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12 Criteria
The criteria represent a systematic approach to cause learning to occur.  Each of the 12 criteria contains guidelines used by Texas District in offering the TX-CEU (Texas District of LCMS – Continuing Education Unit).

Criteria 1‑4

Criteria 1‑4 refer to the District.

1. Organization: The District shall have a Continuing Education Committee (CEC) with assigned responsibility for administering TX-CEU for continuing education (CE) events, offered through approved CE groups.

2. Responsibility and Control: The District, through the CEC, ensures certification criteria are followed.

3. Procedure for Awarding the Continuing Education Unit: The District has a method in place to identify learners who meet requirements for satisfactory completion. 

4. Maintenance and Availability of Records: The District maintains a record for at least 7 years of each learner's participation and can provide a copy of that record upon request. 

Criteria 5‑9

Criteria 5‑9 refer to the learning event development.

5. Learning Environment and Support Systems: A learning environment and the support services appropriate to the CE group goals and learning outcomes are provided.

6. Needs Identification: Each learning event is planned in response to needs of a target audience.

7. Learning Outcomes: The CE group has clear written statements of intended learning outcomes based on identified needs for each CE learning event.

8. Learning Event Planning and Instructional Personnel: Qualified personnel are involved in planning and conducting each learning event. 

9. Content and Instructional Methods: Content and instructional methods are appropriate for the learning outcomes of each CE event. 

Criteria 10‑12

Criteria 10‑12 refer to evaluation activities. 

10. Assessment of Learning Outcomes: Procedures established during learning event planning are used to assess achievement of the outcomes. 

11. Requirements for Satisfactory Completion: The CE group assures that satisfactory completion requirements are established for each learning event and are based on the learning event purpose and outcomes. 

12. Post‑Learning Event Evaluation: Each learning event is evaluated. 

Criteria, Guidelines, and Required Practices Details
Criterion 1 Organization
The District shall have a Continuing Education Committee (CEC) with assigned responsibility for administering TX-CEU for continuing education (CE) events, offered through approved CE groups.

Guidelines
To become eligible to award TX-CEU, CE groups must be recognized by the CEC. The eligible groups will have an acceptable structure for CE activities, which will ensure all of the TX-CEU criteria are met.  

The CE event of the group must support the District’s mission. This support must be evidenced by the group's own mission statement or a similar document that defines the group's responsibilities. 
Required Practices:

1.1 A CE group must be clearly identified within the District by the CEC.

1.2 The responsibilities of a CE group support the District’s mission.

1.3 A CE group administers its learning events.

Criterion 2 Responsibility and Control
The District, through the CEC, ensures certification criteria are followed.  

Guidelines
Internal policies should clearly show that the CEC has authority and responsibility to establish and implement the review procedures.  These procedures ensure CE activities meet current TX-CEU criteria. 

Required Practices:

2.1 Internal CEC policies clearly indicate a review process that adheres to the criteria.

2.2 Authority and responsibility for adherence to the criteria are clearly vested in the appropriate individual(s) responsible for the review process.

Criterion 3 Procedure for Awarding the Continuing Education Unit
The District has a method in place to identify learners who meet the requirements for satisfactory completion. 

Guidelines
A CE group representative, usually the coordinator or instructor, verifies and reports that each learner has (or has not) met the specified requirements for satisfactory completion and is (or is not) awarded CEU. The criteria for successful completion are compatible with the learning outcomes of each CE event.  The CEC has a process for calculating the TX-CEU which includes the provision that there be no retroactive granting of the CEU (e.g., before the CE group was authorized). 

Required Practices:

3.1 A process is used for identifying individuals who satisfactorily complete a CE event.

3.2 A process is in place for calculating the number of TX-CEU available for each learning event.

Criterion 4 Maintenance and Availability of Records
The District maintains a record for at least 7 years of each learner's participation and can provide a copy of that record upon request.

Guidelines
The District is responsible for maintaining records of all TX-CEU earned and must have a procedure on retention and releasing of such records. 

· The District is expected to maintain a record for learners who successfully complete a learning event and to record the number of TX-CEU earned. 

· Cumulative records of all TX-CEU earned are to be available for a minimum of 7 years and are to be issued as an official record upon request by the learner.

· The District or a contracted service may maintain the record; however, the District bears primary responsibility for maintenance and availability of records.

A record is an official cumulative file issued by the District that documents an individual’s participation in District approved CE activities. This individual record should include:

· CE group name 

· Learner name and/or social security number (or other numerical identification) 

· Learning event title (title should be as descriptive as possible) 

· Completion date of the learning event 

· Number of TX-CEU awarded 

Additional information, such as current address, telephone number and assessment scores may be included at the option of the CE group. 

The record may be a computer‑generated, typed, or handwritten listing or may consist of a cumulative file of learning event completion documents that can be reproduced at the learner's request. 

The District may choose to issue a certificate of completion to each learner who completes the learning event. 

· Certificates are to be used in addition to, not in lieu of records. 

· Authorized groups may display the TX-CEU logo on the certificates. 

Required Practices:

4.1
A system for learner records is operational. 

4.2
Records contain information referenced in the guidelines. 

4.3
The information is presented in a manner which a third party can readily interpret (i.e., no codes or codes explained). 

4.4
Records are kept up‑to‑date. 

4.5
A system is in place to issue a copy of a record to a learner or others authorized in six weeks or less. 

4.6
A procedure is operational on retention and releasing of records. 

Criterion 5 Learning Environment and Support Systems
A learning environment and the support services appropriate to the CE group goals and learning outcomes are provided.

Guidelines
The CE group must make a determination of adequate resources.  Such resources include financial and administrative support, learning environment, and special systems (e.g., technology, facilities, library or reference materials, access to instructors and advisors, and instructional aids and equipment). 

· The design and use of facilities should support teaching and learning. For example, lighting, sound, seating, visuals, reference materials, and other needed resources should be appropriate and available to enhance learning. 

· In distance learning formats such as correspondence study and computer assisted instruction, the CE group may not be able to control the learning environment. In such cases, it should include ways to support learners and facilitate learning in the planning process.

Required Practices:

5.1 The CE group has a process for determining the resources. 

5.2 The process will include an evaluation of the following:

5.2.1 The physical environment (i.e., light, sound, seating, etc.) is appropriate for the learning activities.

5.2.2 Access to facilities, equipment, learning experiences, and  resource materials is in compliance with Americans with Disabilities Act (ADA). 

5.2.3 Educational services and technical support are provided to instructors and learners.

5.2.4 Instructors and/or advisors are available to provide assistance and support to learners.

Criterion 6 Needs Identification
Each learning event is planned in response to needs of a target audience.

Guidelines
The purpose of identifying learning needs is to determine the difference between an existing condition and a desired condition. The gap between the existing and desired condition is the foundation for any education or training learning event. Multiple information sources, including learners, are tapped to identify needs. 

Required Practices: 

6.1 An objective assessment of needs serves as the basis for learning event planning and development.

6.2 Potential learners and/or multiple sources of information are tapped for needs assessment.

6.3 Learning event topics and content must originate from identified needs. 

6.4 The CE group defines the potential learners/target audience and any prerequisites for each continuing education learning event and includes this information in promotional efforts.

Criterion 7 Learning Outcomes
The CE group has clear written statements of intended learning outcomes based on identified needs for each CE learning event.

Guidelines
Learning outcomes are written statements which:

· provide a framework for learning event planning; 

· are the basis for selection of content and instructional strategies;

· describe to learners what knowledge, skills, and/or attitudes they are expected to accomplish/demonstrate as a result of the learning event; and

· are the basis for providing periodic feedback and measuring progress. 

Required Practices:

7.1 Planned outcomes are based on identified needs.

7.2 Written learning outcomes which reflect what learners will achieve are  established for each learning event. 

7.3 The number of planned outcomes is appropriate for the learning event. 

7.4 Outcome statements are clear, concise, and measurable. 

7.5 Learners are informed of intended learning outcomes.

7.6 Learning outcomes are established for large events such as conferences or conventions. Each session within the event is keyed to one or more of the overall event outcomes.

Criterion 8 Learning Event Planning and Instructional Personnel Qualified personnel are involved in planning and conducting each learning event.

Guidelines
The CE group assures that qualified individuals are directly involved in determining the learning event purpose and in planning, designing, developing, conducting, and evaluating each learning experience. 

Decisions made about learning event planning and development should be made by individuals who are:  

· competent in the subject matter;  

· understand the learning event purpose and learning outcomes; and  

· have knowledge and skill in instructional methods and learning  processes.

Individuals who participate in a CE learning event have the right to know of any commercial interest an instructor may have in a product or service mentioned during an learning event. 

Required Practices:

8.1 Individuals involved in learning event planning and instruction are qualified by virtue of their education and/or experience.

8.2 Experience in subject content and instructional methodologies is used in developing learning activities.

8.3 Instructors are reasonably and consistently effective in meeting learning outcomes and learner expectations.

8.4 Instructors are provided feedback on their performance.

8.5 The CE group discloses, in advance of the learning event, any instructor's proprietary interest in any product, instrument, device, service, or material discussed during the learning event, and the source of any compensation related to the presentation.

Criterion 9 Content and Instructional Methods
Content and instructional methods are appropriate for the learning outcomes of CE event.

Guidelines
Both learners and instructors must understand the learning outcomes and how they will be achieved. The CE group assures that the selected content logically supports learning outcomes. 

Instructional methods should appeal to the diverse learning styles of each audience. For example, the methods used could provide opportunities for learners to be actively involved, interact with the instructor(s) and materials (as well as other students, where applicable), process what they have learned, and receive feedback that reinforces learning.

The CE group must take steps to protect the intellectual property rights, i.e., ownership, faculty compensation, copyright, and the utilization of revenue derived from the creation, production, and use of materials produced for the educational learning event.

Required Practices:

9.1 Subject matter and content are directly related to learning outcomes.

9.2 Instructional methods are consistent with learning outcomes.

9.3 Instructional methods accommodate various learning styles.

9.4 Content is organized in a logical manner.

9.5 Learner interaction and assessments are utilized throughout the learning event to reinforce learning, monitor learner progress, and to provide feedback to learners on their progress.

9.6 The CE group has established policies and procedures to address intellectual property rights.

Criterion 10 Assessment of Learning Outcomes
Procedures established during learning event planning are used to assess achievement of the outcomes.

Guidelines
The assessment procedure, its timing, and its application are part of the planning process.  Assessment of learning outcomes is encouraged as a part of a learning event. Learners should be advised in advance what will be required of them.

Required Practices:

10.1 Assessment procedures, if any, are established during learning event planning.

10.2 Assessment methods measure achievement of learning outcomes.

10.3 Learners are informed in advance if learning outcomes will be assessed.

Criterion 11 Requirements for Satisfactory Completetion
The CE group assures that satisfactory completion requirements are established for each learning event and are based on the learning event purpose and outcomes.

Guidelines
Satisfactory completion requirements are established prior to the beginning of the learning event.  

Requirements for performance levels should be based on the intended learning outcomes. When learner attendance is part of the satisfactory completion, attendance requirements should be high and documented on rosters, sign‑in sheets, or other methods for tracking attendance.

Learners should be informed of requirements prior to their participation in the learning event. Learners should be informed that only those who meet the requirements will earn TX-CEU.

Required Practices:

11.1 Well‑defined requirements for satisfactory completion are established for each planned learning event.

11.2 Learners are informed of the satisfactory completion requirements prior to the learning event.

11.3 Learners are notified if they have not met satisfactory completion requirements (i.e., TX-CEU will not be awarded).

Criterion 12 Post-learning event Evaluation
Each learning event is evaluated.

Guidelines
Learning event evaluation is a measurement of the quality, or determination of the worth of the learning event as a whole. Evaluation is a coordinated process that examines all parts of the learning event planning and delivery process. It consists of gathering data about the learning event based on established criteria and observable evidence.

In planning for an learning event, the CE group assures that an evaluation process is established to examine various aspects of the learning event, such as the needs assessment, logistical and instructional planning and execution, selection and preparation of instructors, and operations, and the extent to which learning outcomes were achieved.

Any surveys utilized as a part of the learning event evaluation should be designed to capture specific information that will allow CE groups to make continuous improvements in their offerings.

Required Practices:

12.1 Post-learning event evaluation procedures are practices established during planning.

12.2 Evaluation methods are comprehensive.

12.3 Evaluation results are incorporated into learming event improvements.
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