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ABSTRACT

The National Task Force Interim Statement of 1970,
regarding the utilization of the Continuing Education Unit (CBU),
provides the basic framework of these five documents. All agree in
their definition of the CEU as 10 contact hours of participation in
an organized continuing education experience and set forth criteria
for applying the CEU to their respective institutions. The Purdue
University Continuing Education Unit describes activities to be
included in CEU programs and offers policy guidelines, administrative
procedures, sample program application, participant information, and
individual record forms with detailed instruction for their use.
Indiana's Proposal for the Adoption of the Continuing Bducation Unit
includes assignment application and program completion forms. A
Guideline for Uniform Measurement of Non-Credit Continuing Education
Programs in Delaware includes administrative requirements and
suggested applications of the CEU. New Hampshire's Continuing
Education Units: Policy Guidelines for Awarding and Recording of
CEU's offers a sample transcript form. North Dakota's Guidelines for
the Continuing Education Unit briefly describes operational and

administrative requirements. (MW)
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THE NATIONAL MOVEMENT TOWARD A

UNIFORM UNIT

A National Planning Conference way convened
in Washington, D.C. in 1968 to determine interest
among a number of associations in the possibidities
of a uniform unit 1o measure non-credit continuing
ceducation activitics. These organizations  were
known previously to have expressed an interest in
oneaspeet oranother of identifying, measuring, and
recognizing persistent effort in continuing edu-
cation. The interest and sense of urgency for a con-
certed national movement in these matters as ex-
pressed at the planning conference resulted in the
creation of a Nitional Task Foree to determine the
feasibility of a uniform unit of measurement, to

~develop proposed criteria, standards and opera-

tional procedures, and to ficld test the application of
the continuing education unit, The Task Force
recommendations, released in 1970, have resulted in
many organizations cooperating in the use of the
continuing cducition unit system,

‘The Continuing Education Council, Purdue Uni-
versity, at its meeting on 22 February 1973, en-
dorsed the concept of the Continuing Education.
Unit (CEU) ax defined by the National Task Force
and approved its use with selected continuing edu-
cation offerings at Purdue University.

Use of the CEU is designed to give recognition on
a national basis to’ persons continuing their
cducation and keeping up-to-date in their chosen
field by purticipating in Purdue sponsored non-
credit programs.

OBJECTIVES

I To systematize the recording and reporting
system for participation in non-credit contin-
uing cducation programs.

2. To provide a uniform system for accumulat-
ing quantitative data on pasticipation in con-
tinuing cducation activitics.

3. To permit the accumulation, updating, and
transfer of the continuing education record of
an individual participant.

4. To encourage fong-range cducational goals
and lifeiong learning as a process of contin-
uing education while maintaining a profcs-
stonal carcer in a chosen field.
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5. To make the puesuit of knowledge more at-
tractive as a way of personal and professional
development,

6. To permit and eacourage the typical adult
student to marshal and utilize a host of con-
tinuing education resources to serve his parti-
cular needs,

The Continuing Education Unit is intended to
serve all interests 1y continuing education, whether
public or private, and whether individual, instruc-
tional, institutional, organizationsl, governmiental
or socictal,

THE CONTINUING EDUCATION UNIT

The Continuing Education Unit (CEU) will be
used for the measnrement, recording, reporting, ac-
cumulation, transfer, and recogaition of participas
tion by adults in programs which seldom in the past
have been recorded ina systematic way or with any
sense of permanence, significance or  transfer-
ability. The unit willbe applied with equal facility o
professional  coutinuing  education.  vocatioial
retraining, and adult Gberal education as welf as'
other prograns inadult and continuing education,

ONE CONTINUING EDUCATION UNIT IS
DEFINED AS TEN CONTACT HOURS OF
PARTICIPATION IN AN ORGANIZED
CONTINUING EDUCATION EXPERIENCE
UNDER  RESPONSIBLE  SPONSORSHD,
CAPABLE DIRECTION, AND QUALIFIED
INSTRUCTION.

This unit represemts a salficicntiy small amount
of purticipation in comtinuing education so that it
will be possible for an individeal to accumulate o ¢
substantial number of such units over limited
periods of time. The CEU hasthe furtheradvan age
of being computed simply for all formats and dura-
tions  of continuing  education  programming
wherever contact hours or their equivalent can be
determined. Partial units may be recorded as called
for by taking advantage of thedecimal nature of the
system of measurement. Example: a 35 hour activity
would provide 3.5 CEU's.

The CEU is applicable to the appropriate learn-
ing experiences of adults at all levels from post
s:condary to post doctoral; for all ¢lasses ol udult
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{earners, whether vocational, technical, profession-
al. managerial, or adults bent on personal improve-
ment; and in all formuts of teaching and learning
known to the lield of education,

AWARDING AND GRANTING OF UNITS

The determination of the number of continuing
cducition units to be granted and awarded for a
pacticnlar educationad experience is the responsi-
hility of the Dean of Continuing Bducation, or his
desigaee, based upon the recommendations of the
Program Director and:or Instructar responsible
for the format and content of the fearning activity,
the academic department head; and the academic
dean.

The uumber of units will be determined by con-
sidering the number of contact hours in a formal
fearning situation and evaluating any other exper-
iences connected with the program. Reasonable al-
lowances may be made for activities such as re-
guired reports, iboratory assignmeats, field trips,
and supervised study.,

The foltowing suggestions for the possible appli-
cation of the CEU for Purdue University sponsored
programs. are offered as illustrations, but should
not be considered as limitations in the use of the
unit. :

I. Nan-credit intensive courses, seminars or
workshops in technicaland professionalarcas
{i.c.. for engincers, lawyers, doctors, teachers,
ctel).

2. In-service training programs on new techni-
gues or in technical areas.

3, Programs to be used in partial fulfillment of
certificate or licensing requirements.

4. Programs. offered in cooperation with tech-
nicat or industrial societies through the Uni-
versity, designed to upgrade members in oc-
cupation or technical arcas.

5. Liberal education courses or workshops for
the general public.

6. Paraprofessional or subprofessional training
programs,

7. Vocational training programs,

<+ -



The following types of programs will not be
awarded Continuing Education units,

1. Any program carrying academic credit.

2, Programs leadiog to high school equivalency
cettificates or diplomas.

1. Oricntation programs,

4, Short duration programs only casually
related to any specific upgrading purpose or
goal.

The following questions must be answered in the
affirmative before consideration can be given to
awarding units.

1. Does the program meet the requirements of
being an Yorganized continuing ¢ducation ex-
perience?”

2. Docs the program have qualified instruction
and direction to assure that the educational
objeetives will be fulfilled?

J. Willarecord of the units awarded be of value
to the participants?

ADMINISTRATION AND RECORD-KEEPING

The administration of this program will be done
by the Division of Conferences and Continuation
Services, Continuing Education Administration,
and the records will be kept in the Calendar Office.

The forms to be used in the administration of this
program are as follows:

CEA Form 200 — “Application for Assign-
ment of Continuing Educa-
tion Units for Non-Credit
Activity"”

CEA Form 201 — “Participant  Infaormation
Formfor Granting Continu-

- ing Education Units"
CEA Form 202 — “Continuing Education

Unit Individual Record for
Non-Credit Activity”

Sample copies of these forms may be obtained in the
Calendar Office, Room 112, Stewart Center.

‘e

For additional information, contact:

Dr. Frank K. Burrin

Associate Dean for Continuing Fducation
116 Stewart Center

Purdue University

West Lafayette, Indiana 47907

Telephone: 317 749-2292



PARTICIPATING ORGANIZATIONS
COOPERATING IN THE CONTINUING
EDUCATION UNIT SYSTEM

Adult Education Association of the U.S.A.

American Association of Collegiate Registrars and
Admissions Officers ,

American Association of Junior Colleges

American Association of State Colleges and Uni-
versitics

American Council on Education

American Society of Engincers

American Socicty of Personnel Administrators

AF1L-CIO

American Hospital Association

Anerican Medical Association

Amecrican Society for Engincering Education

American Society for Public Administration

Association of University Evening Colleges

Cambridge Institute for Management Education

Civil Service Commission

Commission on Engineering Education

Department of Commerte

Department of Defense

Department of Health, Education, and Welfare

Department of the Air Force

DuPont Company

Engincers Council for Professional Development

Enginecrs Joint Council

General Learning Corporation

McGraw thll, Inc.

Nationa! Academy of Engincers

National Home Study Council

National Society of Professional Engincers

National University Extension Association

Office of Emergency Planning

Science Research Associates

United Auto Workers

United States Armed Forces Institute

U.S. Office of Education
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Purdue University awards Continuing Education
Units (CEU'S) to individuals who have successlully
completed selected non-credit continuing cducation
programs offered by the University,

Usc of the CEU is designed to give recognition on
a national basis to persons continuing their
education and keeping up-to-date in their chosen
ficld by participating in Purdue sponsored non-
credit programs.

ONE CONTINUING EDUCATION UNIT IS
DEFINED AS: TEN CONTACT HOURS OF
PARTICIPATION IN AN ORGANIZED
CONTINUING EDUCATION EXPERIENCE
UNDER  RESPONSIBLE  SPONSORSHIP,
CAPABLE DIRECTION, AND QUALIFIED
INSTRUCTION.

Continuing Education Units will be awarded in
whole units or fractions of a unit. Example: a 35
hour activity will provide 3.5 CEU's,

The Division of Conferences and Continuation
Services, Contimuing Education Administration,
adniinisters the program and maintains records of
CEU's carncd by individuals. Upon request the
Division will - furnish the participant, or his
designee, & “Cortinuing Fducation Unit Individual
Record for Non-Credit Activity,” This is a listing of
all units carned at Purdue University and is
available for $1.00,

Activity dircctors and/or instructors of
cducational  activitics sponsored by Purdue
University and approved for CEU's will ask
participants to complete a ™ Participant Information
Fform for Granting Continding Lducauon Units"”
during the program,

The foltowing types of activitics are illustrative of
the kinds of progrims that may carry CEU’s,

I. Non-credit intensive courses, scminars or
workshops in technicaland professional areas
{i.e.. for engincers, lawyers, doctors, teachers,
cte).

2. In-service training programs on new lcch-
niques or in technical areas.

3. Programs to be used in partial fulfillment of
certificate or licensing requirements,

‘4. Programs, sponsored by technical or indus- -
trial socictics through the University, de-
signed to upgrade members in occupation or
technical areas.

5. Libcral education courses or workshops for
the gencral public.

6. Paraprofcssional or subprofessional training
programs,

7. Vocational training progran.;,

The following types of programs will not be
awarded C.E. Units,

I. Any program carrying academic credit.

2. Programs leading to high school cquivalency
certificates or dipfomas.

3. Oricntation programs,

4. Short duration” programs only casually
related to any specific upgrading purpose or
goal.

The following questions must be answered in the
affirmative before consideration can be given to
awarding units.

1. Docs the program meei the requirements of
being an "organized continuing education
experience?”

2. Docs the program have qualificd instruction
and direction to assure that the cducauonal
objectives will be fulfilled?

3. Will a record of the upits awarded be of value
to the participants?

For further information contact:

Associate Dean of Continuing Education
Continuing Education Administration
116 Stewart Center

Purdue University

West Lafayctle, Indiana 47907



DIVISION OF CONFERENCES ARD CONTINUATION SERVICES
CONTINUING EDUCATION ADMINISTRA'TION
PURDUE UNIVERSITY

EEFFCTIVEDATE: 1 June 1973 POLICY/PROCEDURY NUMBER: i

PaticyProcedure Tl aoNTINUING EDUCATION UNITS, THE ADMINISTRATION,
- ASSIGNMENT, AND GRANTING OF

POLY.CY

e M e

The Continuwing EBducation Council, Purduc Unlverslity,
at its meeting on 22 February 1973, endorscd the concept of the
Continuing Education Unit (CIU) as defincd by the National
Tagk Force and approved 1ts use with continuing cducation
offerings at. Purduc University.

Use of the CEU 1s desipgned to give recognition on
a national basis to persons continuing their education and
keepin up-to-date in their chosen field by participating in
Purdue sponsored non-credit programs.

Objectives

Some specific objectives which the application of
the continulng education unit will fulfill are:

1. To systematize the recording and reporting
system for participation 1n noncredit continuing
education programs.

2. To provide a uniform systemn n1 accumlating
quantitative data on particinafilen in continuing
education activitics.

3. To permit the accumulation, npdating, and transfer
of the continuing educatlion record of an individual
participant.

. To encourage long-ranyre cducational goal: and.
lifelong learning as a process of continuing
education while maintaining a professional
career in a chosen field.

5. To make the pursuit of knowledge more attractive
as a way of personal and professional developnant.

6. To permit and encourapge the typical adule student
to marshall and utlliize a host of eontinuing
education resources to serve his particular nceds.

The Continuing Education Unit 1s intended to serve all
interests in continuing education, whether publlic or private, and
whether individual, instructional, institutional, orpganizational,
governmental or socletal.



—2- POLICY/PROCEDURE 10.: G-4B
Ihe Contlnulng Bducablon Unit

The Continuing, Fducation Unit {CEU) will be used for
the measuraomont, vecordlng, reporting, accumulation, transfer
and recognftion of participation by adults in programs which
seldom In the paslt have been recorded in a systematic way or
with any sense of permanence, aipgnificance or transferability.
The unlt will be appllied with equal facility to professional
continuing education, vbcationsal retraining, and adult liberal
education as well as all other propgrams in adult and continuing
education.

ONE CONTINUING SDUCATION UNIT IS DEFINED AS TEN COMNe-
TACT HOURS OF PARTICIPATION IN AN ORGANIZED CONTINUING EDUCATION
EXPERIENCE UNDER RESPONSIBLIE SPONSORSHIP, CAPABLE DIREBCTION AND
QUALIFIED INSTRUCTION.

This unit represents a sufficiently small amount of
participation 1n continuing education so that 1t will be poasible
for an individual to accumulate a substantial number of such
units over limited periods of time. The CEU has the further
advantage of being computed sinply for all formats and durations
of continuing education programming wherever contact hours or
their equivalent can be determined. Portial units may be re-

. corded as called for by taklng advantapre of the decimal nature
of the system of mecasurement. Examplc: a 35 hour activity
would provide 3.5 CEU's.

Awarding and Granting of Units

The determination of the nuber of continuing education
units to be granted and awarded for o narticular educational
experlence is the responsibility of (L Dean of Continuing
Education, or his designee, based upon the recommendation of
the Program Director and/or Instrucior responsible for the
format and contant of the learming activity.

The number of units will be determined by considering
the number of contact hours in a formal learning situation ana
evaluating any other experiences connected with the program.
Reasonable allowances may be made for activities such as required
reports, laboratory assignments, field trips, and supervised study.

The following suggestions for the possible application
of the CEU for Purdue University sponsored programs, are offered
as 1llustrations, but should not be considered as limitations 1n
the use of the unit.

l. Non-credit intensive courses, sceminavs or workshops
in technical and orofessional areas (l.ec., for
englneers, lawyers, doctors, tcachers, cte.).

2. In-service training programs on new tecchniques
or in technical areas.
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Programs to b2 used in partial fulfiliment of
curbxficato or licensing requirements.

Propgrams, offered In cooperation with tcchnical
or industrial cocleties through the University,
designed to uppgrade members in occupation or
technical arecas.

Liberal education courses or workshops for the
general public,

Paraprofessional or subprofessional training
programs.

Vocational training programs.

The following types of programs will not be awarded
Continuing Education units.

1-‘

2.

3.
b,

Any program carrying academic credit.

Programs leading to high school cquivalency
certificates or diplomas.

Oricentation programs.

Short duration programs only c:sually related
to any specific upgrading purpose or goal.

The following qu~e*tlons st be answered in the
affirmative before consideration can be glven to awarding units.

1.

3.

Does the program mect the requirements of being
an "organized continuing education experience?"

Does the program have qualified instruction and

dirvection to assitre that the educational objcctiVes

will be fulfilled?

Will A rocord of the units awarded be of value
to the participants:

Administration ond Record-Keeping

The adminlistration of this program will be done by

the Division of Conierences and Continuation Services, Continuing

Education Administration, and the records will be kept in the
Calendar Office.
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PROCBDURES

The forms to be used in the administration of this
program arc as follows:

CEA Form 200 ~~ "Appllcation for Assignment of
~ Continuing Education Units for
Non-Credit Activity"

CEA Form 201 -~ "Participant Information Form for
Granting Continuing Education Units™

‘ ' CEA Form 202 -~ "Continuing Education Unit Individual
Recerd for Non-Credit Activity"

Sample coples of these forms are attached to this policy/pro-
cedure and will be kept with other forms in the files in Stewart
Center 124,

Use of CEA Form 200

1. Yhen the Conference or Special Classes Coordinator
has his initial meeting with the activity director
(conference chairman or instructor) regarvding a
non-credit contiruing cducation propram whlch may
qualify for the zssipnment of CEUs, the coordinator
will provide that person wiith informational materials
about the Continuing Education Unlt. If 1t appears
that the program may qualify, the coordinator will
also provide the activity director with coples of
CEA Form 200 to be completeod and returned as specl-
fied on the form.

2. UWhen a copy is returncd to the coordinator, he
will type in the Project Number (from Form 36),
retain a duplicate copy, and forward the original
copy to the appropriate Assoclate Dircctor.

3. The Associate Director will review the form and
forward it to the Associate Dean for Continuing
Education wlth his recommendations.

4, The Assoclate Dean for Continuing Education will
then forward the form to the Dean of Continuing
Education with his recommendation.

5. After the Dcan of Continuing Education or his
designee reviews the form he will eithey approve
or disapprove the assignment of CilU's to the
Activity. -
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‘fIf anproved, he wlll enter the numbe

: Dcan.: uhc Gooroinafor w111 file 8’ Yerox
~copy of the form in the project foldor: and'
~ gend the original to tho Calaendar Office

Coordinator who will rilc iL numerioally
: by proJecb numhcr.,k51‘, X

, ;Ir dlsapprovcd, he wil] attach a briof
~memorandum explaining the. reasons for hi

- disapproval ro this information may be

- transmitted via the Assocliate Dean and
~ ‘the Coordinator to the instructor who e

submitted the form. Disapproved: appli=-

cations will be filed by the Coordinator

in the p~oJect foldor. ~

CEA Form 201

1; ,Por approved programs, the COOrdinator wtll com-
- plete Section II of CEA Form 201. Multiple- copies
- of this completed form (one for cach participant)

- will be given to the instructor at the beginning

- of the program for distribution to partlcipants
_at his discretion., ‘ «

The instructor will havo cach participant complete

Section I and return the form to him. The in- ;
structor will retain all forms until such time as -~
he ig able to conplete Section III pertaining to

"Satisfactory Cowpletion." At the close of the "
program he will sign and date cach rorm and return 5
kthem to the activitJ coordinator. '

The Coordinator ‘1111 prepare two Xerox copies of

- each Form 201: c¢ne for each participant who has

“satisfactorily completed the activity to e
distributed to esch activity participant; and
one for file in the project folder. He will then
forward all of the original CEA Form 201's to the
Calendar Office Coordinator for filing alpha-

S o ;betically according to last name.

. Use of € EA Form 202

',w

' ~cﬁ‘, cEA Forn 202 ‘will be used for recording all CEU's
- aceumulated by an individual vho satisfactorily completed Pur-
due University continuing education programs for which CEU's were
% authorized. It is, in effect, a "transcript! of Lhe individual's
‘“.continuing education activities at Purdue University
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1. When the Calendar Office Coordinator receives

- theso forwms will be separated by those who -~
satisfactorily completed the activity, and those -

“the CEA Form 201's from the activity coordinappr,  ;ffﬁ

who did not. lor those who did complete the -
- actiVicy;jtheacalendav 0rfice?Cdordinatorfwill;”"*g ‘
elther prepare a OCA Form 202 for a first-time =

participant, or will merely list the latost

activity on the existing CBA Form 202 for that

ind1Vidualij’All'or“bhe“information7necessary'to 3;?¢'

complete the CEA Form 202 will come from CEA
- Form 201 exeept for the "Brief Description,"
~"format," and "level." This information will be

"takenBrbOm,the;CEA-Fobmt200 which”is#ﬂlready~qn; fffgg

file in the Calendar Office. The forms for

- those who did notksatisfactorily,completé:thefi;]?7Ja?
- program will bg;riledfaopording to last name.,

2, After the CEA Form 202 is completed, it will be =

filed alphabetically by the partlcipant's last

name (Each individual's folder will-contain both
Forms 201 ‘and 202), s , S

i 3. . Pabticipahts desiring a copy of CEA Form 207 fop -

personal use may secure a Xcrox copy by paying .

. $1,00 to the CE Business Office. A cupy of the
re?uest,and the recelpt will Le forwarded to ‘the
Calendar Office to notify the Calendar Office
Coordinator that coples should be mailed as
indiocated. , , : L

‘Miscellaneous

1. Promotional materlals published in connaction

- with programs which have been approved for the

CEU should include a statement similar to the
following:

Purdue University awards Continuing
Education Units (CEU's) to individuals

who satisfactorily complete certain non-
credit courses and programs. This activity,
- - . 5 haS been ‘
approved for CEU's, Although grades
are not issued for these activities, the
University maintains cumulative records

(by name and social security number) of
CEU's awarded to individuals. A copy of
these records 1s available upon

individual request.

“uf
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2. Any questions pev aining to bhe policy and
~ procedurcs stated herein should be referreda -
to the Afsociate Dean for CQntinuing Education. 3

CAPPROVED F. K. Durrin 5/24/73

,,,,,




comwumo EDUCATION ADMI

B, Activity Level: - (] Post Secondar

“'10 Names of Other Instructors, if any.

11, APPROVAL
RECOMMENDED.

. (Activity Director or Instructor) R s le)

o (Aeedemle,Dgpe}imthHoed EE

(Acedemlc Dnn) jj

12 APPROVAL GRANTED FOR
C E UnItS' L

(oun of comlnulm Educotlon Qf Rogional Clmput Dun)

NOTE Actlvity Dlrector - Please ct)mplete two coples of this form (ltems 1 10) secure slgnatur:
- requested under item 11, and return both coples to the acttvlty coordlnator, Continuing -
Educatlon Admlnlstret ‘n, for process'ng e Bl
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; - PURDUE UNIVERSITY _
CONTINUING EDUCATION ADMINISTRATION

PARTICIPANT INFORMATION FORM FOR GRANTING
CONTINUING EDUCATION UNITS

~ Section 1 (This Section to be completed by 'Participant)

1. Name

(Last) - {Fiest) {Middle initial) -

2. Home Address
: (Street)

{Lity) ' {State) (Zip)

3. Soclal Security No. Sex: MO FO

4, Age Group:  Under 26 (_); 26-35 (__); 3650 (__); 61-65 (__); over 65 (__)

5. Number of years of Formal Education Completed:

Section Hl: (This Section to be éompleted by Activity Coordinator)
Actlvity Title:

Activity Dates:

Project No.: ' ' Approval Granted for C. E. Units
Section I1H (This Section to be completed by Activity Instructor}

Satisfactory Completion of Activity by above participant {circle): Yes No

If No, Why?

INSTRUCTOR'S SIGNATURE: DATE .

NOTE: Activity Director — Please have each participant complete Section 1 of this form; at the con-
clusion of the activity, complete Section 11, sign date, and return all forms to the activity coordi-
nator, Continuing Education Administration, for processing.

CEA Torm 204
1 June 1973

O
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- INDIANA UNTVERSITY 9 CONTINUING EDUCATION —

A Ptoposal for the Adoption of -
- The Continuing Education Unit

The content of this prbpdsal‘came from, in the main,'THE;ﬁKleNAL£15f 
TASK FORCE, TO STUDY THE FEASIBILITY AND IMPLEMENTATION OF A UNI- .

FORM UNIT FOR THB MEASUREMENT OF NON-CREDIT CONTINUING EDUCATION

The Continuing Eduiation Unit, as a uniforh.ha£10n511y §c¢§b%ed% f 3{£” i

unit, holds promise of reducing the confusion and fragmentation
in arriving at a sultable means of recognizing and rewarding - -
- individual effort in the pursuit of continuing education. = -

The proposal follows the guidelines of The National Task Force
and is very similar to existing programs that have been imple- :
mented by other institutions. R L
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‘ Definition of
The Continuing Education Unit

" The continuing education unit is defined as follows.

 TEN CONTACT HOURS OF PARTICIPATION IN AN ORGANIZED CONTIN-
UING EDUCATION EXPERIENCE UNDER RESPONSIBLE SPONSORSHIP,
CAPABLE DIRECTION, AND QUALIFIED IhSTRUCTION

Continuing education under thls definition 1nc1ude$ all institutional and
organizational learning experiences in organized formats that impart noncredit
education to post-secondary level learners. These properties of continuing -
education may be applied equally under the proposed system regardless of the
teaching-learning format, program duration, source of sponsorship, subject :
matter, level, audience, or purpose.

Awarding and Grantigg of Units

The determination of the number of Continuing Education Units to be auarded
for a particular continuing education experience is the responsibility of tie
Dean.of Continuing Education, or his designee, and the Committee for Continuing -
Education Units, based on the recommendation of the program director 1mmediate1y
rosponsible for the learning activity. '

The number of units will be determined by considering the number of contact
hours in a formal learning situation and evaluating any other experiences con- -
nected with the program. Reasonable allowances may be made for activities such

. las required reports, laboratory assignments, field trips, and supervised study.

A normal one-week short course usually approximates 30 contact hours of
participation and would normally be awarded 3.0 c.e. units. A two-day program
seldom involves more than 10 to 12 contact hours and thus would be awarded no
more than 1.0 to 1.2 ¢.e. units whenever the program warrants consideration
for recording on the participant's permanent record. A ten-session evening
class, meeting for two hours per session, would involve twenty hours of in-
struction and equate to 2.0 units. :

The following questions must be answered in the affirmative before consid-
eration can be given to awarding units:

1. Does the program meet the requirement of being an "organized
continuing education experience'?

2. Does the program have qualified instruction and direction to
. assure that the educational objectives will be fulfilled?

3. Will a record of the units awarded be of value to the partic-
ipants?
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~ |Education Unit are offered as guidance and to serve as illustrations-

s Continuing education intensive courses in technical and pro--;), !
fessional areas (i.e., for engineers, lawyers, dOCtOrs,';'v»
~ teachers, etc.). o k!‘rr

2. In-service training programs ‘to improve competenco in new
techniques or technical areas. .

3. Courses or classes which nay’ be used in partial fu1€111ment
of certificate or liconsing requirements.

4, Programs, sponsored by technical or industrial SOcieties A
through universities which are designed to upgrade the per-
formance of members in occupational or technical areas.

5. Liberal education programsifor the‘general public.‘,

6. Paraprofessional or subprofeqsional training programs.

7. Vocational training programs, either in- serV1ce or in pre- ;i
paration for job-entry positions.

The following examples suggest the types of programs which ordinarily
would not be awarded Continuing Bducation Units: ;

1. Any program carrying academic credit, either secondary or
‘ collegiate. o

2. Programs leading to high school equivalence certificate or t
diplomas. .

3. Organizational orientation traininz programs.

4. Short duration programs only casually related to any spe-
cific upgrading purpose or goal.

Administration

The Director of Independent Study Division will serve as the admin~
istrative officer responsiblc for maintaining the necessary recOrds asso-
ciated with the recording of the Continuing Educatjon Unit. o

- The following suggestions for the possible applications of the Continuing




INDIANA UNTVERSTTY # CONTINUING EDUCATION ULNIT

SRR :,'Prbcedufes‘,,‘ B
" 1. The progran director from the sponsoring, department or =
division will request approval from the appropriate admin- ..
istrative officer to award a specified number of Continulng

Education Units for a prbgram,priorﬁtO:the:time*itfisfofferg;5f}f ’ff ’

ed. Ordinarily this information will be included in the. . -
prOgram’annpuncement,Sent_fo‘potential participants. All. ..
rrequegtsnfor‘assignment‘of;xhe_CohtinuinglEdUcatiOn Units™ '
. for noncredit activity must be submitted on the appropriate

form, Form CEU 1, in triplicate, (See Appendix). .

2. After the application for awarding the CEU has been filed . =

and reviewed in the Independent Study Division it will be =~ .
forwarded to the appropriate academic department for

3. With the recommendation from the appropriate academic ' . . -
department the form will be forwarded to the Dean of Con- .-
tinuing Education or his designee for, appropriate review ' .
‘and approval or disapproval of the assignment. of CEU's
to the activity. : R e

" 4.. A copy of the approved application will b distributed
as follows: : Tl
1. Program Director
2. Academic Department
3. Records .
Form CEU 2

This form will be employed as a source document to maintain a permanéntﬁ

record of all Continuing Education Units awarded and basic student data. The

records will be available on a permanent basis for the purpose of being re-

sponsive to occasional requests from concerned parties or organizations seek- - - |
ing to establish the credence of CEU's claimed by individuals. (See Appendix). |

1. Form CEU 2, in duplicate, will be distribuéed»tbipartic-:-
ipants at their initial meeting for completion of the
appropriate sections and returned to the instructor..

2. At the conclusion of the activity the instructor will
certify as to the successful completion of the activity
and the recommendation to award CEU's, One copy of CEU
2 will be given to the student for his records and one
copy will be forwarded to records for the student's
permanent file,
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3. .Students desiring a copy of their permanent record of
- Continuing Education Units earned may request their
records from the Independent Study Division. A fee
of Sl 00 will be assessed for each request.
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One continuing education unit is
; TEN CONTACT HOUR.: OF PARTICIPATION
~in an organize® continuing education experience ,
. under responsible sponsorship, capable direction
i - ~and qualified instruction, Gk

"**k********************************************i****%**%;fwi

., This unit represents a sufficiently small amount of participa~
. tion in continuing education so that it will be possible for. an
~ individual to accumulate a substantial number of such units ove:
‘limited periods of time., The CEU has the further advanta

being computed simply for all formats and durations of co

n
education programming wherever contact hours or theixr equival

can be determined, Partial units may be recorded as ca

learning

of adults at-all levels from post secondary to post dootoxr:
all classes of adult learners, whether vocational, techhice
‘professional, managerial, or adults bent on personal - improt

S ol b

and in all formats of teachingiand learning known to th

| . AWARDING UNITS = -
. ‘The detexrmination of thé number of continuing education
to be awarded for a particular continuing education experien
‘the responsibility of the director of extension: or continuin
education or the director of training, based on the reco
of the program director immediately responsible for the-

r of contact hours in a formal
‘any other experiences connected with
‘allowances may be made for activitie
oratory assignments; field trips,
- The following questions must be
before consideration can he given

s the program meet the
“organized co edu
Does the px

Does t




1.

2

e, Starting and‘ending dates of activity

- f. ‘Location of program . e ¢
g. Format of program: S e L

"Eh.a;Number of continuing education units awardea

' ADMINISTRATIVE RFQUIREMENTS

. The following criteria and standards should be met in offering
’ continuing education units to individual participants in. continuing
education activities. ‘ , R

The program director should request and receive the
approval of the appropriate administrative officer

‘in his institution to award a specified numher of -

continuing education units for a- program prior to the

time it is offered.

Upon completion of the learning experience, the

-program director should csrtify that the program has
~ been-completed in a satisfactory manner by each
~individual for whom units are approved, and report

the appropriate information for each participant cE L
earning the same to be placed on record with the - r"f
sponsoring institution or organization. s
By virtue of awarding continuing education units, ‘the

- sponsoring institution or organization also accepts
- responsibility for establishing and maintaining a

permanent reccord of all such units awarded. Records

i;are to be available on a permanent basis, whether by .

individual or by continuing education activity, and

such records may be expected to be queried from time R

to time by the so-called "user sector" of continuing
education. The information to be recorded includes:

~'Name of individual student

b. Social security number of individual student

¢. Title of course or program -

- d, Course desoription and comparative level at which»[jﬁff?

offered, if not inherrently clear from title




| e flea

SUGGESTED APPLICATIONS - RS

~ The following suggestions for the possible applications of the
continuing education unit are offered as illustrations, but should
not be considered as limitations in the use of the unit,

1. Noncredit intensive courses or programs in technical
and professional areas (i.e., for engineers, lawyers,
doctors, teachers, etc.). ‘ ‘ S

2. In-service training programs on new techniques or in ; L
technical areas. . ~ ‘ : &

3. Programs to be used in partial fulfillment of certificate
or licensing requirements. E ‘ SRR o

4. Programs, sponsored by technical or industrial societies
through colleges or universities, designed to upgrade
membars in occupation or technical areas. T

5."Ligiial education courses ox workshops for the general

6. Paraprofessional or subprofessional training programs, =

7. Vocational training program. SRt : el E

The following types of programs ordinarily will not be awarded
continuing education units, R T R D s S T
1. Any program carrying academic credit, either secondary -~
or collegiate. el e e
2. Proyrams leading to high school equivalency certificates
- or diplomas., ‘ SR T e e
3. Orientation programs concerning in-plant or work routines,
-4, Short duration programs only casually rslated to any
specific upgrading purpose or goal. ' Rl

RATIONALE FOR THE UNIT

- Several possible variations of the CEU were considered before
~recommending the concept of this unit of measurement, The ten-hour
“unit relates reasonably well to several formats and durations of
~continuing education presently in common usage, All others can be-
- translated into such units with a minimum of confusion. The ten-
~—hour unit also permits the use of the decimal system fo rtial |
units if needed, . o T0 TR e
. In suggesting the use of the CEU, there is no attempt being
 made to change or standardize the methods of format of continuing
~ education activities. Variety is one of its major str hs, oo
~ This unit reprasents a sufficiently small amo '
in cation so th 11 be o “
stanti )
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* DIVISION OF CONTINUING EDUCATION
" UNIVERSITY OF NEN HAMPSHIRE
Durham, N Ho

CONTINUING EDUCATION UNITS:

Policy duideiines for~Awarding and Recording’of CEU'sy

~D‘FINITION OF THE CONTINUING EDU nflON UNIT (CEU)

. . One CEU equais ten class contact hours in an organized continuing:

~ education experience under responsible sponsorship and: capable direction. .

~ Units will be awarded 1in whole units or fractions of a unit 25 class cOn-
o tact hours wouid provide 2, 5 CEU s. e ‘ Lo e

. fAHARDING CEy's

T The Division of cOntinuing Education, University of New Hampshire‘

. wiii award the continuin? education unit to participants in a non-credit .

- . program of ten or more class contact hours, offered through*ﬁor-in coopera
- tion with the Division of Continuing Education.,s- e L

e Non Credit activities for which CEU's will be awarded 1nclude al
. courses and/or conferences, workshops, seminars, and institutesfwhicv focu
. ona single body of knowiedge from efther an academic discipli -y
~ tional/professional area of study, CEU's. will ordinariiy no
Ay o foraseries of 1ectures or topics which are not
e of knowiedge. 5 ,a,,k;, o ff i

Ll ‘Each existing or newiy added short course and/oricon
o ;@shop, seminar, intitute will bekevaiuated to determine 1

«.1_t e above requirements. 'The final decision for awarding. of CEUT
o the Director or the’ Asﬁ,ciateégine“&; » ndati

fﬁThe number ofVCEU S to be awarded for‘eachwu
‘emgnarﬁ institute wiii»“;‘ 1s 3
r
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Page o

TRANSCRIPTS OF CEU's

Since the Division of Continuing Education, UNH, performs regis- =
trar functions for all non-credit activities; a transcript for~cont1nu?ng TR
education units will be furnished by the Director of the Division upon -~
written or oral requests from any non-credit participant who has earned
CEV's through the Division. - AR C e

 NATIONAL DATA BAMK

At suéh time that a national data bank for CEU'S 1s,availéb1e;.ﬂ“*ﬁg~
the Division will amend the above policies and proceduras to provide for :
depositing CEU data fnto a natfonal system. SRRt e

EFFECTIVE DATE

]

. The awarding of CEY'S became effective in October, 1970, Enroll~
- ment in any @?proved continuing education activity taken after the above
date will yield CEU's, , IR a SRR o
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UNI'VERSITY OF NOR ™ DA KOTA 4
GUIDELINFS FOR THE CONTINUING EDUCATION UNIT
MARCH 1972

: Tbe Univmlty of Notth Dal:ou, zhrough the DMslon of Cominulng Educatlon. adopu the rccommendatiom of the
Nadonal Task Porce on & Uniform Unit of Measurement for Nonetedit Continuing Education Prognms. and will

: apply Continutng Education Urifts to educatlonal programs approvéd for such recognltlon under the connined gulde- :
~ Hnes and administeative requirements, -

DEFINITION: | | ‘
The Continuing Bducation Unit v/ill be awarded on the basis of ten contact houu of patticlpnion ln an organ- s
lzed cont!nulng education cxperiencc under responsible sponsorship. capable direction, and quahﬁed lnstruction. :

OPERATIONAL GUIDELINBS t
‘ The Continuing Education Unit is a noncred:t mechanism that will provide for the meuurement. recording.

 teansfer and eecognition of educational participation by adults. “The Continuing Education Unff w:ll notbe
 teansfetable or translatable to academic credit (undergrnduate or graduate) ‘ : :

To be eligible for applicatlon of the Continuing Educatfon Umt programming may invo!ve professlond ot

. carcer development, occupatlonal ot technical Improvcment or upgradmg. or general hbeut educahon for

~adults. It Is percelved that the Cominufng Education Unit will be most meaningful for che emerging pro«

' fmioml, career, ot occupational classifications that now rcqulrc or will require Hcensing, certiﬂcatlon. Qr -
, credenﬂaling The Continuing Education Uit is not appropriate for typleal conferences. convcation:. mec:
ings, and single: -sesslon types of institutes. Consideration of the unit should be based upon :he foll owin
R ¥ ‘Programs that rcprcsem long range educational goals of agcnctcs and instltutlons el 2

2 Programs that promote 2 concept of lifelong lcaming l‘or carecr or pcrsonal gromh and cach In‘ L

e dividuai‘s de\c!opment atarate comistent with his intercm and rcsponsibil G
L anh Programa chat may be dcvéloPed upon prcvious or subsequcnt qdu,cauonal &




SUMMARY;
- The Divislon of Continuing £ducation of the University of North Dakota has the opportunity, through the
application of the Continuing Education Unit, to establish s meaningful record of educational programming
for adults that hetetofore ha not had the benefit of standardization, It Is not possible to clearly identify
the types of programming that will be cligible for Continuing Education Unit applicatlon except in terms of
- broad guldelines, 1t should be noted, however, tbat‘Coanufng FEducation Unit designation through the
. Division of Continuing Education of the University of Notth Dakota will have to establish its own record e
of purpose and quality over a period of use, as have othee measuring units of educational attalnment, .

T, i hiamie 7
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