
Sample Con�nuing Educa�on Program Process Documenta�on 
This document is an example of what your organization’s process documentation might look like. The 

format and content should be customized to meet your organization's needs. 

The following table of contents includes areas where your organiza�on might have policies, processes, 
and procedures. You should customize the contents to suit your needs. 

Example Table of Contents 
Introduction 

Mission Statement & Vision 

Who We Are 

Roles and Responsibili�es 

Organiza�onal Chart 

Board Members 

Board Chair 

Planning Commitee Members 

Program Director/CE Administrator 

Policies (*include organization-specific HR and other policies here) 

Cancellation and Refunds 

Complaint Resolution  

Data Privacy and Security 

Intellectual Property 

Professional Conduct and Nondiscrimination 

Record Retention 

Course Planning 

Needs Assessment 

Course Content 

Learning Outcomes 

Course Format/Design 

Learning Assessment 

Presenta�ons + Handouts 

Instruc�onal Personnel 



Instructor Iden�fica�on 

Instructor Ve�ng 

Instructor Disclosures 

Course Implementa�on 

    Venue Procurement and Management 

Vendor Requisi�on Process 

Contracts with Venues 

    Repor�ng Learners to ASHA CE 

    Event Prep Process 

 

Example Process Template 
 

Title: Name of Process or Task 
Descrip�on: Include important details about the “why” or other informa�on that those who 

may complete this task need to understand what needs to be done. 
Responsible Par�es: Who is involved in this task and who is ul�mately responsible for ensuring it is 

completed. 
Timeline: When will this task be completed (may reflect both internal and ASHA CE 

deadlines). 
Steps: Outline what is involved in comple�ng this task. Provide as much detail as 

needed so that someone with less knowledge of the process would be able to 
pick up and complete it, if needed. May include login informa�on, details 
about where to find the informa�on needed to complete the task, when and 
who to ask about the budget, etc. 

Resources: May include internal and external resources to assist with the task, including 
relevant ASHA resources. Resources may also be included as hyperlinks within 
the steps. 

 

 

The following are example process documenta�on entries. These are intended as illustra�ons of what 
might be included and should be customized to your organiza�on’s unique needs. 

Policies 
Cancella�on and Refunds 
Descrip�on: These are the policies shared with learners that describe when and how they can cancel 
course registra�on and how refunds are handled. This should include both when the course is cancelled 



by the organiza�on and when the learner cancels.  
Responsible Par�es: CEA, CEO, Marke�ng 
Timeline: Reviewed annually 
Steps:  

1. Review data on cancella�ons and refund requests to date, as well as any confusion learners may 
have reported (located at XXX). 

2. Determine if changes should be made to policy or how the policy is communicated to learners. 
3. Make changes and share with relevant par�es. 

 

Course Planning 
Needs Assessment  
Descrip�on: To ensure high-impact programming, instruc�onal needs of the community must be 
iden�fied prior to planning any course content. On a quarterly basis, the Planning Commitee members 
will meet to conduct the needs assessment process to determine what courses will be implemented in 
the FOLLOWING quarter (i.e. Q2 Needs Assessment mee�ng will determine Q3 courses). 
Responsible Par�es: Planning Commitee Members  
Timeline: First Friday each quarter 
Steps: The needs assessment conversa�on consists of the following: 

1. Prior to mee�ng, Commitee members will review all program evalua�on surveys from 
the previous quarter’s courses to iden�fy paterns of possible topics to cover. The data 
can be found in this survey document (be sure you are on the correct tab of the 
spreadsheet). 

2. Commitee may request involvement from the Data Analyst, Program Director/CE 
Administrator, or subject mater experts during the mee�ng. Be sure to submit the 
Request Form at least 1 week prior to the Needs Assessment mee�ng. 

3. During the mee�ng, the Planning Commitee chair will review the findings of the 
commitee members and fill out the Needs Assessment form with analysis and decisions 
on which topics will be pursued. 

o Depending on budget cycle, please select between 3 and 5 topics to create 
courses for—see budge�ng guidance here 

4. Once topics have been iden�fied, Needs Assessments forms must be submited to the 
Program Director/CE Administrator for review. Once approved, Needs Assessments are 
stored in the corresponding quarterly folder in Google Drive. 

 

Course Content 
Learning Outcomes  
Descrip�on: Learning Outcomes form the basis for the instruc�onal design and content covered. They 
are informed by the results of the needs assessment. 
Responsible Par�es: Planning Commitee Members + Program Director/CE Administrator  
Timeline: At least 60 days prior to planned event 
Steps: For each course, the Planning Commitee members and Program Director will do the following. 



1. Pull the Needs Assessment form for the course in ques�on and review the “Poten�al 
Subtopics to cover” sec�on. 

2. On the Course Planning form, work each appropriate subtopic into a discreet, 
measurable-and-observable, Learning Outcome with the following format: “As a result of 
this course, learners will be able to_____”. 

a. Outcomes should be concrete, explicit, and descrip�ve 
b. Outcomes MUST use measurable/observable verbs such as “Describe”, “List”, 

“Explain”, etc. Please refer to Bloom’s Taxonomy for other appropriate words. 
i. Outcomes using poor verbs like “Understand” or “Learn” will be rejected 

by the Program Director/CE Administrator. 

Instruc�onal Personnel 
Instructor Disclosures 
Descrip�on: To provide transparency in course content and design, all relevant rela�onships for course 
planners and instructors must be iden�fied, mi�gated, and disclosed to learners.  
Responsible Par�es: Instructors and CEA 
Timeline: Process begins at least 6 months prior to the start of the course. Must be completed by one 
month before the course to be included on promo�onal materials. 
Steps:  

1. Include disclosure form (located at XXX) to course planners and instructors with speaker 
agreement. 

2. CEA to review returned forms and discuss any poten�al conflicts with personnel.  
3. Determine which rela�onships are relevant to course content or design. 

a. Resolve any relevant rela�onships. 
i. Determine if disclosing to learners is a sufficient resolu�on. 

ii. If not, determine what is needed to resolve the conflict of interest. 
1. Alter control of course content or design. 
2. Engage in peer review of content. 
3. Disqualify the planner or instructor. 
4. Other. 

b. If none exist or none are deemed relevant, no resolu�on process is needed. 
4. Dra� disclosure statements that will be shared with learners prior to course registra�on. 

a. Share with personnel for review and approval. 
b. Include disclosures on promo�onal materials submited to ASHA CE. 
c. Remind instructors that disclosures must be shared at the start of the course. 

5. Store disclosure forms and other related documenta�on at XXXX.  
a. Documents must be kept for at least 4 years a�er the date of the final course offering for 

ASHA CEUs. 

Resources:  

• Transparency and Disclosure 

 

https://www.asha.org/ce/for-providers/admin/7-most-effective-tools-for-implementing-requirement-3/


Course Implementa�on 

Repor�ng Learners to ASHA CE  
Descrip�on: Learners who indicate a desire to earn ASHA CEUs and grant permission for their 
informa�on to be sent to ASHA CE must be included in course repor�ng. Repor�ng for each course 
offering can be submited only once, so all learners should be included.  
Responsible Par�es: Course instructor and CEA 
Timeline: Must be submited no later than 45 days a�er the end of the course offering. 
Steps: 

1. Log into LMS and navigate to course offering. 
a. Log in URL: 
b. Password: 

2. Export learner informa�on into Excel. 
3. Review informa�on to ensure that all required informa�on is there and in the correct format. 
4. Log into CE Provider Portal and upload repor�ng. 

Resources:  

• See CE Portal Guide for more informa�on on repor�ng. 
 

https://www.asha.org/siteassets/uploadedfiles/ce-provider-portal-user-guide.pdf#page=13
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