[image: image1.png]



American Society of Safety Engineers

Application for Continuing Education Units

Procedure and Application for Requesting CEUs

ASSE is accredited by the International Association of Continuing Education and Training (IACET) as an Authorized Provider of CEUs.  Through this accreditation, ASSE can offer its Chapters, Regions, and Practice Specialties CEUs for education events that satisfy the criteria and guidelines established by the IACET.

To apply for CEUs, please complete each section of this application and provide information as appropriate to support each item on the application.

This document contains:

· Procedure for awarding CEUs

· Application for CEUs

· Resource document describing CEU application for short-duration education events

· ASSE CEU policy (Section 9.7 of the Society Operating Guidelines)

Submit application and all attachments to:

Trudy Goldman, ARM

Manager, Education and Program Development

ASSE

1800 E. Oakton St.


Des Plaines, IL 60018



If the education event is being offered with another organization and this partnered relationship meets the criteria shown on page 5, please submit a check for $100 with your application.

Application must be submitted at least four weeks before the education event delivery date.  CEUs cannot be awarded after the education event has been delivered.
Procedure for Awarding CEUs

After ASSE has received your application:

· The ASSE Manager, Education and Program Development will provide written notification to the ASSE group advising the results of its application within 10 days after receipt of the application. Appeals concerning the decision shall be directed to the Vice President of the Council on Professional Development.

· Upon receipt of a CEU award, the ASSE group may use this information in its promotion of their education event.

· Award notices will include a sign-in sheet to be completed by attendees who wish to receive CEUs. Make an announcement at your education event that attendees need to complete the sign-in sheet to receive CEUs.

· After your education event, mail the sign-in sheets back to ASSE. Within six weeks after receipt of sign-in sheets, CEUs will be recorded for the attendee names on this list.

· ASSE Customer Service Department will record CEUs awarded to attendees and will retain this information for seven years. Upon request, they will furnish a transcript showing ASSE education completed and CEUs earned. 

Application for CEUs

Name of ASSE Group(s) sponsoring the education event

Name of Education event

Date(s) of education event

Location of education event, include name of facilities to be used

Person responsible for development and administration of the education event

Title
Company

Mailing address

City, State, Zip

Daytime phone number
Email address

Person Submitting CEU Application 

Title
Company

Mailing address

City, State, Zip

Daytime phone number
Email address

Please describe how you would like CEUs awarded:

[  ] Separate award per day for each day of the event

[  ] One award for the event as a whole

[  ] Separate award for pre- and/or post-conference seminars

[  ] Award for a series of at least 3 one-hour education events

Needs Assessment

The education topic should be determined in response to identified needs of the proposed audience.  Indicate how the education topic for the event was determined. If a Needs Assessment Survey was used, attach a copy. 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Learning Objectives

Clear and concise written statements of intended learning objectives based on identified needs have been developed for this education event.  These objectives are stated as actions that the learner will be able to perform and you will be able to observe and measure after the learner’s participation in your education event. Verbs such as “know” or “understand” do not convey your deliverables as they are not observable or measurable.  A good resource for action verbs can be found in Bloom’s Taxonomy or their synonyms. A copy of Bloom’s Taxonomy is included in this document.
Example: 
“After completion of this seminar, attendees will be able to:

· Perform an ergonomic analysis

· Implement an ergonomic program for telecommuters”

A.
Provide a complete list of the learning objectives for your education event
B.
Attendees will be able to demonstrate that the learning objectives were achieved.

Example: You may include a Question and Answer segment in your education event schedule so that attendees can express their understanding of the education content or ask for clarification or a test that probes for responses to indicate that learning objectives were achieved.
Education Event Description

A.
Provide a detailed description of the education event content

B.
Provide a detailed time schedule, hour-by-hour, of the education event

C.
Attach brochure

Instructors

All instructors selected for this program must have the appropriate education and credentials to be considered qualified to deliver the education planned. Attach the names of the instructors with qualifications, affiliations and short biographies.

Evaluation

Each education event must be must be evaluated. Post-program evaluation procedures are established during the planning of the event. An evaluation form will be provided to each attendee.  Attach a copy of the evaluation form to be used.
Delivering the Event with another Group as Your Partner
ASSE is not authorized to award CEUs to another organization.  Only an Authorized Provider such as ASSE may use the IACET logo and offer IACET CEUs. Therefore, when delivering education with another organization, ASSE (chapters and regions) is responsible for equal involvement to ensure that the education offered meets all of the ANSI/IACET Standard categories and elements.  The ASSE chapter or region must equally participate in the design, development and delivery of:

· Needs assessment

· Learning objectives

· Program design

· Speaker selection

· Elements of delivery

· Evaluation

If your chapter or region event is being offered in partnership with another organization and fits the above criteria for partnership, a check for $100 must accompany the application for CEUs.

Are you partnering with another organization?  [  ] Yes   [  ]  No

If yes, please provide the name of the partner organization:

BLOOM’S TAXONOMY 
The chart below arranges Bloom's levels of cognitive activity in a grid moving (left to right) from simple to complex, and it lists a number of verbs describing its activities for each mode of thinking.  The chart may thus offer suggestions to teachers for varying the level of sophistication in what they ask students to do in learning objectives and skills that educators set forth for students.

SIMPLE SKILLS
COMPLEX SKILLS



Critical Thinking

	Knowledge
	Comprehension
	Application
	Analysis
	Synthesis
	Evaluation

	Define 
	Translate 
	Interpret 
	Distinguish 
	Compose 
	Judge 

	Repeat 
	Restate 
	Apply 
	Analyze 
	Plan 
	Appraise 

	Record 
	Discuss 
	Employ 
	Differentiate
	Propose 
	Evaluate 

	List 
	Describe 
	Use 
	Appraise 
	Design 
	Rate 

	Recall 
	Recognize 
	Demonstrate
	Calculate 
	Formulate 
	Compare 

	Name 
	Explain 
	Dramatize 
	Experiment 
	Arrange 
	Value 

	Relate 
	Express 
	Practice 
	Test 
	Assemble 
	Revise 

	Underline 
	Identify 
	Illustrate 
	Compare 
	Collect 
	Score

	
	Locate 
	Operate 
	Contrast 
	Construct 
	Select 

	
	Report 
	Schedule 
	Criticize 
	Create 
	Choose 

	
	Review 
	Shop 
	Diagram 
	Set up 
	Assess 

	
	Tell 
	Sketch 
	Inspect 
	Organize 
	Estimate 

	
	
	
	Debate 
	Prepare
	Measure

	
	
	
	Inventory 
	
	

	
	
	
	Question 
	
	

	
	
	
	Relate 
	
	

	
	
	
	Solve 
	
	

	
	
	
	Examine 
	
	

	
	
	
	Categorize 
	
	


Short-Duration CEU Award Letter

June 21, 2004

To:
Chapter Presidents, President-Elects, Regional Vice Presidents, and Area Directors

From:
Trudy Goldman


Manager, Education and Program Development

Re:

Change to CEU Award Procedure for Chapter Education Events
ASSE as an Authorized Provider, designated by the International Association for Continuing Education and Training, of CEUs currently awards CEUs to ASSE chapters that successfully apply for education programs that are of 3 hours duration or longer.  We have received requests to develop another structure for this minimum time period so that shorter chapter education programs can also receive a CEU award.  In response, we are making the following change to our procedure so that Chapters can take advantage of the benefit of CEUs for shorter duration education programs. 

Chapters may apply for CEU awards for education programs that deliver at least one hour of continuing education and training with the following provisions:

· The chapter must deliver at least three CEU-eligible education programs of at least one hour in length during a six-month period of time.  These education events can be offered in conjunction with a chapter meeting, but only the education portion will be eligible for CEUs.

· A separate application needs to be completed for each education event and the three events must be submitted as one request for a CEU award.  

· The CEU application must be submitted to me in advance of the education events and the award must be made in advance of the events.

·  If CEUs are awarded to all three events, attendees must have attended all three events to receive the award.

· After the last of at least three events is delivered, the chapter must submit a list containing the names of attendees who participated in all the events.

I will be happy to assist you with more information.  My email address is tgoldman@asse.org and phone is 847.768.3405.

ASSE Society Operating Guidelines

Section 9.7

Continuing Education Units
I. Purpose

To establish policy and procedure for awarding Continuing Education Units (CEUs).

II. General Policy

ASSE has been designated an Authorized Provider of Continuing Education Units by the International Association for Continuing Education and Training (IACET). As an Authorized Provider, we have a responsibility to provide education that adheres to the IACET standards. Meeting these standards requires a partnership between the requesting ASSE group and the National headquarters to ensure that all requirements are satisfied. These are the criteria set forth by IACET:

· Each activity is planned in response to educational needs which have been identified for a target audience.

· Each activity has a clear and concise written statement of intended learning outcomes.

· Qualified instructional personnel are involved in planning and conducting each activity.

· Content and instructional methods are appropriate for the intended learning outcomes of each activity.

· Participants must demonstrate their attainment of the learning outcomes.

· Each learning activity is evaluated by the participants.

· The group has an identifiable unit, group or individual with clearly defined responsibilities for developing and administering learning activities.

· The group has a review process in operation that ensures the CEU criteria are met.

· The group maintains a complete record of each individual's participation and can provide a copy of that record upon request for a period of at least seven years.

· The group provides an appropriate learning environment and support services. 

III. Procedures

A. Responsibility of the group requesting CEUs
All education offered by an ASSE group (Headquarters, Chapter, Region, and Practice Specialty) must be designed and delivered as follows:

· Plan education in accordance with identified needs for a targeted audience.

· Prepare a concise written statement of learning outcomes and articulate these outcomes in the program brochure or other information provided to targeted audience.

· Engage only qualified instructors to deliver the education. Educational background, certifications, and experience are determinants of qualification.

· Ensure that the type of instruction, content, methods of delivery and learning environment support achievement of the learning outcomes.

· Determine whether the participants have achieved the learning outcomes.

· Provide participants with the opportunity to evaluate the program.

· Submit requests for CEUs in accordance with the attached "Procedures for Requesting the Award of Continuing Education Units."

Programs eligible for CEUs will receive an award without a charge if the program is presented exclusively by an ASSE group. When an ASSE group partnering with another organization is determined to be eligible for CEUs, a fee of $100 will be charged to offset the administrative cost. Partnership is defined as follows:

The ASSE group must share responsibility for:

· Conducting needs assessment of the groups to be served by the event

· Developing the learning objectives

· Designing the program

· Selecting speakers

· Managing delivery of the event

· Evaluating the event 

B. Responsibility of Society Headquarters
The Professional Development Department of ASSE is responsible for the administration of education and the CEU program. This includes reviewing applications and assisting ASSE groups in obtaining CEUs. Specific responsibilities include:

· Provide guidance to ASSE groups on conducting education and satisfying IACET criteria.

· Process requests for CEUs. If IACET criteria are not satisfied, provide guidance to assist requesting group in meeting these requirements.

· Publish procedures for requesting CEUs in the Chapter Administration Guide and on Officer Central.

· Perform recordation in membership database of CEUs awarded.

· Maintain records for a minimum of seven years. 

PROCEDURE FOR AWARDING CONTINUING EDUCATION UNITS

I. PURPOSE

To establish procedures for requesting and awarding Continuing Education Units (CEU).

II. PROCEDURES

1. CEUs will be awarded for those ASSE programs that satisfy the criteria established by the International Association for Continuing Education and Training (IACET).  The ASSE group requesting this award will complete the ASSE application for CEUs located on the ASSE Professional Development website.

2. CEU applications shall be submitted in writing to the ASSE Professional Development Department at least two months prior to the program date.  The application will be submitted together with the requested documents stated in the application.  A copy of this application is attached.

3. The Professional Development Department will provide written notification to the ASSE group advising the results of its application within 30 days of receipt of the application.  Appeals concerning the decision shall be directed to the Vice President of the Council on Professional Development.

4. Upon receipt of a CEU award, the ASSE group may use this information in its promotion of their program.

5. Along with notice of the award, ASSE will send the ASSE group a sign-in form to provide the following information: 

· Name of the ASSE group

· Name, dates and location of the event

· Attendee printed name, address, email address and member number if applicable

6. Within one month after completion of the program, the ASSE group shall send the sign-in form to ASSE’s Professional Development Department at 1800 E. Oakton Street, Des Plaines, IL 60018

7. ASSE will record CEUs awarded to attendees and retain this information for seven years.  A transcript containing CEUs awarded by ASSE in the past five years can be requested by contacting ASSE Customer Service. 
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