
Unlock the Mystery of CE 
Applications

Saturday, May 3, 2025



Webinar Agenda
Welcome! Thank you for attending!

● Part 1 (10-11 AM) will detail how to submit a winning FPA CE Proposal
○ proposal requirements, timelines and procedures

● Part 2 (11-12) will reveal what happens during the CE Committee review process
○ specifically for new members of our CE Committee

● There are NO CEs awarded for this webinar.



Part I

Proposal requirements, Timelines & Procedures



FPA CE Committee Overview
● 3 current members, overseen by Executive Director
● Chair, DCCC Representative and Early Career Psychologist Representative
● Meet quarterly
● Key purpose: ensure CE content is APA-consistent
● To date the CE Committee has approved 16 CE courses in 2025
● Ongoing goals

○ Approving proposals throughout the year, including convention proposals
○ Convention Planning: session content, speakers
○ Training new members



Why is the CE application so “cumbersome”? 

● APA Authority
○ FPA receives its authority to offer CEs by APA
○ FPA lost its authority a number of years ago because of failure to follow processes
○ We require what APA requires
○ We must submit an annual report to APA (hundreds of documents)
○ At any time FPA could be audited- and we need to provide the approved applications

● Board of Psychology
○ Medical Errors courses must be approved by the Board of Psychology

● FPA Requests
○ We ask that you confirm your desired time with the Executive Director so we don’t have 

any overlap.  
■ We have ONE Zoom account for offering webinars
■ Members want access to all webinars



Proposal Process

● “Responsible  Member” submits proposal applications
● Confirm date  with Executive  Director
● Submit to Central Office  45 days prior to event date
● Within 14 days, Central Office  will send Round 1 edits requested by CE 

Committee  to Responsible  Member
● Edits proceed through Rounds until final approval 
● Event takes place
● Central Office  submits CE credits to CE Broker and issues ce rtificates



Proposal Requirements: Section A

● Get date/time approval from Executive Director
● Type of Topic (General, Medical Errors, Professional Ethics & Florida Laws 

and Rules, Domestic Violence) determined by Board of Psychology 
requirements

● Fees
○ Non-member minimum $25 per CE



Proposal Requirements: Section B 
● Sociocultural variables (at least 2)
● Describe how each will be explored in the presentation
● Course Outline: please provide time ranges for each section
● #4: Course Content (pick best fit)
● References

○ 5 relevant citations, published under 10 years ago
○ At least 2 related to the diversity variables
○ At least 3 need to be peer-reviewed journal articles
○ APA 7 format required

● Measurable Learning Objectives
○ Appendix provides guidance (see later slide)

● Please provide latest CV of all presenters
○ Email to Central Office



Proposal Requirements: Sections C-F
Section C:

● Follow the Yes/No questions
○ Be mindful of the “If yes,...” statements

● Note: When advertising, you must include the content posted in this section

Section D:

● When describing safeguards on privacy, please be thorough in your description

Section E:

● Questions can be submitted after initial application is submitted

Section F: checklist:

● Responsible Member: Please sign/date Authorization!



Live Review: Timeline

● Presentation date: 4/4/25
● Jan 27 - received by Central Office
● Committee Round 1 Edits due: 2/11/25
● Edits sent to Proposer: 2/11/25
● Proposer Edits [Round 1] received by Committee: 2/19/25
● Committee Response [Round 1]: 3/6/25
● Round 2 edits received: 3/11/25
● Final approval: 3/13/25



Live Review: Example Committee Edits
Committee 
Member 1

● Thank you for your submission!
● The form is missing the fees section
● Please provide a bit more specification of outline based of timing of each topic. 
● In references- is #4 considered a journal? There should be a minimum of 3 peer reviewed journal articles. If 

so, please indicate journal information, if not, please add another journal article. 
● Please add presenter name, title, and information in Presenter CV section
● Please complete security questions. 

Committee 
Member 2

● The Executive Director has approved the date/time listed (Apr 4, 10 am to 12 pm). Please update this in the 
proposal.

● After the Location Address (#11) section, there should be a “Fees” section that is filled out for this event. See 
below for a template:

○ Fees: FPA Member $XX
○ Non-Member (minimum is $25 per CE credit) $XX
○ Fee Refund Policy: [usual policy] 

● Same comment as below regarding “Education” as a diversity variable
● Same comment as below regarding how privacy will be safeguarded

Committee 
Member 3

● Diversity/Sociocultural Variables: Education would refer to adapting to level of education of different clients. 
Can the proposer elaborate if that is going to be a focus? (Not required as there are already two variables 
noted).

● Course Outline/Course Description/Objectives: Can the proposer please add briefly how mental health (vs. 
strictly physical health) components of treatment will be addressed?

● Please revise references #4-5 to APA citation format.
● Please respond to the question “Have you ensured the security of tests and proprietary information used in this   

research/practice?”



Do’s and Don’ts

● Please see Appendix in application for:
○ Diversity statement
○ Diversity variables (definitions)
○ Diversity questions, examples of incorporation
○ Guidance for writing behavioral learning objectives with examples
○ Guidance on Writing References in APA Format

● CEs On-Demand
○ Preparation of questions is optional
○ 5-6 multiple-choice questions per CE



FPA Convention: September 13-14th, 2025
Convention will be hybrid, will be 
Sat-Sun, Sep 13-14, 2025 in Tampa

Convention is at Florida School of 
Professional Psychology

Westshore Grand Hotel (lodging)

Information for Proposers
On-Demand will be offered for 
these

Please include a photo of each 
presenter

Marketing section not included

March 24th email sent by Kim
● Call for Proposals
● Link to application



Questions? 

Thank you for attending Part 1. 
We’re  excited to review your proposals!



Part II

‘Behind the scenes’ of CE proposal approval



“Roll Call” & Brief Introductions
New Members

Amanda Janner

Diana Ginna

Maria Aranda

Melissa Krulik

Jessica Koran-Scholl

Bridget Cabibi

Raegan Thompson

Suchithra Hirode

Jennifer Long

Helen Smith Barnet

CE Committee

Michele Bechor, Chair

Michelle Ferrer, Diversity Committee

Taylor Thompson, ECP Representative

FPA Executive Director

Deborah Foote



New Structure of CE Committee
FPA CE Committee

Michelle F. Michele B. Taylor T.

Maria Aranda
Melissa Krulik
Jennifer Long

Suchithra Hirode
Jessica Koran-Scholl
Raegan Thompson

Helen S. Barnet
Diana Ginns

Bridget Cabibi

****Amanda Janner: stay tuned!***



Flow of Proposal Applications
● Tracking Proposals Spreadsheet (Google Sheets): let’s explore

○ Allows for Central Office and the CE Committee to communicate 
○ Tracks key dates, rounds, approval

https://docs.google.com/spreadsheets/d/1AZYJ1BxKsknNCVoQkxa554
OrlKTA6b_M/edit?usp=sharing&ouid=100483246413276287565&rtpof=tru
e&sd=true

https://docs.google.com/spreadsheets/d/1AZYJ1BxKsknNCVoQkxa554OrlKTA6b_M/edit?usp=sharing&ouid=100483246413276287565&rtpof=true&sd=true


Flow of Proposal Applications
● ‘Behind the Scenes’

○ Day 1: Proposer submits application to Central Office
■ Central Office (Nickcole) adds new entry, sends email

● Lists Team Lead final approver (pre-populated on spreadsheet)
■ CE Committee Chair sends out Gmail Calendar Invite for Round 1 edits 

due date (2 weeks)
● Other members accept invitation

■ Proposers can submit Round 1 edits sooner than deadline
○ Day 15: Round 1 edits due
○ Day 16: Round 1 edits sent back to Responsible Member (approx 1 week)
○ Day 23: Round 2 edits deadline (sent by proposer) IF NEEDED
○ Day 30: Committee reviews Round 2 IF NEEDED
○ [back and forth until approval]

● From approval date until presentation date (Day 45)
○ Marketing by Proposer and Central Office
○ Registrations managed by Central Office



Response to Change in Diversity Requirements
● Diversity elements (i.e., APA versus FPA)

○ Central Office recommended to Executive Committee that FPA not apply 
for the waiver APA offered for the diversity elements
■ Executive Committee supported that decision
■ FPA does not have federal funding or requirements that would be “at 

risk”
○ APA no longer requiring DEI by training institutions



Troubleshooting

● What to do with CE Committee member general questions 
■ Prefer GlueUp Community or listserv? 

○ When committee members have proposal specific questions, send to 
Team Lead

● Vacation time: please email 
● Team Leads will have an email chain with each team of 3
● New processes

○ We will grow together!



Quarterly Meetings

● Team leads and Executive Director
● Discuss process and make updates
● Team members can make suggestions to Team lead



Welcome to the CE 
Committee!

We’re so excited you’re with us!
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