[image: image1.jpg]Management Solutions, LLC






APPLYING FOR CE CREDIT – READ THIS NOW

1. Count backward from the date of the course – 5 months.  That’s the last date to complete your application. No later.
2. Think COLLABORATION. CUE Management Solutions, LLC is here to work with you, as partners, to create the best learning experience possible. If you are stumped, email us right away for assistance.

3. Think peer-reviewed. Your course topic must be recognized by psychologists in the professional journal evidence-based research.

4. Educational objectives. You must spell out the course objectives (1 per hour of instruction) for your course. These objectives must be behavioral and consistent with what you expect attendees will learn and benefit from in their professional capacity as a psychologist.

5. TIMELINE – IMPORTANT

DATE TO APPLY – 5 MONTHS PRIOR TO EVENT

6. REVIEW, AMEND, AND APPROVE COURSE APPLICATION – 4 MONTHS PRIOR

7. CREATE A MARKETING PLAN AND MARKETING LANGUAGE – AS SOON AS POSSIBLE
8. REVIEW ALL MARKETING LANGUAGE AND PLACEMENTS – AS SOON AS POSSIBLE
Applying for Co-Sponsorship of a Continuing Education Course
The American Psychological Association (APA) has distinct guidelines for CE coursework that are especially important to be aware of when creating a course that will qualify for CE. The ultimate success or failure of your course depends on following and adhering to these criteria. As an approved provider, CUE Management Solutions, LLC is responsible for assuring the proposed course qualifies and that the guidelines for all aspects of the course (from content to certification) adhere to APA standards. The following is a brief overview of the important elements of course creation that you should be aware of when applying for co-sponsor status. We look forward to working collaboratively with you in navigating the process of obtaining APA CE co-sponsorship for your course.

Educational Planning:

APA CE co-sponsorship means:

1. Course content should be validated by peer-reviewed scientific literature that is distinct from narrative or promotional literature. If the course content has not yet received peer-reviewed research interest, then evidence basis must be submitted substantiating the validity of the material for practicing psychologists.

2. Coursework must be at the post-doctoral level of course instruction.

3. The CE instructor must link each area of content to a corresponding learning objective as well as a corresponding reference.
4. Learning objectives must be measurable and observable. APA asks for 3 objectives per 4 CE hours.

5. The course instructor must have credentials consistent with the level of training being offered.

As of 2025, please note that the use of AI in CE program development must be disclosed, detailing AI’s role, usage, timing, and extent of contribution within all materials utilized in the offering.
Please plan accordingly. We suggest you begin this process 6 months before your event date to allow for review and collaboration.
Before moving forward with our application, please initial here that you have read and understand the above.




_________ Initials

If the course is a single workshop, complete the application as noted below. If the application is for a conference or other course with multiple days or concurrent sessions, we must have all the information requested below for EACH course and presenter.

Please complete the following questions. If attaching additional sheets, please indicate so for each item attached. Attachment layouts must follow the examples as shown.

ORGANIZATION AND CONTACT INFORMATION:





WORKSHOP TITLE: Please limit to approximately 60 characters.
WORKSHOP DATE:


COURSE CONTENT LEVEL – must align with verbs on course objectives 

(See ACE Acceptable Learning Objectives document)
NOTE: APA allows only one level (choose one of the following)
Beginning/Introductory    yes/no
Intermediate                      yes/no
Advanced                          yes/no
WORKSHOP LOCATION:

TARGET AUDIENCE (licensed professionals you want to attend): Below are suggestions (please circle all and add others if needed)

Psychologists, Psychoanalysts, Psychiatrists (←only partial credit for MDs via APA), Social Workers, MFTs, Counselors, Substance Abuse Counselors, Occupational Therapists, Nurses, Dentists

Other:___________________________________________________________

https://www.apa.org/ed/sponsor/resources/hybrid-program-guidance.pdf
IS THIS A LIVE WORKSHOP ?
(see above)


YES / NO
IS THIS A HYBRID ? (see above)



YES / NO
IS THIS A LIVE WEBINAR ? (see above)


YES / NO
WAS AI USED IN PROGRAM DEVELOPMENT ? 

YES / NO
ARE YOU FILMING THIS EVENT TO TURN IT 

INTO A HOME STUDY OR ON-DEMAND WEBINAR ?
YES / NO

PRICING: Please list the pricing for your event (indicating discounts for groups, students/interns, and web registration) – If you need a discount code for a special group (please let us know on the front end)

WORKSHOP DESCRIPTION: A paragraph or two describing the session and what you will cover.
5 –7 Bullet points summarizing the main points of the workshop.
AGENDA: Attach a detailed description of what you will do during the time allotted.

Please indicate the time for all segments, including breaks and meals.
Example:
 9:00-10:30
Comparisons of co-morbid diagnosis





Treatment options that work



10:30-10:45
Break



10:45-12:00
Chemical Dependency





Eating Disorders





Self-Injurious Behaviors
LEARNING OBJECTIVES: List 3 learning objectives for every 4 hours of content. Format as what participants will be able to DO after the session, not what the presenter intends to COVER during the session. 

PRESENTER INFORMATION: Include – name, mailing address (street, city, state, zip, and country if outside the US), day and evening phone numbers, and email. Also include degrees, professional license numbers, expiration dates, and states where they are valid. End with the current job description (one sentence).

Example:

John Smith

Licensed Psychologist, #043-005630, GA – Expires 10-31-03

1443 Euclid St SW

Starke, FL 32237

909-123-4567 (d)

909-987-6543 (e)

email: jsmith@emailsrus.com
Job Description: Associate Professor, ABC University, Psychology Department
RESUMES / CURRICULUM VITAS
Attachment required
Submit a professional-looking resume, to include: education, training, degrees, major area(s) of study, institution(s) from which degree(s) were received, and year(s) received: publications, presentations, and any pertinent experience that qualifies the presenter on the topic to be presented.
BIBLIOGRAPHY
Attachment required
In general, every session for which CE is available should have at least three relevant (e.g., reflective of the breadth and depth of the session content), current (e.g., within the past 10 years), sufficient, and evidence-based references (e.g., peer-reviewed references), and these are normally journal articles. Please do not include more than one source authored by the presenter. Please submit it in the correct bibliographic format. 
Example:

Brand, B.L., Schielke, H., Putnam, K., Putnam, F., & Loewenstein, R.J., Myrick, A., Jepsen, E.K.K., Langeland, W. Steele, K. Classen, C., Lanius, R.A. (2019). An online educational program for individuals with dissociative disorders and their clinicians: One-year and two-year follow-up. Journal of Traumatic Stress. http://dx.doi.org/10.1002/jts.22370 

ADVERTISING

Copies of email blasts, access to websites (please indicate your website address below), and all brochures/flyers.

DESCRIBE THE METHODS YOU WILL USE TO CONVEY THE CONTENT
(CIRCLE ALL: MEDIA, POWERPOINT, HANDOUTS, SMALL GROUP, Q&A, DIDACTIC LECTURE, VIDEO, ROLE PLAY, LIVE DEMONSTRATION)
APA – Standard D: Curriculum Content

PRINCIPLE

All CE programs offered for CE credit for psychologists must comply with Standard D criteria. They must be grounded in an evidence-based approach. Content must be credibly supported by the most current scientific evidence.

CRITERIA

1. The content of each course must meet one of the following:

a. Application of psychological assessment and/or intervention methods with impartial, consistent, and credible empirical support in peer-reviewed scientific literature.
b. Ethical, legal, statutory, or regulatory policies, guidelines, and standards impacting psychological practice, education, or research.
c. Content focused on topics related to psychological practice, education, or research other than the application of psychological assessment and/or intervention methods that are supported by contemporary scholarship grounded in established research procedures.
2. Instructors must include statements describing the accuracy and utility of the material presented, the empirical basis of the statements, the limitations of the content, and the severe and most common risks entailed.

3. Content must build upon the foundation of a completed doctoral program in psychology.

4. Must demonstrate contents relevant to psychological practice, education, and or science.

5. Identify conflicts of interest and/or commercial support and disclose presence or absence at course beginning.

Initial here that you have read and understand the above.
_________ Initials

CUE Management Solutions, LLC Courses Disclosure Report Form
When an educational activity is offered for Psychology (APA) continuing education credit, participants must be informed as to the source, amount, nature, and disposition of any funding used to support the activity, whether in the form of educational grants, cash contributions, or in-kind contributions. CUE Management Solutions, LLC expects that every CE activity certified for credit will be in full compliance with the Criteria, Policies, and Standards for Commercial Support of Continuing Education.
Individuals in a position to influence course content must also disclose whether they have one or more relevant financial relationships with individuals and companies who have a financial interest in activity content.  All those in a position to control the content of an education activity are asked to disclose any relevant financial relationships they have with any commercial interest.

CUE Management Solutions, LLC has implemented a mechanism to identify and resolve any relevant conflicts of interest for all individuals in a position to control the content of an educational activity. This process must be completed prior to the commencement of the activity. Disclosure to learners must also be provided prior to the commencement of the activity. This includes the course director(s), planners, speakers, authors, panel members, moderators, and content validation reviewer(s). If an individual refuses to disclose relevant financial relationships to CUE Management Solutions, LLC s/he will be disqualified from participating in the CE activity.  In addition, CUE Management Solutions, LLC will not award CE for the event and will report said individual and organization to the APA.
Please review the following definitions and complete the following Disclosure-Attestation Form.  Please print and complete this form for all parties involved in your event.  This includes Course Director, Presenter/Author, and Planner.



If you have any questions, please do not hesitate to contact Karen at newell@sonic.net
Conflict of Interest:

Circumstances create a conflict of interest when an individual has an opportunity to affect CE content about products or services of a commercial interest with which he/she has a financial relationship. The APA considers financial relationships to create actual conflicts of interest in CE when individuals have both a financial relationship with a commercial interest and the opportunity to affect the content of CE about the products or services of that commercial interest.

Commercial Interest: 

Any entity producing, marketing, re-selling, or distributing mental health care goods or services consumed by, or used on, clients/patients with the exemption of non‐profit or government organizations and non-mental health care related companies. The APA does not consider providers of clinical services directly to clients to be commercial interests (e.g. liability/mental health insurance providers, group mental health practices, hospitals, nursing homes, rehabilitation centers).

Financial Relationships: 

Those relationships in which the individual benefits by receiving a salary, royalty, intellectual property rights, consulting fee, honoraria, ownership interest (e.g., stock options or other ownership interest, excluding diversified mutual funds), or other financial benefit. Financial benefits are usually associated with roles such as employment, management position, independent contractor (including contracted research), consulting, speaking and teaching, membership on advisory committees or review panels, board membership, and other activities from which remuneration is received, or expected in the last 12 months. APA considers the relationships of the person involved in the CE activity to include the financial relationships of a spouse or partner. The APA deems an employee of commercial interest to be in a non-resolvable conflict unless the course content is unrelated to products or services provided by the commercial entity. We have created our own Conflict of Interest form based on our understanding of the APA guidelines.  Here is a link to their example: conflict-of-interest.pdf (apa.org)
Course Director/Presenter/Planner/Reviewer Disclosure-Attestation Form

Please complete the information below in full (print as many copies of these two pages as needed for all parties involved).
First Name: _______________________ Last ________________________

Degree _______________

What is the title of your presentation? (If you have multiple presentations, write “multiple”.  If you are not presenting write “none”.

______________________________________________________________

How are you involved with this event? 
Please select all that apply

___ Course Director
___ Presenter/Author
___ Planner
___ Content Reviewer
Commercial Interest

Do you or your spouse/partner have, at present or within the past 12 months, financial relationships and/or affiliations with any commercial interest that are relevant to the course content?
A "commercial interest" is any entity producing, marketing, re-selling, or distributing mental health care goods or services consumed by or used on clients/patients with the exemption of non-profit or government organizations and non-mental health care related companies. The APA does not consider providers of clinical services directly to clients/patients to be commercial interests (e.g. liability/mental health insurance providers, group mental health practices, hospitals, nursing homes, rehabilitation centers).
Yes  ___ Initial
No  ___ Initial
Attestation of Content Validity

Please read and initial all of the following boxes to attest to your understanding of and willingness to comply with the corresponding statements.
Payments:

I have not and will not accept an honorarium, additional payment, or reimbursements except for payments from the Educational Provider of this course or one of their authorized representatives for my participation in this activity.
I have read and agree to comply with this statement.  ___ Initials
Serve the Public Interest:

Any selection of topics, instructional content, and personnel I make for this CE activity will be done to serve the public interest by improving the quality of mental health care. To the best of my ability, I will not let any personal financial relationships influence this selection process.
I have read and agree to comply with this statement.  ___ Initials
Content Validation Review:

I understand that my CE activity presentation/materials may be prospectively peer-reviewed for fair balance and validation of content and may require editing.
I have read and agree to comply with this statement.  ___ Initials
HIPAA Compliance:

I will remove all patient/client identifiers from my presentation materials. I will not use identifiable photographs of patients unless I have obtained written patient permission.
I have read and agree to comply with this statement.  ___ Initials
I represent that the foregoing information is complete and truthful, and I agree to update this form within 30 days if I acquire any new financial relationships.

I agree:

Signature                                                                                   Date
CUE Management Solutions, LLC takes our role as an APA-approved provider and co-sponsor seriously and we will not vet your material or application to present unless this document is completed in its entirety.
707-321-0926 – 2264 San Miguel Avenue, Santa Rosa, CA 95403-1875
newell@sonic.net

[image: image1.jpg]