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Statewide Library CEU & SB-CEU Program 

Application Form & Procedures

Application Form

	Date(s) of Program
	

	Contact Person
	

	Sponsoring Organization
	

	Address
	

	Telephone
	

	E-Mail
	

	
	

	Workshop Title
	

	Topic
	

	Target audience
	

	Expected attendance
	

	Prerequisites (if any)
	

	Workshop site 
	

	Additional dates (if any)
	

	
	

	Instructional hours
	

	CEUs requested
	

	SB-CEUs requested
	


Please complete the following information:

1. OVERALL PROGRAM GOAL:  A goal is a one or two sentence description of the goal of the program as a whole and should be written from the participant’s point of view.

EXAMPLE:  Participants will be introduced to major classes of reference tools used in small public libraries.

Enter your program goal here:
2. LEARNING OBJECTIVES:  These are specific, measurable, realistic accomplishments that the participants shall be able to perform by the end of the program.

EXAMPLE:  

The participants shall:

1. name four major types of reference tools and give an example of each;

2. identify one function for each reference tool;

3. understand the main difference between indexes and abstracts; and

4. select and use the reference tools appropriate to answer a given set of reference questions.

List your learning objectives here:
3. PROGRAM AGENDA:  The agenda needs to show the starting and ending times of each program segment, describe the specific material to be covered in that segment, and explain the methodology (lecture, discussion, demonstration) to be used. If more than one instructor is presenting the workshop, show the name of the instructor responsible for each segment. We grant .1 library CEU for each FULL hour of instructional time. SB-CEUs are granted only for programs of 3 hours or more. Introductions and breaks do not count as instructional time.

EXAMPLE:  1:00 – 2:00 Merrily Lookup will describe four major types of reference tools including distinguishing characteristics and functions of each type. Sample questions demonstrating use of each type of tool will be included.

Please attach your agenda as a separate file when submitting your workshop application.

4. STAFF:  This is a list of speakers or presenters with brief background information for each showing the reasons for selecting them.

EXAMPLE:  Merrily Lookup has an MLS degree. She has been a reference librarian for 20 years and is presently Head of Reference at the Memorial Public Library.

List your presenter(s) here:

5. EVALUATION or POST TEST:  Attach a copy of the evaluation or post test form. The evaluation needs to be related to the objectives of the program and needs to be stated in terms of anticipated behavioral changes. A post-test is required for SB-CEUs. If you are using a post test, you need a minimum of five questions, either multiple choice or short answer, that must be checked by workshop staff and assigned either pass or fail.

EXAMPLES:

Evaluation:

I understand how to use census resources to answer economic development questions.

Post-Test:

Identify three census resources that can provide economic development data.

Please attach your evaluation or post test as a separate file when submitting your workshop application.
Submit your application at least four weeks prior to the date of the workshop in order to make any corrections or additions needed for final approval. You will not receive approval for library CEUs or SB-CEUs after a workshop has occurred.

After final approval, applicants will receive – via e-mail – a library CEU certificate template and an attendance verification form. Directions for completion of the CEU process are below in the procedures. SB-CEUs will be issued after the workshop is complete and the workshop sponsor has provided the necessary information to the Library of Michigan. All documents will be Microsoft Word files.

To submit your application, send this form and any supporting documents to:

Continuing Education Office

Library of Michigan

P.O. Box 30007

Lansing, MI 48909-7507

517-373-1850

517-373-5700 fax

SandersA2@michigan.gov 
PROCEDURES

Submit the above application to receive library CEU and/or SB-CEU approval from the Library of Michigan. After approval, the program sponsor follows the procedures below when conducting a library CEU or SB-CEU credit program.

***Please note:  For those individuals requesting SB-CEU credits, they must have registered previously on the Secure Central Registry (http://www.solutionwhere.com/mi_sbceu/welcome.asp)
1. Before the Workshop
a. Collect the following information about each CEU participant: full name, full name of employing library, email address, type of CEU requested and last four digits of the individual’s Social Security number.

b. Enter this information into the enclosed Attendance Form.

c. Complete Certificates of Continuing Education for each person registered to receive library CEUs at the workshop.

2. At Workshop – In person

a. Announce that only those who attend the entire workshop or program qualify for library CEU or SB-CEU credit. Those who leave early will not receive CEUs.
b. For library CEUs: Explain that library CEU certificates (Certificates of Continuing Education) will be distributed by the workshop sponsor at the close of workshop or mailed to the participants at a later date. Mailing certificates to participants is the responsibility of the sponsor.

c. For SB-CEUs:

i. Have participants complete the post test and evaluate each participant as pass or fail. 

ii. Notify the participants receiving a pass that the Library of Michigan will arrange for them to receive their SB-CEU acknowledgement via their email address from the Secure Central Registry.

3. At Workshop – Online

a. For each participant that wants library CEUs or SB-CEUs, track the date of login and the duration of the time each participant spent on the workshop.

b. For library CEUs: Mail certificates to those who complete the entire workshop.

c. For SB-CEUs: 

i. Have participants complete the post test and evaluate each participant as pass or fail. 

ii. Notify the participants receiving a pass that the Library of Michigan will arrange for them to receive their SB-CEU acknowledgement via their email address from the Secure Central Registry.

4. After the Workshop

a. For library CEUs:

i. Immediately after the workshop, as participants exit, distribute Certificates of Continuing Education. Do not give more than one certificate to a person, and do not allow one person to accept for another.  

ii. Each participant is required to verify his or her name, email and the last four digits of their Social Security number by initialing his or her name on the Attendance Form. The program sponsor is required to cross off the names of those who do not get library CEUs. If a person does not want to receive a certificate, please indicate that on the Attendance Form.  

iii. Do not give a library CEU certificate to someone unless his or her name is printed or typed on the Attendance Form. The program sponsor is responsible for destroying all unused certificates.

b. For SB-CEUs:

i. Each participant is required to verify his or her name, email and the last four digits of their Social Security number by initialing his or her name on the Attendance Form. The program sponsor is required to cross off the names of those who do not get SB-CEUs. If a person does not want to receive a certificate, please indicate that on the Attendance Form.

ii. Note the duration of instructional time for each SB-CEU participant on the attendance sheet and whether they passed or failed the post test. Please clearly write the number of FULL hours of instructional time and P or F after their name. After receiving the full information on each passing participant, the Library of Michigan will arrange for the participant to receive their SB-CEU acknowledgement via their email address from the Secure Central Registry. 

c. Check the Attendance Form to make sure that all information is accurate and complete. The person who verified attendance records signs the form certifying that the information is accurate and complete.

d. Make copies of the evaluations and/or post tests for the Library of Michigan.

e. For online classes, print a log of the time participants spent online participating in the class. The log should list the time per participant and include their names.

f. Send the completed and signed attendance forms, copies of the evaluations and/or post tests, and time log (Online Class) to the Continuing Education Office at the Library of Michigan. Materials must be sent to the Library of Michigan within 2 weeks after the class is complete.
