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PREFACE

The Commission on Colleges of the Southern Association <f
Colleges and Schools presents this handbook of quidelines
and other information on the use of the Continuing Educa-
tion Unit (CEU) as an administrative tool for use by the
member institutions in implementing Standard Nine, Special
Activities, of the College Delegate Assembly.

At this time, these guidelines will be considered tenta-
tive until further experience is gained by the member
institutions through a utilization of the CEU as an insti-
tutional accounting of the non-credit courses, programs,
and activities of the institution. This unit, when com-
bined with the credit units in terms of FTE, will give
more accurate date on the to:al educational program of the
institutien.

Appreciation is expressed tc the National Task Force which
created the CEU, the Ad Hoc committee of representatives
from member institutions, ard the staff of the Commission
for the development of this handbook.

Gordon W. Sweet
Executive Secretary
Commission on Colleges



INTRODUCTION

National Need

Recent studies have revealed an ever increasing role for non-
credit educational courses, programs, and activities in institu-
tions of higher education. The Johnstonel study released in the
mid-1960's indicated that more than 25,000,000 Americans, exclu-
sive of full-time regular students, are engaged in at least one
education program annually. The Carnegie Commission?2 reports
predict non-credit adult and continuing programs will become a major
component of American education during the seventies apd eighties.
Institutions of higher education can play a significant role by
providing relevant continuing education programs of quality for
the professional agencies, business and industry, and the public
in general and by providing guidance to others who will be pro-
ducing similar programs outside of the education institutional
structure.

The College Commission

The College Commission of the Southern Association of Colleges
and Schools, in recognition of the growing importance of the pub-
lic service role of its membership through adult, extension, and
continuing education programs, recently revised Standard Nine,
Special Activities, for adult, extension, and continuing educa-
tion programs within the educational program of an institution.

The Standard Nine Study

4
The Standard Nine Study revealed that 415 of the 560 member
institutions of the College Commission were involved in non-credit
instructional programs and activities during the 1969-70 academic
year. The study also revealed little effort on the part of the
member institutions to appropriately record and identify non-credit
activities from an institutional point of view and for the benefit

lJohn Wallace Claire Johnstone and Raymon J. Rivera, Volunteers
for Learning, A Study of the Educational Pursuits of American Adults
(Chicago:Aldine Publishing Company, 1965).

2Carnegie Commission on Higher Education, New Students and New
Places (New York: McGraw-Hill Book Company, 1971).




of the individual student. This same observation is also true
for most non-educational institutional based instructional non-
credit activities. A copy of Standard Nine may be found in
Appendix A.

GENERAL INFORMATION AND GUIDELINES FOR USE OF
THE CONTINUINS LDUCATION UNIT

One of the major provisions in the revised Standard Nine is
the adoption of the Continuing Education Unit (CEU) as a means
of recording and accounting for non-credit courses, programs,
and activities. The CEU is a unit of measure developed by a
National Task Force. A summary of the National Task Force work
in creating the CEU is included in Appendix B. One CEU is de-
fined as "ten contact hours of participation in an organized con-
tinuing education adult or extension experience under responsible
sponsorship, capable direction, and qualified instruction."

The Continuing Education Unit should be used within the insti-
tution in at least two ways. First, the CEU will serve as a unit
of measure to give recognition for an individual'’s participation
in non-credit activities which meet the appropriate criteria.
Second, the CEU will serve as the accounting unit of an institu-
tion's total non-credit courses, programs, and activities.

Awarding of CEU's in Recognition
of an Individual's Participation

The CEU should be awarded to individuals only for those non-
credit activities which have been organized to provide unified
and systematic instruction measurable in duration of time, sub-
ject to performance evaluation for the participant, and which
meet the specified criteria. These criteria, at the least, are
essential to an effective system of meaurement reflecting the
quality of effort of the institution and having meaning for the
individual. '



Criteria for Awarding Individual
Continuing Education Units

Standard Nine of the Standards of the College Delegate Assem-
bly states, "The Continuing Education Unit should be used as the
basic unit of measurement for an individual's participation in an
institution's offering of non-credit classes, courses, and pro-
grams.”" In order to fulfill the above statement for measuring an
individual's participation in and an institution's total offer-
ing of non-credit special activity programs, it is necessary
that, in addition to the definition of the Continuing Education
Unit, the following criteria be utilized before individual CEU's
are awarded.

1. The non-credit activity is planned in
response to an assessment of educational
need for a specific target population.

2. There is a statement of objectives and
rationale.

3. Content is selected and is organized in
a sequential manner.

4. There is evidence of pre-planning which
should include opportunity for input by
a representative of the target group to
be served, the faculty area having con~-
tent expertise, and continuing education
personnel.

5. The activity is of an instructional nature
and is sponsored or approved by an academic
or administrative unit of the institution
best qualified to affect the quality of
the program content and to approve the re-
source personnel utilized.

6. There is a provision for registration
for individual participants and to provide
data for institutional reporting.

7. Appropriate evaluation procedures are
utilized and criteria are established
for awarding CEU's to individual students
prior to the beginning of the activity.
This may include the evaluation of stu-
dent performance, instructicnal proce-
dures, and course effectiveness.

Individuals who participate in CEU activities meeting the speci-
fied criteria have individual records of their involvement submit-
ted to and be available from the institution. Continuing Education
Units will be assigned to programs in advance and awarded to indi-
vidual participants who meet the criteria which have been deter-
mined in advance for satisfactory completion.



Utilizing CEU's for
Institutional Accounting of Total Effort

Non-credit offerings which do not meet the individual CEU
eriteria should be classified as special activities of a pub-
lic service nature and be accounted for only in terms of the
institutional record CEU; no individual CEU's should be awarded.
Normally these non-credit offerings will be less structured and
more informal in nature. (See Criteria for Use of the CEU for
Institutional Accounting.)

The accounting use of the CEU is an essential component of
a uniform, non-credit record-keeping and reporting system.

By combining the output of Zndividually awarded CEU's and the
output of CEU's utilized for accounting purposes only, an in-
stitution is able to determine the productivity of its total
non-credit educational program. By reporting CEU productivity .
and regular academic credit hours output in terms of FTE, an
institution's total educational effort can be more accurately
reflected.

1
Criteria for Use of the CEU for
Institutional Accounting

‘Non~credit courses, programs, and activities which do not
meet the criteria necessary for awarding individual CEU's will
be accounted for in terms of "institutional" CEU's in order to
effectively measure an institution's total education effort in
continuing education and other spzcial activities. ' Individual
CEU's will not be awarded for these activities and the maintain~
ing of individual records will not be necessary.

Non~credit activities classified in the "Institutional Use"
category normally will not include entertaimment, social, and
athletic types of events, and should meet the following criteria:

1. The activity is a planned educational
experience of a continuing education
nature.

2. The activity is sponsored by an academic
or administrative unit of the institution
qualified to affect the quality of the
program content and to select and approve
the resource personnel utilized.

3. Record of attendance is required for insti-
tutional reportinrg use and a file of pro-
gram materials will be maintained by the
administrative unit for special activities.
Attendance records may be in terms of an
accurate headcount.




General Use of the CEU A

With the inclusion of the CEU as a part of otandard Nine, the
following uses of the CEU are recognized: ;

1. An institution offering non-credit
instructional programs and activi- -
ties is required to implement the.’

CEU as a uniform system of measure-
ment for recognition of an indiﬁidual
student's participation and for insti-
tutional accounting.

2. The institution will need to establish
a transcript type of record-keeping
procedure for recording individual CEU
non-credit activities. '

3. Appropriate administrative procedures
must be developed within the institution
for the awarding of the CEU. The sug-
gested procedures and criteria included
in this handbook will serve as a guide-
line for the use of the CEU.

4. The number of CEU's to be awarded for
each course or program should be deter=
mined in advance through the regular
channels of the administrative unit re-
sponsible for special activities in co-
operation with the appropriate deans and
departments of the institution. The
CEU may be awarded and recorded in decimal
fractions.

5. The CEU is a flexible unit of measure
for non-credit activities and may be used
to record an individual's participation in
formal classes, courses, programs, and
informal or non-traditional modes of non-
credit education including various forms
independent study.

Administration

The role and function of the chief administrator for special
activities is to determine in advance through designated adminis-
trative channels the appropriate classification and to specify
the numter of CEU's which may be awarded.




Standard Nine requires that the administrative policies, pro-
cedures, and services appropriate to conduct the non-credit acti-
vities should be developed and administered by the administrative
unit for special activities and academic organization of the in-
stitution. The registrar's office will serve these activities"
by developing for the special activities unit mechanisms for
maintaining permanent records of an individual's involvement in
special activities.

Other Uses of the CEU within the Institution

The Continuing Education Unit can serve several significant
roles within the educational institution. Some of these are:

1. Effective internal coordination
and accounting (records) of all
non-credit classes, courses, and
programs.

2. Provision of a realistic base for
budgetary and funding formulas for
non-credit educational activities.

3. Provide a base for the measure of
faculty and staff participation
in non-credit educational activi-
ties=--both administrative and
teaching loads.

4. Serve as a reliable measure of
resource utilization, such as
space and equipment for non-credit
activities.

5. Can be combined with records of
credit activities to give an accu-

rate analysis of the total educational
program of an institution in fulfill-
ing its stated role and purpose.

Academic Uses of the CEU

With a uniform use of the CEU by academic institutions,
business and industry, and professional organizations, an insti-
tution may develop academic uses for the CEU, such as,

(1) Evaluation of employer or organization-developed non-credit
learning experiences;



(2) Evaluation and measurement of non-credit learning experi-
ences which may be accepted in lieu of academic credit programs
toward a degree. [In such a case, an institution will need to
develop evaluation procedures and/or utilize examinations such
as CLEP for a~ceptance of the CEU in an academic degree program.]

(3) Serve as a means of evaluating prior non-credit and edu~
cational experiences (CEU) for advanced placement in a degree
certificate program.

Retroactive Uses of the CEU

The Continuing Education Unit should not be awarded or used in
retrospect for evaluation and measurement of non-credit educational
activities conducted prior to the adoption of the unit for use by
the respective educational institution, business, or professional
group. The value and integrity of the unit can only be assured if
it has been awarded in accordance with the criteria and guidelines
set forth in this handbook.

Business, Industry, and
Organizational Use of the CEU

With a utilization of the CEU criteria in the development of
employer and professionally based programs, the following benefits
may be expected:

1. The individual student will have reasonable assurance
of receiving an educational program of consistent
quality in the non-credit areas of c¢lasses and courses.
2. The development of a single record of non-credit acti=
vities for the individual student will be possible.
3. Coordination of and cooperation in non-credit educational
programs-will be possible among business and industry,
professional organizations, and educational institutions.’

SACS Reporting nguirements

Standard Nine requires that "non-credit programs be appropri-
ately identified and recorded by means of the Continuing Educa-
tion Unit," and that they be a part of the annual FTE enrollment
information collected from the member institutions. The non-
credit enrollment data requested would include all non-credit
special activities sponsored by the institution for the entire
academic year accounted for in terms of the CEU. This would
involve (1) activities for which individual CEUs are awarded, and



(2) all other special activities for which the CEU is used as an
institutional accounting medium. The individually awarded CEU‘'s
combined with all other educational special activities for which
the "institutional CEU" is utilized for accounting should repre-
sent the total special activity non-credit activity of the insti-
tution. The formula for converting the institutional CEU non-’
credit activitiesg into FTE enrollments is as follows:

Contact hre X students -~430%*= FTE

Institutional
CEU

Special Activities
Individual CEU

TOTAL X ~ 430 =FTE

*430 is based on'l2 fthours equalinggone FTE) times 12 (weeks
equaling one gqudrter) times 3 (one academic year) equaling
432, rounded to 430 for one academic year FTE. This data will
be requested annually by the Commission on Colleges on the
Institutional Enrollment form which is now designed to gather
data on credit and non-credit enrollment. A copy of the cur-
rent Institutional Enrcllment form is included in Appendix C.

Record Keeping

Standard Nine requires that the Continuing Education U ' re-
cords serve as a part of the full-time equivalent studeat ..count
for the institution. It further states that policies should be
developed for admissions, registration procedures, counseling and
guidance 'service, and records. The characteristics of these poli-
cies should be directly related to the nature and character and
meaning of the special activity.

The student successfull; completing a special activity for
which the CEU is awerded needs to have the institution record his
participation for further use. The methods and ways in which the
participant can use a record of his completion of a continuing
education non-credit program will be determined only after the
Continuing Education Unit has been used for a longer period.

In order to fulfill the requirements of Standard Nine and to
improve the method of reporting non-credit information, example
material is provided in Appendix D. The information requested

Y



is in no way intended to dictate the only types of information an
institution may want to record on service activities. For many
institutions, this will serve as a minimum amount of information
retained.

Funding

Standard Nine of the Standards of the College Delegate Assembly,
states, "Institutional or general fund support for special activi-
ties should be consistent with the institutional policy for sup-
port of all divisions or units within the total institution. Spe-~
cial activity should not be determined solely on the principal of
being self-supporting but rather on the principal of fulfilling
the educational responsibility of the institution to its consti-
tuents. Necessary financial resources must be available and
committed to support the special activities of the institution.”

With this statement, the Standard provides for the possible
utilization of the Continuing Education Unit in determining the
method and amount of funds to be received for support of special
activities in institutions of higher education. The Standard it-
self does not give a specific plan for how the Continuing Educa-
tion Unit could be used to obtain funding for special activities.
The answer to the possible utilization of these record-keeping
units for funding purposes must be determined by each institution
within the Association. The possibility for funding utilization
places greater emphasis on the need to e met and the quality of
programs for which Continuing Education Units are awarded. The
method of requesting funds for support of higher education varies
among institutions, but the Continuing Education Unit can serve
as a measurement tool for determining the contributions by an
institution in the area of non-credit courses.

Standard Nine further states, "the administrative unit for
special activities should operate under a clearly identified bud-
get on a fiscal year basis. The budget should be prepared and
administered by the designated office of the unit in conformity
with the fiscal policies and procedures of the central business
office of the institution. Institutional or general funds sup-
port for special activities should be consistent with institu-
tional policy for support of all divisions or units within the
total institution.” Where the CEU records are utilized by the
institution for funding, CEU records and CEU generated funds
should be included as a part of the annual audit of the institu-
tion.
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Several states now have studies underway to develop funding
formulas for continuing education in public institutions based on
the Continuing Education Unit. As these plans are developed and
implemented, they will be incorporated into the Appendix section
of this handbook to serve as models to others.

Inter-Institutional Cooperatijion
in Continuing Education Programs

For Continuing Education Unit programs that involve two or
more institutions, a decision must be made in the planning stage
of the programs concerning which institution will record and
which institution(s) will report the earned CEU's.

The principal institution (that is, the ‘astitution which is’
primarily responsible for the educational program and, normally,
the one that originates it) shall record individual CEU's.

When reports are made to the College Commission, it is recom-
mended that there be a distribution of the earned CEU's among the
institutions. There should not be duplicate reporting of the

same CEU's. .
' When more than two institutions are involved (as in the case
of consortia) the reporting of CEU's should be done only by the
principal institution and the local institution directly involved
as the site of the program. _

It should be re-emphasized that there are many degrees of
relationships that can exist among institutions of higher educa-
tion.and that the basic principle in allocation should be nego-
tiation in the planning stages.
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REGIONAL DATA SYSTEM

The College Commission of the Southern Association of Colleges
and Schools expects to establish a regional data record system
for the Continuing Education Unit. The regional data system will
provide a uniform computerized data record-keeping system for the
individual member institution involved in non-credit courses and
programs and provide the individual with a single, uniform non-
credit transcript of CEU's earned from educational institutions,
businesses, and professional organizations. Plans are incomplete
at this time on the operational details of the regional data sys-
tem. They will be made available to the institution as soon as
possible.

THE NATIONAL TASK FORCE AND SACS

v

This handbook of guideline suggestions for the use and imple-
mentation of the CEU will be considered tentative at this time
and will be open to review and revision based on the experience
of the member institutions of the Commission on Colleges and
further developments by the National Task Force which developed
and established the CEU.
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Instructions b Servive Repint $arm 2 Quarterly P am Repart

" Lt foihawing infurmation i cenuired in neder 1o osmniete this repory:

A Praggram Classitication Cade Nuimnbet

shiould he riniped By activits wotegoes e, 1 L 1)

Lo Peoblemyamd ivues o) saceety in. L

1Ol tHealth and satery

L2 VHunan cedatians amt communitinns
LY Education

Lt Government

LS Busines

L6 Law and law entorcement

107 Cummunity deselnpment

LU8  Aging

1.0Y. Social Change

L0 Eavitnnnem

1.1l r\unullule g Iomj uludmnun

2. Subjects ol personal interest .. .
201 Leisure lime activitiey
' Cuhtural enrichment
Expanding knowiedge shout the wortd and it people
Civiv and econvmic utrderstanding

B. Categary Cade
b Categony t
2. Category )1
3. Cateory 1L

C.”Program Forrnat Code (Refer 10 Appendix ¢ Tor definition]
Conterence

. Institute

. 5hort course

. Warkshop

. Seminar

. Special Teaining program

7. Other

[ N

0. Progrum e should be descriptive of the pariicular course
{Example:

Seminag for City of Athinta Employees.”)

Lach prograns shabl be classitied tiy 9
aid y classitication code in seygientiad onler: within the activity calegory.

& thuce digit numbering s stem aitizing the tollowing classiticatinn \v\lcm Fur repnrting l\lllDﬂ\!s PEORrams

Skith amitfor Lnnwlw}gc lor iwcupationa) lmmuu-mrnl in.. '

101 Ihke pratessiony .

302 Business and indestiy 5. Subjects rr:lnrd 10 peranal life prahiems and m-m.nmh
101 Governmenm 5,01 Finange

304 kducatinn .5.02 Foodsa nutnllon

3035 Law and law entorcement -5.03  Family living

oo Clerical 5.04  Child deselopnient

307 “Trades and 1echnuologies 5.05 Health and salety -

308 Agriculture and food pme tian 5.06 Personal Assessment :

3.09  Social Services 5.07 Consumer understanding

. Subjevts related fo inteltectual skills develapment in . .

401 Reading
402 Wriling

403 Language

404 Mathematics

4.05 cal ami Creative thinking
.06 Listening

-

. Lengih of program in hours, excluding lunch breahs or other times the participanis are not
actively involved in instructional sessions.

G. Tl participants en- v lled in 4 Continuing Education activity This numher may represent
anaveruge number if attenddnce varies over the period of the course.

H. Participant hours; Cumulative 1014l hours participants ase in instructional sessions
{Fxample: 20 participants X 10 hours al tastruction = 208 participant hours.)

1. CEU's pet person (per prouum)‘. This applies only to Category I programs.

[ Enter the total number of institutional CEU's for al categoties. The total number of
institutionat CEU's is found by dividing the total number of participant kours for X Voo
lht program by 10, (Enmnle. 1,600 participant hours divided by 10 equals 500 .
ional CEUY)| ioml CEU™ shauld be reported in ult cutegorivs.

Management Seminar™ may he expanded 10 “Management

£, Enter the lecatian {city} in which instraction takes place for the program.

Institution

" Reporting Period

FACULTY PARTICIPATION REPORT

Date - -

1. Number ot Faculty From Reporting bnstitution,

Non - Duplication.

I, Number ol Faculty From Other Instilutions of Higher Education in University System

>
. Other
V. Tolad
Enstructionss
. This report wnll pm.ul: information on the status ol individuals servmu a8 I.nculn in Public Servlce acllvm:s and their institutinnal
. .n!lnlallons .

Renvdltss of the number of Public Service activities in which a faculty membu pmlnpam durln; a quarter, he or she wiil be counled
on the Faculty Pamclmnon Report only once. There should not be duplficate reponlng for faculty members participating in more than ane

activity.,

Service Report Form 3




INSTITUTIONAL SUMMARY REPORT OF CEU ACTIVITIES?

31

L ien . Dt e e e e e
Repaimg Pesigd . n
Nunihwer of Panticitvnis
AN 0 I A total No.
- Participant
Laleguny ke CRUS Not Rec'd CEU' Hours Votal Iimlitulional CEU™S

TOIALS

£ OA ey ul the report should be lirwarded by the Registiar 1o ke System Direclor of Admissions snd Tesling,

=4 Vs numbes will serve as g part ot [he Tuld

valer siudent scconnl o the inslitution when repotting o the Universily System of Georgia. When repanting to the

Smihiern Avsociatmn of Calleges and Schonls the diviser will e twelve | 12), {For the cumulative annual report, the divisor will be 60 when reporling 1o Ihe Bniverslly

Svatens of G

Tepared by:

ursia aml LB when 1eporting tu e Southern Assiciation uf Co'teges and Schoois, )

Service Representative

Registras

Senvice Repntl Vorm ) [Instructions on Reserse)

P
&

O

ERIC

PRIA Fuiiext provided by enic:

Service Report Fotm 4 -- Institulions) Summay Report ot CEU Acti

and the registear, 11 will provide 4

7 2ty

ab setrice

summuary of the total number of programs, 10141 number of participants, and tatal institutianal O

Thiy tepurt will be prepared by the i

U's carned.

£

Pledse refer back 10 the explanation ot Service Report Form 2 for definition of terms and examples.

Date

Date
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UNIVERSITY OF VIRGINIA

School of Continuing Education

Awards A

. 2.1 _Continuing Education Unit (s)

o N

Jonathan Scagull

For satisfactory completion of 21 hours of organized instruction in

Investment Techniques for Managers

_ Date October 10, 1972
Pirugeatn Divector 4

The instryctional program repreented by ihix crvtificate was provided in accordance with thr criteria and standards of the Southern Aiuciution of Colleges and Schools
and the National Task Force on the Continuing Education Unit. (See overside for tourie description).

INVESTMENT TECHNIQUES FOR MANAGERS

The terminology of financial statements and manufacturing plant economics;
cash flow and flow of funds in modern corporations as a basic tool for evaluating.
investments; factors affecting capital and cash flow such as discrete and cuntinuous
interest, depreciation and tax considerations. Minimum acceptable return, present
worth and discounted cash flow were used to determine profitability. The quality of
profitability criteria were tested with the statistical techniques of sensitivity and
risk analysis. Participants solved illustrative problems using all of the decision-
making techniques.
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