 

3. A recertification interval is defined. 
 

4. The certification is available at a national level (i.e., it is not a state-based or system-
based certification).  

 
5. The examination is independent of: 

 
a. a specific class, course, or other education/training program; and 
b. any provider of classes, courses, or programs. 

 
B. The following registered nurses are eligible for certification compensation: 

 
1. Regularly scheduled full-time and part-time employed registered nurses working in an 

acute care setting are eligible for the program.   
 

2. Per Diem nurses in designated tiers of Patient Care Services’ Per Diem Program. 
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C. Department Heads, Advanced Practice Nurses, Case Managers, and RNs who must 
maintain a certification as part of their job requirement are not eligible for compensation. 
 

D. For non-exempt position employees, certification compensation is paid as an hourly 
amount ($1.50) each pay period. Exempt position employees are paid on a quarterly basis 
following the receipt of an approved Personnel Action Notice (PAN) in Human Resources 
after the end of each quarter.    

 
E. The certification must be related directly to the nursing specialty in which the nurse is 

currently working and must be among the ANCC Magnet Recognized Certifications.  
Nurses in this program are compensated for no more than one certification. 

 
V. PROCEDURE: 

 
Initial approval process for compensation 
 

A. Registered nurses eligible to receive compensation provide their Nurse Manager/ 
Department Head proof of certification, which outlines the name of the certification, 
certifying organization, date of certification, certificate number, and expiration date. 

 
B. The Nurse Manager/Department Head reviews and confirms: 

 
1. Eligibility as specified in Section IV. B. above; 
2. Certification is listed on ANCC Magnet Recognized Certifications at 

http://nursecredentialing.org/Magnet/Magnet-CertificationForms ; 
3. Certification is directly related to unit specialty; and 
4. Current certification period. 

  
C. If the certification is not listed as Magnet recognized, the employee is responsible to 

provide documentation to their Manager/Department Head that supports how the 
certification meets the criteria listed in Section IV. A of this policy.  Such documentation, if 
acceptable to the Manager/Department Head, must be forwarded to the Director, HR 
Programs & Systems for determination prior to approval of a PAN. 

 
D. Processing of the PAN: 

 
1. Initial Certification: 

 
The Manager/Director notifies Nursing Administration to generate a PAN for 
compensation. 
 
a. The Director approves the PAN and in turn, this notification is sent to Human 

Resources for approval.   
b. Human Resources approves the PAN and notifies the Payroll department to 

initiate compensation beginning with the next new payroll period.  
c. The Director sends a copy of the employee’s certification to: 

(1)  Human Resources 
(2)  Department of Clinical Education 
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2. Renewal Certification: 
 

a. The nurse submits documentation of current certification to Nursing Administration 
prior to the end of the current card expiration to avoid interruption of 
compensation. 

b. Nursing Administration scans the certification card to the nurse’s Director. 
c. The Director reviews the documentation for expiration date, relevancy to the 

specialty; and continued eligibility.  
d. The Director approves the PAN and in turn, this notification is sent to Human 

Resources for approval.   
e. Human Resources approves the PAN and notifies the Payroll department to 

initiate compensation beginning with the next new payroll period.  
f. The Manager/Director sends a copy of the employee’s certification to: 

(1)  Human Resources 
(2)  Department of Clinical Education 

           
E. Certification compensation is discontinued at the time that the certification expires unless 

documentation of current certification is provided to the nurse’s manager. The 
Department Head generates a PAN to stop the certification compensation effective at the 
end of the pay period in which the certification expired. 
 

F. In situations where a currently certified nurse transfers to a new specialty, certification 
compensation continues until the nurse becomes eligible for the specialty exam.   The 
nurse must take and pass the exam for the current specialty within six months of meeting 
the eligibility requirement. 
 

G. Nurses floated to another unit/specialization for their shift do not forfeit the certification 
compensation for that shift. 
 

H. The Department Head, along with the employee, is responsible for tracking the 
certification expiration date. 
 

 
 
 
 
 
 

  



CAPITAL HEALTH        
PATIENT CARE POLICY AND PROCEDURE 

TITLE:  Seminar Requests and Reimbursements/RN Certification NO:    S:1 

ORIGINATING SOURCE:  Patient Care Services EFFECTIVE DATE: 
March, 2016 

EXECUTIVE APPROVALS: 
Sr. VP Hospital Administration: 
Eileen M. Horton, RN, MSN, MSM, NEA-BC 

Chief Nursing Officer: 
Peg Reiter, RN, PhD, NEA-BC 

Director, Clinical Education & 
Research: 
Katrina Sweeney, MSN, RN-BC 

PERSONNEL: 
Patient Care Services 

SUPERSEDES: 
PC:S:1 (RMC) November, 2011 
PC:S:1 (CHMCH) November, 2011 

LOCATIONS: 
Regional Medical Center 
Hopewell Medical Center 
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PC:S:1 
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I. PURPOSE:   

To establish a procedure for processing seminar requests and reimbursements/RN certification 
for Patient Care Services staff. 

 
II. FORMS/ATTACHMENTS: 

Seminar Request Form 
Employee Expense Voucher  
Nurse Education Fund Application 
Attendance Sign-In Sheet (to be used when presenting an inservice after attending a seminar) 

 Accounts Payable Check Request 
 
III. EQUIPMENT/SUPPLIES: 

None 
 
IV. POLICY: 

A. Seminar Attendance 
Patient care staff who request to attend a seminar/program/conference follow procedures 
for seminar approval.   
Moneys are available through the following fund sources: 
1. Unit/Department Operating Budget 
2. Nurse Education Fund (NEF) 
 
Depending on the funding source, the signature of the Director, VP for Patient Care 
Services and/or the Director of Capital Health Foundation may be required. 

 
B. National Professional Certification 

Eligibility 
1. Regularly scheduled full-time and part-time employed registered nurses (RN) 

working in an acute care setting are eligible for the program. 
2. Per Diem nurses in designated tiers of Patient Care Services’ Per Diem Program. 
3. Eligible RNs in Patient Care Services are reimbursed for the cost of the initial 

certification exam in their related specialty once the examination has been 
successfully passed.  Eligible certifications are listed in the Professional Certification 
Compensation for Registered Nurses policy, HR 3.10. 

4. Department Heads, Advanced Practice Nurses, Case Managers, and RNs who must 
maintain a certification as part of their job requirement are not eligible for 
compensation. 

5. The cost of re-certification is not reimbursed for any type of professional certification. 
 

C. Skill-Based Certifications 
All full-time and part-time (20 hours or more per week) Patient Care Services staff 
who are required to have specific certification appropriate to their work such as ACLS, 
BLS, PALS, NRP, complete the course requirements at Capital Health.  Staff who 
choose to complete course requirements at another facility and the course is available 
through the Capital Health EMS Training Center are not reimbursed for the course 
fees. 
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D. Nurse Education Fund (NEF) 
1. The fund is intended to cover conference registration fees for selected RNs. 
2. The NEF Committee meets three times a year -  March, August, and December and 

selects no more than two staff per department per campus for  the same program 
unless approved by the Committee based on hospital need. 

 
V. PROCEDURE: 

Seminar Request Forms and Employee Expense Vouchers are available in the Patient Care 
Services Department or from a Nurse Director/Manager.  Nurse Education Fund Applications are 
available from the Department of Clinical Education or CapitaLink DCE - Department link. 

 
A. Seminar Request  

1. Complete the Seminar Request Form and attach a copy of the completed program 
brochure.  

2. If reimbursement and/or a paid seminar day are requested, initial the requested items 
and obtain the appropriate signatures.  The Nurse Manager reviews and approves a 
program request for budgetary factors, content, location, staffing, and need. 

3. The staff member registers and pays for the seminar and then follows the 
reimbursement process. 

4. The staff member makes three copies of the signed Seminar Request Form and 
distributes as follows: 

a. Original to the Secretary in the Patient Care Services Department 
b. Copy to Nurse Manager 
c. Copy to Department of Clinical Education if applying for NEF 
d. Copy for employee 

5. The Nurse Manager approves the staff member’s time in ADP for 
Conference/Seminar day.  

 
B. General Guidelines Post Seminar  

1. The staff member submits a copy of the contact hour certificate or proof of attendance 
to the Nurse Manager for placement in the department file.   

2. The staff member is required to present program highlights to the staff on their unit. 
A copy of Attendance Records for in-services, a summary of the presentation and 
copy of the brochure is sent to the Department of Clinical Education.  

 
C. Reimbursement for Seminars 

1. Unit/Department Operating Budget: 
a. After attending the seminar, the staff member completes an Employee Expense 

Voucher and attaches any approved pre-approved expense receipts, excluding tax.  
b. Employee Expense Vouchers must contain all the required signatures. 
c. The Secretary in the Patient Care Services Department sends a copy to Accounts 

Payable for reimbursement. 
d. Reimbursement is mailed directly to the staff member’s residence. 
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2. Nurse Education Fund (NEF): 

a. Employee sends the completed NEF Application to the Secretary in the 
Department of Clinical Education.   

b. The NEF Committee reviews all requests and employee is notified of the 
Committee’s decision. 

c. After the conference/program the employee submits receipts (not to exceed the 
projected total cost) to the Secretary in the Department of Clinical Education who 
prepares and processes the “Accounts Payable Check Request.” 

d. The “Accounts Payable Check Request” with “NEF” written across the top of the 
page, is signed by: 

 Department Director 
 Director of Clinical Education and Research 
 Vice President of Patient Care Services 
 Director of Capital Health Foundation  
 

D. Certification  
When initial certification is obtained, the RN submits a completed Employee Expense 
Voucher with required signatures, proof of payment, and a copy of the certification to the 
Secretary in the Patient Care Services Department for processing. 

 
VI. REFERENCES: 

Nurse Education Fund Guidelines 
Capital Health Policy:  Professional Certification Compensation for Registered Nurses, HR:3.10 

 



CAPITAL HEALTH    

HUMAN RESOURCES POLICY AND PROCEDURE 

TITLE:  EDUCATION AND COMPETENCIES FOR 

EMPLOYEES 
NO:     2.25 

ORIGINATING SOURCE:  Human Resources 
EFFECTIVE DATE: 

April 1, 2015 

EXECUTIVE APPROVALS: 

President and Chief Executive Officer: 

     Al Maghazehe, PhD, FACHE 

VP, Human Resources: 

J. Scott Clemmensen

Director, HR Operations 

    Richard N. Werner 

Director, Clinical Education 

    Katrina Sweeney 

PERSONNEL: 

All 

SUPERSEDES: 
HR:   2.25 RMC 11-6-11 

HR:  2.25 CHMCH 11-6-11 

LOCATIONS: 

Regional Medical Center 

Hopewell Medical Center 
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I. PURPOSE: 
 

To provide a standardized process for all employees to complete required education and 

competencies based on their assigned job title. 
 

II. FORMS/ATTACHMENTS:  

 

Performance Checklist 

Job Specific Competency Assessment Summary (JSCAS) (available in the Learning 

Management System in the Knowledge Bank Menu) 

Employee Training Record 

Employee Mandatory Education Book (available on CapitaLink or by Print Shop requisition) 

 Attendance Sign-in Sheet 

 Program Evaluation 
 

III. EQUIPMENT/SUPPLIES:  

 

Learning Management System 

Performance Management System 
 

IV. POLICY: 

 

A. To meet competency requirements, the employee must demonstrate competence in the 

performance of job related skills appropriate to his/her patient/customer and department 

services.  The Capital Health management team and department heads identify 

competency requirements. 

 

 1. Orientation: 

 

  a. Each new employee is required to attend the new employee General 

Orientation prior to reporting to work in the department. 

  b. Identified clinical/nursing employees are required to attend clinical orientation 

prior to reporting to work in the department. 

  c. Identified nursing employees are required to attend nursing orientation prior to 

reporting to work in the department.     

  d. Identified management employees are required to attend a management 

orientation within the first six (6) months of hire or within six (6) months in 

the new management job title. 

  e. Documentation of classroom orientations is evidenced through the learning 

management system. 

 

 2. Initial Job Specific Competencies 

  

  a. Each new employee based on job classification completes identified job 

specific competencies, if applicable, within the introductory period. 
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  b. Documentation of job specific competencies, including competencies for 

populations served, is maintained in the employee’s departmental file. 

  c. A summary of job specific initial competencies is evidenced by the Job 

Specific Competency Assessment Summary (JSCAS) form or the equivalent 

which is maintained in the Performance Management System or the 

employee’s departmental file. 

 

 3. Ongoing Annual Mandatory Education 

 

a. Each employee is required to complete annual mandatory education through 

the learning management system based on his/her job title.   Annual 

mandatory education has a Generic and Corporate Compliance component for 

all employees.   Employees designated to work in clinical job titles must also 

complete a clinical component.  A complete list of subject content is available 

in the HR Operations Department and the Department of Clinical Education.   

b. Compliance is met by completing appropriate Employee Mandatory 

Education Book(s) & Post-Test for employees who work within Capital 

Health designated buildings.  Department heads in Environmental Services 

and Food & Nutrition Department may contact HR Operations to arrange for a 

group in-service for their employees regarding the Generic Mandatory 

education. 

 

c. Documentation of Mandatory Education is evidenced in the learning 

management system.  Post-tests are completed on-line and are automatically 

graded at the time of submission.   

 

d.  All mandatory education must be completed by June 30 of the current year.  

An employee who returns from a leave of absence must complete assigned 

mandatories within 30 days of return. 

 

 4. Ongoing Annual Competency 

 

  a. Each employee based on job classification is required to complete identified 

job specific competencies including competencies for population served, if 

applicable, within the calendar year and are evidenced by the documentation 

maintained in the employee’s departmental file. 

 

  b. Annual competencies are based on, but not limited to, performance 

improvement studies, new policies, new technology and infection control and 

risk management data. 

 

  c. A summary of annual job specific competencies for each employee is 

evidenced by the Job Specific Competency Assessment Summary (JSCAS) or 

equivalent form and attached to the performance evaluation which is 
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maintained in the Performance Management System or the employee’s 

departmental file. 

 

 5. Continuing Education 

 

  a. Continuing education programs are conducted within Capital Health or in the 

form of off-site seminars and workshops to develop employees in areas of 

new knowledge and skills or to maintain and improve competence.  

Additional methodologies include self study, one-on-one supervision and 

small group interactive sessions. 

 

  b. Assistance in coordinating aid/or providing these programs can be obtained 

from the Department of Clinical Education. 

 

  c. Employees are encouraged to become certified in the area of specialty and 

attend formal education courses.  Tuition assistance for college courses is 

available through the Human Resources Policy 4.15 Educational Assistance. 

 

  d. All records for New Jersey State Nurses Association (NJSNA) provider unit 

are maintained in a locked file in the Department of Clinical Education. 

 

  e. Documentation of continuing education programs is evidenced by the 

Employee Training Record and maintained in the employee’s department.  

Continuing education programs may also be documented in the learning 

management system. 

 

 

 



CAPITAL HEALTH 

NURSE EDUCATION FUND GUIDELINES 

I. RATIONALE

There is a need to increase the opportunities for Capital Health registered nurses to
remain current regarding nursing concepts, technologies, research, and trends.  The
Nurse Education Fund (NEF) was established to address these needs by means of
funding “continuing education” for RNs.  (Graduate education is supported by the tuition
refund policy.)  Examples of the opportunities to be funded include, but are not limited to
the following:

A. Individual attendance at national conferences, workshops, and seminars
B. Utilization of the services of experts on site to benefit a larger audience
C. Increased usage of current and emerging technologies.

II. DESIRED OUTCOMES

A. Improved morale
B. Improved care and service to patients
C. Increased attainability of national/professional certification
D. Contributions to the pursuit of advanced recognition for the Patient Services

Department

III. PROCESS

A. Steering Committee sets policies and monitors program
B. Application distributed
C. Review Committee awards funds
D. Staff Nurse attends program
E. Education provided to department by Staff Nurse

IV. STRUCTURE

A. NEF Steering Committee
1. Purpose

a. Set policy
b. Receive yearly reports
c. Assess effectiveness of program
d. Revise policies as needed
e. Fund raising

2. Meetings: a minimum of once per year
3. Membership

• Dr. Ahmad Farzad
• Donating Auxiliary or Auxiliaries
• VP, Patient Services
• VP, Human Resources
• Director, Department of Clinical Education

OO5:  Attachment 5
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• Director of Nursing  
• Director, Fund Development  

 
B. NEF Review Committee 

1. Purpose 
a. Oversee the awarding of funds according to the established 

criteria 
b. Make decisions regarding awards should circumstances require it 

2. Meetings:  a minimum three times per year  
3. Membership 

• Director, Clinical Education, Chair 
• 1 Nursing Director 
• 4 Staff RN’s (2 from  RMC & HPW) 
• 2 CNS (1 from RMC, 1 from HPW) 
• Representative from Hospital Auxiliary 

 
V. PROCEDURE FOR AWARDING FUNDS 
 

A. Ascertain amount of money available to be awarded for the year 
B. Award – 1/3 of available funds for the year per trimester 
C. Call for Applications 
D. Review committee considers applicants using criteria and policies 
E. Criteria 

1. Complete application 
2. Timeliness of application 
3. Benefit to RN 
4. Benefit to CH 
5. Signature of immediate supervisor 
6. Awards are approved according to funds available. 
7. Proof of attendance must be presented to Dept. of Clinical Education 

within 30 days of award date or attendance at program.  If such 
requirement is not met, the award will be forfeited by the RN and the 
money returned to the Nurse Education Fund.  A letter will be sent to Staff 
Nurse prior to returning money to Fund. 

F. Eligibility – Funds are available for any full time/part time RN who must: 
1. have been employed at CHS for more than a year. 
2. have a satisfactory attendance record. 
3. agree to formally share information learned with unit and/or Department 

within 30 days of attendance at program.  (This may be done in written 
and/or verbal form.) 

4. submit evidence that information was shared with unit and/or department 
to Department of Clinical Education. 

5. Continue working for Capital Health System a minimum of 6 months 
following award date. 

 
 
 
 
Revised October 2005; February 2016 
40-NEF Guidelines 
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