69O-228.080 Course Approval; Requirements; Guidelines.

(1)(a) Each course shall be approved by the Office prior to the initial course offering and before any advertisement of the course. 

(b) For course approval, the course provider shall provide a completed Form OIR-1268, Application for Course Approval, rev. 7/97, which is adopted in Rule 69O-228.180, F.A.C. 

(c) The Office will approve a course as an acceptable continuing education program if it:

1. Is a formal program of learning which contributes directly to the professionalism, ethics or competence of a licensee;

2. Is not defined as an ineligible course topic in subsection 69O-228.080(3), F.A.C.;

3. Is submitted using Form OIR-1268, Application for Course Approval, rev. 7/97, which is adopted in Rule 69O-228.180, F.A.C., together with a non-refundable fee for each program as specified in Section 624.501, Florida Statutes, except that the following need not be submitted for approval:

a. Courses that are part of a national designation program named in the continuing education law, Section 626.2815, Florida Statutes, or 

b. Any insurance-related course as referenced in Section 626.2815(3)(i), Florida Statutes;

4. Has significant intellectual or practical content to enhance and improve the insurance knowledge of the participants;

5. Uses the most recent policy forms editions and laws;

6. Includes evaluation, critique, and assessment methods;

7. Includes a recommended course level of basic, intermediate, or advanced determined by criteria set forth in subsection 69O-228.080(2), F.A.C., for agents subject to Section 626.2815, Florida Statutes; 

8. Includes a bibliography of reference sources, if any;

9. Includes a list and sample of supplemental teaching aids, if any; and

10. Meets all other criteria set forth in this rule.

(2) Course Levels – This requirement does not apply to courses for customer representatives, title agents, bail bond agents, or adjusters.

(a)1. BASIC LEVEL courses shall contain the following statement in all methods of advertisement or solicitation for the course: “BASIC LEVEL - This course has been designated by the Office of Insurance Regulation as BASIC level. It is intended for the student who has little or no knowledge of the subject matter or who has little or no prior experience with the subject matter.”

2. If applicable, any advertisement or other form of solicitation for a BASIC level course shall advise that it is open to all students, but will only count toward meeting the continuing education requirement of an agent if the agent has been licensed less than six years, as defined in Chapter 69O-228, F.A.C. 

(b) INTERMEDIATE LEVEL courses shall contain the following statement in all methods of advertisement or solicitation for the course: “INTERMEDIATE LEVEL - This course has been designated by the Office of Insurance Regulation as INTERMEDIATE level. It is intended for the student who has a basic knowledge with the subject matter or who has limited experience with the subject matter.”

(c) ADVANCED LEVEL courses shall contain the following statement in all methods of advertisement or solicitation for the course: “ADVANCED LEVEL - This course has been designated by the Office of Insurance Regulation as ADVANCED level. It is intended for the student who has significant knowledge of the subject matter and who has significant experience in the subject matter area.”

(d)1. The notices described above may be used to describe a listing of courses. It is not necessary that the statement accompany each individual reference to a course.

2. Providers shall evaluate their courses prior to submission to the Office for approval, using the criteria below, and shall indicate on the course approval application which level is proposed for a course. 

3. The Office will assign a level after its review based upon the following:

a. BASIC course elements:

(I) Learning objectives that are intended to provide the student with a basic knowledge and comprehension of the subject matter;

(II) Significant course time is devoted to building a familiarity with appropriate terminology, definitions and concepts of the subject matter, such as forms and coverage issues;

(III) Focus of the course might be characterized as “an introduction to” or “fundamentals of” the subject matter rather than application of the subject matter to client specific situations.

 b. INTERMEDIATE course elements:

(I) A limited review, up to a maximum of 25% of total course time or material, of terms, definitions and concepts considered to be the basic concepts of the subject matter; 

(II) Significant course time is devoted to the application of those basic concepts to client specific situations through case studies, problem solving exercises, calculations and other related tools;

(III) Analysis of Florida Statutes, Office rules and relevant case law as it applies to the insurance representative’s conduct, product or service may also be included.

c. ADVANCED course elements:

(I) Analysis of more sophisticated or complex issues concerning the subject matter;

(II) Development of ideas helpful to the insurance representative who already specializes in or is hoping to specialize in the subject matter and related field of practice;

(III) Technical analysis of the theory underlying the subject matter;

(IV) Ideas considered to be leading edge within the subject matter;

(V) Complex case studies, calculations or other related analysis tools. 

(e)1. The Office course approval process shall assign a different level, subject, or number of hours than requested on the course application when final approval is given based on the criteria established in subparagraph (2)(d)3. above. 

2. Credits are awarded in whole hour units rounded only down. 

3. “Agency Management” when used in the context of course approval subjects includes:

a. Legal responsibilities to clients, 

b. Agency planning including goals and objectives, strategic, and catastrophic planning,

c. Financial management, and 

d. Mergers and acquisitions as it relates to service to and relationship with purchasers of insurance. 

e. It does not include personnel management, office automation, day-to-day office functions such as ordering supplies, marketing plans, or sales subjects as excluded in this section.

(3) The following are not eligible course topics or courses for continuing education:

(a) Courses approved for prelicense training or which use an approved or previously approved prelicensing study manual for more than 25% of the course time or credit effort;

(b) Courses designed to prepare students for a license examination;

(c) Courses in:

1. Mechanical office or business skills (including typing, speed reading, etc.);

2. The use of calculators or other machines or equipment;

3. The use of computer software or equipment, except in computer-based needs analysis, computer solutions to risk management as related to insurance customers, rating, and underwriting, or other line of authority;

4. Accounting or tax preparation in connection with the internal business of the licensee;

5. That relate only to the organizational procedures and internal policies of an insurer or any other employer;

6. Motivation; or

7. Salesmanship or sales promotion, including meetings held in conjunction with the general business of the licensee;

(d) Courses which are primarily intended to impart knowledge of specific products of specific companies, if the use of the products relates to the sales promotion or marketing of one or more of the products discussed;

(e) Self-study courses for adjusters who handle workers’ compensation claims.

(4) The following subjects shall be eligible for approval of credit but will be discounted 50%:

(a) Courses in communication, time management, or stress management; or

(b) Courses in investments and securities other than variable products.

(5)(a) If approval has been granted for the initial offering of a class or self-study examination of an approved course, approval for subsequent offerings shall be granted without requiring a new application for course approval. 

(b) A notice of subsequent offering shall be filed with the Office at least 30 days before the first day of the course or the date of the self-study examination, on Form OIR-397, Schedule of Course Offerings, rev. 7/97, which is adopted in Rule 69O-228.180, F.A.C.

(6) Materials and speeches used in subsequent offerings of approved courses shall be updated to maintain currency of the information.

(7)(a) Courses for agents and customer representatives will not be approved for more than 28 hours of credit per course regardless of total class hours, number of consecutive sessions in a seminar, or volume of text required for self-study. 

(b) Courses for adjusters who handle workers’ compensation claims will not be approved for more than 24 hours of credit per course regardless of total class hours or number of consecutive sessions in a seminar. 

(c) Courses for Bail Bond Agents will not be approved for more than 14 hours per course. 

(d) Courses for title agents will not be approved for more than 10 hours.

(8)(a) Approval of courses which have not been offered for a period of 5 years will expire. 

(b) Future use of the courses requires a new fee and application. 

(c) “Use” means the activity of presenting the classroom course and filing Form OIR-400, Roster, rev. 2/01, or Form OIR-1111, Computer Transmittal Form, rev. 4/98, which are adopted in Rule 69O-228.180, F.A.C.

(9) Classroom Courses; Supplemental Requirements.

(a)1. Classroom courses require a 3-tiered outline of approximately one and one-half pages per hour of instruction and a syllabus. 

2. Syllabus and outline may be combined. 

3. Copies of the outline shall be distributed to each student when a class is offered.

(b) Instructors’ lesson plans shall be submitted to the Office if available. Course providers shall keep the instructor’s lesson plans on file for Office audit.

(10) Seminar Courses; Supplemental Requirements. 

(a) The detail required in the outline of each subject may be less for seminars than for classes. 

(b) Sponsors may require attendance at all sessions, or variable credit may be given for selected topics (sessions or workshops). 

(c) Providers shall declare whether partial credit is desired, and shall keep attendance records for each separate part. 

(d) An application and fee is required for each new seminar. 

(e) A resume shall be filed with the course application for each speaker of a session or workshop of an agent, customer representative, workers’ compensation adjuster, or bail bond course application for the seminar study method. If the speakers change for each offering, new speaker resumes shall be sent to the Office to be filed in the course application file.

(f) For agent, customer representative, and workers’ compensation adjuster seminar courses, if only speakers are used to present the material, the school official shall qualify as an instructor and shall file a Certification of Instructor Form. 

(g) Only the school official’s signature is required on Form OIR-0400, Roster, rev. 7/96, and on each Form OIR-399, Certificate of Completion, rev. 4/98, which are adopted in Rule 69O-228.180, F.A.C. 

(h) The Office course file will be closed after 12 months from the approval date.

(11) Self-Study Courses; Supplemental Requirements.

(a) Course Approval.

1. All applications shall include:

a. Form OIR-1268, Application For Course Approval, rev. 7/97, which is adopted in Rule 69O-228.180, F.A.C.;

b. The curriculum to be studied, texts, and sample examinations;

c. A copy of the printed procedures for staff or school official for distribution of course material and examinations;

2. A new course application is required for:

a. Any previously approved classroom study method course that is submitted for approval as self-study whether submitted as a computer based or textbook program.

b. Any previously approved self-study, seminar or classroom course that is submitted for approval as an interactive on-line course.

3. Self-Study course applications, for other than interactive on-line; software-based or other computer-based courses, shall include: 

a. A signed written statement by the school official, affirming the total number of words in the text excluding any exhibits, forms, appendices, graphics, or pictures;

b. A certification report from a computer software program that analyzes documents for number of words, degree of difficulty as determined by the computer software program, and grade level of the material. The report shall clearly identify the software used by name of manufacturer and version number;

c. A copy of the detailed instructions to staff, school official, students, and monitor group for the monitoring process;

4. Interactive on-line, software-based, or other computer based training course applications shall include:

a. On-line access for the Office to review the course or a copy of course software with instructions;

b. Any supplemental workbook, lesson plan, or study guide, and sample examinations;

c. A certification report from a computer software program such as RightWriter that analyzes documents for number of words, grade level, and degree of difficulty as determined by the software program. The report shall clearly identify the software used by name of manufacture and version number;

d. Details of how access is controlled;

e. For courses with monitored exams, a copy of the detailed instructions to staff, school officials, students, and monitor group for the monitoring process.

f. For interactive on-line courses without a monitored exam, information which demonstrates that:

(I) Student identity is assessed and controlled upon registration and throughout the duration of the course;

(II) Students are provided access to qualified experts or other persons authorized by the provider who can respond to questions regarding course requirements and material. Such qualified experts must be available on a ratio of one per every 30 students enrolled at any one time;

(III) Student’s progress is assessed and feedback is provided to the student upon completion of approximately each quarter (25%) of course material. 

(IV) On-line testing is administered to determine the level of the student’s comprehension of course material. Students are required to acknowledge their understanding that the on-line course testing must be completed unassisted by any person, the course material or other materials. The student acknowledgement shall also include the student’s understanding that a violation of such standards shall result in the loss of course credit and administrative sanction by the Office of Insurance Regulation.

(b) Monitor Group Approval.

1. For other than interactive on-line self-study courses, the monitor group and the course shall be submitted by the provider to the Office and shall be approved by the Office, pursuant to Rule 69O-228.080, F.A.C., prior to distribution or advertisement of course material to licensees. The monitor group shall be submitted by the provider to the Office with the Application for Course Approval and may be chosen from among the following classification types for exams given to resident Florida agents:

a. Accredited elementary or secondary educational programs or accredited institutions of higher learning:

(I) Principals, or professional staff designated by a principal;

(II) College instructors, counselors, or officials.

b. U. S. Military Training Facilities - education officers or chaplains.

c. Insurer home office training departments - home office training managers only.

d. Course providers approved by the Office to offer education courses in Florida:

(I) Providers that offer courses to licensees who have a sales relationship with that provider are considered to have a conflict of interest for purposes of monitoring exams; i.e., insurer or agency staff at any level other than stated in sub-subparagraph 69O-228.080(11)(b)1.d., F.A.C.; and

(II) Shall not monitor the exam of one of the insurer’s or agency’s licensees. Instructors or other employed staff must not have conflict of interest; 

e. National insurance trade, agent, or adjuster associations or societies.

f. Librarians.

g. Other organization types may be submitted to the Office for approval, with complete information and history. 

2. The individual monitor assigned by the monitor group shall not monitor the exam of any relative, subordinate, associate, or employee.

3. For monitoring of self-study examinations outside of Florida: 

a. Upon specific request by an approved course provider, the Office will approve a procedure which allows the course provider to create different examination monitoring instructions for non-resident licensees from those for examinations in Florida for resident licensees. 

b. A non-resident licensee will be allowed to locate a monitor within their community who:

(I) Holds one of the job professions of the eligible groups, or

(II) Is a court clerk of the county in which they live, or

(III) Is a member of the state bar association in student’s resident state. 

4. The monitor shall:

a. Open the sealed examination envelope and observe the student taking the examination;

b. Complete a signed written document from the provider stating:

(I) The monitor group by which the monitor is employed, 

(II) The monitor’s business address, license type and identification number if any, and telephone number,

(III) That the monitor is not a relative, work supervisor or immediate employer of the examinee, 

(IV) The student did not use any study materials to complete the examination, 

(V) The student was not assisted by the monitor or anyone else. 

(VI) That the monitor verified the identification of the student.

 (c) Self-study examinations. 

1. Self-study examination questions for other than interactive on-line courses shall be referenced back to the text. If requested by the Office, the school official or course provider representative shall identify the location in the text of the answer for a particular question on an exam.

2. Except for designation programs named in the continuing education law, self-study course exams shall:

a. Have a minimum total number of questions based on the number of approved credit hours of:   

	15 - 28 hours
	=
	100 questions

	8 - 14 hours 
	=
	50 questions

	1 - 7 hours
	=
	25 questions;


b. Be substantially revised annually for each course unless examinations are updated with each course sold.

3. A licensee must achieve a grade of 70% or more on a monitored examination taken through a monitoring process approved by the Office or on the internal testing approved for an interactive on-line course. 

4. Instructions to resident licensees of Florida shall be included and prominently located in each course order form or packet of course material sold for other than interactive on-line courses including the following information:

a. The location, dates, and times that the monitored examination will be offered, 

b. A phone number of the approved course provider, 

c. The number of approved credit hours for the course and the approved line of authority for the course, 

d. The approved course number. 

e. A statement of personal responsibility for the student to sign stating that the student completed the exam without assistance.

f. For textbook based course exams, if the examination is included in the course package:

(I) A notice shall be included stating that if the student opens the examination envelope prior to the monitor inspecting the envelope, the monitor will not allow the student to complete that examination. 

(II) The exam envelope shall be sealed with a resistant seal or wrapping.

5. Instructions to non-resident licensees of Florida shall include:

a. A phone number of the approved course provider, 

b. The number of approved credit hours for the course and the approved line of authority for the course,

c. The approved course number,

d. The list of eligible monitor groups from which the student shall locate a monitor, 

e. The instructions for the monitor, including the amount of time allowed for completion of the examination and a statement of examination completion to be signed by the monitor, 

f. A statement of the student’s personal responsibility that the student would be required to sign and that would be provided to the student and retained by the approved course provider as part of the course completion records, 

g. The examination sealed with a resistant seal or wrapping with instructions:

(I) That the examination shall not be opened by anyone other than the monitor, 

(II) That the monitor shall send the examination to the approved course provider. 

6. Monitors for exams for other than an interactive on-line shall:

a. Be present to observe the exam and shall mail a monitor affidavit to the provider or school official.

b. Collect the disk, CD, or other exam document for other than interactive on-line programs and mail or deliver it to the approved course provider, or school official for grading certification. 

7. Self-study examinations may be given in the student’s place of business if the approved course provider arranges for the approved monitor group to provide a monitor during the examination for other than interactive on-line courses.

8. The student shall not have possession of the answers for either in-state or out-of-state examinations after completion of the examination.

9. Form OIR-397, Schedule of Course Offerings, rev. 7/97, which is adopted in Rule 69O-228.180, F.A.C., shall be submitted and approved: 

a. For examinations in the State of Florida, at least 30 days before the date the examination is to be held. 

b. For out-of-state examinations, not later than the filing of the roster record unless the exam date and time is requested by the student at least 45 days in advance.

10. The exam booklet, score sheet, sign-in or attendance record, and other examination records shall reflect the student’s license number and shall be maintained by the sponsoring course provider for a period of 5 years. 

11. Self-study course exam grades may not be curved or rounded up to achieve a passing score.

12. Students of self-study courses shall not grade their own exams or each other’s exams.

13. Self-study exams may not include:

a. True or False questions,

b. Obvious or tricky questions,

c. Question stems that:

(I) Do not track study material. For example, text says “contract” and the question uses the term “Form” or “Policy”.

(II) Do not provide enough information to determine the correct answer.

(III) Are not clear and concise.

e. Answer choices that:

(I) Are not in parallel form,

(II) Are of the best answer variety, multiple response, or all of the above,

(III) Are inadequately keyed responses, 

(IV) Do not have enough information in the correct answer.

14. Self-study questions should avoid absolutes (always, never).

 (d) Secondary course providers shall have in addition to other requirements for self-study course approval:

1. A letter from the text publisher acknowledging that material will be marketed as an independent self-study program under that course provider’s name.

2. At least two (2) unique examinations for each course prepared by the text publisher or secondary course provider with the number of questions prescribed in subparagraph 69O-228.080(11)(a)3., F.A.C., unless a unique exam with the number of questions prescribed in subparagraph 69O-228.080(11)(a)3., F.A.C., is created for each course from a bank of at least:

a. 150 questions for a 1-7 hour credit exam,

b. 250 questions for an 8-14 hour credit exam,

c. 500 questions for a 15-28 hour credit exam. 

3. Information on the exam process including certification of the number of questions in the test bank. 

4. The specific text reference by page and paragraph to particular questions and the level of difficulty of the examination shall be provided upon request by the Office. If the level of difficulty of the examination is lower than the level of difficulty of the study material, the evaluation of the credit hours will be reduced.

5. The number of words in the text excluding pictures, graphs, indexes and tables of content.

6. A bibliography of all source material.

7. Footnotes in proper format.

8. A plan to update text material either by agreement with the publisher or by use of supplemental material provided by the secondary course provider.

9. A plan to update the examination as material is outdated, and to alternate examinations in random fashion geographically and by examination date unless unique exams are created for each course purchased.

10. Printed instructions to students on examination procedures with a contact telephone number for any questions.

11. Printed instructions to the monitor group on handling the examination process.

12. Details on how examination materials will be secured and delivered to the monitor.

13. Approval by the Office of the secondary course provider’s selected monitor group with a contact person who coordinates all notices to individual monitor persons at each site.

14. Computer based training, whether on-line, on the internet, or by disk, will not be approved for secondary providers.

(e) Published texts on insurance subjects not offered by the author or publisher as part of a self-study program may not be used by secondary course providers as their source text, unless an extensive study guide is prepared as a supplement.

(12) Course Audits. 

(a) The Office shall audit courses and administrative records with or without notice to the sponsoring course provider if the Office receives credible evidence of a violation or as part of a randomized monitoring program. 

(b) Audits will result in notice to the course provider of deficiencies found, if any, and of corrective action required by the course provider where warranted. 

(c) The Office will reduce the number of approved credit hours for the course to the extent justified by the magnitude of the deficiency if the course provider fails to correct the deficiencies.

(13) Disapproval. Any one of the following criteria shall constitute grounds for the Office to disapprove an Application for Course Approval:

(a) A contact person or a school official of the provider has been found guilty of or having pleaded guilty or nolo contendere to a felony under the law of the United States of America or of any state thereof or under the law of any country before or after the filing of an application with the Office whether or not declared on the application.

(b) Disciplinary action has been taken against a contact person or school official of the provider before or after the filing of an application with the Office whether or not declared on the application.

(c) The application is incomplete.

(d) The course or course provider, a contact person, or a school official associated therewith, has not otherwise met the qualifications specified in this rule, or has violated any provision of this rule part.
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