Continuing Education Event Approval Form

Program Information (please print clearly)

Program Title

Program Contact Phone Email
Program Location: City County State
Begin Date Number of program meeting day’s End Date

Anticipated number of participant’s

PROGRAM DESCRIPTION/LEARNING OBJECTIVE (Briefly):

Number of instructional contact hours

PLEASE CHECK ALL THAT APPLY:
Academic Level Primary Instructional Format

Type of Activity/Program

Funding Source

[] GeneralPublic [] Classroom O
L] Intro.Undergrad [] TV/Video/DVD []
[l Undergraduate [] Computer/CD/Web []
[]  Graduate L] Multimedia O
[l Post Graduate (] Individualized O

Conference, Institute, Symposium Lecture
Course Workshop, Seminar, Cert.
Directed/Independent Study, Distance Ed.

Youth Program, Camp, Community Course

PROGRAM CLASSIFICATION and CEU APPROVAL
(This section will be filled out by the CEU processors)

Per university policy, all non-credit instruction must be reported and
classified by category of activity. Only Category 1 and 2 activities may
award CEU’s information about this process is contained in the CSU
continuing Education Unit Policy and Procedure Manual.

Approved [J  Formal non-credit instruction — Category |
Program (CEUs awarded to eligible participants)
Category []  Formal non-credit instruction — Category ||

(CEUs are awarded to eligible participants)

[1  Other Outreach activities, informal instruction,
presentation, etc. — Category Il

I have reviewed the activities described and recognize that is has been
categorized appropriately.

L] Fees

[] Grant/Contract
L] Dept. Funds

L] Other

Formal Meeting, Hosted Association, etc.

NOTE: Please submit one (1) copy of program brochure
or other descriptive material a course agenda, and
instructor(s) bios with the form.

Send completed information to:

Jacquelyn Trussell

Special Programs Administrative Support

PO Box 3110

Orange Beach, AL 36561

800-977-8449 Ext. 1314
Jacquelyn.trussell@columbiasouthern.edu

Upon the conclusion of the activity, please report
the actual number of participants (or notice of
cancellation) to CSU.

Program Director Date

Continuing Education Director Date

Interim Provost and Chief Academic Officer Date

OFFICE USE ONLY

Program Number

CEU’s Approved



mailto:Jacquelyn.trussell@columbiasouthern.edu

Continuing Education Event Approval Form

Please review the category requirements

Description of each Category:

Category | recognizes formal, organized continuing education non-credit instructional activities which align fully with national
guidelines and award CEU’s to individual participants. A permanent record is maintained of the programs and for the individuals who
are eligible to receive CEU’s. Category | programs must meet all of the following criteria for awarding CEU’s:

A.

B.

The program or activity is planned in response to the identified needs of the target audience and designed to assist and
upgrade participants with new and existing careers, professional or occupational skills.

The institution has clear and concise written statements of learning objectives for each continuing education program or
activity. Assessment is the responsibility of the instructor.

Qualified instructional personnel are involved in the planning and/or implementation of the learning experience. Documented
qualifications for instructional personnel must be on file.

The selection and use of content and instructional methodologies is consistent with the learning objectives. Opportunities for
the learner to participate and receive feedback must be provided.

Requirements for satisfactory completion of the program are communicated to the participants prior to the beginning of the
program.

Each continuing education program or activity should be evaluated for its quality and effectiveness. The primary focus of the
course evaluation should be to determine whether or not the program accomplished what was intended. If the assessment is
not satisfactory, the program will not be granted CEUs until the necessary requirements have been met.

Columbia Southern University officials will make the determination to award CEU’s and is thereby expected to maintain a
permanent record of each participant who successfully completes the program. CEU’s may be awarded for any program that
is at least three [3] hours in length and meets the defined criteria.

Category Il recognizes semi-formal, organized continuing education non-credit instructional activities which align fully with national
guidelines and award CEU’s to individual participants. A permanent record is maintained of the programs and for the individuals who
are eligible to receive CEU’s. Category Il programs must meet all of the following criteria for awarding CEU’s:

A
B.

C.

D.

E.

The program is planned in response to the identified needs of a target audience.

The institution has clear and concise written statements of the learning objectives for each continuing education program or
activity, but assessment of learning outcomes is not required.

Qualified instructional personnel are involved in planning and implementing the learning experience. Documented
qualifications for instructional personnel must be on file.

The selection and use of content and instructional methodologies is consistent with the learning objectives. Opportunities for
the learner to participate and receive feedback must be provided.

Requirements for successful completion of the program is communicated to the participants prior to the beginning of the
program.

Category Il programs and activities are frequently conducted by Columbia Southern University. The University engages in a wide
range of non-credit continuing education programs, many of which do not offer CEU’s to individuals. These activities contribute to
the mission and outreach efforts of Columbia Southern University and may often require a substantial investment of time and
institutional resources, and therefore must be recorded and reported.

A

B.

The utilization of practical learning towards the awarded hours is acceptable (e.g., mentored internships) so long as these
activities are documented for each participant earning Certificates of Program Completion.

The document awarded to participants when completing a course will be called “Certificates of Program Completion” and list
the number of hours awarded.

Participant hours attending an activity could be utilized towards “Certificate of Program Completion” if the activity meets the
other category criteria for CEU awards.

Participation methods should be flexible to allow a wide range of continuing education programs.

Category Reference Table

CEU Category Institution CEU Awarded Assessment of Attendance
Knows Content Learning Requirements
Objectives
1 Y Y Y Y
2 Y Y N Y
3 N N N N




