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Continuing Professional Education (CPE) describes educational activities that assist individuals in achieving and maintaining quality in professional services.
Many organizations require that employees attain a certain number of trainings hours a year, and CPE’s can often be used to meet this requirements. In addition, some organizations require that employees simply earn a certain number of CPEs per year to show continued education and growth.
Carahsoft’s ability to award CPE credits at our events, our vendor’s events and our partner’s events helps elevate the quality of event we are providing participants and encourages attendance by those needing to meet certain employer training/CPE requirements.
The following document outlines the stringent standards that Carahsoft (and at times our vendors and partners) must follow. The spirits of the standards is to encourage high-quality learning with measureable objectives by providing baseline requirements. It is critical we always follow these standards so we maintain compliance and continue with the ability to offer CPE credits.
This document regularly refers to the CPE program sponsor; the CPE program sponsor is the individual or organization responsible for issuing the certificate of completion and maintaining the documentation required by the following Standards. The entity whose name appears on the certificate of completion is responsible for validating the CPE credits claimed by a participant. CPE program sponsors must provide participants with documentation (electronic or paper) to support their claims of CPE credit. The CPE program sponsor is Carahsoft, not our vendors or partners. Even in instances where a vendor is leading the event or hosting registration, if they are using our CPE program, Carahsoft is still the CPE sponsor.



















Standards/Qualifications for Permitted CPE Programs

1. Sponsored learning activities must be based on relevant learning objectives and outcomes that clearly articulate the professional competence that should be achieved by participants in the learning activity.

2. Learning activities provided by CPE program sponsors must specify the knowledge level, content, and learning objectives so that potential participants can determine whether the learning outcomes are appropriate to their professional competence development needs. Knowledge levels consist of Basic, Intermediate, Advanced, Update, and Overview.

· Basic*. This program level applies to anyone who needs no prior knowledge on a subject in order to benefit from the program, or those learning a new skill or attribute. Additionally, the program can also add depth and/or another perspective to even seasoned professionals. Generally speaking, most of our programs fall under this knowledge level as there are no prerequisites to attend.

· Overview*. Program knowledge level that provides a general review of a subject area from a broad perspective. These programs may be appropriate for professionals at all organizational levels. This knowledge level is similar to Basic in the fact that there is no prior knowledge required and no prerequisites. Overview may be more appropriate for general programs where as Basic is the foundation to expanding future knowledge.
· *For courses with a program knowledge level of Basic and Overview, prerequisite education or experience and advance preparation, if any, must be noted, otherwise, state “none” in the course announcement or descriptive materials.

· Intermediate**. Program knowledge level that builds on a basic program and is most appropriate for someone with detailed knowledge in a particular topic. This knowledge level will limit your audience size, and should be used for programs that are more specific and require a certain level of prior knowledge. An example might be a seminar for existing customers/users, where some knowledge of the product is required in order to easily/successfully follow along during the program. 

· Advanced**. Program knowledge level most useful for individuals with mastery of the particular topic. This level will greatly limit your audience size and focuses on the development of in-depth knowledge, a variety of skills, or a broader range of applications. Generally, this knowledge level requires some type of prerequisite – whether that is pre-training materials or prior certifications. Carahsoft’s use of this knowledge level will be limited.

· Update**. Program knowledge level that provides a general review of new developments. This level is for participants with a background in the subject area who desire to keep current. Carahsoft’s use of this knowledge level will also be limited. Examples of when it may be used may be when there has been a product update and you hold an event to educate existing users/customers. This level should only be used true customers who are obtaining an update; any product updates that are beneficial to prospects too (i.e. a new version of a product with new enhancements) should be considered Basic knowledge level.
· **All programs identified as Intermediate, Advanced, or Update must clearly identify pre-requisite education, experience, and advance preparation in precise language so that potential participants can readily ascertain whether they qualify for the program.

3. Learning activities must be developed and executed in a manner consistent with the prerequisite education, experience, and advance preparation of participants. Again, most Carahsoft programs do not require prerequisites or advanced preparation and therefore generally need to make sure the learning materials are applicable to all levels.
4. Course documentation must contain the most recent publication, revision, or review date. Generally for Carahsoft, we will submit the review date, which must be dated prior to the program date.

5. Learning activities must be developed by subject matter experts. In instances when our vendors develop the content/presentation/demo/learning activity on their own products/solutions, they are a qualified SME. Learning activities developed by other parties must be vetted with cpe@carahsoft.com first.

6. Carahsoft, as the CPE program sponsor, must ensure that learning activities are reviewed by content reviewers other than those who developed the programs to assure that the program is accurate and current and addresses the stated learning objectives. These reviews must occur before the first presentation of these materials and again after each significant revision of the CPE programs. To account for meeting this requirement, Carahsoft must obtain the presentation materials, program agenda and outline before the program date. It is YOUR responsibility to review the content at a high-level and ensure the program appears to meet the requirements set forth above. We do not expect you to be an expert on the subject matter. We expect you to be capable of giving concrete feedback if something looks off or too specific for a certain audience.

· When it is impractical to review certain programs in advance, such as panels or speeches given only once, greater reliance should be placed on the recognized professional competence of the instructor or presenter.

7. Learning programs must employ instructional strategies that clearly define learning objectives, guide the participant through a program of learning, and include elements of engagement.

· The learning program must include at least one element of engagement related to course content during each full credit of CPE (i.e. one element of engagement per 50 minutes of content), and may include but is not limited to: group discussion, instructor-posed question with time for participant reflection, open Q&A at the end, etc.

· In certain limited circumstances, for example, a high-profile keynote session, an element of engagement may not be appropriate. In such cases the sponsor should document the justification in their submission.

8. Learning programs must have a real time instructor while the program is being presented, and participants must be able to interact with the instructor while the course is in progress (including the opportunity to ask questions and receive answers during the presentation).

· Simply gathering folks into a room to watch a video presentation does not qualify.

· A live event that was recorded for future presentation does not qualify either.







Standards/Qualifications for Group Live Programs Offering CPE Credits

1. CPE program sponsors must provide descriptive materials (email invites, landing pages, websites, direct mail etc.) that disclose significant features of the program in advance that enable participants to assess the appropriateness of learning activities. Descriptive materials must include (or link to) the following:

· Learning objectives
· Instructional delivery method
· Recommended CPE credit and recommended field of study
· Prerequisites
· Program knowledge level (Basic, Overview, Intermediate, Advanced, Update)
· Advance preparation
· Program description
· Course registration and, where applicable, attendance requirements
· Refund policy for courses sold for a fee or cancellation policy
· Complaint resolution policy
· Official NASBA sponsor statement (explaining final authority of acceptance of CPE credits)

2. When CPE programs are offered in conjunction with non-educational activities (registration, networking lunch, end-of-day reception, etc.) or when several CPE programs are offered concurrently (concurrent tracks with multiple sessions) participants must receive an appropriate schedule of events indicating those components that are recommended for CPE credit. 

3. For Intermediate, Advanced, and Update knowledge level programs, CPE sponsors must distribute program materials in an advanced, timely manner and encourage participants to complete at any advance preparation requirements.

· All programs must clearly identify prerequisite education, experience, and advance preparation requirements, if any, in the descriptive materials. Prerequisites, if any, must be written in precise language so that potential participants can readily ascertain whether they qualify for the program.










Standards/Qualifications for Group Live Program Presentations

1. CPE program sponsors must ensure that instructors are qualified with respect to both program content and instructional strategies used. Qualified instructors are those who are capable, through training, education, or experience, of communicating effectively and providing an environment conducive to learning. They must be competent and current in the subject matter, skilled in the use of the appropriate instructional strategies and technology, prepared in advance, and must strive to engage participants.

· Again, Carahsoft is relying on our vendors to be the qualified SMEs on their own products/solutions. Those outside of this scope presenting should be vetted with cpe@carahsoft.com first.

2. CPE program sponsors must employ an effective means for evaluating learning activity quality with respect to content and presentation, as well as provide a mechanism for participants to assess whether learning objectives were met. Evaluations, whether written or electronic, must be solicited from participants and instructors* for the overall program. Evaluations, at minimum, must determine whether:

· Stated learning objectives were met.
· Stated prerequisite requirements were appropriate and sufficient.
· Program materials, including the qualified assessment, if any, were relevant and contributed to the achievement of the learning objectives.
· Time allotted to the learning activity was appropriate.
· Instructors were effective.
· *If the instructor is actively involved in the development of the program materials, then it is not necessary to solicit an evaluation from the instructor.












Standards for CPE Program Measurement

1. A minimum of one full credit must be awarded initially, but after the first credit has been earned, credits may be awarded in one-fifth increments or in one-half increments. Sponsors may round down CPE credits awarded to the nearest one-fifth, one-half, or whole credit at their discretion.

	Time of Learning Content Presented
	# of CPEs 
Earned

	50 minutes
	1.0

	60 minutes
	1.2

	70 minutes
	1.4

	75 minutes
	1.5

	80 minutes
	1.6

	90 minutes
	1.8

	100 minutes
	2.0

	110 minutes
	2.2

	and so on…
	



· Time for activities outside of actual learning content, including, for example, excessive welcome and introductions, housekeeping instructions, and breaks, is not accepted toward credit. When in doubt, round down and play it safe!

2. CPE program sponsor must maintain a process to monitor individual attendance at group programs to assign the correct number of CPE credits.

· Credit is not granted for non-learning time (registration, networking breaks, etc.) nor is it granted to participants for preparation time. Credit is only earned for the live, in-person program.

· Pro tips. There are multiple ways to track attendance, here are some key recommendations:

· For shorter, single session events, where participants clearly all arrive by program start time and depart at end time, collecting their evaluations at the end will suffice. Should anyone arrive late or depart early you should note their name and arrival and departure time stamps and deduct credits accordingly.

· For longer events, with multiple, non-concurrent sessions AND longer events with concurrent sessions, we recommend providing a unique code at the end of each session for participants to include on their evaluation. If they want the CPE credit, then they should list the unique code. The code can be generated by you, and should be given to your presenters to display on a slide at the end of their session.

· The Adobe team found success for hour half-day seminars by checking folks in, and providing a slide at the end of the session with a unique code and a URL/QR code to complete the evaluation. We also sent the evaluation out in follow-up emails. If participants were able to list the unique code, we knew they stayed through the duration of the event.

Standards for CPE Program Reporting

1. CPE program sponsor must provide program participants with documentation (electronic or paper) of their participation (certificate of completion), which must include the following:

a. CPE program sponsor name and contact information
b. Participant’s name
c. Course title/Event Name
d. Date offered or completed
e. Location
f. Type of instructional and delivery method used: Group Live
g. Amount of CPE credit recommended
h. Field of study
i. Verification by CPE program sponsor representative
j. Sponsor identification number
k. NASBA time statement stating that CPE credits have been granted on a 50-minute hour

· This documentation should be provided as soon as possible and should not exceed 60 days. Carahsoft’s policy, in an effort to deliver extreme customer service, is 2 weeks.

2. CPE program sponsor must retain adequate documentation (electronic or paper) for a minimum of 5 years to support their compliance with these standards and the reports that may be required of participants. Carahsoft must maintain electronic documentation to ensure nothing gets lost and is accessible by anyone. Required documentation includes:

· Records of participation, including first name, last name, email address, time stamp of entry and time stamp of departure
· Date of program
· Location of program
· Program instructors(s) name, title, organization
· Program developer(s) name, title, organization – generally your speaker/vendor
· Content reviewer name, title, organization – generally you, unless someone more qualified has reviewed
· Number of CPE credits earned by each individual
· Evaluation responses from each individual
· Program descriptive materials (external marketing materials)
· Copies of course content – PDF of presentations, agenda, outline of sessions or demos without presentation materials

· CPE program sponsors must retain the program outline, agenda, speaker notes or other documentation that evidences the element of engagement related to course content during each credit of CPE planned for the group live program. As noted earlier, in certain limited circumstances, such as high-profile keynote session, an element of engagement may not be appropriate. In such cases, the sponsor should document the justification.
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