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M E M O R A N D U M

TO:

Clock Hour Instructors/Coordinators

FROM:
Dr. Geoff E. Foy, Assistant Director
SUBJECT:
Clock Hours for Educational Workshops
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Organizations requesting clock hours for their programs must submit the following information to the Office of Continuing Education:

1.
Program objectives

2.
Program agenda

3.
Program evaluation form

4.
Instructor qualifications

5.
Contact information

This information should be forwarded two weeks prior to the program to:

CWU Office of Continuing Education

400 E. University Way

Ellensburg, WA 98926-7433.

These materials will be reviewed by the Clock Hour Review Committee, consisting of the Continuing Education Director, Assistant Director, and a faculty content specialist. 

If approved, we will send you SPI Inservice Registration forms for program participants and attendance roster(s). You will be responsible to disseminate and verify (sign) each SPI Inservice Registration form.  Please remind registrants that they should retain this form for their records.

Following your program, return the following materials to the Office of Continuing Education:

1.
Program attendance roster(s) (Green Form) which lists all Clock Hour registrants and has been signed by instructor.

2.
The $3.00 fee per Clock Hour that has been collected from each registrant.  Checks should be made out to Central Washington University.

3.
A document summarizing the Program Evaluation Form(s) and participants' comments.

The Office of Continuing Education will maintain a program file with the above documentation for a period of seven years as required by the Office of the Superintendent of Public Instruction.

Please call me at 509-963-1528 (800-720-4503), or email foyg@cwu.edu if you have any questions.
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