INTERNAL APPLICATION FORM
All program proposals must meet the following basic criteria:
•

•

Courses must be pertinent to the theory, practice, and methodology of psychology; must be
taught at the post-doctoral level (adding to diversity and expertise of knowledge appropriate to
professional practice in psychology); and must enable a psychologist to provide better
psychological care to the consumer.
Materials submitted must clearly demonstrate how the course meets these requirements. All
proposal packets submitted for review must include the following information:

1.) Description of Content: A brief abstract describing the content and the intent of the workshop. This
description should clearly address the basic criteria listed above. Please indicate if/how this course
addresses the theory, practice and methodology pertaining to your topic. Please also indicate how
this course extends knowledge beyond a pre-doctoral level of training on your topic.
2.) Course Objectives: A list of the benefits that attendees will gain from participating in the
workshop. Please list learning objectives that will clearly define what the participant will know or be
able to do as a result of having attended the program. (3-4 objectives appropriate for 4 hours CE;
5-6 objectives appropriate for 7-8 hours CE)
3.) Syllabus/Time Outline: A detailed syllabus with an hour-by-hour time outline of workshop
activities, breaks, lunch, etc. This outline should identify exactly what will be covered in the
presentation and how much time will be spent on each item. Break time does not accrue CE
credit.
4.) Curriculum Vitae: Each presenter’s complete CV.

5.) Assessment of Participant Learning: This is a means for participants to gauge what they have
learned from the presentation. It can take the form of multiple-choice questions, true/false, short
answer, etc. It is best to have one post-test question per hour of instruction.
6.) Signature: The application must be signed by the primary presenter or designee.

You must fill out the entire application before it can be reviewed by the committee. Answers
such as “see attached” are not acceptable and will result in your application being returned
without approval. While attached documents are permitted and often necessary, the committee
will not “hunt” for your answers or assume that materials are present without your explicit
reference to them in this form.

Date of Application: _________________

Title of Program: ____________________________________________________________

Date of Program: ___________________

Credit Hours of CE Requested: ________
Are you applying for Ethics CE's?
Yes

No

If Yes, please indicate how/why this course specifically focuses on ethical, legal, statutory or
regulatory policies, guidelines, and standards that impact psychological practice, education, or
research.

Presenter/Faculty Names (Designate primary presenter if more than one.):
____________________________________________________________________________
Target Audience: ____________________________________________________________
Degree of Content Sophistication (All must be at postdoctoral level.):
Advanced

Intermediate

Introductory

Individual Requesting Approval: ________________________________________________

Contact Person: _____________________________________________________________

Mailing Address: _____________________________________________________________

City: _____________________ State: ____________________ Zip: __________________

E-Mail: ___________________ Telephone: ________________ Fax: _________________

Program Description: This should be about 100 words and will be used for marketing
purposes. Focus on what your program is about and how the attendee will benefit. Make it
accurate but interesting to motivate the reader.

Brief Bio: Submit a 50 word bio of each attendee to also be used for marketing. Highlight your
expertise and experience in the content area you are presenting.

Promotional Materials/Brochure (If this is for the Spring Convention this does not apply):
Please submit a copy of your program’s brochure, promotional materials, or email
announcement, etc. This should contain the program information, amount of CEs, objectives,
schedule, cost, instructor credentials, clear indication of activities not offered for CEs, and a
description of the target audience or instructional level. You may also write “For more
information call xxx-xxx-xxxx”.

Curriculum Vitae: Attach each presenter’s complete CV.

Description of Content: A brief abstract describing the content and the intent of the
workshop. This description should clearly address the basic criteria listed above. Please
indicate if/how this course addresses the theory, practice and methodology pertaining to your
topic. Please also indicate how this course extends knowledge beyond a pre-doctoral level of
training on your topic.

Syllabus/Time Outline: A detailed syllabus with an hour-by-hour time outline of workshop
activities, breaks, lunch, etc. This outline should identify exactly what will be covered in the
presentation and how much time will be spent on each item. Break time does not accrue CE
credit. (beginning and ending times can be altered: we can begin at 8:45 to break for lunch at
noon). Attachment may be necessary.

Course Objectives: Please list learning objectives that will clearly define what the participant
will know or be able to do as a result of having attended the program. (3-4 objectives
appropriate for 4 hours CE; 5-6 objectives appropriate for 7-8 hours CE) See standards and
guide for writing objectives; course objectives must be observable and measurable. The
words “Participants will be able to…” is a good way to start a proper learning objective.

Method(s) of Instruction (check all that apply):
Lecture

Role Play

Demonstration

Small Group Discussion

Video/DVD

Other Discussion Throughout the Workshop

A/V: Please list any Audio Visual Equipment you wish to request.

Books: Please include the complete reference material for any book we can recommend to the
bookstore to have available for purchase on your subject matter.

Assessment of Participant Learning: This is a means for participants to gauge what they
have learned from the presentation. Some ways of assessing learning include informal
discussions between instructor(s) and participants, questions and answer of attendees at the
end of a program, post-tests (These can take the form of multiple-choice questions, true/false,
short answer, etc. It is best to have one post-test question per hour of instruction), etc.

Disclosures: During the CE session, how will you disclose to participants the accuracy and
utility of the materials being presented, the basis of such statements, the limitations of the
content being taught and the severe and most common risks?

For the following questions, please check YES or NO :
Is there any commercial support for CE program, presentation or the instructor?
Yes

No

If Yes, will you clearly describe this support to program participants at the beginning of the CE
program?
Yes

No

Are there any other relationships involving the CE program, presentation or the instructor that
could be reasonably construed as a conflict of interest?
Yes

No

If Yes, how will you disclose this relationship? (you must answer this question if you selected
yes above)

Will you (or your co-presenters) be supported financially by a manufacturer or any commercial
product?
Yes

No

If Yes, please explain the support, as well as the way you plan to disclose it to workshop
participants. (you must answer this question if you selected yes above)

Will you gain financially (beyond honoraria) by the sale of any product or publication as a result
of this workshop? (While the workshops are not to be used as opportunities for commercial
advancement, it is not necessarily inappropriate for you to obtain some indirect financial benefit
from presenting your workshop—e.g. royalties. It is important, however, that you disclose this
information.)
Yes

No

If Yes, please explain the financial gain, as well as the way you plan to disclose it to workshop
participants. (you must answer this question if you selected yes above)

Has any of the research to be presented been funded by external sources (e.g. university,
industry)? If so, by whom?
Yes

No

If Yes, please explain how you plan to disclose this information to workshop participants.(you
must answer this question if you selected yes above)

Are you presenting information about your practice or research?
Yes

No

If Yes, please explain. (you must answer this question if you selected yes above)

For the following questions, please check YES, NO, or N/A :
Has privacy been safeguarded? (e.g. disguise of identities in videotapes or case histories,
etc.)
Yes

No

N/A

Have you obtained the appropriate consent?
Yes

No

N/A

Have you ensured the security of tests and proprietary information used in this
research/practice?
Yes

No

N/A

Are you applying for Ethics CE's?
Yes

No

If Yes, please indicate how/why this course specifically focuses on ethical, legal,
statutory or regulatory policies, guidelines, and standards that impact psychological
practice, education, or research.

Please discuss a direct link between course content and benefit to client as consumer:

Signature Page
In submitting this Proposal, I have subscribed to and supported the objectives of the American
Psychological Association set forth in Article 1 of the Bylaws and the Ethical Principles of Psychologists,
as adopted by the Association. (Copies of the Bylaws and Ethical Principles are available from the APA
Order Department, 1-800-374-2721, ext. 5510. The Bylaws are also accessible online
at http://www.apa.org/governance/bylaws. The Ethical Principles are available
at http://www.apa.org/ethics.

SIGNATURE: ______________________________________ DATE: __________________

Email this application and necessary attachments (presenter CVs and copies of any marketing
materials) to wspa@wapsych.org

