APPLICATION INSTRUCTIONS FOR MCB EDUCATION APPROVAL

(Please read before completing Application)

1. Title, Date, Location of Offering:  Note - program must have relevance to the alcohol and other drug abuse field.  MCB reserves the right to approve or not to approve education.

2. Names and Credentials of Trainer/Presenter(s):  All trainer/presenter(s) must be listed, plus their credentials; e.g. educational background, experience, certificates or licenses.  Provide information that describes essentially what gives the trainer/presenter(s) the right to teach such a program.  When a resume is not available, the trainer/presenter’s Biographical Sketch may be used.  

3. Summary of Offering:  Submit goals and objectives of offering.  You may submit the daily program schedule. 

4. Number of Clock Hours: Minnesota certification is given in clock hours only.  Indicate total number of hours for the offering, excluding breaks, meals, etc.  Include a breakdown of the course schedule/hours.

5. Type of Evaluation:  Describe the process to be used to determine how the instructional objectives of the program were conveyed; i.e. examination, discussion group, etc.  This is to be an evaluation of what the student/participant gained from the program and not a critique of how they liked it.  

6. Name, Address, Phone Number and Contact Person of the Sponsoring Organization.  

7. Include Provider Status Number when applicable. If you do not have Provider Status, include $50.00 fee. 

8. Submit a copy of the invitation the sponsoring agency will send to staff of other drug and alcohol agencies/professionals.

MCB reserves the right to require additional information or ask for clarity on the information provided in this education application when doing so will assist in the review of this offering.


This application must be submitted at least 30 days prior to workshop date.  Please allow sufficient time for processing.  No exceptions will be made.  Note:  you may not advertise that an offering is “pending MCB approval.”  Full MCB approval must be granted first before mention of it can be made to the public.

Mail completed application, all required documentation and fee to:

MCB, 4817Viking Blvd.NE Suite 101, Wyoming,MN 55092


APPLICATION FOR MCB APPROVAL OF EDUCATION

Please read instructions on reverse

(Please Print or Type)

1.  Title_____________________________________________________________

    (The title on your certificate of attendance must reflect the exact wording above)

    Date: ___________________Location__________________________________ 

2.  Names and Credentials of Trainer/Presenter(s) _____________________   

    __________________________________________________________________

    __________________________________________________________________

3.  Summary of Education Offering (attach Goals & Objectives) _________

    __________________________________________________________________

    __________________________________________________________________

4.  Number of Clock Hours: ________________ (exclude breaks, meals, etc.)

5.  Type & Sample of Evaluation: _____________________________________

6.  Name, Address, Phone Number, Contact Person of Agency/Institution        

    Sponsoring this offering: _________________________________________

    __________________________________________________________________

    __________________________________________________________________

    __________________________________________________________________

7.  MCB Education Provider #_______________ (if applicable)If you do not have  

   Provider # there is an annual fee of $50.00 to obtain one.

8.  One of the following must be submitted with each application for

  Education Approval:  

C.
draft of education brochure

D.
copy of letter of invitation to other drug & alcohol

    Agencies/professionals

After review of this education, MCB will inform the Sponsoring Agency/Institution in writing of its approval or denial.

GOALS & OBJECTIVES OF EDUCATION OFFERING

(Must Be Submitted With Application for MCB Approval)

A)
COURSE CONTENT AND DESCRIPTION:

B) 
PURPOSE OF PRESENTATION (GOALS):

C) 
EDUCATIONAL OBJECTIVES (LIST NUMERICALLY):

D) 
INSTRUCTIONAL METHODS (VIDEO USE, ETC.):

E) 
DIDACTIC PRESENTATION TIME:

F) 
EXPERIENTIAL PRESENTATION TIME:

MAIL TO:  MCB; 4817 Viking Blvd. NE; Suite 101; Wyoming, MN 55092

(763) 434-9787

STANDARDS FOR SUBMITTING EDUCATION FOR MCB APPROVAL

Education specific to the field of alcohol and other drug abuse is eligible for MCB review/approval for the purpose of offering education applicable toward meeting MCB recertification requirements.  Education specific to the field of alcohol and other drug abuse includes but is not limited to education that will enhance the knowledge and skill of a certified addiction professional.  It is the responsibility of the sponsoring organization to adequately design and describe, through the goals and objectives of the program, the specificity of the program to its potential audience.

The following criteria are in place:

- Only education presented within the State of Minnesota is acceptable for submission for MCB approval.  Once approval has been granted by MCB, attendees may use this education toward their recertification requirement. In most instances the CEU’s can also be used towards re-licensing with the Minnesota Department of Health (LADC licensing). It is your responsibility to check with the Minnesota Department of Health to see if it will be approved.

- In-service workshops: only in-service workshops that are made available to the staff of other agencies or to other drug and alcohol professionals are eligible for consideration for MCB approval.  Documentation of in-service workshops being made available to others must be submitted at time of making application for educational approval.

- Trainer/presenter(s) also receive credit for the same number of hours as the attendees.  Your agency or institution must provide the trainer/presenter with a certificate or letter as documentation.

MCB reserves the right to require additional information or ask for clarity on the information provided in this education application when doing so will assist in their review of this offering.

After review of this education, MCB will inform the Sponsoring Agency/Institution in writing of its approval or denial.

Review and processing of education approval applications takes thirty (30) days.  If you are waiting for approval to mail your flyers, please take this 30 day processing time into consideration.  

                              PROCEDURES FOR MCB APPROVAL OF EDUCATION

Even though you may have Educational Provider Status with MCB, you still must submit all of the educational offerings your agency/institution wants to receive approval for to MCB for review.

This can be done one of two ways:

* submit education for approval at least 30 days prior to date of event on an on-going basis


-Or-

* submit for approval as much education as is established by your agency/institution at one time providing all the pertinent information is available.  This could be up to one year's worth, 6 months or 3 months worth of education.

Remember that education which is to be considered for MCB Approval must be submitted by your agency/institution at least 30 days prior to the date of the education being offered.

What are your responsibilities once an education event has been offered by my agency/institution?

* You must provide a certificate of attendance to each attendee upon completion of the offering.  The certificate must carry the attendees' name, the correct and full title of the education offering, the name of the agency/institution which sponsored the education, the date of the offering and the total number of hours awarded to each attendee.  Do not change the title or date of the educational offering without notifying MCB in writing.

* If an attendee must leave the offering prior to its completion, his/her certificate of attendance must reflect a lower number of hours than what was expected to be received.

* You must maintain attendance sheets for three (3) years from date of all offerings which have received MCB Approval.

* Within 10 days of completion of each MCB Approved offering, submit an attendance list including name and full address to MCB.  MCB will randomly select attendees to inquire about the quality of the education.

* You must indicate on the certificate that the total hours awarded for the education offering are "MCB Approved Hours" (example "6 MCB Approved Hours of Education have been awarded for this workshop).

             * Two registrations must be provided at no charge to MCB for attendance at each offering.

Your agency/institution may not advertise that an offering is "pending MCB approval."  Full MCB Approval must be granted first before mention of it can be made to the public.

PROVIDER STATUS

What is Provider Status?

Provider Status means an agency or institution has entered into an agreement with MCB to offer a certain number of educational events.  A predetermined fee is set by MCB for granting MCB approval of these offerings.  Provider pays fee to MCB at the start of the agreement year.

Who may become an Education Provider with MCB?

Any of the following who offer education programs that are relevant to the field of addiction using a formal structure and held in the state of Minnesota:

State licensed agencies/facilities

Colleges/universities

Consulting firms

What are the benefits of becoming a MCB Education Provider?

* You will be assured of offering education that all of our certified professionals must acquire for recertification.

* You may advertise that your education is MCB Approved which is an immediate drawing card for the agency/institution.

* Your educational offering will be listed free of charge with each recertification notice which is mailed to each certified counselor.

* Certified professionals look to MCB's Educational Providers as their first choice in selecting education for recertification.

How do I begin?

   -
Complete and submit the MCB Education Provider Status Agreement form

   -
Include appropriate fee based on the selected number of offerings. Upon review and approval of your agreement, you will receive written notification back from MCB with an assigned MCB Provider Status number which you will use and refer to throughout the agreement year.

What if my agency/institution submits more education for MCB approval than what we agreed upon during the one year agreement?

It is best to anticipate your education needs for the entire year and select accordingly.  If, however, you need to have MCB approve more offerings than were agreed upon, you may do so at a cost of $50 review fee per offering until the agreement year is lapsed.

What happens when my one year agreement as an Education Provider lapses?

Well in advance of the agreement lapsing, MCB will send you information on renewing your Provider Status.  At that time, it will be important for you to review the number of educational offerings you previously agreed to and determine if that met your training needs.  If not, you may renew at a higher or lower number of offerings with MCB.

Renewal of your Provider Status would simply involve completing another Provider Status Agreement form and submitting a check or money order.  You would retain your same Provider Status number as was assigned previously to you.
What are my agencies obligations to MCB in having Educational Provider Status?

           Provide two free attendance registrations for each offerings.

           Within 10 days of completion of each MCB Approved offering, submit an attendance list including name 

            and full address to MCB.  MCB will randomly select attendees to inquire about the quality of the 

            education.


MCB EDUCATIONAL PROVIDER STATUS AGREEMENT
Name of Agency/Institution: _____________________________________________________________________

Provider Status #:__________________ (if renewing)

Address: ___________________________________________________________________________________

Phone #:_____________________Contact Person: ___________________________________________________

I/we agree to adhere to MCB's guidelines and deadlines for submitting education to be considered for MCB Approval.  Failure to do so could result in cancellation of your Provider Status with MCB or the denial of education credits submitted for MCB Approval.  This agreement is effective one (1) year from date of signature.

________________________________________________________    _________________________

Signature                               


                 



Date

Fee Structure/Education Offerings:

Please select the category which best represents the total number of educational offerings your agency/institution will submit for MCB Approval during the one year agreement.  This selection will also determine the fee to be paid.

Agency/college/University:






Check One

1-5 education offerings
(Topics)
                  
$200


( )

6-10







$300


( )

11-15







$400


( )

16-20







$500


( )

21 & above - Institute Status 




$600


( )

Plus an annual provider/agency # fee of $50.00.

A check or money order payable to MCB must accompany this agreement when it is returned to MCB.

If you are renewing your agreement with MCB, this agreement and check or money order should be received by MCB prior to agreement expiring.
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