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How to Use This Manual
We are striving to make the application process completely paper-free. We recognize that this might not be possible in all cases. When completing the forms in this manual, type or cut and paste your information directly into this document. If you need to attach other documents or send them via mail, please indicate that within this document.

· This manual is divided into five parts:

Part I: Program Planning Information (Due 120 days prior to activity)
Part II: Program Content Information (Due 90 days prior to activity)

Part III: Evaluation Methods and Materials, Certificates, and Financial Resources (Due 60 days prior to activity)

Part IV: Draft of Final Program and Additional Information (Due 30 days prior to activity or prior to printing program, whichever is earliest)

Part V: Post-Activity Report (Due 6 weeks after activity)

· This manual contains both Instructions and Forms. While reading the Instructions, refer to the corresponding Forms, which immediately follow the instructions.

· Please read the instructions completely before beginning.

· Prior to submitting each part of your application, complete the Application Checklist to be sure that all supporting materials have been included.

· Prior to submitting your educational activity follow-up materials, complete the Post Educational Activity Checklist to be sure that all necessary materials have been included.

· When you have questions or need further assistance in completing your application, please contact ACHA:

Susan Ainsworth
Director, Member Programs and Services
American College Health Association

891 Elkridge Landing Road, Suite 100

Linthicum, Maryland 21090

sainsworth@acha.org

phone: (410) 859-1500, ext. 222 

fax: (410) 859-1510

Preface

Purpose

The purpose of this handbook is to assist program planners in preparing an application for continuing education credit. It provides Instructions and Forms to help you plan and prepare your application. The association holds the distinction of being able to offer multi-disciplinary accreditation through a single application process. ACHA is accredited by the following accrediting bodies:

· The American College Health Association is accredited by the Accreditation Council for Continuing Medical Education to provide continuing medical education for physicians. 

· The American College Health Association is accredited as a provider of continuing nursing education by the American Nurses Credentialing Center’s Commission on Accreditation.
· The American College Health Association is approved by the American Psychological Association to sponsor continuing education for psychologists.

· The American College Health Association has been designated as a provider of continuing education contact hours in health education by the National Commission for Health Education Credentialing, Inc. 
· The American College Health Association is a National Board for Certified Counselors (NBCC) Approved Continuing Education Provider (ACEP™) and may offer NBCC-approved clock hours for programs that meet NBCC requirements.

Our Best Advice

Experience shows that even the best Program Planning Committee will need some consultation at some time in the planning process. Call and consult the ACHA Director for Member Programs and Services at any time you have a question or need advice. Assistance with the initial preparation of your application may eliminate the need for time-consuming revisions later.

You may also want to consult with the chairs of ACHA’s CE Subcommittee http://www.acha.org/Committees_Coalitions_Task_Forces/ce.cfm
Eleanor Davidson, MD




Kathy Saichuk, MA, CHES
Chair, Continuing Medical Education Subcommittee
Chair, Continuing Education for Certified Health 
Case Western Reserve University


Education Specialists
eleanor.davidson@case.edu



Louisiana State University








ksaichuk@lsu.edu
Kathy MacLachlan, MS, APRN-BC
Chair, Continuing Nursing Education Subcommittee
Joy Himmel, PsyD, PMHCNS.BC, LPC, NCC
Syracuse University Health Services


Chair, Continuing Education for National
kmmaclac@syr.edu




Certified Counselors Subcommittee








Pennsylvania State University-Altoona
Michael D. Malmon, PhD



JYH1@psu.edu
Chair, Continuing Psychology Education Subcommittee
College of Wooster
mmalmon@wooster.edu
Continuing Education Committee

Goal

The goal of the Continuing Education Committee is to assure the provision of high quality continuing education activities for college health professionals through national and affiliate activities. Our efforts to meet the post-graduate needs of health care providers in the college health setting will promote the provision of the highest quality care for the students we serve.

ACHA seeks to assure that the continuing education activities provided for professionals working in the field of college health are appropriate for their professional growth. The Continuing Education Committee has the responsibility to oversee all ACHA-approved continuing education activities.

Continuing education in college health includes planned, organized learning activities intended to expand the knowledge, skills, and attitudes of college health professionals. These educational activities will enhance patient care, teaching, administration, and research in college health.

The structure and content of the learning activities build on previous knowledge and stimulate the quest for new information and skills. The learning activities must be flexible and diverse in order to meet the many needs, interests, and goals of the college health professional.

Beliefs
1. Post-graduate continuing education activities are necessary to maintain high quality care for the higher education community served by the college health professional.

2. Continuing education activities should be consistent with the highest ethical standards, as reflected in the ACHA statement on ethics.

3. Continuing education should communicate theories, concepts, and information that the learner can translate into practice.

4. Continuous evaluation and improvement of the quality of the educational activities presented is essential.

5. Continuing education activities should utilize educational strategies that are appropriate for adult learners.

6. It is our duty to assist applicants in the processes of planning and organizing continuing education activities.

7. Continuing education activities are essential to every college health program and should be supported by each institution.

Statements reviewed: June 2009

IMPORTANT: 
Before you begin each part of the application, please add a header that will identify your organization on each page.

Go to View, Header and Footer, then type in the name of your affiliate or organization, i.e.:

New England College Health Association

2011 Annual Meeting
Part I: Program Planning Information
Application Checklist 
[insert name of affiliate or organization]
This portion of the application must be submitted at least 120 days prior to the first scheduled date of the educational activity. While there is no late fee associated with this portion of the application, please be aware that late submittal may result in a delay in processing subsequent parts of the application. Before submitting this portion of your application, verify that all of the following are included.
	A. General Information
	Indicate when completed (include any applicable notes, comments, or concerns)

	1. Completed General Information form

	

	2. Completed and signed Planning Committee Coordinator Agreement

	

	B. Program Planning Committee 

	1. Program Planning Committee (PPC) Form listing all members of the PPC

	

	2. Program Planner Information and Disclosure Form for each member of the PPC (including ACHA CE Committee members)


	

	C. Planning Committee Meetings

	1. Minutes of each planning committee meeting (to date)

	

	2. Documentation to establish the involvement of the ACHA CE Committee members to date (phone logs, emails, etc)

	

	D. Goals/Purpose of the Educational Activity

	1. Statement of the goals and purpose of the educational activity
 
	

	E.  Target Audience

	1. List of all professional disciplines and college health support personnel for whom this educational activity is designed

	

	F. Needs Assessment

	1. Description of how the need for the educational activity was assessed

	

	2. Summary of needs assessment (i.e., results of a Needs Assessment or other form of data used to assess specific needs of learners)

	

	G. Facilities

	1. Description of the physical facilities to be used for the educational activity

	

	H. Call for Programs

	1. Copy of your Call for Programs materials (instructions and forms) – before you make them available to presenters. Note that we do not need the actual completed forms until Part II of the application process. You can send this as soon as it’s ready.

	

	I. Sponsor and Exhibitor Forms

	1. Copy of sponsorship solicitation materials and forms provided to sponsors, including the Letter of Agreement


	

	2. Copy of exhibitor solicitation materials and forms provided to exhibitors, including the Exhibitor Contract

	

	J. Preliminary Publicity

	1. Copy of the preliminary publicity (print and web)

	


Submit entire application electronically to:

If you are not able to submit the application
Cynthia Perez





electronically, or if you have supplemental
Program Coordinator




paperwork, mail to Cynthia Perez at:
American College Health Association


American College Health Association
cperez@acha.org




891 Elkridge Landing Road, Suite 100








Linthicum, MD 21090
	A.  General Information

1. Complete the General Information Form below.

If applying for nursing contact hours, the following information MUST be included:
· Disclosure by the applicant of previous denials received from other ANCC-accredited approver units

· Consideration and resolution of previous denials (referred to above) by the peer reviewers of the accredited approver
 


General Information Form
	Applicant Organization
	

	Title of educational activity
	

	Dates of educational activity
	

	Location of educational activity: (site, city)
	

	Type of CE credit you will be requesting (CME, CH, PsyCE, CECH, NBCC)
	

	Program Planning Committee Coordinator Information

	Name
	

	Institution/Organization
	

	Address
	

	City, State, ZIP
	

	Phone
	

	Fax
	

	Email
	


American Nurses Credentialing Center Disclosure:

Has your organization ever been denied nursing contact hours for an educational activity which has been submitted to another ANCC-accredited approver unit?       YES_____    NO_____

	If Yes, please specify:
	

	When?
	

	What accredited nursing organization?
	

	Describe the consideration and resolution of previous denials referred to above by the accredited nursing organization.
	


	2. Review and sign the Planning Committee Coordinator Agreement Form below.

The Planning Committee Coordinator Agreement is the Coordinator's promise to fulfill certain continuing education requirements. 




Planning Committee Coordinator Agreement Form
As planning committee coordinator, I understand and agree to comply with the following requirements in order to assure the quality and integrity of the continuing education accreditation process.
Adherence to Disclosure Policies

ACHA requires strict adherence to policies regarding conflict of interest, commercial support, and full disclosure to meeting attendees. Please review the document “Mechanism(s) for Resolution of Personal Conflicts of Interest – Co-Sponsored/Jointly Sponsored Educational Activities” in the Appendix. 

By signing this form you agree that the following will be included in this application (Parts I, II, III, IV, or V):

· Signed Conflict of Interest disclosure statements for all members of the Program Planning Committee

· Signed Faculty Disclosure statements for all presenters and co-presenters

· Signed Letters of Agreement for all commercial supporters or sponsors

· Evidence of full disclosure to meeting participants of faculty disclosures in your Final Program or on-site meeting materials

· Evidence of full disclosure to meeting participants of commercial supporters and sponsors in your Final Program or on-site meeting materials

· Complete accounting for all revenue from commercial supporters and sponsors included in your budget

· Complete accounting for all honoraria paid to speakers (and the source of the honoraria) included in your budget

Procedure for Awarding Certificates of Continuing Education Credit

You may create your own certificates for awarding continuing education to participants, but the exact wording provided in this handbook must be used. Note that the wording on the certificates varies depending on the discipline. A copy of each certificate must be submitted to ACHA in the application (Part III).

Certificates may only be awarded to educational activity attendees who complete and return the session’s learner evaluation form used to measure the accomplishment of the learning objectives.

Post-Educational Activity Requirements

Within 6 weeks following the conclusion of the educational activity, you agree to submit the following to ACHA:

· Roster of attendees: name, degree, CHES ID number (if applicable), address, and institution. Indicate what type of credit the attendee was granted, and the total number of credits awarded. 

· The ACHA Meeting Report

· A copy of the Final Budget

· A copy of the Final Program or on-site meeting materials

· A completed Program Planner Evaluation

· All remaining Letter of Agreement Forms, and Faculty Disclosure Forms not already submitted to ACHA in the application

· A summary of the learner and overall evaluation results

· One copy of each type of certificate used to award credit with the educational activity officer’s signature

· A late fee of 10% of the total fees due if materials are postmarked beyond the 6-week deadline indicated on this form 

Affiliate program planners: please include the name and phone number of next year’s CE contact person, as well as the date(s) and location of next year’s meeting.

	Our follow-up materials will be submitted on or before this date:

	


Record Keeping Responsibilities

I agree to keep an educational activity file for 6 years. It will only be made available to authorized individuals, and will include:

· copies of all elements of the application

· a copy of the information submitted to fulfill post-educational activity requirements

· a copy of the letter from ACHA confirming the awarding of credit

· any other correspondence relative to the educational activity application

	By typing my name below, I am providing my electronic signature approving all the information entered above and confirming that all of this information is accurate.


	Signature:

	

	Date:


	


	B. Program Planning Committee

1. Attach a Program Planning Committee Form listing all members of your Committee.
    

Begin by listing the representatives of the five disciplines listed below, if you are seeking continuing education (CE) credit in each of these five disciplines. Continue your list with the rest of the members of your Program Planning Committee.



Physicians (CME)
If continuing education credit for physicians is sought, at least two physicians must be included on the planning committee. One of the two must be a member of the ACHA Continuing Education Committee, and be active in the planning process. The other should be a local physician.

Nurses (CH)
If continuing education credit for nurses is sought, the Planning Committee must consist of at least a total of three nurses.  At least two local registered nurses, one with a BSN or higher, must be included. The committee must also include a continuing nursing education expert (i.e., member of the Continuing Nursing Education Subcommittee who must be active in the planning process) with supporting documentation in the form of email or telephone transcripts. Of the three nurses, one must hold the role of content expert (i.e., an individual with documented qualifications demonstrating education, knowledge and experience in one or a number of areas and the related subject matter).

Psychologists (PsyCE)
If continuing education credit for psychologists is sought, at least two psychologists must be included on the planning committee. One of the two must be a member of the ACHA Continuing Education Committee, and be active in the planning process as a consultant. The other should be a local psychologist who will be present and involved in the planning process on a day-to-day basis.

Health Educators (CECH)
If continuing education credit for certified health education specialists (CHES) is sought, there must be at least two health educators on the committee. One must be a health educator who holds CHES certification and is a member of the ACHA Continuing Education Committee, and the other should be a health educator who has earned a baccalaureate or higher degree in health education. One of these health educators must be active in the local planning process on a day-to-day basis.

Counselors (NBCC)
If continuing education credit for counselors is sought, at least two licensed counselors or National Board Certified Counselors must be included on the planning committee. One of the two must be a member of the ACHA Continuing Education Committee, and be active in the planning process as a consultant. The other should be a local counselor who will be present and involved in the planning process on a day-to-day basis.

All other members

The Program Planning Committee should be representative of the various health professionals for whom the educational activity is designed. Membership on the Committee should reflect the diversity of health professionals for whom continuing education units are being sought.

If you have questions, contact Susan Ainsworth at sainsworth@acha.org or 410-659-1500 ext: 222.
Role of ACHA CE Representatives 

Because you will be charged based on the number of sessions reviewed, it’s important that you pay close attention to which sessions you submit for review. The ACHA CE Representatives (CE Reps) who are members of your Program Planning Committee will need to assist you with this.

After you contact the CE Reps with a request to be a part of your planning committee, you should send them each a copy of the Educational Activity Design (EAD) grid (see example below) when it is complete – before the application is submitted to ACHA. (See Part II: Program Content Information and Sponsorship Information for instructions on completing the EAD. The template is included following this section for your reference.)
	Date/Time Frame
	Title and Presenter(s) (with degrees)
	Learning Objectives “The participant should be able to . . .”
	Content
	Teaching Strategies
	Types of CE requested and CHES responsibilities

	May 25, 2005

1:00 PM – 4:00 PM

180 Minutes
	Sleep Deprivation

Jane Doe, MD

John Doe, NP
	1. Define sleep deprivation.

2. List the consequences of sleep deprivation.


	1. degree of sleepiness

2. quantity of sleep

3. quality of sleep

4. Circadian factors

1. cognitive deficits and changes in mental status.

2. accidents

3. decreased quality of life

4. changes in physiology


	Discussion
	CME, CH, PsyCE, CECH

Responsibilities I, II, III




Each CE Rep should review the EAD for the appropriateness of credit for his/her discipline. If the CE Rep needs more information about any of the sessions, you should send him/her the CFPs for those sessions.

The CE Rep should let you know if you have submitted a session for credit that will definitely not be approved – or if you have not submitted a session for credit when it would most likely be approved. There are a lot of misperceptions about what might and might not be approved for credit. Since the CE Reps are the ones trained in CE approval for each discipline, they are in the best position to give guidance in this area. 

The more communication you have with the CE Reps, the less likely you are to have issues during the review process. One affiliate planner developed the following grid to solicit feedback from each of the CE Reps. 

	Proposal Name
	Speaker
	Impression
	Do you think this will get CE approval from your discipline?

	Alcohol Education 
	Jones
	Health education Oriented
	Will probably not get NBCC

	Emergency Preparedness
	Smith
	Good program
	Will probably get NBCC

	Best Practices 
	Johnson
	Broad objectives
	Will get NBCC

	Building Bridges


	Doe
	
	Will probably get NBCC

	Concussions
	Davis
	Medical orientation
	no


You could also build this into the EAD by adding a column for the CE Reps at the far right.

	Date/Time Frame
	Title and Presenter(s) (with degrees)
	Learning Objectives “The participant should be able to . . .”
	Content
	Teaching Strategies
	Types of CE requested and CHES responsibilities
	Do you think this will get CE approval from your discipline?

	May 25, 2005

1:00 PM – 4:00 PM

180 Minutes
	Sleep Deprivation

Jane Doe, MD

John Doe, NP
	1. Define sleep deprivation.

2. List the consequences of sleep deprivation.


	1. degree of sleepiness

2. quantity of sleep

3. quality of sleep

4. Circadian factors

1. cognitive deficits and changes in mental status.

2. accidents

3. decreased quality of life

4. changes in physiology


	Discussion
	CME, CH, PsyCE, CECH

Responsibilities I, II, III


	


Although it will ultimately be up to the application reviewers to approve the credit, the CE Reps’ guidance will most likely be very helpful to you and hopefully result in fewer sessions reviewed that are subsequently not approved for credit.

Educational Activity Design Form
[insert name of affiliate or organization]
Note: this form may be easier to work with if you copy it into a separate Word document and change the page set-up to “Landscape.”

	Date/Time Frame
	Title and Presenter(s) (with degrees)
	Learning Objectives “The participant should be able to . . .”
	Content
	Teaching Strategies
	Types of CE requested and CHES responsibilities

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Program Planning Committee Form

[insert name of affiliate or organization]
Please include full name, degrees and institutions for all Program Planning members.
	ACHA Continuing Education Representatives 

(See subcommittee lists at http://www.acha.org/Committees_Coalitions_Task_Forces/ce.cfm


	CME -- Continuing Medical Education Subcommittee:
	

	CH -- Continuing Nursing Education Subcommittee:
	

	PsyCE -- Continuing Psychology Education Subcommittee: 
	

	CECH -- Continuing Education for Certified Health Education Specialists Subcommittee:
	

	NBCC -- Continuing Education for National Certified Counselors Subcommittee:
	

	Local Program Planning Committee members:



	Local Physician:


	

	Nurse Planner (BSN or higher):


	

	Local Nurse (RN): 


	

	Local Psychologist: 


	

	Local Health Educator: 


	

	Local Counselor:


	

	Additional Program Planning Committee members by discipline:



	Name/discipline:


	

	Name/discipline:


	

	Name/discipline:


	

	Name/discipline:


	

	Name/discipline:


	


	B. Program Planning Committee

2. You must have a completed Program Planner Information and Disclosure form for each member of your Program Planning Committee. Email the following page to each member and ask them to complete it, sign it (electronic signatures are acceptable) and email it back to you. Then insert each form into this section. If you are unable to do this electronically, please indicate below that the paper forms will be sent through the mail.
_____ I will be sending paper forms through the mail



Program Planner Information and Disclosure Form

[insert name of affiliate or organization]
	Name/Degree:
	

	Title/Position:
	

	Institution:  
	

	Address:
	

	City/State/Zip: 
	

	Telephone: 
	

	Fax:
	

	Email:
	

	Education (institution/location): Degrees/Certifications:
	

	Describe prior training/ experience in program planning:
	

	Disclosure of Actual or Potential Conflict of Interest

It is the policy of ACHA to insure balance, independence, objectivity, and scientific rigor in all it’s individually sponsored, co-sponsored, or jointly sponsored educational programs. All faculty and Program Planning Committee members participating in any ACHA sponsored programs are expected to disclose to the program audience any real or apparent conflict(s) of interest that may have a direct bearing on the subject matter of the presentation topic. 

	Check Only One Statement:

___ I have NO actual or potential conflict of interest in relation to this educational activity or presentation.

OR

___  I have a financial interest, arrangement or affiliation with one or more organizations that could be perceived as a real or apparent conflict of interest in the context of this educational activity:

Affiliation/Financial Interest
                         Name of Organization

Grant/Research Support


__________________________________

Speaker’s Bureau



__________________________________

Major Stock Share Holder


__________________________________

Other Financial or Material Support 

__________________________________

	By typing my name below, I am providing my electronic signature approving all the information entered above and confirming that all of this information is accurate. I have identified all potential conflicts of interests and for those conflicts of interest that could bias my presentation I agree to abide by the resolution of conflict that I have indicated above. 

	Signature:
	

	Date:


	


	C. Planning Committee Meetings
1. Attach minutes of each planning committee meeting or conference call to date .
Minutes should identify who was present at each meeting and include information related to planning both meeting logistics and content.




Cut and paste your committee meeting minutes directly into this document. If you are unable to do this, please indicate below that the paper copies of your meeting minutes will be sent through the mail.

_____ I will be sending paper copies of the Program Planning Committee meeting minutes through the mail.

	2. Attach documentation to establish the ACHA CE Committee members' involvement to date (often done through phone, email, etc.) in the planning of the educational activity.

Include documentation of correspondence with the ACHA CE Subcommittee members. This documentation must reflect their active participation from the early stages of program planning. Our national credentialing organizations do not allow us to simply rubber stamp programs that were designed without input from the appropriate committee members designated by ACHA.




Cut and paste your correspondence directly into this document. If you are unable to do this, please indicate below that the paper copies of your correspondence will be sent through the mail.

_____ I will be sending paper copies of the Program Planning Committee correspondence through the mail.

	D. Goals/Purpose of the Educational Activity


1. Describe the goals and purpose of your educational activity, as developed by the Program Planning Committee.
       



· The goals/purpose of the educational activity should be stated in broad terms.
· Describe how the activities being presented will enhance and advance the college health professional's ability to provide quality care. 

· List the key topic areas to be presented in the educational activity.

	Goals/Purpose of the Educational Activity:

	


	E. Target Audience

1. List all professional disciplines for which this educational activity is designed.




	Target Audience:

	


	F. Needs Assessment

1. Describe how the need for the educational activity was assessed, including how learner input was considered in such areas as content, location and scheduling.



Describe the method and results of the needs assessment. Discuss how the educational activity is based on identified needs of the target audience.

Program planning activities and proposed programs should reflect data gathered from needs assessments, interest assessments, surveys, and other sources. Proposed programs should be congruent with the goals, recommendations, national standards and guidelines established by college health professionals and by their various professional disciplines.

	Needs Assessment Description and Summary:

	


	2. Attach a summary of needs assessment (i.e., results of a Needs Assessment or other form of data used to assess specific needs of learners)

 


Attach your most current data (in summary form) that indicates specific topics attendees would like to see addressed. The results of your last meeting’s Overall Evaluation are acceptable.

	G. Facilities         

1. Describe the physical facilities to be used for the educational activity.


The location should be convenient for the target audience, and the meeting rooms should be appropriate to the size of the audience and the teaching methods used. Can the facility accommodate and be accessible to participants with special needs? (Note: If you are having the meeting at a hotel, this information can usually be found on their website.)
	Description of facilities:

	


	H. Call for Programs

1. Attach a sample of your Call for Programs materials – we do not need the actual completed forms until Part II of the application process. Please send your materials as soon as they are developed and before they are made available to presenters.
Our preference is that you use the instructions and forms that follow to solicit program proposals through your Call for Programs process. If you have developed your own forms, please indicate that below and send your form to Susan Ainsworth for approval before you begin the process.
Please include the Instructions section below when you make the forms available to presenters.

_____ I have developed my own forms and will send a copy to Susan Ainsworth at sainsworth@acha.org for approval before I make them available to presenters.




Instructions for Completing Program and Presenter 
Information Forms
Primary Presenter Contact Information

The primary presenter is responsible for the timely completion of the Program and Presenter Information Forms and is the main contact person. It is the primary presenter's responsibility to ensure that the information submitted for the program and for all co-presenters is complete and accurate.

Program Information

The Program Planning Committee reviews this information carefully as they decide which programs they will choose. 
Title
The title of the proposed program should reflect the content of that program. While cute titles may sound clever, they tend to detract from the professionalism of the conference and make it harder to determine what will be presented. 

Type of Program
Most programs are lecture format. If you are planning on having a panel discussion or small group breakouts, please indicate this so we can make sure the room is configured appropriately.

Learning Objectives
Note: The objectives will appear in the meeting materials EXACTLY as they are entered on this form. Please type carefully, end each objective with a period, use upper and lower case appropriately, and do not abbreviate or use unusual characters.
A learning objective (1) is very brief and (2) states the purpose of the presentation in terms of enabling the attendee to do something that can be measured. Therefore the objective should begin with a verb, followed by a short description of what specific task an attendee could expect to perform after participating in the session. 

A 60-90 minute session should contain no more than 2-3 learning objectives.

· Each learning objective should contain only one verb from the list provided.

· Learning objectives define the expected outcome for the learner within the classroom environment.

· Learning objectives must be measurable within the time allotted to the classroom setting.

Content
· All sessions receiving nursing contact hours must include content. If the program covers CE credits for other disciplines, content need only be included for those sessions seeking nursing contact hours.
· Content can be described as the information needed to meet each learning objective.

· An example of content appears in the sample below.
	VERBS TO USE
Verbs used in writing learning objectives include:

· Describe 

· Explain 

· Identify 

· Discuss 

· Compare 

· Contrast 

· Recite 

· Define 

· Differentiate 

· List
	SAMPLE
Title: Sleep Deprivation

Learning Objective #1: Define sleep deprivation.
Content:
   – degrees of sleep
   – quantity of sleep
   – quality of sleep
   – circadian factors

Learning Objective #2: List the consequences of sleep deprivation.
Content:
   – cognitive deficits and changes in mental status
   – accidents
   – decreased quality of life
   – changes in physiology




How Learning Objectives Will Be Used
ACHA is accredited as a provider of continuing education for physicians, nurses, psychologists, counselors, and certified health education specialists. The national professional organizations that grant this accreditation require that each continuing education offering be evaluated by those in attendance. Each person who attends your session and requests continuing education credit will be asked to rate your presentation as to the extent the learning objective(s) were achieved.

Session Length
Sessions are usually 60 or 90 minutes in length; occasionally a 3-hour session is appropriate. You may want to include a panel of presenters, small group discussions, or group exercises to enhance your program. Always leave adequate time for questions and answers. This allows participants to follow up on key points from your presentation and allows you to assess the extent to which your sessions' learning objectives were achieved.

Primary Presenter Background
Presenter Information is required for each presenter, co-presenter, panel member, discussion leader, etc. If a speaker is presenting more than once, this information must be submitted for each presentation. This information is required as part of the Continuing Education (CE) review process and allows the CE Committee to determine how relevant the speaker's experience is to the presentation topic. ACHA will not accept CVs, since only the experience that is relevant to the presentation is necessary for this process. If a presenter submits a CV to a planner, the planner is responsible for transcribing all relevant information into the Program and Presenter Information Form. The form must indicate how the presenter is qualified to present on this particular topic through education, clinical experience, research, and/or other relevant experience. This information is critical to CE reviewers.

Conflicts of Interest

All speakers are required to disclose any and all potential conflict(s) of interest (speakers’ bureau, grant/research support, major stock shareholder, paid consultant, etc.). All speaker disclosures will be printed in the Final Program and read aloud at the beginning of the educational session so that the listeners may form their own judgments about the presentation with a full disclosure of the facts. It shall remain for the audience to determine whether the speaker's outside interests reflect a possible bias in either the exposition or the conclusion presented.

All speakers addressing the off-label use of a drug must disclose this information to the audience during the session. (Off-label use of a drug refers to the use of that drug in a manner that has not previously been approved by the FDA.)
Continuing Education Requirements

· Speakers must cover the learning objectives submitted on the Program Information Form.

· The program content must be presented in the time allotted for the session. Likewise, it is expected that speakers use the full amount of time allotted for their session with lecture, discussion, or question and answer time. 

· When preparing the program content, speakers should ensure that they have addressed all issues of diversity as applicable to their session.

· Marketing and promoting products and/or services is strictly prohibited:

· No speaker may sell, display, or promote products or services in the room where the presentation is being conducted. 

· No promotional activities or materials will be permitted in the same room or obligate path as the educational activity. 

· No product advertisements will be permitted in the program room or in any material disseminated as part of the program. 

· No subsequent promotional activities will refer to ACHA.

Learning Methods

Please keep in mind that studies have shown that adults learn:

· By solving genuine problems (reviewing their own issues and daily encounters)

· By reflecting via analogy and comparison (comparing their own experiences or by comparing their experiences to the experiences of others)

· By practicing and applying new knowledge and strategies (time to practice, interact and discuss new application/strategy/knowledge)

· By developing a framework for application (creating plans for implementing change). 

Please allow adequate time at the end of your presentation for a Question & Answer period. This allows participants to follow-up on key points from your presentation and also allows you to assess the extent to which your session’s learning objectives were achieved.
Program Submission for

 [insert name of your affiliate or organization]
	Program Information


	Program Title:
	

	Primary Presenter’s Name:
	

	Co-Presenters:

List names of all co-presenters
	

	Type of Program:
	___ Lecture       ___ Panel Discussion

___ Small Group Discussion



	Length of Program:
	___ 1 hour program                      ___ 1-1/2 hour program     

___ 3 hour program                      ___ Other:



	Abstract:
Provide a short, descriptive abstract of your presentation. Please be concise and clear with your description.


	

	Topic Relevance:
Why is this program important to college health professionals? Please describe the program’s overall content and purpose.


	

	Audience:

Who is the expected learner for your program?

Note: The CE Committee uses this information to help determine CE credit for the program.
	___ Administrator              ___ Pharmacist

___ Advanced Practice     ___ Physician

Clinician

                                          ___ Psychologist

___ Counselor

                                          ___ Social Worker

___ Dietitian

                                          ___ Student

___ Health Educator

                                          ___ Other:

___ Nurse




	Learning Objectives
Important: Refer to the Instructions for Completing Program and Presenter Information Forms. Please make sure that the learning objectives are consistent with the designated expected learners.

Begin each Learning Objective with one of the following measurable verbs: Describe, Recite, Explain, Identify, Discuss, Compare, Contrast, Define, Differentiate, List.
Make a separate objective for each action. For instance, Explain the basics of sports nutrition and the role of supplements. This is two separate actions and should be split into two objectives as follows:

1. Explain the basics of sports nutrition.
2. Identify the role of supplements.
Content is the information needed to meet each learning objective.
Objective: Explain the basics of sports nutrition.
Content: energy needs, macronutrient needs, pre and post exercise meals and snacks, and sample daily intake



	Learning Objective #1


	

	Content for Objective #1:


	

	Learning Objective #2:
	

	Content for Objective #2:
	

	Learning Objective #3:
	

	Content for Objective #3:
	

	Learning Objective #4:
	

	Content for Objective #4:
	


	Primary Presenter Information



	Program Title:
	

	Primary Presenter Name:
	

	Degree(s):
	

	Title:
	

	Institution or Organization:
	

	Address:
	

	City, State, ZIP:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Please state your training or experience that establishes your expertise on the proposed topic:
	

	Education/degree(s)/certification: Please list any specialty areas that relate to the proposed topic (e.g., PhD in Developmental Psychology)
	

	Publications related to proposed topic:
	

	Academic appointments:
	

	Involvement in professional organizations:
	

	Awards/honors received:
	


	Conflict of Interest and Commercial Sponsorship

All speakers are required to disclose any and all potential conflict(s) of interest (speakers’ bureau, grant/research support, major stock shareholder, paid consultant, etc.). All speaker disclosures will be printed in meeting materials and read aloud at the beginning of the educational session so that the listeners may form their own judgments about the presentation with a full disclosure of the facts. It shall remain for the audience to determine whether the speaker's outside interests reflect a possible bias in either the exposition or the conclusion presented.

All speakers addressing the off-label use of a drug must disclose this information to the audience during the session. (Off-label use of a drug refers to the use of that drug in a manner that has not previously been approved by the FDA.)

	Name:



	Program Title: 



	I have an actual or potential conflict of interest in relation to this program or presentation
No _____      Yes _____ 


	I will be receiving honoraria, reimbursement for expenses, or other financial assistance for this program from an organization other than my place of employment.      

No  _____      Yes _____   Name of the organization:   _____________________________


	I have a financial interest, arrangement or affiliation with one or more organizations that could be perceived as a real or apparent conflict of interest in the context of this educational activity:

No  _____    Yes _____  (If yes, specify below)    
Affiliation/Financial Interest
                         Name of Organization

Grant/Research Support


__________________________________

Speaker’s Bureau



__________________________________

Major Stock Share Holder


__________________________________

Other Financial or Material Support 

__________________________________



	By typing my name below, I am providing my electronic signature approving all the information entered above and confirming that all of this information is accurate. I have identified all potential conflicts of interests and for those conflicts of interest that could bias my presentation I agree to abide by the resolution of conflict that I have indicated above. 



	Signature:
	

	Date:


	


	Co-Presenter Information
Disregard if there are no co-presenters; duplicate for additional co-presenters


	Program Title:
	

	Primary Presenter’s Name:
	

	Co-Presenter’s Name:
	

	Degree(s):
	

	Title:
	

	Institution or Organization:
	

	Address:
	

	City, State, ZIP:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Please state your training or experience that establishes your expertise on the proposed topic:
	

	Education/degree(s)/certification: Please list any specialty areas that relate to the proposed topic (e.g., PhD in Developmental Psychology)
	

	Publications related to proposed topic:
	

	Academic appointments:
	

	Involvement in professional organizations:
	

	Awards/honors received:
	

	Conflict of Interest and Commercial Sponsorship

All speakers are required to disclose any and all potential conflict(s) of interest (speakers’ bureau, grant/research support, major stock shareholder, paid consultant, etc.). All speaker disclosures will be printed in meeting materials and read aloud at the beginning of the educational session so that the listeners may form their own judgments about the presentation with a full disclosure of the facts. It shall remain for the audience to determine whether the speaker's outside interests reflect a possible bias in either the exposition or the conclusion presented.

All speakers addressing the off-label use of a drug must disclose this information to the audience during the session. (Off-label use of a drug refers to the use of that drug in a manner that has not previously been approved by the FDA.)

	Name:


	Program Title:



	I have an actual or potential conflict of interest in relation to this program or presentation.
 No  _____    Yes _____     


	I will be receiving honoraria, reimbursement for expenses, or other financial assistance for this program from an organization other than my place of employment.      

No  _____      Yes _____   Name of the organization:   _____________________________



	I have a financial interest, arrangement or affiliation with one or more organizations that could be perceived as a real or apparent conflict of interest in the context of this educational activity:

No  _____    Yes _____  (If yes, specify below)    
Affiliation/Financial Interest
                         Name of Organization

Grant/Research Support


__________________________________

Speaker’s Bureau



__________________________________

Major Stock Share Holder


__________________________________

Other Financial or Material Support 

__________________________________



	By typing my name below, I am providing my electronic signature approving all the information entered above and confirming that all of this information is accurate. I have identified all potential conflicts of interests and for those conflicts of interest that could bias my presentation I agree to abide by the resolution of conflict that I have indicated above. 



	Signature:
	

	Date:


	


	I. Sponsor and Exhibitor Forms

1. Attach a sample of your sponsorship solicitation materials and any forms provided to sponsors, including the Letter of Agreement Form.



For this portion of the application, we are only asking for samples of what you are using to solicit sponsors – including the Letter of Agreement. Below is further information you will need to be aware of as you progress through the application process.
IMPORTANT!  If the educational activity is financially supported by an outside organization there must be a Letter of Agreement (completed and signed by a representative of each contributing organization, as well as the Program Planner and an ACHA representative). You may only reformat the Letter of Agreement by altering the payment instructions (e.g., "checks made payable to") and by adding your meeting logo to the top of the page. 

If the commercial sponsor does not agree to sign the Letter of Agreement, you may not accept money from them and they may not be listed as a sponsor of your meeting.

Note that all Letters of Agreement must also be signed by an ACHA representative. A representative at the national office will sign them upon receipt of your initial application. A representative from your affiliate/institution/organization must also sign the forms before they are sent to ACHA.

If you have any additional commercial sponsors, please contact ACHA immediately. Please ensure that you have signed Letters of Agreement for every commercial sponsor prior to the educational activity. These sponsors must be acknowledged in your Final Program. If that is not possible due to printing deadlines, please submit a written attestation that verbal disclosure took place at the activity and/or submit a copy of the sign that was posted at the event.

Letter of Agreement Form
Regarding Terms, Conditions and Purposes of a Grant

	Between:
	[name of your institution/affiliate/organization]

	and:
	[name of sponsor]

	Title of Activity:
	

	Location:
	

	Date(s):
	

	Commercial supporter (Company name/branch):
	

	Address:
	

	City, State, ZIP:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Contact Person:
	


	The above company wishes to provide support for the named by means of (indicate which option):

	1. Unrestricted grant for support of the Educational/Health Promotion/Research Activity in the amount of – specify amount:
	

	2. Restricted grant to reimburse for speaker – list speaker name(s):
	

	To include: (specify all expenses, travel only, or honorarium only)
	

	Honorarium amount (to be determined by the course director) – specify amount:
	

	3. Restricted grant to support catering functions – list name or type of function:
	

	Specify amount of grant:
	

	4. Restricted grant for other purpose (e.g., tour or transportation support, meeting materials such as tote bags or notepads) – specify purpose and amount:
	

	5. Donated goods or services (specify item or service and estimated value)
	


Conditions

1.  Statement of Purpose: program is for scientific and educational purposes only and will not promote the company's products, directly or indirectly. This statement of purpose is to reflect the ACHA Guidelines for Corporate Relationships.

2.  Control of Content & Selection of Presenters & Moderators: Sponsor is responsible for control of content and selection of presenters and moderators. The Company agrees not to direct the content of the program. The Company, or its agents will respond only Sponsor-initiated requests for suggestions of presenters or sources of possible presenters. The Company will suggest more than one name (if possible); will provide speaker qualifications; will disclose financial or other relationships between Company and speaker, and will provide this information in writing. Sponsor will record role of Company, or its agents, in suggesting presenter(s); will seek suggestions from other sources, and will make selection of presenter(s) based on balance and independence.

3.  Disclosure of Financial Relationships: Sponsor will ensure meaningful disclosure to the audience, at the time of the program: (a) Company funding and b) any significant relationship between the Sponsor and the Company (e.g., grant recipient) or between individual speakers or moderators and the Company.

4.  Involvement in Content: There will be no "scripting," emphasis, or direction of content by the Company or its agents.

5.  Ancillary Promotional Activities: No promotional activities will be permitted in the same room or obligate path as the educational activity. No product advertisements will be permitted in the program room.  No subsequent promotional activities will refer to ACHA.

6.  Objectivity & Balance: Sponsor will make every effort to ensure that data regarding the company's products (or competing products) are objectively selected and presented with favorable and unfavorable information and balanced discussion of prevailing information on the product(s) and/or alternative treatments.

7.  Limitations on Data: Sponsor will ensure, to the extent possible, meaningful disclosure of limitations on data, e.g., ongoing research, interim analyses, preliminary data, or unsupported opinion.

8.  Discussion of Unapproved Uses: Sponsor will require that presenters disclose when a product is not approved in the United States for the use under discussion.

9.  Opportunities for Debate: Sponsor will ensure meaningful opportunities for questioning or scientific debate.

10.  Independence of Sponsor in the use of Contributed Funds: 

· funds should be in the form of an educational grant made payable to [name of your institution/ affiliate/ organization] 

· all other support associated with this CME/CH activity (e.g., distributing brochures, preparing slides, etc.) must be given with full knowledge and approval of [name of your institution/affiliate/organization]
· no other funds from the commercial company will be paid to the program director, faculty or others involved with the CME/CH activity (additional honoraria, extra social events, etc.).

The Commercial Supporter agrees to abide by all requirements of the ACCME Standards for Commercial Support of Continuing Medical Education and the ANCC Standards for Commercial Support of Continuing Nursing Education (available upon request). The Accredited Sponsor agrees to: 1) abide by the ACCME Standards for Commercial Support o/Continuing Medical Education, 2) abide by the ANCC Standards for Commercial Support of Continuing Nursing Education, 3) acknowledge educational support from the commercial company in program brochures, syllabi, and other program materials, and 4) upon request, furnish the commercial supporter a report concerning the expenditure of the funds provided.

	By typing my name below, I am providing my electronic signature confirming that all the information entered on all pages of this Letter of Agreement is accurate and agreeing to adhere to the Sponsorship Conditions as stated.

	Corporate Representative:
	Name:
	Date:

	Institution/Affiliate/Organization Representative:
	Name:
	Date:

	ACHA Representative:
	Name:
	Date:


	2. Attach a sample of your exhibitor solicitation materials and forms provided to exhibitors, including the Exhibitor Contract. 
Our preference is that you use the forms that follow. If you have developed your own forms, please indicate that below and send your form to Cynthia Perez for approval.




The Exhibitor Agreement Form lists the conditions that each exhibitor must agree upon in order to maintain the integrity of the educational activity. You may add meeting-specific information to the 
Exhibitor Agreement, but you must include the “Conditions” information on the sample form, as well as the signature statement.

Meeting-specific information you may want to include:

· Booth fees

· Cancellation policy

· Payment instructions

· Exhibit hall location

· Opening and closing times

· Hotel restrictions

· Liability policies

Exhibitor Agreement Form
Regarding Terms, Conditions and Purposes of a Commercial Exhibit 
at a Continuing Education Event

	Between:
	[name of your institution/affiliate/organization]

	and:
	[name of exhibitor]

	Title of Activity:
	

	Location:
	

	Date(s):
	

	Exhibitor (Company name/branch):
	

	Address:
	

	City, State, ZIP:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Contact Person:
	


Conditions

1. Control of Content & Selection of Presenters & Moderators: Sponsor is responsible for control of content and selection of presenters and moderators. The Company agrees not to direct the content of the program. 

2. Ancillary Promotional Activities: No promotional activities will be permitted in the same room or obligate path as the educational activity. No product advertisements will be permitted in the program room.

3.  Independence of Sponsor in the use of Contributed Funds: 
· Funds should be in the form of an exhibit fee made payable to name of institution/affiliate/organization.

· All other support associated with this educational activity (e.g., distributing brochures, preparing slides, etc.) must be given with full knowledge and approval of name of institution/affiliate/organization.

· No other funds from the commercial company will be paid to the program director, faculty or others involved with the educational activity (additional honoraria, extra social events, etc.).

The exhibiting company and the accredited sponsor (ACHA) agree to abide by all requirements of the ACCME Standards for Commercial Support of Continuing Medical Education and the ANCC Standards for Commercial Support of Continuing Nursing Education (appended).

	By typing my name below, I am providing my electronic signature confirming that all the information entered on all pages of this Exhibitor Agreement is accurate and agreeing to adhere to the Conditions and Policies as stated.

	Corporate Representative:
	Name:
	Date:

	Institution/Affiliate/Organization Representative:
	Name:
	Date:


	I. Preliminary Publicity

1. Attach a copy of the preliminary publicity piece(s) used to promote the educational activity (print and/or web).




Elements to Include in Preliminary Publicity

The Preliminary Publicity should contain:

· Clear identification of your organization as the sponsor
· Statement of the goals/purpose for the educational activity
· Indication of the target audience
· Clear information concerning fees, and what the fee covers
· Statement of the cancellation and refund policy, if a fee is charged
· Statement of provisions for people with special needs

· Non-discrimination policy
If the following information is complete, you can also include:

· Names and affiliation of the faculty, with appropriate conflict of interest statements, if applicable
· Time schedule for each presentation (date, start and stop time)
· Statement of commercial support, if applicable
	In promotional material sent to attendees, you may acknowledge that an application has been submitted for CE credits – prior to receiving the approval letter from ACHA – but you must use these exact statements: 




Accreditation Statements for
Preliminary Publicity

CME Credits: This activity has been planned and implemented in accordance with the Essential Areas and Policies of the Accreditation Council for Continuing Medical Education through the joint sponsorship of the American College Health Association and institution/affiliate/organization name. The American College Health Association is accredited by the ACCME to provide continuing medical education for physicians and takes responsibility for the content, quality and scientific integrity of this CME activity. This activity has been approved for AMA PRA credit. 
Nursing Contact Hours (CH): This activity has been submitted to the American College Health Association for approval to award contact hours.  
American College Health Association is accredited as an approver of continuing nursing education by the American Nurses Credentialing Center’s Commission on Accreditation. (Note that this sentence needs to be on a line by itself.)
CE Credits for Psychologists (PsyCE): This educational activity is cosponsored by the American College Health Association and institution/affiliate/organization name. The American College Health Association is approved by the American Psychological Association to sponsor continuing education for psychologists. The American College Health Association maintains responsibility for this program and its content. This activity has been submitted to American College Health Association for approval toward credit for continuing education. Psychologists must attend each session in its entirety in order to qualify for CE credit for that session.
CECH Contact Hours (CHES): This activity has been submitted to the American College Health Association for approval for category 1 continuing education contact hours.  The American College Health Association is an accredited provider of continuing education contact hours by the National Commission for Health Education Credentialing Inc.
Clock hours for certified counselors (NBCC): The American College Health Association (ACHA) is an NBCC Approved Continuing Education Provider (ACEP™) and a co-sponsor of this event. ACHA may award NBCC approved clock hours for events or programs that meet NBCC requirements. The ACEP maintains responsibility for the content of this session.

	K. Application Review Process




Review :

The application review process begins when Part I of the application (preferably using all the forms contained in this application) is sent to ACHA's Program Coordinator. The application will be reviewed by ACHA to verify that all requested materials have been provided in the format described in this Handbook.

120 days Prior to Your Activity

Part I of the application will be reviewed by ACHA staff and will take approximately one week, at which time you will be notified if there is anything incomplete or incorrect in this part of the application.

90 days Prior to Your Activity (note that a $250 late fee applies to this part of the application)
Part II of the application will be reviewed first by ACHA staff. If the application is complete, the information will be sent to the ACHA CE reviewers. The total review process for this part of the application will take approximately one month.
If Part II of the application is incomplete, the Planning Committee Coordinator will have one week to send the missing materials to ACHA, which may cause a delay in notification of approval.

When Part II of the application is approved for credit, the Planning Committee Coordinator will be notified by email of the total number of credit/contact hours approved and of the credit awarded for each specific session.

If any programs are assigned approval pending, the Planning Committee Coordinator will be notified and additional information requested must be sent to ACHA within two weeks in order for that session to receive credit.
60 days Prior to Your Activity

Part III of the application will be reviewed by ACHA staff and will take approximately one week, at which time you will be notified if there is anything incomplete or incorrect in this part of the application.

30 days Prior to Your Activity

Part IV of the application will be reviewed by ACHA staff and will take approximately one week, at which time you will be notified if there is anything incomplete or incorrect in this part of the application.

6 Weeks After Your Activity 

Part V of the application will be reviewed by ACHA staff and will take approximately one week, at which time you will be notified if there is anything incomplete or incorrect in this part of the application.

If the educational activity is not approved, the Planning Committee Coordinator will be notified and will have the right of resubmission and/or appeal.

Withdrawal:

Request for withdrawal of an application must be made in writing and received by the ACHA office within three weeks of the date of Part I of the original application.

Appeal:

If the applicant wishes to appeal, the appeal must be submitted in writing within 30 days of the date of the decision letter. The Program Coordinator will provide further details on the appeal process, on request.

Resubmission:

Resubmission of an application that has been rejected will be considered no sooner than two weeks following the final decision of the Appeal Committee. NOTE: Retroactive approval of an educational activity will not be granted. Approval must be granted prior to the presentation of the educational activity.

Revocation of CE Approval:
Grounds for revoking CE approval will be studied by the Nurse Peer Review Leader, the Director of Member Programs and Services and the Chair of the CE committee. 

Grounds for revoking CE approval could be:

· Acts of fraud such as misrepresentation(s) in the CE approval application

· Failure to comply with ANCC and ACHA criteria for the approval of educational activities for nursing contact hours such as, direct sponsorship of a speaker
If grounds for revocation are actual or potential, the Nurse Peer Review Leader notifies the applicant in writing and indicates the need for a reply within two business days of the letter’s receipt.
The applicant reviews the concern and responds within two business days, acknowledging the grounds for revocation or refuting the finding with substantial evidence to validate the applicant’s position.

The applicant’s response is reviewed by the three administrators listed above with a decision formed based on the applicant’s acknowledgment or valid evidence to support the rebuttal. The applicant is notified of the decision in writing within two business days of the judgment.

Revocation of CE approval is final and without the option to appeal.
The application and all review material and communication are filed for no less than six years.
	L. Fees    

The ACHA Board of Directors establishes the fee schedule. ACHA will send an invoice immediately following the approval letter assigning your final credit for the activity. 




Fee Structure 

There are two components to the fee structure: an application fee and a per-session/type of credit fee. 

Application Fee

The application fee primarily covers staff time needed in consultation with affiliate or institutional program planners prior to the educational activity and time reviewing the “non-session” portions of the application, which include:

· Program planning committee documentation, including appropriate conflict of interest disclosures and planning procedures

· Commercial support disclosures 

· Budget

· Needs assessment and evaluation materials

· Promotional materials

· CE Certificate templates

The application fee for educational activities conducted by a single institution (the institution must be an ACHA institutional member) is $250.

The application fee for ACHA affiliates and all other organizations or institutions is $500.

The Per-session/Type of Credit Fee

The per-session/type of credit fee is based on the number of sessions the staff and CE reviewers will evaluate during the application review process. (For this purpose, a session is defined as 90 minutes or less; a 3-hour activity will count as two sessions.) 

For each session, affiliate and institutional program planners indicate the type of credit (CME, CH, CHES, PsyCE, NBCC) for which the session should be evaluated (see example below). Staff then selects three reviewers from the appropriate CE Subcommittee for each type of credit. The reviewers follow the chart depicted below to determine which sessions they need to review.
	Date / Time


	Title and Presenter(s)
	Behavioral Objectives 

“The participant should be able to . . .”
	Content
	Teaching Strategies
	Types of CE requested & CHES responsibilities

	Wednesday, October 28

9:00-Noon
	PM-1

Concussion Management in College Health

Paul Berkner,  DO 

Michael Collins,  PhD
	Obj 1: Identify the symptom complex that appears with minimal brain trauma
Obj 2: Explain the value of patient specific concussion management
Obj 3: Discuss how to implement a concussion management program at attendees' own institutions
	Cont 1:  Lecture format presenting new and exciting data around advances in MTBI
Cont 2: Impact test demo and review of test data such that participants can have the basic knowledge about reviewing both baseline and post-concussion tests
Cont 3: Panel discussion focused on the implementation process at a college level athletic program
	Discussion

Lecture
	CME

CH


	Wednesday, October 28

9:00-Noon
	PM-2

Issues and Challenges of College Psychotherapy

April Stein,  PhD

John Miner,  MD 

Dick Munich,  MD
	Obj 1: Discuss the usefulness of utilizing a consultant in discussing psychotherapy cases in college
Obj 2: Compare the psychotherapy frame of college treatment as compared to private practice
Obj 3: Contrast the therapeutic interventions in the case presentation with one’s own approach to psychotherapy in such a case.
	Cont 1:  Discuss model of Bennington College consultation system
Cont 2: Academic Calendar, Institutional boundaries and ethical issues
Cont 3: Process material, consultant’s discussion and group discussion
	Discussion


	CME

CH
CHES

PsyCE
NBCC


Using this example, both sessions will be reviewed by the CME Subcommittee and Nursing Subcommittee members, while Subcommittee members from the CHES, PsyCE and NBCC will only review the second session.

Calculating Payment Due

The following tool will be used to calculate the amount due from each institution/affiliate/organization. You will be invoiced at the time the application is approved and there will be no further payment needed. The following is an example of an affiliate with 12 90-minutes session in total. Note that not all 12 sessions are reviewed for each type of credit.

	Application Fee: 
	
	
	$

	Session Fees:
	
	
	

	# of sessions reviewed for CME Credit
	
	x $30
	$

	# of sessions reviewed for Nursing Contact Hours
	
	x $30
	$

	# of sessions reviewed for PsyCE Credit
	
	x $30
	$

	# of sessions reviewed for CECH Contact Hours
	
	x $30
	$

	# of sessions reviewed for NBCC Credit
	
	x $30
	$

	Total Session Fees
	
	
	$

	Late fee: 
(if applicable for Parts II or IV) 
	
	
	$  

	GRAND TOTAL 
(Application Fee, Session Fees plus Late fee)
	
	
	$ 


	M. Submitting the Application – Part I 

We encourage you to submit this application electronically to Cynthia Perez at cperez@acha.org
If that is not possible, or if you have supplemental paperwork to submit, mail to:

Cynthia Perez

ACHA Program Coordinator

American College Health Association

891 Elkridge Landing Road, Suite 100

Linthicum, MD 21090




Application timeline

Part I of the application must be submitted 120 days before the scheduled date of the activity. If received 120 days before the scheduled date of the activity, ACHA staff will be able to assist you if the application is incomplete, or if you have questions.

While there is no late fee associated with this portion of the application, please be aware that late submittal may result in a delay in processing subsequent parts of the application.
Appendices

· Philosophy, Purpose and Goals of the Continuing Medical Education Subcommittee (Jointly-Sponsored Activities)

· Mission Statement of the Continuing Medical Education Subcommittee

· Beliefs/Goals of the Continuing Nursing Education Subcommittee — Approver Unit

· Philosophy, Purpose and Goals of the Continuing Education for Certified Health Education Specialists Subcommittee — Approver Unit

· Philosophy, Purpose and Goals of the Continuing Psychology Education Subcommittee (Co-Sponsored Activities)
· Philosophy, Purpose and Goals of the Continuing Education for National Certified Counselors Subcommittee (Co-Sponsored Activities) 
· Mechanism(s) for Resolution of Personal Conflicts of Interest Co-Sponsored/Jointly Sponsored Educational Activities

· Policy for Addressing Complaints Related to Continuing Education
· Considerations for Continuing Education Credit
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Philosophy, Purpose and Goals of the

Continuing Medical Education Subcommittee 

(Jointly-Sponsored Activities)

The American College Health Association Continuing Medical Education Subcommittee (Jointly-Sponsored Activities) believes that it has a responsibility to oversee the continuing education experiences that regional/affiliate and/or local college health physicians and physician assistants prepare for those physicians or physician assistants working in the field of college health, and that the opportunities are appropriate to continuing their professional growth.

College health medicine is concerned with the identification, diagnosis, and treatment of health related needs of people whether individuals, families, or larger groups. The mission of college health is the promotion of health for the college campus. Continuing education in college health includes planned, organized learning experiences intended to expand knowledge, skills and attitudes of physicians or physician assistants. These educational activities will enhance patient care, teaching, administration, and research in college health.

The structure and content of the learning experiences must build on previous knowledge and lead to the quest for new knowledge. The learning experiences must be flexible and diverse to meet the many practice needs, interests, and goals of the professionals to which they apply.

Continuing education approver unit goals include:

1. Approving continuing education activities on the local, affiliate and regional level that will maintain a quality of care for the college community served by college health physicians and physician assistants.

2. Approving continuing education activities that will enhance professional growth of the individual college health physician or physician assistant.

3. Approving educational activities that will communicate medical theory and concepts, which the learner can translate into practice.
4. Evaluating the quality of the educational activities approved.

5. Reviewing and updating the ACHA Handbook and Application for Program Planners on a regular basis.

6. Providing assistance to applicants prior to submitting an application.

7. Assisting applicants in preparing educational activities.

Last review: June 2008
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Mission Statement of the

Continuing Medical Education Subcommittee 

Purpose

The mission of the American College Health Association’s Continuing Medical Education Subcommittee is to develop and implement effective educational activities that increase the knowledge, skills and professional performance of its clinician-members. The goal of the CME program is to target learning opportunities that enhance physician competence and performance in patient care, medical knowledge, practice-based learning and improvement, interpersonal and communication skills, professionalism, and systems-based practice.

Target Audience

ACHA CME activities are made available to all members of the association (physician assistants, advanced practice nurses, etc.) but are targeted at the specific needs of its physician learners at the local, regional and national levels. Participation by other ACHA groups, such as health promotion specialists, counselors, administrators, etc., is encouraged when appropriate.

Types of Activities Provided

In order to accomplish these goals, the CME subcommittee offers a range of activity types, all based on adult learning principles, to allow for different learning styles and specific learning objectives. Current and concluded offerings include:

· Live courses and meetings, delivered at the local, regional and national level

· Enduring materials, in the form of printed materials

· Web-based offerings of CME presentations

Content

The content of ACHA’s CME activities covers the primary care of college/university students, administrative topics (risk management, emergency preparedness, compliance with governmental regulations such as HIPAA and CLIA), public health (immunization policy, tuberculosis control plan, alcohol/drug abuse prevention), professional development (ethics, leadership), and systems-based practice (EHR, performance improvement, quality/accreditation). 

Expected Results

The expected results of the ACHA CME program are changes in physician competence to understand a broad range of issues relevant to the health of college students and performance, in specific instances.  ACHA will implement post-activity evaluation tools that measure immediate participant learning, and, to a limited extent, follow up outcome measurements to determine if clinicians change their practice behaviors based on new knowledge acquired at the activity.

Approved by the ACHA Board of Directors: January 2009
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Beliefs/Goals of the 
Continuing Nursing Education Subcommittee -- Approver Unit

The Approver Unit of the ACHA Continuing Nursing Education Subcommittee believes that:
1. Nursing, according to the ANA social policy statement, is the protection, promotion, and optimization of health and abilities, prevention of illness and injury, alleviation of suffering through the diagnosis and treatment of human response, and advocacy in the care of individuals, families, communities, and populations. Nurses are educated to be attuned to the whole person and the response to illness, rather than the unique features of the presenting health condition.
2. College health nursing is the provision of health care to those that attend collegiate settings and can relate to individuals, families or other groups.
3. Continuing education in college health nursing includes planned, organized educational activities intended to expand the knowledge, skill, and attitudes of registered nurses working in the field of college health and strengthens nursing practice, education, administration and research.
4. This unit has the responsibility to oversee the educational activities that are prepared for local and affiliate institutions.

5. This unit reflects a peer review process, with each member a registered nurse working in the field of college health and representing all geographic areas served by ACHA.

6. All continuing education activities should be consistent with the highest ethical and educational standards as reflected by the ACHA statement on ethics and the ANCC policies and procedures.
7. Continuing education activities are essential to the continuation of high quality nursing care and the advancement of the discipline of nursing, and should be supported by each institution of higher education.
8. The advancement of the discipline of nursing is to be accomplished by communication between activity planners and Approver Unit committee members and by careful review of all submitted educational activities by the Approver Unit committee members.
9. The development and approval of continuing nursing education should incorporate an ongoing evaluation process to ensure integrity and consistency within the Approver Unit.

Adopted: January, 1998

Reviewed annually.  Last review:  July 29, 2009

Date of last revision:  July 29, 2009

The Goals of the Approver Unit of the ACHA Continuing Nursing Education Subcommittee are to:
1. Review and approve continuing education activities for nurses working on the local and affiliate level of college health care.
2. Comply with all criteria provided by the American Nurses Credentialing Center, which provides the oversight of standards and procedures for continuing nursing education.
3. Review educational activities for nurses in college health that are designed to expand the knowledge, skills and attitudes of college health nurses. These educational activities will enhance patient care, teaching, administration, and research in college health.
4. Ensure that the structure and content of the learning activities build on previous knowledge and stimulate the quest for new information and skills. The learning activities must be flexible and diverse in order to meet the many needs, interests, and goals of the college health nurse.
5. Employ ANCC policies that promote educational activities which are free from bias in terms of speaker affiliations or commercial support.
6. Employ ANCC policies promoting disclosure of any actual or potential conflict of interest in materials published for Preliminary, Final or in-progress educational programming.

7. Meet on a yearly basis to review the approver process, Policies and Procedures, beliefs and goals, and conduct any business related to the oversight of this committee.
8. Provide assistance to applicants throughout the continuing education process.
9. Involve all members of the Approver Unit in a systematic and ongoing evaluation of unit functions.  Incorporate an evaluation process in the review of each CE application submitted for review and approval and involve unit reviewers in periodic summary evaluation exercises.

10. Utilize the data collected in evaluation efforts to reassess the Approver Unit and implement process updates and modifications as deemed necessary.

Adopted: January, 1998

Reviewed annually.  Last review: July 29, 2009

Date of last revision: July, 2009
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Philosophy, Purpose and Goals of the

Continuing Education for Certified Health

Education Specialists Subcommittee -- Approver Unit

The American College Health Association Continuing Education for Certified Health Education Specialists Subcommittee (hereafter known as the Approver Unit) believes it has a responsibility to oversee the continuing education experiences applicable to affiliate and regional college health educators in preparation for assisting other health educators working in the field of college health, and providing continuing education opportunities appropriate to sustaining professional growth for all college health educators.

College-based health education is concerned with the promotion of health and primary prevention needs of individuals and the entire college community. Continuing education in college includes planned, organized learning experiences intended to expand the knowledge, skills and attitudes of college health educators. These educational activities will enhance skills related to needs assessment, administration, program planning, evaluation and evidence based research as well as an understanding of emerging educational theories.

The structure and content of the learning experiences must build on previous knowledge and stimulate the quest for new information and skills. The learning experiences must be flexible and diverse to meet the many practice needs, interest and goals of the college health educator to which they apply.

Continuing education approver unit goals include:

1. Approve continuing education activities on the affiliate and regional level with the intention of maintaining high quality care for the college community served by college health educators.

2. Approve continuing education activities with the intention of enhancing the professional growth of the individual college health educator.

3. Approve educational activities that communicate health education theory and concepts, which the learner can translate into practice.

4. Approve educational activities addressing at least one of the seven Areas of Responsibility as specified by the National Commission for Health Education Credentialing (NCHEC).

5. Continue to evaluate the quality of the educational activities presented.

6. Orient educational activity planners to the process of adult learning theories and activities.

7. Approve educational activities that include a strong learning component, are outcome oriented, and motivate learners to act on new knowledge and skills acquired.

8. Review and update the approver process handbook.

9. Provide members of the peer review committee with opportunities to discuss review processes.

10. Provide assistance to applicants prior to submitting an application.

Reviewed: May 2009
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Philosophy, Purpose and Goals of the 
Continuing Psychology Education Subcommittee 
(Co-Sponsored Activities)
The American College Health Association Continuing Psychology Education Subcommittee (Co-Sponsored Activities) has a responsibility to oversee continuing education activities that are offered for psychologists working in the field of college health, to assure that these activities are appropriate to their professional development needs.

College health psychology is concerned with the evaluation, treatment, and prevention of psychological disorders, and with the promotion of positive mental health, for the college community. Continuing education in psychology includes planned, organized learning activities intended to enhance the knowledge, skills and attitudes of psychologists in order to strengthen psychological practice, supervision, education, administration, and research.

The structure and content of the learning activities must build on previous knowledge and stimulate the quest for new knowledge. The learning activities must be flexible and diverse to meet the many practice needs, interest, and goals of college health psychologists.

Co-Sponsored Activity Goals include:

1. To approve post-doctoral continuing education activities that will promote high quality mental health care for the college community.

2. To approve post-doctoral continuing education activities that will enhance the professional growth of the college health psychologist.

3. To approve educational activities that will communicate psychological theory and concepts, which the learner can translate into practice.

4. To assure that there is an appropriate process by which to evaluate the quality of the programs that are submitted for approval.

5. To promote continuing education activities consistent with the standards established in the American Psychological Association Ethical Principles of Psychologists.

6. To encourage those who seek to offer continuing education activities to produce programs that have a strong psychological component, that are outcome oriented and that motivate learners to act on newly acquired knowledge.

7. To review and update the approver handbook on a regular basis.

8. To provide assistance and consultation to applicants prior to submission of an application.

Reviewed: June 2010
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Philosophy, Purpose and Goals of the 
Continuing Education for National Certified Counselors Subcommittee

(Co-Sponsored Activities)
The American College Health Association Continuing Education Subcommittee for Professional Counselors has a responsibility to oversee continuing education activities which are offered for professional counselors working in the field of college health. It is important to assure that these activities are appropriate to sustaining professional growth and enhancing counselor competence and performance.
Counseling within college health is focused on prevention, accurate assessment, evidence-based treatment and evaluation. Continuing education in college mental health includes planned, organized learning activities intended to enhance the knowledge, skills, and attitudes of counselors.  These educational activities should be focused on best practice within the field in order to enhance understanding of established and emerging theories of practice, supervision, administration, and research.

The structure and content of the learning activities must build on previous knowledge and stimulate the quest for new knowledge. The learning activities must be flexible and diverse to meet the many practice needs, interests, and goals of college health counselors.

Co-Sponsored Activity Goals include:

1. To review and approve continuing education activities on the affiliate and regional level with the intention of maintaining high quality mental health care for the college community.

2. To approve continuing education activities that will enhance the professional growth of the college health counselor and relate directly to one of the nine NBCC approved CE topic areas.

.
3. To approve graduate or doctoral level programs that focus on the counseling or treatment of clients.
4. To approve educational activities that will communicate counseling theory and concepts, which the learner can translate into practice.

5. To assure that there is an appropriate process by which to evaluate the quality of the programs that are submitted for approval.

6. To promote continuing education activities consistent with the standards established in the NBCC Code of Ethics.
7. To encourage those who seek to offer continuing education activities to produce programs that have at least one identifiable objective focused on how mental health professionals may use the knowledge presented to aid clients in a professional mental health setting.
8. To review and update the Handbook and Application for Program Planners on a regular basis.

9. To provide assistance and consultation to applicants prior to submission of an application.

Adopted: October 2009

Mechanism(s) for Resolution of Personal Conflicts of Interest

Co-Sponsored/Jointly Sponsored Educational Activities
As the Program Planning Committee chair for an educational activity jointly sponsored by ACHA, it is your responsibility to ensure that ACHA is in full compliance with all continuing education accrediting bodies regarding conflicts of interest. To be in full compliance, you must follow the guidelines below. If you have any questions, contact Susan Ainsworth at sainsworth@acha.org or 410-859-1500, ext. 222.

You must identify individuals in a position to control content.

Three categories of individuals are in a position to control the content of your educational activity: members of the Program Planning Committee, presenters at an educational activity, and authors of written materials offering credit. 

You must verify that all individuals in a position to control content have disclosed relevant financial relationships to the provider.

All members of Program Planning Committees for ACHA educational activities are required to complete a Faculty Disclosure Form. You must use the forms contained in the Handbook and Application for Program Planners for this purpose. Submit all forms with your initial application. All forms will be kept on file at the ACHA national office.

All individuals submitting programs for consideration at an ACHA educational activity or authoring written materials offering credit are required to complete a Faculty Disclosure form. You must use the forms contained in the Handbook and Application for Program Planners for this purpose. 

You must verify that individuals who refuse to disclose are disqualified from any role involved in planning and implementation.

If a member of a Program Planning Committee refuses to complete the disclosure form, you should remove them immediately from the committee. If a speaker or an author refuses to complete the disclosure form, you should not allow them to participate in the educational activity.

You must verify the implementation of a mechanism to identify and resolve conflicts of interest in all individuals in a position to control content prior to the start of an activity.

You will be able to identify conflicts of interest through a review of the disclosure forms mentioned above. They should be resolved in the following manner:

· If a program planner discloses a potential conflict of interest, you must work in conjunction with the chair of the ACHA Continuing Education Committee to determine whether the individual needs to be removed from the Program Planning Committee or whether proper disclosure is sufficient.

· If a presenter discloses a potential conflict of interest in the context of participation on a speaker’s bureau, research grant, etc., you need to ensure that this information is disclosed to the learner verbally at the time of the educational activity and in print in the program materials. Note that you must disclose the specific nature of the potential conflict (e.g., “John Doe has disclosed that he is on a Speaker’s Bureau for XYZ Company.”)

· If an author discloses potential conflict of interest in the context of participation on a speaker’s bureau, research grant, etc., the national office staff will ensure that this information is disclosed to the learner in print (or online) in the program materials.

· If a presenter or author discloses that they are employed by or are receiving honoraria or reimbursement from a “commercial interest”* you must work in conjunction with the chair of the Continuing Education Committee to resolve the conflict of interest as follows:

· If both the commercial interest and the presenter or author agree to adhere to ACCME guidelines for the proper payment of funds to ACHA in the form of an unrestricted educational grant and full disclosure to the learner, the program may be accepted, upon the discretion of the Program Planning and Continuing Education committee chairs. 

· If there is not a signed Letter of Agreement from the commercial interest stating their adherence to these policies, you must reject the program.

* As defined by the Accreditation Council for Continuing Medical Education: A commercial interest is any entity producing, marketing, re-selling, or distributing health care goods or services consumed by, or used on, patients.
[image: image8.jpg]£
24\ American College Health Association




Policy for Addressing Complaints

Related to Continuing Education

All verbal and written complaints are referred to the Chair of the Program Planning Committee for resolution. Complaints received by the Chair of the Program Planning Committee are discussed with the Program Planning Committee and the Executive Committee of ACHA. Resolution of the complaint is communicated by the Program Planning Chair.
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Considerations for Continuing Education Credit

ACHA is accredited by: the American Council for Continuing Medical Education (ACCME), the American Nurses Credentialing Center (ANCC), the National Commission for Health Education Credentialing (NCHEC), the American Psychological Association (APA), and the National Board for Certified Counselors (NBCC). Each of these accrediting bodies has their own criteria for offering continuing education, to which we must adhere. 

The following information is provided in an effort to help presenters and attendees better understand the guidelines that the ACHA Continuing Education reviewers are following when they determine whether or not a particular session should receive credit.

Continuing Medical Education (CME)

Continuing medical education (CME) credit may be assigned for educational activities:

· which "serve to maintain, develop, or increase the knowledge, skills, and professional performance and relationships that a physician uses to provide services for patients, the public, or the profession."

and
· when physicians are the expected learners.

For a complete description of the standards and requirements for continuing medical education, contact Eleanor Davidson, MD, (ewd@po.cwru.edu), chair of the Continuing Medical Education Subcommittee.

Continuing Nursing Education (CH)

Educational activities that meet the criteria for continuing nursing education (Contact Hours/CH) are those representing new learning or enhancement of knowledge and skill development within a nurse's current scope of practice. The material must pertain to college health and be presented by qualified professionals. The multi-focus nature of nursing may consider activities geared toward a number of disciplines for contact hours.

For a complete description of the standards and requirements for continuing nursing education, contact Kathy MacLachlan, MS, RN-C, ANP, (kmmaclac@syr.edu), chair of the Continuing Nursing Education Subcommittee.

Continuing Education for Psychologists (PsyCE)

To receive continuing education for psychologists (PsyCE), the following criteria apply:

· The presentation needs to address theory and concepts that enhance the psychologist's practice in the area of college mental health. Since we do a lot of things on campus, there are a broad range of topics and issues that might be applicable.

· The presentation should be at a level of sophistication (i.e., post-doctoral) that will further the psychologist's fund of information and professional growth.

· The presenter must be qualified to present relevant information at that level of sophistication.

· Presenters should include in their behavioral objectives how their program is relevant to psychologists. For some programs, this is obvious from the title (e.g., "Updates in the Treatment of Bipolar Disorder"). However, there are many topics that might relate to the practice of college mental health that aren't immediately obvious. The term "mental health" in the objectives will alert the reviewer to take a closer look.

For a complete description of the standards and requirements for continuing psychology education, contact Mike Malmon, PhD, (mmalmon@acs.wooster.edu), chair of the Continuing Education for Psychologists Subcommittee.

National Board for Certified Counselors (NBCC)

Approved Continuing Education Topic Areas and Instructor Requirements

Qualified Instructors/Authors

ACEP instructors and authors must demonstrate appropriate qualifications and knowledge concerning the topic presented and the program authored, consistent with the following standards:

Category 1 Instructors/Authors: Instructors or authors presenting information concerning counseling or the treatment of clients in the counseling setting. These instructors/authors must hold an advanced degree (masters or higher) in a mental health field.

Category 2 Instructors/Authors: Instructors or authors presenting information that relates directly to one of the nine continuing education topic areas, but NOT concerning counseling practice or the treatment of clients. These instructors/authors are not required to hold advanced degrees in a mental health field, but must demonstrate the completion of appropriate education and training with regard to the topic presented. Approval of Category 2 instructors is considered on a case-by-case basis.
NBCC Approved Continuing Education Topic Areas and Instructor Requirements.
Topic areas are based on the following NBCC Job Analysis and CACREP content areas:

1. Counseling Theory/Practice and the Helping Relationship: Approved topics in the area include: historic and well-established contemporary counseling theories, principles and techniques of counseling and their application to professional settings; information on the use of the current edition of the Diagnostic and Statistical Manual of Mental Disorders (DSM); diagnosis and treatment of mental disorders; the mind-body connection and its applications in the counseling setting; psychopharmacology and the role and effect of psychotropic medications in mental health; burnout prevention designed for helping professionals; counselor self-understanding designed for mental health professionals; crisis/disaster counseling; mediation or coaching training designed for mental health professionals (Category 1 Instructor required). 
Note: “Well-established contemporary theories, principles and techniques” are defined as those for which acceptable documentation is available that either: (a) proves the efficacy of the theory or methods by empirical data; or, (b) shows clear acceptance by the credentialed professional mental health community through well-established publications and presentations at conferences sponsored by recognized professional mental health organizations. 
2. Human Growth and Development: Approved topics in this area include: the nature and needs of individuals at all developmental levels; normal and abnormal human behavior; personality theory; life-span theory; learning theory; and end-of-life issues (Category 1 or 2 Instructor permitted).

3. Social and Cultural Foundations: Approved topics in this area include: societal changes and trends; human roles; societal subgroups; social mores and interaction patterns; multicultural and pluralistic trends; social or cultural issues affecting individuals, couples and families; differing lifestyles; major societal concerns, including violence, poverty, terrorism, stress, person abuse, substance abuse, religious/spiritual issues, and discrimination; and, methods for alleviating such concerns (Category 1 or 2 Instructor permitted).

4. Group Dynamics, Processing and Counseling: Approved topics in this area include: group development, dynamics and counseling theories; group counseling leadership styles; basic and advanced group counseling methods and skills; other group counseling approaches; theories of family counseling; family dynamics and roles of family members; and addictions group counseling (Category 1 Instructor required).

5. Career Development and Counseling: Approved topics in this area include: Career developmental theories; occupational and educational information sources and systems; career and leisure counseling, guidance and education; lifestyle, career and retirement decision making; career development program planning, resources and effectiveness evaluation; worker behavior and adjustment; and workplace issues affecting worker performance and behavior (Category 1 Instructor required for career counseling topics. Category 2 Instructor permitted for other career-related topics).

6. Assessment: Approved topics in this area include: group and individual educational and psychometric theories, and approaches to appraisal; data and information gathering methods; psychometric statistics; factors influencing appraisals; administering appraisal instruments and interpreting appraisal results in helping processes; and, legal issues affecting counselor rights to administer and interpret tests and inventories that assess psychopathology, abilities, interests, and career options (Category 1 or 2 Instructor permitted).

7. Research and Program Evaluation: Approved topics in this area include: types of academic and professional research; basic statistics; research-report development; research implementation; counseling program evaluation; needs assessment in the counseling setting; publication of counseling research information; and, ethical and legal considerations in counseling research (Category 1 or 2 Instructor permitted).

8. Counselor Professional Identity and Practice Issues: Approved topics in this area include: philosophic bases of the helping processes; professional roles and functions; professional goals and objectives; professional organizations and associations; professional history and trends; ethical and legal standards; professional preparation standards; professional credentialing in mental health; federal and state laws and regulations affecting counselors; practice management issues for mental health professionals; the counselor as professional consultant; administration and management of counseling programs; clinical supervision of mental health professionals (Category 1 Instructor required).

NBCC Continuing Education Program Content Approval Criteria.
When an organization holds NBCC Approved Continuing Education Provider (ACEP) status, it is the ongoing responsibility of the ACEP to ensure that the content of each continuing education program, for which the ACEP offers NBCC-approved clock hours, meets the following criteria: 

A. All events or programs must relate directly to one of the NBCC-Approved Continuing Education Topic Areas. See the Approved Topic Areas listed above.

B. Programs focusing on the counseling or treatment of clients must be designed for, and taught by, masters or doctoral level mental health professionals (Category 1 instructors). See the descriptions of Category 1 and Category 2 listed in Section IV.

C. Programs focusing on topics that do not specifically address the counseling or treatment of clients may be taught by either Category 1 or Category 2 instructors. Examples: adoption law, violence in schools, urban gangs, HIPAA regulations. 

D. In order to qualify for NBCC approval, program topics must be relevant to the continuing education of professional counselors. Programs focusing solely on the physiological, medical (non-psychiatric) treatment of clients, or designed for a profession other than counseling (such as medical nursing or medical rehabilitation), do not qualify for NBCC approval. Programs designed for the training of members of the general public, paraprofessional counselors or lay members of a church or other helping organizations to do counseling of individuals do not qualify for NBCC approval.

E. In order to qualify for NBCC approval, at least one identifiable objective of the content must be focused on how mental health professionals may use the knowledge presented to aid clients in a professional mental health setting. The objective must be clearly identified in the program or agenda. Programs designed solely to assist the general public with their own personal difficulties and challenges do not qualify for NBCC approval. 

F. ACEPs may not discriminate against any individual or group with respect to any service, program or activity on the basis of gender, race, creed, national origin, sexual orientation, religion, or age, or other prohibited basis. ACEPs may not require counselors/attendees to adhere to any particular religion or creed in order to participate in training, and may not imply that those not adhering to the tenets presented in the training are mentally ill, deviant, or unacceptable in any fashion.

G. ACEPs must be able to show that their programs train counselors to treat any client in an ethical and clinically sound manner consistent with the NBCC Code of Ethics and the current edition of the DSM. 

H. ACEPs must conduct live trainings in barrier-free, Americans with Disabilities Act (ADA) compliant facilities and must be prepared to assist any attendee with a physical, visual or auditory disability.

For a complete description of the standards and requirements for continuing education for national certified counselors, contact Joy Himmel, PsyD, PMHCNS.BC, NCC, (JYH1@psu.edu), chair of the Continuing Education for National Certified Counselors Subcommittee.
Continuing Education for Certified Health Education Specialists (CHES)

Criteria for continuing education for certified health education specialists (CHES) is based on the following responsibilities:

RESPONSIBILITY I

ASSESSING INDIVIDUAL AND COMMUNITY NEEDS

FOR HEALTH EDUCATION

Competency A

Obtain health-related data about social and cultural environments, growth and development factors, needs and interests:

Sub-Competencies:

1. Select valid sources of information about health needs and interests.

2. Utilize computerized sources of health-related information.

3. Employ or develop appropriate data-gathering instruments.

4. Apply survey techniques to acquire health data.

Competency B

Distinguish between behaviors that foster and those that hinder well-being.

Sub-Competencies:

1. Investigate physical, social, emotional and intellectual factors influencing health behaviors.

2. Identify behaviors that tend to promote or compromise health.

3. Recognize the role of learning and affective experience in shaping patterns of health behavior.

Competency C

Infer needs for health education on the basis of obtained data.

Sub-Competencies:

1. Analyze needs assessment data.

2. Determine priority areas of need for health education.

RESPONSIBILITY II

PLANNING EFFECTIVE HEALTH EDUCATION PROGRAMS

Competency A

Recruit community organizations, resource people and potential participants for support and assistance in program planning.

Sub-Competencies:

1. Communicate need for the program to those who will be involved.

2. Obtain commitments form personnel and decision makers who will be involved in the program.

3. Seek ideas and opinions of those who will affect, or be affected by the program.

4. Incorporate feasible ideas and recommendations into the planning process.

Competency B

Develop a logical scope and sequence plan for a health education program.

Sub-Competencies:

1. Determine the range of health information requisite to a given program of instruction.

2. Organize the subject areas comprising the scope of a program in logical sequence.

Competency C

Formulate appropriate and measurable program objectives.

Sub-Competencies:

1. Infer educational objectives that facilitate achievement of specified competencies.

2. Develop a framework of broadly stated, operational objectives relevant to proposed health education program.

Competency D

Design educational programs consistent with specified program objectives.

Sub-Competencies:

1. Match proposed learning activities with those implicit in the stated objectives.

2. Formulate a wide variety of the alternative educational methods.

3. Select strategies best suited to implementation of educational objectives in a given setting.

4. Plan a sequence of learning opportunities building upon, and reinforcing mastery of preceding objectives.

RESPONSIBILITY III

IMPLEMENTING HEALTH EDUCATION PROGRAMS

Competency A

Exhibit competence in carrying out planned educational programs.

Sub-Competencies:

1. Employ a wide range of educational methods and techniques.

2. Apply individual or group process methods as appropriate to given learning situations.

3. Utilize instructional equipment and other instructional media.

4. Select methods that best facilitate the practice of program objectives.

Competency B

Infer enabling objectives as needed to implement instructional programs in specified settings.

Sub-Competencies:

1. Pretest learners to ascertain present abilities and knowledge relative to proposed program objectives.

2. Develop subordinate measurable objectives as needed for instruction.

Competency C

Select methods and media best suited to implement program plans for specific learners.

Sub-Competencies:

1. Analyze learner characteristics, legal aspects, feasibility and other considerations influencing choices among methods.

2. Evaluate the efficacy of alternative methods and techniques capable of facilitating program objectives.

3. Determine the availability of information, personnel, time and equipment needed to implement the program for a given audience.

Competency D

Monitor educational programs, adjusting objectives and activities as necessary.

Sub-Competencies:

1. Compare actual program activities with the stated objectives.

2. Assess the relevance of existing program objectives to current needs.

3. Revise program activities and objectives as necessitated by changes in learner needs.

4. Appraise applicability of resources and materials relative to given educational objectives.

RESPONSIBILITY IV

EVALUATING EFFECTIVENESS OF HEALTH EDUCATION PROGRAMS

Competency A

Develop plans to assess achievement of programs objectives.

Sub-Competencies:

1. Determine standards of performance to be applied as criteria of effectiveness.

2. Establish a realistic scope of evaluation efforts.

3. Develop an inventory of existing valid and reliable tests and instruments.

4. Select appropriate methods for evaluating program effectiveness.

Competency B

Carry out evaluation plans.

Sub-Competencies:

1. Facilitate administration of the tests and activities specified in the plan.

2. Utilize data-collecting methods appropriate to the objectives.

3. Analyze resulting evaluation data.

Competency C

Interpret results of program evaluation.

Sub-Competencies:

1. Apply criteria of effectiveness to obtained results of a program.

2. Translate evaluation results into terms easily understood by others.

3. Report effectiveness of educational programs in achieving proposed objectives.

Competency D

Infer implication from findings for future program planning.

Sub-Competencies:

1. Explore possible explanations for important evaluation findings.

2. Recommend strategies for implementing results of evaluation.

RESPONSIBILITY V

COORDINATING PROVISION OF HEALTH EDUCATION SERVICES

Competency A

Develop a plan for coordinating health education services.

Sub-Competencies:

1. Determine the extent of available health education services.

2. Match health education services to proposed program activities.

3. Identify gaps and overlaps in the provision of collaborative health services.

Competency B

Facilitate cooperation between and among levels of program personnel.

Sub-Competencies:

1. Promote cooperation and feedback among personnel related to the program.

2. Apply various methods of conflict reduction as needed.

3. Analyze the role of health educator as liaison between program staff and outside groups and organizations.

Competency C

Formulate practical modes of collaboration among health agencies and organizations.

Sub-Competencies:

1. Stimulate development of cooperation among personnel responsible for community health education programs.

2. Suggest approaches for integrating health education within existing health programs.

3. Develop plans for promoting collaborative efforts among health agencies and organizations with mutual interests.

Competency D

Organize in-service training programs for teachers, volunteers, and other interested personnel.

Sub-Competencies:

1. Plan an operational, competency-oriented training program.

2. Utilize instructional resources that meet a variety of in-service training needs.

3. Demonstrate a wide range of strategies for conducting in-service training programs.

RESPONSIBILITY VI

ACTING AS A RESOURCE PERSON IN HEALTH EDUCATION

Competency A

Utilize computerized health information retrieval system effectively.

Sub-Competencies:

1. Match an information need with the appropriate retrieval system.

2. Access principal online and other database health information resources.

Competency B

Establish effective consultative relationships with those requesting assistance in solving health-related problems.

Sub-Competencies:

1. Analyze parameters of effective consultative relationships.

2. Describe special skills and abilities needed by health educators for consultation activities.

3. Formulate a plan for providing consultation to other health professionals.

4. Explain the process of marketing health education consultative services.

Competency C

Interpret and respond to requests for health information.

Sub-Competencies:

1. Analyze general processes for identifying the information needed to satisfy a request.

2. Employ a wide range of approaches in referring requests to valid sources of health information.

Competency D

Select effective educational resource materials for dissemination.

Sub-Competencies:

1. Assemble educational material of value to the health of individuals and community groups.

2. Evaluate the worth and applicability of resource materials for given audiences.

3. Apply various processes in the acquisition of resource materials.

4. Compare different methods for distributing educational materials.

RESPONSIBILITY VII

COMMUNICATING HEALTH AND HEALTH EDUCATION NEEDS,

CONCERNS, AND RESOURCES

Competency A

Interpret concepts, purposes and theories of health education.

Sub-Competencies:

1. Evaluate the state-of-the-art of health education.

2. Analyze the foundations of the discipline of health education.

3. Describe major responsibilities of the health educator in the practice of health education.

Competency B

Predict the impact of societal value systems on health education programs.

Sub-Competencies:

1. Investigate social forces causing opposing viewpoints regarding health education needs and concerns.

2. Employ a wide range of strategies for dealing with controversial health issues.

Competency C

Select a variety of communication methods and techniques in providing health information.

Sub-Competencies:

1. Utilize a wide range of techniques for communicating health and health education information.

2. Demonstrate proficiency in communicating health information and health education needs.

Competency D

Foster communication between health care providers and consumers.

Sub-Competencies:

1. Interpret the significance and implications of health care providers' messages to consumers.

2. Act as liaison between consumer groups and individuals and health care provider organizations.

For a complete description of the standards and requirements for continuing education for certified health education specialists, contact Kathy Saichuk, MA, CHES, (ksaichuk@lsu.edu), chair of the Continuing Education for Certified Health Education Specialists Subcommittee.
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