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Guidelines for Continuing Education Units (CEUs)
Policy

The University of Montana provides Continuing Education Units (CEUs) for as authorized by The Montana Board of Regents of Higher Education Policy 304.2.  The CEU is a nationally recognized system of recording and recognizing participation in noncredit professional educational courses, programs, and other activities.  To signify completion of such activities, the University of Montana issues a Certificate of Completion which is valid for any profession and/or professional association that recognizes The University of Montana CEUs.
Activities for which CEUs are to be recorded must be approved in advance and must not be publicized as qualifying for CEUs until institutional approval has been granted.  The CEU records the extent of an individual’s participation in noncredit continuing education activities, and should not be confused with performance in an academic course for degree credit.
Definition

One CEU is defined as ten contact hours of participation in an organized continuing education experience under responsible sponsorship, capable direction, and qualified instruction.  CEUs are not applicable to, nor can they be translated into, credits for a degree.  This does not alter the prerogative of faculties to grant academic credit for nontraditional educational experiences such as CLEP, examination challenges, etc.
Benefits of CEUs
· CEUs provide a nationally recognized standard that documents the amount of professional development hours completed by individual participants.

· CEUs are tied directly to high quality programs, courses and other educational activities offered and/or sponsored by The University of Montana.
· CEUs provide a system to document continuing education participation in meeting certification requirements.

Program Approval Procedure

To obtain CEU program approval under The University of Montana sponsorship, please complete and submit a CEU Application at least four weeks before the program start date.  Approval must be granted prior to the announcement or promotion of CEU availability and prior to the start of the program. The application will then be shared with the appropriate academic dean for his/her review and approval or rejection for academic sponsorship.

Please ensure the CEU Application is complete and includes all requested documentation.  Incomplete forms will not be considered and will be returned.  Once reviewed the individual who submitted the application will be notified via e-mail of the status of the application.  If an application is not approved, a written notice will be e-mailed, indicating the reason(s) for denial.  Activities which require the approval of an agency or association outside of the University shall be the responsibility of the administrative unit or off-campus activity sponsor.

Program Requirements

At The University of Montana programs must meet the following requirements if they are to be awarded CEUs.  Proposed programs will:
•
Satisfy all aspects of the definition of the CEU.

•
Clearly state the program’s educational objectives.
•
Be conducted by qualified instructional personnel.

•
Specify performance objectives before the program begins.
•
Require registration details sufficient for a permanent record of individual participation.

•
Be evaluated by procedures designed during the planning process to measure quality 
and effectiveness.

•
Include procedures for establishing satisfactory completion by each participant and for 
notifying the appropriate records office of CEUs awarded.

Calculating the CEU
One CEU represents ten contact hours (60 minutes per hour) of participation in an organized, noncredit continuing education experience with approved instruction under The University of Montana sponsorship.  One-tenth CEU may be offered for each contact hour.  Partial contact hours will not be considered in awarding CEUs.  For example, a program with 14 contact hours could offer 1.4 CEU and 16.1 to 16.9 hours of instruction will be approved for 1.6 CEU.  Only instruction time may be counted towards a contact hour; time for welcoming sessions, breaks, and meals is excluded.  CEUs will only be awarded for programs with three or more contact hours.  Once a class has been approved for a certain number of CEUs, a class participant may not be awarded more than, or less than, the approved amount.  If the participant does not complete the number of approved hours, they have not satisfactorily completed the class requirements and partial CEUs will not be awarded.
  

CEU Availability Notification

Brochures, web ads, and any other marketing materials sent to potential participants soliciting registrations should contain the following information:

1. The number of CEUs to be awarded,

2. The name of University of Montana as the awarding institution, and

3. The following statement:  “This program has been approved for the award of ____ Continuing Education Units by the University of Montana for those who wish to obtain this recognition for participation.”

Awarding of CEUs-Certificate of Completion
1. The program contact must submit within 30 days of program completion the following:

· An electronic list in alphabetical order giving each participant’s last name, first name, permanent mailing address, preferred e-mail, program title and date, and the number of CEUs to be awarded.

· A signed statement certifying that each participant listed attended the learning activity and satisfactorily met the requirements to receive the noted CEUs.

2. Payment for the certificates must accompany this electronic list.  The organization must submit payment on behalf of program participants.  No individual participant payment will be accepted. Checks should be made payable to “University of Montana.” Visa, MasterCard and Discover cards are also accepted.
3. The University of Montana maintains a record of all CEUs awarded for no less than seven (7) years, along with a listing of all approved CEU programs.  A replacement certificate may be requested at a cost of $10.

Fees
Certificate of Completion and CEUs:  The requesting organization must submit payment with the CEU awarding information.  The CEU fee is assessed according to the participant’s permanent mailing address.  No individual participant payment will be accepted.

· Domestic Participants: $25 fee per Certificate of Completion. (1st class U.S. mailing only)

· International Participants:  $30 per Certificate of Completion. (International mailing)
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