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State of Florida

Department of Business and Professional Regulation

Board of Veterinary Medicine 

Continuing Education Course Approval Application
Form # DBPR VM 8
APPLICATION CHECKLIST – IMPORTANT – Submit all items on the checklist below with your application to ensure faster processing.
	APPLICATION REQUIREMENTS

	Applicants requesting course approval must submit:
· Completed application.



· Appropriate supporting documentation as per Section IV of the application.




Please mail your completed, documentation application to:

Department of Business and Professional Regulation

2601 Blair Stone Road
Tallahassee, FL  32399-0783
1. This application is used by continuing education providers to submit courses for approval. 
a. In order for a course to be approved, you must be a Board approved Continuing Education Provider.  
b. If the Continuing Education Provider fails to renew or is disciplined, all courses become ineligible/invalid.
c. Please submit a separate application for each course if you are submitting more than one course for approval.
2. Administrative Rules- Read Chapter 61G18-16, Florida Administrative Code, which outlines the requirements for courses offered by approved providers.  
3. Length of Approval- Course approval is valid for four (4) years from the date of approval.  Providers are responsible for renewing all courses prior to the course expiration date.
4. Auditing- The Board is authorized to review courses offered by a provider to montitor adherence to the standards for continuing education courses. If your course is selected for audit or review, the information listed below will be requested from the provider:
a. Program or course name
b. Program or course site

c. Program or course date

d. Speaker resumes for each presenter/speaker

e. Program or course agenda

f. Detailed course outline or syllabus

g. Procedures for recording attendance

h. Number of credit hours

i. Statement of measureable goals and behavioral objectives to be realized by a participant

All Continuing Education must meet the following standards:

Course Content Requirements 
1. Continuing education courses should include a statement of measurable educational goals and behavioral objectives. 

2. Continuing education courses should reflect the educational needs of the veterinarian and build upon the standards for practice and courses as found in the curricula of accredited colleges of veterinary medicine.

3. Each continuing education course should be designed to explore one subject or a group of closely related subjects or standards.

Methods of Delivery

1. The method of delivery should be determined by giving appropriate consideration to such factors as educational content, objectives and composition of the audience.

2. The provider’s method must encourage active participation and involvement on the part of the veterinarian.

Program Faculty Qualification

1. The program faculty for a particular continuing education offering should be competent in the subject matter and qualified by experience.

2. An appropriate number of program faculty for each activity should be utilized.

3. There shall be adequate personnel to assist with administrative matters and personnel with competencies outside content areas in cases where the method of delivery requires technical or other special expertise.

Contact Person Requirements
1. There must be a visible, continuous and identifiable authority charged with administration of continuing education programs.

2. The person or persons in whom the administrative function is vested must be qualified by background and experience in presenting courses and have experience in the administration of continuing education.

3. Please keep contact person information current.

Credit Hour Requirements: The number of credit hours of continuing education must be determined by the provider in advance of the course offering subject to approval by the board and awarded upon the successful completion of the entire planned education experience.

Record Keeping Requirements
1. An individual certificate of attendance specifying title of offering, provider number, date of offering and number of credit hours earned should be furnished to each participant by the provider. 

2. Course records and attendance rosters must be maintained for a minimum of three years and shall be provided to the board upon audit or request.

3. Records of individual offerings should be maintained by the provider for inspection by the board.

4. The records shall be adequate to serve the needs of the participants and to permit the board to monitor for adherence to the standards for continuing education offerings. 

5. The records shall also be adequate to identify the individual participant.
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If you have any questions or need assistance in completing this application, please contact the Department of Business and Professional Regulation, Customer Contact Center, at 850.487.1395.

For additional information see the Instructions at the end of this application.

Section I – Application Type
	CHECK ONE OF THE APPLICATION TYPES

	· Continuing Education Course Approval [2606/1030]
	· Continuing Education Course Renewal [2606/2020]


Section II – Applicant Information- Provider
	PROVIDER INFORMATION

	Last/Surname (Provider)

First


Middle                  

Suffix


	Company/Organization Name



	Provider Approval Number
	Course Approval # (If renewal)

	Email Address:


	Phone Number:

                           (          )           -


Section III – Course Information
	COURSE INFORMATION

	Course Title



	Course Number (renewals only):


	Course Delivery Method:

· Classroom 

· Correspondence
· Distance/Online

	Number of Education Credit Hours:
	

	COURSE COMPONENTS

	Course Component:


	Number of Hours:

	· Drug Dispensing
	

	· Laws and Rules
	

	· General Credit (e.g. practice management, surgery procedures, etc.)
	

	TOTAL NUMBER OF EDUCATION CREDIT HOURS:
	


Section IV – Supporting Documentation 
	Directions: Please attach the following supporting documentation to this application.  An application that is not supplemented with the proper supporting documentation will be deficient. 

	ALL INITIAL COURSE APPROVALS MUST SUBMIT:

1. A description of the subject or subjects to be covered: Attach a description of the subject or subjects that will be covered. Must include a statement of measureable educational goals and behavioral objectives.
2. Course outline or syllabus: Attach a course outline or syllabus specifying subjects, major topics, and subtopics to be covered in the course.  Each subject must also include a narrative summary.

3. Program or course agenda: Provide a program or course agenda.

4. Instructor information: List the instructors and alternative instructors for each course and attach a resume for each. The resume for each should include:

i. Education history

ii. Any and all qualifying experience

iii. Publications (if applicable)

iv. Other information relative to his or her qualifications to teach the course.
5. Method of Recording Attendance: Describe the procedure to be used for recording attendance.

	ALL COURSE RENEWAL APPROVALS MUST SUBMIT:

1. Current Approval Letter- Attach a copy of the original course approval letter received from the Florida Department of Business and Profressional Regulation following the initial approval of the course.
2. Instructor Information (if any changes from initial approval)

a. List the instructors and alternative instructors for each course and attach a resume for each.

i. The resume for each should include:

1. Education history

2. Any and all qualifying experience

3. Publications (if applicable)

4. Other information relative to his or her qualifications to teach the course

NOTE: If anything, other than the Instructors of the course, has changed, you are required to submit the same supporting documentation as an Initial Course Approval.


Section V – Affirmation by Written Declaration

	AFFIRMATION BY WRITTEN DECLARATION

	I certify that I am empowered to execute this application as required by Section 559.79, Florida Statutes.  I understand that my signature on this written declaration has the same legal effect as an oath or affirmation.  Under penalties of perjury, I declare that I have read the foregoing application and the facts stated in it are true.  I understand that falsification of any material information on this application may result in criminal penalty or administrative action, including a fine, suspension or revocation of the license.


	Signature:
	Date:

	Print Name:


Instructions

If you have any questions or need assistance in completing this application, please contact the Department of Business and Professional Regulation, Customer Contact Center, at 850.487.1395.

1. General Requirements 
1. This application is used by continuing education providers to submit courses for approval. 

1. In order for a course to be approved, you must be a Board approved Continuing Education Provider.  
1. If the Continuing Education Provider fails to renew or is disciplined, all courses become ineligible/invalid.
1. Read Chapter 61G18-16, Florida Administrative Code, which outlines the requirements for courses offered by approved providers.  
1. Course approval is valid for four (4) years from the date of approval.  Providers are responsible for renewing all courses prior to the course expiration date.
1. Please submit a separate application for each course if you are submitting more than one course for approval.
2. Application Instructions (by section)
2. Section I- Application Types

2. Continuing Education Course Approval
2. Select this application type if you are applying for an initial approval of a continuing education course.
2. Continuing Education Course Renewal

2. Select this application type if you are applying to have a continuing education course approval renewed and there have been no changes to the course since its initial approval.

2. If there have been any changes to the course, other than the instructors, you must select “Continuing Education Course Approval” as the application type and submit the supporting documentation required of an initial course approval.
2. Section II- Applicant Information
2. In the “Applicant Information” section, applicants must provide their full legal name.  Do not use any nicknames or initials. 

2. Organization or Company education providers must also provide the company or organization name.

2. Applicants are required to provide their provider approval number.

2. Applicants seeking to renew a course approval must also provide their current course approval number.  
2. Contact information is often used to quickly resolve questions with applications by telephone call or email. If contact information is not provided, questions regarding applications will be mailed to the applicant’s mailing address and may take longer to resolve.
2. Section III- Course Information
2. Applicants must provide the course title. The title you choose must adequately define the content of the course. If you are applying to approve more than one course, please complete additional applications as necessary.

2. The course number is required for all course renewal applications.

2. Provide the number of credit hours for the course.

2. Select the delivery method of the course. 
2. In the “Course Component” section, applicants must select the course components that relate to the specific areas the course will cover (e.g. Laws and Rules, Practice Management, Dispensing Legend Drugs, etc.) Include the number of hours that will be allocated to each course component and provide the total number of credit hours. 

2. Note: The total number of credit hours at the bottom of the “Course Component” section should equal the number of credit hours in the “Course Information” section.
2. Section IV- Supporting Documentation
2. Attach the required supporting documentation for your application type.

2. Note: Course renewals need only submit a copy of their current course approval letter and Instructor information for any new instructors. However, if anything, other than the Instructors of the course, has changed, you are required to submit the same supporting documentation as an Initial Course Approval.
2. Section V- Affirmation by Written Declaration
2. Each applicant must sign the affirmation by written declaration.
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