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IV. Committees/Policies and Procedures

Continuing Education Committee 

A. Education Schedule
1. Make continuing education calendar at least annually, completed by Dec. of the prior year.  Projecting the schedule over several years is encouraged for more effective planning.

2. Participate in Executive Committee planning of the District meeting education topics to help in topic choice, and avoid conflicts with course topics.

3. Avoid planning any district courses 3 weeks before or 2 weeks after Chapter Annual Conference per Chapter policices.
4. Check course offerings by APTA, CPTA, and education companies to avoid scheduling similar topics/dates and locations, to ensure maximum district course attendance.

5. Assign continuing education committee members to each course for planning/attendance.

6. Give input to the Treasurer on estimated annual expenses/income for con ed.
B. Pre Course preparation
1. Contact potential speakers for course

2. Do income/expense estimates.  Non-member’s tuition must be at least 60% more than the member’s tuition.


a. Expenses

1.   Advertising

2.   Speaker fees/expenses

3.   Food/Refreshments

4.   Course Materials
5.   Room Rental

6.   AV Rental

b. Income - Tuition


3. Get signed contract with course instructor/company

4. Secure Date and Location
5. Secure AV equipment

6. Arrange/provide for food/refreshments.

7. Create advertising and get delivered to target customers using mail/electronic mediums, at least 6-8 weeks prior to the course.

8. Arrange for course material duplication per contract.

9. Receive registration and send out course information/confirmation.  
10. Create course roster for check in at class
C. Course Preparation

1. Set up tables/chairs

2. Set up AV

3. Set up food/refreshments AM/PM

4. Set up registration table.  Sign in all students, take payments, check for APTA membership.  Handout course materials

5. Handout/collect Course surveys

6. Return room to its original state.

D. Post Course Duties

1. Submit expenses/receipts to Treasurer for payment.

2. Submit all tuition income to Treasurer for deposit.

3. Submit instructor information/receipts to Treasurer for payment, and MISC-1099($600 or more)/related tax forms.

4. Communicate with Con Ed Chair/Committee on outcome of course, data from course evaluations, and successes/areas for improvement.

CERTIFICATE OF PARTICIPATION
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San Jose District

California Physical Therapy Association

CONTINUING EDUCATION PROGRAM

THIS IS TO CERTIFY THAT

HAS ATTENDED

NAME OF COURSE

DATE

______________________________


________________________

Education Program Chairperson



Instructor

Sample “Short” Consent Form
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Having had all procedures explained which will involve me as a participant in ______________________(name of program), I freely choose to participate in the planned activities of the course.  Adequate opportuity has been provided for me to ask questions concerning the planned procedures.  I understand (that no)  (the) attendant discomfort or risks (that) are reasonably to be expected from my participation in this course.  I understand that I may, at any time, discontinue participation in the activities of this courseif, for any reason, I see fit to do so.

Signature_________________________________________

Date_____________________________________________

Witness__________________________________________
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