Policies and Procedures for Applications for Continuing Education Credit for Enduring Materials
Types of Events:
Enduring material learning experiences, sometimes referred to as directed self-study, are experiences that learners can participate without regard to time or location.  Offerings must consist of a learning module, an assessment (test, quiz) and evaluation of the activity to be submitted to the sponsor for scoring and then to the RSPH for credit.  Activities appropriate for continuing education credit include, but are not limited to:

· Peer-reviewed journal-based articles

· Published educational/informational materials

· Pre-packaged learning units

· Audio- or video-taped educational events

· Computer-based learning opportunities

Contact hours (CECH) may be given only for content and learning activities that address the sub-competencies within the seven responsibilities for health educators and will be equal to time spent going through the activity portions addressing the seven responsibilities.  Advanced-level CECH will only be awarded to activity portions addressing advance-level sub-competencies.
Requirements for Development and CE Compliance: 

1. In addition to the activity, develop a learning assessment tool to be administered as a requirement for completion.  Determine a minimal passing grade. 

2. Develop an evaluation tool, as a requirement for completion, to assess the overall learning experience.  

3. Develop a process to verify completion of the activity – i.e., registration form; submission form; request for CE form; etc. 

4. Pilot the program product on a few CHES/MCHES reviewers (at least 2) to confirm that the program:

a. Addresses CHES Responsibilities and Competencies;

b. Demonstrates a target audience with a need for the information;

c. Will provide instruction by qualified presenters; and,

d. Fulfills stated learning objectives.

The reviewers will also determine number of contact hours needed for completion.  It is preferable to do this pilot test in conjunction with the product beta test/usability test so that content or format modifications can be made to ensure that the product is effective, easy to understand, and meets the criteria above.  [Use the provided Pilot Test Response Form].  

5. Complete the Pilot Test Summary Form and submit it, along with the Application for CHES Continuing Education Program Event Proposal Form, learning assessment tool, evaluation tool, and the registration form/submission form/request for CE form.  Allow at least 2 weeks review process for granting of credit – build this time into the production of the product.  

6. Approval will be granted up to one year.  If planners are interested in a continuation of credit approval, the product must be reviewed to insure that content information is accurate and up-to-date.  In addition, the Program Review and Request for CHES Credit Continuation Form must be completed and submitted with indications of any changes made to the content and/or format.  

7. At the beginning of the product and in written material accompanying the product, include:

a. Provider name and contact information

b. Development team names, titles, and organizational affiliation

c. Activity objectives, design, medium or combination of media used, method of participant involvement in the learning process

d. Principal faculty and their credentials

e. Estimated time to complete the educational activity

f. Dates of original release and dates of any reviews/updates

g. Termination date – whereby the product is no longer certified

h. Accreditation and credit designation statements

i. Requirements for completion – evaluation and assessments

j. Acknowledgement of funding sources

k. Software/hardware requirements

l. Information about learner privacy and confidentiality

m. Copyright issues – the provider and others

8. Provide an on-line and/or written means of completing evaluation and assessment tools

9. Assess $10 CECH fee.

Calculating CECH hours:

See directions on the Pilot Test Summary Form to average hours and determine number of CECH hours to be given.  Remember:  

CECH will be calculated by rounding up to the nearest 1/2 hour.  Examples:  1 hour and 45 minutes = 2 hours; 2 hours and 15 minutes = 2 1/2 hours; 2 hours and 10 minutes = 2 hours; 2 hours and 35 minutes = 2 1/2 hours.  For multiple event sessions, add all minutes before rounding.  
Submitting the Application:  

The review process may take up to two weeks.  It may be to your advantage to have final approval of CECH in time for any pre-event publicity or marketing.  If so, take the review time into account when developing promotional materials.  Otherwise, allow at least two weeks prior to the event for review and approval notice.  Upon submission of the application, you may add the following statement to any pre-event publicity or marketing material:

"Application for CHES Category I continuing education contact hours (CECH) has been made to the Rollins School of Public Health of Emory University".  

Fees:  

Application:  The basic application fee is $150 per event for enduring material activities.  

Applications from RSPH entities:  Applications from RSPH entities in which RSPH is the primary sponsor will not be assessed an application fee, but will be required to pay certificate fees.  The cost of the certificates can be built into the activity budget and paid for by the RSPH applicant or can be assessed to each participant requesting credits.  

Certificates:  At the completion of an event, the applicant is required to send the RSPH Office of Continuing Professional Education a check (made out to Emory University) for $5 per each CHES certificate requested (i.e., for each CHES/MCHES participant requesting CECH credit) for activities with one credit hour or $10 per each certificate for activities for 2 or more hours.  The cost of the certificates can be built into the activity budget and paid for by the organizational applicant or can be assessed to each participant requesting credits.  
Activity Records Maintenance:

Arrangements should be made with the RSPH Office of Continuing Professional Education to receive the participant evaluations, post-test scores, and passing grade and certificate fees.  At the end of the approval period (maximum 3 years with review & request for extension every year), the RSPH Office of Continuing Professional Education must be able to summarize all participant evaluations, prepare a list or database of all CHES participants requesting CECH credit, to include their names (required), CHES # (required), addresses (required), phone & fax #s (requested, but not required), email address (requested, but not required), and identification of how many credits each participant requested.
Approved applicants will be expected to maintain the following records on designated events for five years:

· Copy of the complete application form and attachments

· Name and CHES number of each CHES/MCHES participating and the number of CECH earned by each CHES

· Participant evaluation summaries

Where to apply:

Laura M. Lloyd, MPH, MCHES
Director, Office of Continuing Professional Education

RSPH of Emory University

1518Clifton Rd., Rm 240; Atlanta, GA 30322

Phone: 404-727-3035; Fax:  404-727-1835
Email: lmlloyd@ emory.edu
