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Guide for Recertification Through LearningBuilder 
 

As part of the Hospice and Palliative Accrual for Recertification (HPAR) process, you will need to access your Learning 
Plan, where you will log your professional development activities for recertification.  To log in, visit 
advancingexpertcare.org/ and click the “Sign In” link at the top of the page as marked below. 
 

 
 
You will come to the Sign In page below, where you will enter your username and password you created.  If you have 
not previously signed in, please view Full Instructions as shown in the lower left area. 

 

https://advancingexpertcare.org/
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Once logged in, you will select the Learning Builder tab as shown below. 
 

 
 
You will select the link My Learning Plan to connect to LearningBuilder as shown below.  It will take 10-15 seconds to 
load, and you will be directed to your current learning plan. 
 

 
 
This page provides a brief description of the requirements for HPAR and the various sections of your Learning Plan.  
Please select the description of your learning plan icon shown below to view important information about your 
recertification.  

 
 
To expand the categories in your learning plan, please select the + symbol as shown below. 
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You may view and download the recertification documents by clicking on the Click Here hyperlink as shown below. 
Additional highlights and important details include: 

• Certification Period: This is the timeframe in which you are certified. 
• Reporting Period: This is the timeframe in which you can collect HPAR points toward recertification. 
• Information on Payment: This indicates whether you are in standard, extended, or reactivation period. 

 

 
 
Your Learning Plan Requirements provides you with a snapshot of your progress and needs for recertification: 
 

 

This is a progress bar, indicating how many 
HPAR points you have earned to date. 
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The Legend will provide definition of the icons and the status of your activities in the Requirements Section. 
 

 
 
Practice Hours and Licensure Attestation 
You are required to attest that you meet the eligibility requirements for the credential you are renewing.  Please select 
that you meet the practice hours and license requirements (if needed) and submit. 
 

You can choose Show Limits for 
greater details or Collapse Limits for 
less detail by clicking on the arrow in 
the gray shaded border. 
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Categories of Professional Development 
 

 
 
Entering Your Activities 
Before you begin to enter your activities, gather your documentation – for example, CE certificates, professional 
presentation programs, transcripts.  These documents will have the information required when you enter an activity.  
Expand the category by clicking on the arrow in the blue shaded area and click on the Add Activity button in the  
category that corresponds to your activity (see categories above). 
 
 
 

 
 
The Add Activity button will create a Record Activity box, requesting additional information.  An asterisk in any field 
indicates a mandatory piece of information before submitting an activity.  If the Record Activity box does not open, 
please check that your pop-up blocker is turned off.  

 

Click here to add an activity 
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All courses completed through the Hospice and Palliative Nurses Association (HPNA) University and the POLARIS 
modules will automatically be synced into your learning plan within an hour of completion.  The information for the 
course will be added under the Continuing Education section of the learning plan. 
 
Please note: Courses that are accredited by the American Nurses Credentialing Center (ANCC) are denoted with NCPD as 
the accreditor and courses that are accredited by the California Board of Nursing are denoted with CE as the accreditor. 

 

 
 
The Scholarly Accomplishments category has subcategories and will open a window requesting that you select the 
activity type: e.g., Academic Education, Professional Presentations, Professional Publications.  Once a specific activity 
type is selected, a Record Activity box will be created.  

 
The Professional Contributions category has subcategories and will open a window requesting that you select the 
activity type: e.g., Precepting, Orienting Staff, Volunteer Service.  Once a specific activity type is selected, a Record 
Activity box will be created.  

 
Uploading a file 
Some activities require documentation to be uploaded (i.e., Academic Education), and some activities require 
documentation only if your plan is selected for audit.  You may upload documentation when you enter an activity or wait 
until you are selected for an audit.  You will need an electronic copy of your documentation (.pdf, .jpeg, .jpg, .doc, .eps, 
.xls, or another electronic format).  To upload a file, click the Upload button.  This opens a window allowing you to 
browse and select files saved on your computer. 
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When you have finished entering the required information in the Record Activity box, there are two options to add 
activities to your Learning Plan.  If you click Save & Finish Later, your entry will be marked as Finish & Submit, and can 
be completed later.  If you click Submit, your entry will be marked as Activity Submitted.  After you submit an activity, 
the number of points will be added in the category bar and progress bar.   
 
Editing Your Entries 
If you wish to correct a mistake or change an entry, click the three dots icon: 

 
 
 
 
This allows you to Recall Step, which will take you back one step in the process.  You may edit a submitted entry, to 
change details, or add documentation.  You will receive a pop-up notice to confirm your intention to recall the step, or 
“reactivate the workflow”.   

Three dots 
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In some instances, you will want to Delete this Item. You may select the three dots a second time if you want to delete 
the activity and click on the wastebasket icon next to the entry. 

 
 
Situational Judgement Exercise (SJE) – Only applicable for CHPN® and ACPHN® recertification 
 
It takes one business day for your completed SJE result to be posted to your Learning Plan. 

 
 
Your Profile – Staying Connected 
The My Account section of your Learning Plan allows you to view your demographics and directs you to your HPCC 
profile page to make any changes.  Your edits to this page will be active within 24 hours.  It is very important to have 
your current email address for frequent communications and all postal mailings are sent to your home address. 
 

 
 
Completing and Submitting your Learning Plan 
There are two gray buttons marked Complete Learning Plan.  One is at the upper right corner and one at the bottom 
right.  These buttons will change from gray to orange when you have completed the minimum number of points.  Click 
on the orange Submit Learning Plan button to submit your plan to HPCC.  You cannot submit your plan until at least one 
year before the date your certification expires, as your next 4-year certification period begins with your renewal date.  
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The submission process includes verifying your demographics, responding to professional practice statements, and 
payment.  If you are not currently a member of HPNA, you will have the option join before you submit the payment if 
you choose to receive the HPNA member discount fee for recertification. 
 

  
 
Professional Practice 
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Demographics 

 
 
Attestations 

  
 
Donations or Contributions Step – review of your application is 30 calendar days.  To request an expedited review 
within 5 business days, there is a $100 fee. 
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Expedited Review Purchase after application submission 
To request an expedited review after your application is submitted, please follow the following steps. 

1. Log into LearningBuilder and access your learning plan.  
2. Click the 3 dots next to the Under Review button on the learning plan. 

 
3. Select Purchase Expedited Review from the drop-down list. 

 
4. Answer OK to pop up question. 
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5. Select Pay Fees and then Next. 

 
6. Pay the fees to submit the expedited review request.  You will receive a payment receipt in your 

communications tab. 
 
Payment – if you have a promo code given to you by your employer, please enter it here and select Apply Discount 
Code.  If you do not have a promo code, select Pay Fees to move forward to the payment screen. 
 
FOR APHSW-C Certificants only – HPNA membership discount is automatically calculated at the time of payment.  
However, if you are a member of SWHPN or NHPCO, you MUST contact the organization's membership department to 
receive the current promo code to apply the discount to your payment before submitting your application. 
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Discount price is calculated.  

 
 

Select Pay Fees to make payment and submit the application.  If you have a voucher code, you will enter the code 
(including dashes) once you are on the Checkout page. 
 

 
 

After you have submitted your plan, be sure to keep your documentation until you have been notified that your 
recertification has been approved.  If you are randomly selected for audit, you will be notified of the need to upload 
your documentation if you have not already done so. 
 
You will receive an email notification of approval of your recertification within 30 calendar days.  A new Learning Plan for 
your new certification period will be available in 24 hours of approval.  Once approved the national office will order a 
new wall certificate that you will receive within 90 days of HPAR approval. 
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Glossary 
 
Learning Plan – Your learning plan is where you store your professional development activities, and eventually submit 
them for review. 
 
Certification Period – The timeframe your certification is active (four (4) years). 
 
Reporting Period – The timeframe for which you can take credit for professional development activities you have 
completed for HPAR points. 
 
Activity – A learning activity is a professional development task someone performs to gain greater knowledge of their 
required competencies.  Activities can be as diverse as taking a course, giving a presentation, orienting staff, or service 
on a committee where you work or for a professional organization. 
 
Browser – The software application used to interact with LearningBuilder. 
 
Desktop Browsers 

• Google Chrome (latest version tested; latest version -1 release supported) - current is v. 90.0.x 
• Firefox (latest version tested; latest version -1 release supported) - current is v. 88.0.x 
• Safari for Mac (latest version tested; latest version -1 release supported) - current is v.14.0.x 
• Microsoft EDGE Desktop: Chromium-based (latest version tested; latest version -1 release supported) current is 

v.85.0.x 
 
NOT SUPPORTED 
• Microsoft EdgeHTML Desktop for Windows 10 Home & Pro (44.18362.449.0) 

• Note that EdgeHTML was deprecated by Microsoft starting 01/15/2020 and replaced with 
EdgeChromium  

• Internet Explorer 11 (is NOT supported with NGLP or other VUE-driven features, like the My Account / Admin → 
Profile Edit Member Roles section) 

• General support for IE11 will end with the 10.6.0 Release, May 2021. 
 

Mobile Device Browsers 
• Safari Mobile for iOS 14.4.x 
• Google Chrome for Android 
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