Welcome to CeuSchool.com, the continuing education forum for social workers! We are delighted that you are willing to share your expertise and knowledge with us! We pride ourselves on providing challenging, cutting-edge, and stimulating educational selections for professionals via the Internet. In order to maintain our high educational standards, we invite only those with acknowledged expertise and experience to participate in developing new selections for our clients.

Our Writer’s Guidelines are designed to assist you in writing your educational selections. The review process begins with one of our Directors of Education doing an initial editorial review. Our expert reviewers will check the course for validity of content and evaluation questions. Should you have any questions, please do not hesitate to contact one of our Educational Directors info@CeuSchool.com. We will gladly provide with assistance along the way.

Style and Voice
CEUSCHOOL.COM requires the utmost professionalism in all our online material. We do have certain restrictions on style and content. Please use either Times New Roman or Ariel font. Double space and number your pages. We require all courses be written in either Modern Language Association (MLA) or American Psychological Association (APA) format. We defer to the most current edition of the Chicago Manual of Style for proper presentation of written content. At the same time, feel free to give it your voice. Write in a "tutorial" style, somewhere between a formal academic paper and the trade press. The idea is to explain things well. Be creative in how you "package" your content. Learners tire of the same thing over and over again! We will be happy to assist you in formatting creative approaches. When possible, choose the common word over the complex; impress us with your ability to get your message across, rather than your vocabulary.
The majority of Internet users are non-English speaking.  Seventy-five percent of Americans read at an 8th grade level (age 13-14).  Keep your audience in mind and try to ensure that the content is relevant to the audience. Write in plain English, write to express not impress, focus on clarity, and avoid ambiguity. 
Nation-Centric Language:
· Language aimed specifically at one country causes translation problems:
· Do not generalize names of specific government agencies, institutions, or organizations.  Avoid words like federal, national, government, and Department of Defense.  If you are talking about a specific U.S. agency, say so.  Ex:  U.S. Department of Defense (USDOD).
· Do not refer to seasons of the year to specify time, because seasons vary around the world.  Refer to specific months or calendar quarters.
· Do not use national-centric phrases.  Avoid using the word domestic to refer to the United States. 
· Do not use the phrase non-U.S.  Instead, use terms such as within the U.S., global, worldwide, and international.
· Use the abbreviations U.S. and U.K. as adjectives (U.S. Department of Energy) and United States or United Kingdom as nouns (The United States has a department of energy.).
· Limit the use of humor in your writing to avoid misunderstandings.  Humor is often culture-specific.
· Provide a global alternative when specifying 1-800 numbers for the United States. Do not assume that addresses/phone numbers in other countries will fit the U.S. standards.
Course Content
· Learning Objectives (2-3 for each continuing education hour are usually adequate)
· Content (approximately 10-12 typewritten, single-spaced, pages for a 3 contact-hour selection, and 15-20 for a 5 contact-hour selection)
· Send any "pictures" (if applicable), as separate files. (Other acceptable file types are: PDF and PowerPoint). Indicate the position and the figure caption in the main text body. 
· A test of 20-25 questions for any continuing education submission
· An answer key with justification for the correct answer
· A brief, author biographical sketch, For example: Jane Doe, MSN, RNC, CS-FNP is an independent nurse consultant and specialist in endocrinology. She has published in Nurse Practitioner and The American Journal of Nursing.
· Permission for previously published work (if applicable)
· We prefer that you send us your work when everything is completed. All submissions are reviewed for completeness. Contributors are notified within 10 days after submission whether or not their work has been accepted.

All selections are submitted for continuing education hours, therefore, specific elements must be contained in each packet you send us. As you review the following guidelines, please keep in mind that they will help you put your expertise in the most accessible and educationally sound format possible. Each selection you send us must contain the following:

· Learner Objectives stated in Behavioral Terms

· Main Content

· Evaluation Questions
Writing Learning Objectives
Each educational offering must have measurable and achievable objectives for the learner to meet. The following guidelines have been developed to assist you in writing your objectives. In general, Learning objectives are defined for each continuing educational offering and are used as a basis for determining the content and learning activities, and for evaluating the effectiveness of the offering. The objectives indicate the relationship to the profession and/or the bodies of knowledge, which contribute to standards of practice in that profession. Objectives must be clearly stated, appropriate for the audience, relevant and attainable for the allotted time, observable, and measurable. Learning objectives describe what the learner will be able to do after participating in the offering. They will complete the sentence: "After completing this offering, the participant will be able to...".

Characteristics of Learning objectives:

· Contain one action verb from the cognitive, affective, or psychomotor domains

· Tell about the behavior or performance of learners 
· Concerns the ends rather than the means; the exit behavior rather than the learning process.

· Describes the conditions under which the learner will be performing exit behavior

· Includes information about the level of performance that will be considered acceptable

· Measurable in terms of observable behavior

Suggested verbs in the affective domain: 

acknowledge - practices - selects - supports

shares – argues - is accountable - shows awareness – debate - takes a stand

Suggested verbs in the psychomotor domain:

carries out according to procedure - carries out - demonstrates skill in using - is skill full in using 

Suggested verbs in the cognitive domain:

Knowledge: define – repeat - record – name – recall - list - identify - recognizes

Comprehension: translate – express – explain – describe – discuss – identify - restate locate – report - 

Cite examples – conclude – review - predict - differentiate - select interpret - estimate

Application : interpret – apply – employ – use – demonstrate - illustrate - operate practice - develop - relate

Analysis: distinguish – analyze – differentiate – calculate – contrast – test - compare solve – diagram - categorize

Synthesis : compose – plan – design – formulate – arrange – construct – create organize - prepare - classify

Evaluation: judge – evaluate – rate – compare – revise – score - select – choose - assess estimate – measure - critique 
Examples:

· After completing this offering the participant will be able to list four causes of Childhood Depression & Anxiety.

· After completing this offering the participant will be able to identify two major risk factors of Oppositional Defiant Disorder.

· After completing this offering the participant will be able to define specialized learning disorders.

· After completing this offering the participant will be able to differentiate between hostile and threatening employee behavior.

· After completing this offering the participant will be able to compare two options for How to Help Patients Stop Smoking.

· After completing this offering the participant will be able to organize a plan of care for the patient suffering from clinical depression.

References
Each educational selection should contain a bibliography or reference list. Any material cited in your content should be followed by the original citation in the bibliography. Helpful references for learners interested in reading more about the topic should be included here. Keep references and citations to a minimum; for a 3.0 contact-hour selection, five to twelve references should suffice. 
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Test Writing Guidelines
As you may remember from your school days, a poorly written, confusing test can be frustrating and seem unfair. By adhering to the following suggestions, you will have a better chance of developing multiple-choice items that fairly test the knowledge of the test taker and avoid confusion and misinterpretation. Whenever possible, include your objectives as test items.

Avoid "trick" questions, and overly picky questions. The major point of evaluation is to assist the learner to determine whether or not he/she has grasped the major points of the selection. Multiple-choice formats are a good choice, but these may follow a case study, or other information-giving format.
General Test Writing Guidelines:  

· Keep items as short as possible by including only information that is absolutely necessary to answer the question.

· Use 3 distracters and one correct alternative (Alternatives A-D).

· Stay away from True and False items (in a short test, they are too vulnerable to guessing and can lead to too many arguments and differing interpretations).

· Write out an answer key.

· Write items that fairly sample the content of your source. If the test taker has been assigned three chapters, make sure they are tested on the content of all three.

Remember, you can rely on the CEUSCHOOL.COM Directors of Education to assist you in the development of your course. Please feel free to contact us for technical, writing, or formatting assistance. All of us at CEUSCHOOL.COM gratefully appreciate your work and contribution.

Sincerely,

CeuSchool.com
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