Continuing Education Units and Learning Units

IES provides its sections the opportunity to register their programs, courses and conferences for Continuing Education Units.  These credits can assist members with maintaining their professional standing or to submit to state agencies for recertification and licensing.  The following is a list of Organizations IES is accredited to provide pre-registered credits for.

What Organization –
Credit Type

IES


CEU


Education Provider


AIA


LU


Education Provider


USGBC

CE


Education Provider

Who requests

Architects - 
Look for AIA approved courses.  Submit AIA Member number to IES (or self-report)

LC’s -

NCQLP accepts Most IES approved courses.  They are self-reporting

LEED-AP’s – Look for USGBC approval of the course.  Self report to USGBC.

Engineers – Self Report via Individual State Requirements for PDH (professional development hours)

How to register a course?

1. The program coordinator submits the registration forms to IES (See attached  forms) Form 1, and 4 if requesting USGBC registration.


2. Program Coordinator Submits Speaker Quality Assurance form for verification of non-proprietary information.  Form 1A.


3. Program coordinator submits roster for verification of attendance and to order electronic IES CEUs and registration for AIA LUs for the participant’s records.  (USGBC self-reporting participants can request IES CEU’s for their records.  Form 3.  *Note, First name, last name and email address must be included to be sent an electronic CEU.


4. Program Coordinator then submits evaluation forms for quality control, Form 2.

When

If registering for IES CEU programs – 1 month in advance



     AIA LU programs -    1 month in advance.



USGBC CE programs – 2 months in advance.

“Request for IES-CEU/AIA-LU + USGBC-CE Program credits” (Forms 1, 1a, 2, 4)

“Participant Roster, IES-CEU/AIA-LU Program” (Form 3)


IES FORM 1

REQUEST FOR IES-CEU/AIA-LU PROGRAM APPROVAL

Date of Request______________
Request for IES CEUs  
Request for AIA LUs  
Request for USGBC CEs


This form must be completed by the sponsoring organization at least one month prior to the starting date and faxed or e-mailed to the Manager of Technology, (212) 248-5017 Fax, pmcgillicuddy@ies.org, or Tim Heck, Region & Section Coordinator, theck@ies.org.
Date(s) of Program:___________________________________________________________________ 
Location: ___________________________________________________________________________
Title of Program: _____________________________________________________________________
Sponsoring Organization: ______________________________________________________________
Submitted by: _____________________________Phone___________________________________ __
Email: ____________________________________Fax_______________________________________
Address: ____________________________________________________________________________
City, State & Zip: ______________________________________________________________________
Program Coordinator: __________________________________Phone:__________________________

Email:____________________________________________Fax _______________________________
Address: ___________________________________________________________________________________
___________________________________________________________________________________
City, State & Zip:______________________________________________________________________
Number of Hours of Instruction:__________________________________________________________
Name(s) and Qualification(s) of Instructor(s) ___Attach separate sheet

Brief  Description  of  Program (Attach Program Time Schedule): 

AIA - Health Safety and Welfare

(Check if applicable)

Health


Safety


Welfare  

Must list topics that qualify (see instructions for list of suggested topics) 
Program qualifies for HSW credit. (HSW topics must be at least 75% of program content) Yes__No__
Who is the target audience?
Learning objective to be achieved.  Each program must have at least four (4) learning objectives clearly stated to indicate what new knowledge or skill participants will gain from the program. These should be clear, actionable statements of what you want the attendee to learn and must be clearly defined and communicated to participants in meeting announcements and at the beginning of the program.  Please list the learning objectives below.
1                                                                                                                    

2                                                                                                                                                                

3                                                                                                                                                                 

4                                                                                                                                                                  

Teaching Methods to be Used (check all applicable)

_____Individual Speakers


_____Group Participation
_____Panel




_____Individual Projects
_____Workshop



_____Group Projects
_____Audio/Visual Aids


_____Video Tapes
_____Case Studies



_____Handout Materials

Describe material resources to be used: 

____IES materials (describe)_____________________________________________________
____Other printed materials (describe)_____________________________________________
____Software
____Videos
____Slides/overheads
____On-site observations
____Other (describe)___________________________________________________________
 How learning objectives are to be evaluated:  (check all applicable) 

_____Written exam
_____Submission of project
_____Other (explain) ___________________________________________________________
Program Level  (check one)

_____BASIC AWARENESS -    teaches participants the elements of light and vision and their relationship to living spaces and perception.

_____INTERMEDIATE SKILLS - provides participants with the knowledge and skills required to solve problems in specific areas of lighting.

_____ADVANCED -                    teaches participants how to apply knowledge to complex design problems, about newly emerging areas, or about highly specialized subject areas.

Registration fee: _______________________________________________________________________
*************************************************************************************************************
FOR IES OFFICE USE ONLY

Number of IES-CEUs______
IESNA Program File Number________

_____Approved



_____Not Approved

Reasons  for  non-approval: _____________________________________________________________
Signature___________________________________________Date: ____________________________
===============================================================================

Number of AIA-LUs_______
AIA/CES Program File Number________

_____Approved
_____Not Approved

Reasons for non-approval:____________________________________________________________

Signature___________________________________________Date:__________________________

_____________________________________________________________________________________
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ENGINEERING SOCIETY,





FORM 1A
SPEAKERS QUALITY ASSURANCE STATEMENT


IES Quality Commitment Statement – For IES, AIA, and USGBC Programs
This quality commitment statement is designed to maintain the highest quality educational standards for IES and should be applied to all presentations delivered at IES seminars, conferences, webcasts, and educational courses. Please sign and return to IES.
Speaker/Instructor Name: _________________________________________________________
The benefits of a quality commitment include: 

1. The Presenter’s personal and professional reputation as a resource for quality education and information will be maintained. 

2. IES will be recognized as an organization that offers excellent, unbiased educational programs for all audiences.

3. IES will maintain its stature and credibility with other organizations and State Licensing Boards as a primary source for mandatory continuing education 

To ensure all these benefits are accomplished, I agree to:

1. Deliver the requested program without endorsement, bias, marketing or sales orientation.

2. Strive to make my verbal presentation and written and graphic materials as meaningful, accurate, appropriate, and interesting as possible and deliver it in the allocated timeframe.

3. Ensure that company logos, product name, and branding are limited to the first and last slides only of any presentation (unless the copyright slide is used) and recognize that any information and handouts distributed during the program are done so with the intent to reinforce the learning objectives and will not be proprietary in nature.

4. Defer product and proprietary specific questions of my particular products/services for discussion one-on-one after the formal, educational portion of the program has concluded.  

Agreed:

Name (print)_______________________________________________________
_____________ 




(Digital Signature Acceptable)




Date


FORM 2
PARTICIPANT’S IES-CEU / AIA-LU / USGBC-CE PROGRAM EVALUATION

Participants are asked to complete this form and e-mail or fax it to the Manager of Technology, IES, 
(212) 248-5017 Fax, pmcgillicuddy@ies.org, or Tim Heck, Region & Section Coordinator, theck@ies.org.
Date of Completion:____________________________________________________________________
Title of Program: ______________________________________________________________________
IES Section or other sponsoring Organization:_______________________________________________
Program evaluation (please rate)


Poor  = 1
2
3
4  =  Excellent 

Overall rating of program



(
(
(
(
Content and program organization


(
(
(
(

Quality of visuals




(
(
(
(

Effectiveness of course materials


(handouts, binders)




(
(
(
(




Did content meet your needs/expectations?

(
(
(
(
How would you rate the content?

Basic___ 
Intermediate___
Advanced____ 

Speaker(s) Evaluation


Overall rating of instruction



(
(
(
(

Quality of presentation/delivery



(
(
(
(



Were instructor(s) knowledgeable?


(
(
(
(
Were instructor(s) responsive to audience? 

(
(
(
(



Was the course free of commercialism?


(
(
(
(
  

General Comments

What aspects of the program did you like best?

_____________________________________________________________________________________
What aspects of the program did you like least?

_____________________________________________________________________________________
Any additional comments are welcome as an aid in improving future programs

____________________________________________________________________________________
Optional:

Your Name:___________________________________________________________________________
Company:____________________________________________________________________________
Address:______________________________________________________________________________
(Form 3- See separate excel file !)




FORM 4 – Page 1
IES / USGBC PROGRAM SUBMISSION

NOTE: Please send all information above (FORMS 1, 1A, 2, 3 & 4 to Pat McGillicuddy or Tim Heck as well as the required materials listed below in FORM 4, no later than 8 weeks before the start of your proposed USGBC program.
Please complete all forms above in total. In addition, please fill out and/or provide the following:
(You can attach a PDF of a preprinted Bio or Credits).

Brief Biography of Speaker, including professional credentials, licenses, or certifications.
Speaker Name:________________________________________________________________

Bio:__________________________________________________________________________
Speakers / Developers’ demonstrated knowledge of the course subject and content as well as instructional design.

Overall Learning Level and Audience
( 100 – Awareness



( 200 – Understanding

( 300 – Application & Implementation
( 400 – Mastery

Course Agenda or Syllabus (attach a PDF)
Course Activities – Briefly describe the activities that will occur during this course.

FORM 4 – P 2

IES / USGBC PROGRAM SUBMISSION

Subject Matter –Identify the content which follow the applicable LEED criteria below. Other criteria exist under the USGBC CMP, however the IES will only review and approve applicable topics:
Selection, Development, & Linkages


(  Light Pollution Reduction

Community





(  Pedestrian Oriented Streetscape Design

Energy Efficiency




(  Lighting

Modeling





(  Energy Modeling

· Lighting / Daylighting Modeling

Energy Management




(  Fundamental Systems Commissioning

Daylight and Views




(  Daylighting Design



Occupant Comfort




(  Lighting Controls

Integrative Process




(  Design Charrette

Standards & Regulations



(  Zoning & Codes








(  Standards & Certifications


Required Course Materials

1. Please attach a PDF of the entire, complete PowerPoint slides with Speaker notes or script

2. Course promotional materials

3. Evaluation Summaries (after the course is complete)

4. Handouts

5. Pre / Post Tests

6. Course Summary 
7. All information above
PAGE  
- 1 -

