
Continuing Education Events



Forms Chapter Use
 Standard Event Application Cover Sheet
 Standard Event Application
 Individual Session Application
 CHES/MCHES Participant Sign-In
 Continuing Education Form and 

Participant Record
 Evaluation(s)
 Certificate of Attendance



Application Cover Sheet



Application



Individual Session 
Application 



CHES/MCHES Participant 
Sign-In















Forms Continuation
 Post Event – Summary Report
 Post Event – Participant Roster
 Event Review with Instructions







Checklist:
 Post Event – Summary Report
 Post Event – Participant Roster
 Overall Evaluation Summary Report
 Continuing Education Contact Hour 

Payment (Note: Check must include 
CE event number(s) and proper 
paperwork to connect the payment 
with CE event.)

Reporting Post Event 
Information to SOPHE Office



How to Use the Forms
 All forms are created in MS Word 2003 

or 2010
 All forms will open in a “locked” state
 How do you know if the document is 

“locked”?
 How can I “lock” or “unlock” a form?



Writing Objectives
 First step is to start with the key phrase.  

Use the following objective template for 
creating a quality learning objective.

 “By the end of the session/program the 
participant will (be able to) insert a verb
(then complete the objective with a 
measurable element and specifics to 
your session).”



Some Verbs for ObjectivesApplication Analysis Evaluation Synthesis

interpret distinguish judge compose

apply differentiate appraise plan

use calculate rate propose

demonstrate contrast compare design

practice compare value arrange

illustrate criticize estimate assemble

operate question revise create

sketch solve assess set up

dissect measure organize

formulate



Examples of Entry-level and 
Advanced-level Objectives

Entry-level 
Objectives

Advanced-level 
Objectives

Discuss how to advocate for 
policies that promote heath 
and reduce cancer 
disparities.

Discuss the evidence-
based research to develop 
and advocate for policies 
that promote health and 
reduce cancer disparities.

List the key resources and 
strengths of health 
education departments at 
the state and local level.

List the key resources and 
strengths of health 
education departments at 
the state and local level 
needed to develop data 
analysis plan for research.

Describe at least two health 
equity competencies.

Describe at least two 
health equity 
competencies to assess the 
efficacy of various 
communication strategies.



Additional Examples
Entry-level 
Objectives

Advanced-level 
Objectives

Identify at least 3 
different formats in 
which you could submit 
your work for 
publication.

Describe at least two 
successful examples of 
partnerships between 
individuals, schools, 
communities and health 
departments in the area of 
school health and chronic 
disease.

Describe the screening 
results related to 
identification of diabetes 
and kidney disease.

Describe the screening 
results of American
Indians living in rural 
Texas as it relates to 
identification of Type II 
diabetes and kidney 
disease.

Describe the benefits of 
web-based training for 
professional 
development.

Describe at least two 
benefits of web-based 
training for professional 
development as it relates to 
chronic disease disparities 
in the elderly Hispanic 
male.



More Examples
Entry-level Objectives Advanced-level Objectives

Describe the function and 
influence of formal and 
informal leaders.

Articulate the importance of 
a Quality Assurance/Quality 
Improvement (QA/QI) plan 
to maintain program fidelity.

Evaluate Spanish pain 
classes.

Evaluate Spanish pain classes 
using mixed methods.



Multiple Presenters in a 
Session
 For the session to receive Advanced-

level CECH, each presenter’s objectives 
must meet the Advanced-level Sub-
Competency requirement

 If two presenter’s objectives meet the 
Advanced-level Sub-competencies and 
one does not, the session would receive 
Entry-level CECH



Session Attendance
Session 
CECH

Participant 
Earned

1.0 Entry-
level CECH

CHES participant earned 1.0 
Entry-level CECH
MCHES participant earned 
1.0 Entry-level CECH

1.0 
Advanced-
level CECH

CHES participant earned 1.0 
Entry-level CECH
MCHES participant earned 
1.0 Advanced-level CECH





Certificate of Attendance
MCHES Do’s and Don’ts

April 15, 2000
Any Place USA
Event # 0000

SOPHE Multiple Event Provider Number DC0007
Kay Deaner

CHES Number: 0000
Total Category 1 CECH Earned: 10.0

Entry-level CECH Earned: 10.0
Advanced-level CECH Earned: 0.0

SOPHE, Including its chapters, is a designated multiple event 
provider of continuing education contact hours (CECH) in health 
education by the National Commission for Health Education 
Credentialing, Inc.  This program is designated for Certified Health 
Education Specialists (CHES) and/or Master Certified Health 
Education Specialists (MCHES) to receive up to 10.0 total Category I 
contact hours in health education.  Maximum Advanced-level contact 
hours available are 4.0.



Certificate of Attendance

MCHES Do’s and Don’ts
April 15, 2000

Any Place USA
Event # 0000

SOPHE Multiple Event Provider Number 
DC0007
Kay Deaner

MCHES Number: M0000
Total Category 1 CECH Earned: 10.0

Entry-level CECH Earned: 6.0
Advanced-level CECH Earned: 4.0

SOPHE, Including its chapters, is a designated multiple event 
provider of continuing education contact hours (CECH) in 
health education by the National Commission for Health 
Education Credentialing, Inc.  This program is designated for 
Certified Health Education Specialists (CHES) and/or Master 
Certified Health Education Specialists (MCHES) to receive up 
to 10.0 total Category I contact hours in health education.  
Maximum Advanced-level contact hours available are 4.0.





For more information contact:

Kay Deaner
44memi@lmf.net

Nicolette Warren
nwarren@sophe.org

SOPHE Office
202-408-9804

mailto:44memi@lmf.net�
mailto:nwarren@sophe.org�
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