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Revisions to this 2024-2025 Edition

Changes in the Certification Maintenance Program Policies and Procedures from the previous manual are summarized below. Substantive revisions in
content throughout the manual are highlighted in yellow as seen here.

- Effective July 1, 2024, cued language transliteration Work Hours have been removed from the annual requirements of the CMP. (p.10)
- A recurring event is defined as the same educational experience offered multiple times, generally for different audiences. This differs from
iterations of educational experiences that may be similar in scope, objectives, and activities, but differ in content, source material, presentations, or that

may be intended for the same audience as a different version of a previous event. (p.40)

- The expiration date on CLTID cards has been changed to July 15th to prevent a lapse in certification between the time a TSC-holder fulfills all
requirements and the TECUnit is able to issue an CLTID card. (p.12)

-The QR code that links to the feedback form for CEH events was updated. (p.22)

- An added FAQ reminds TSC-holders not to assume previously accepted activities will be accepted in a subsequent cycle. Be sure to follow
current policies as outlined in this manual. (p. 32)

- If an application for a Sponsored Event is rejected, the organization should notify all registrants in advance. (p.32)
- The specifications for a sponsored CEH event stated in other parts of this manual were missing that sponsors must be organizations. (p.36)

- An example of an event that would not likely be approved was a course on Preparing for the CLTNCE. While this is still generally true, there
may be benefit to taking a course that focuses on updates in the field. The determination would be made by reviewers. So, this example was removed.

(p-36)
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About this Manual

This document states the current policies and procedures of

the Certification Maintenance Program (CMP) and provides
guidance to cued language transliterators (CLTs) for successful
participation in the program. Every effort is made to update and
revise this document as necessary. With the publication of each
revision, all previous versions of this document become invalid
and should no longer be considered a reliable reference. The
information in this document supersedes all previous policies
and correspondence.

Audience

This manual is a reference for those who are enrolled in the Cer-
tification Maintenance Program and for organizations that may
seek to offer training approved for TECUnit Continuing Educa-
tion Hours (CEHs). In general, CMP participants are those who
have successfully been certified through the Cued Language
Transliterator National Certification Examination (CTLNCE).
However, in some cases, participation in the Certification Main-
tenance Program may be required by state agencies for CLTs
after successfully passing the Cued Language Transliterator
State Level Assessment (CLTSLA). To determine whether your
state requires participation in the CMP or periodically retaking
the CLTSLA, contact the relevant state agency.

Purpose of the CMP

The TECUnit Certification Maintenance Program (CMP) pro-
vides a system that: (1) allows nationally certified cued language
transliterators to preserve their certification status without re-
taking the CLTNCE test battery; and (2) promotes the retention
of the high level of skill and knowledge demonstrated by cued
language transliterators at the time of certification.

CLT Code of Conduct Adherence

Cued language transliterators in the Certification Maintenance
Program attest to adhere faithfully to the CLT Code of Conduct at
all times when providing cued language transliteration services.

Additional Responsibilities

CLTs participating in the CMP are expected to update the TE-
CUnit in a timely manner regarding changes to contact infor-
mation including mailing address, phone number, and email
to ensure reliable communication. Additionally, participants
should check the TECUnit website regularly for announce-
ments, updates, and revisions to policies and procedures.

With regard to providing appropriate documentation and
artifacts demonstrating successful completion of CMP require-
ments, the burden of proof falls upon the participant.
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Overview

The purpose of the Certification Maintenance Program (CMP)
is to provide a system whereby nationally certified cued lan-
guage transliterators may preserve their certification status with-
out retaking the Cued Language Transliterator National Cer-
tification Examination (CLTNCE) test battery. The CMP also
serves to ensure that participants retain, or advance, the high
level of skills demonstrated at the time of certification testing.
Additionally, the CMP promotes ongoing learning so that cued
language transliterators remain current in knowledge related to
the field.

Annual Requirements

The CMP year begins each July 1st and ends on June 30th
of the following calendar year. All TSC holders must pay the
annual fee (currently $90) by June 30th.

Previously, nationally certified transliterators were required
to submit proof of cued language transliteration work hours.
Effective July 1, 2024, the Work Hours requirement has been
discontinued.

» Work Hours
The work hours requirement was intended to ensure that TSC
holders engage in ongoing (i.e., at least annual) provision of
cued language transliteration services to retain CLT skills
including expressive and receptive fluency. The criterion of
five (5) work hours yearly was determined to be the minimum
requirement to ensure skills maintenance.

After careful consideration, the TECUnit Board of Directors

determined that the five (5) cued language transliteration Work
Hour requirement was insufficient to ensure skills maintenance
and placed an unfair burden on TSC-holders whose circum-
stances prevented attaining Work Hours. As of July 1, 2024,
cued language transliteration Work Hours are no longer an
annual requirement of the Certification Maintenance Program.
Alternatives to this requirement are under review.

» CMP Annual Fee
Each year by June 30th, every CMP participant must pay the
annual fee. This may be paid by check mailed to the TECUnit
office. Checks sent by mail must be postmarked by June 30th in
order to avoid a late fee. The fee may also be paid by credit card
through the online system.

Schedule of Late Fees
Annual fee received by June 30........ccccoeecervnccrninecnees $90
Annual fee received between Julyl-31.......cccoeecurunee $100
Annual fee received between August 1-31.................. $110
Annual fee received between Sept. 1-Nowv. 30............. $150
Annual fee received between Dec. 1-31........ccccccueuneee. $200

A CLTID will not be issued until all requirements have been sat-
isfied. This may result in a lapse of certification status until the
requirement has been satisfied. If the annual fee is not received
by December 31st, the participant’s certification expires. Any
transliterator who is unable to pay the annual fee due to finan-
cial hardship should contact the TECUnit office.



Four-Year Cycle

Continuing education is central to the Certification Mainte-
nance Program. Towards that end, participants must success-
tully complete 60 hours of approved coursework, presentations,
events, or meetings in every four-year cycle. All coursework
applied toward CEHs must be approved in advance.

FAQs about Annual Requirements

» What payment methods do you accept?
You may pay by check (postmarked by the deadline). Our online
system works with any U.S.-issued and most international-
ly-issued magstripe or chip cards bearing a Visa, MasterCard,
American Express, Discover, JCB, or UnionPay logo. Credit,
corporate, debit, prepaid, and rewards cards are also accepted.

VISA &G0 %‘;‘?;s DISCOVER gss UnionPay

» I'm worried about my ability to pay the an-
nual fee. What should | do?

We encourage you to plan ahead. This expense occurs on June
30th of each year you maintain your certification status. You can
pay the annual fee earlier if that works for you. You may also pay
later with a late fee. If you still believe you will not be able to pay
the annual fee, please reach out to our office as soon as possible.

» | completely forgot to send my annual re-

quirements. What should | do?

You may pay your annual fee with late fees until December 31st
following the deadline of that CMP year (refer to the schedule
of late fees).

The TECUnit makes every effort to post announcements on

our website and to send reminders via email. However, it is

the responsibility of the CLT to track and complete all require-
ments to maintain certification status. Make sure to update your
contact information with our office. If you provided a school-
based email address that you do not check regularly during the

11
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summer, you may be missing important notifications. Consider
either checking that email in the summer or provide the TECU-
nit a secondary email address.

As soon as you realize you've missed a deadline, reach out to our
office.

» | need a replacement copy of my CLTID
card. What do | do?

If your CLTID card is lost or damaged, you can request a re-
placement using our online system.

» My expiration date is different this year. Did

the deadlines change?

No. The expiration date on your CLTID has been changed to
July 15. This revision is intended to prevent a lapse in certifi-
cation from the time your requirements are completed and the
TECUnit is able to generate and issue your card. However, none
of your deadlines have changed.



Y Your Four-Year CMP Cycle

-

60 approved Continuing Education Hours (CEHs)

13
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Continuing Education Hours (CEHs)
Participants in the CMP are required to successfully com-

plete 60 hours of continuing education in each four-year cycle.
Continuing Education Hours (CEHs) are those hours spent in
professional development activities that advance or maintain the
skills and/or knowledge of a cued language transliterator.

Acceptable topics include a wide variety of related areas provid-

ed that the course:

o Primarily focuses on content that applies to the profession of
cued language transliteration;

o Isdelivered at an appropriate level given the skills required
to achieve a TSC or state-level credential;

« Enhances a CLT’s ability to perform on the job;

« Is sponsored by an organization and delivered by an instruc-
tor/presenter with appropriate qualifications or background

o Includes assessment to ensure achievement of learning out-
comes.

The TECUnit adopted a 1:1 ratio wherein one hour of instruc-
tion is equivalent to one (1) Continuing Education Hour. When
the total instructional time includes part of an hour, the CEH
equivalent is rounded up to the nearest quarter hour (i.e., 15
minutes equals .25 CEHs). For example, an approved 70-minute
course would be offered for 1.25 CEHs and an 80-minute course
could approved for 1.5 CEHs. Determination of the maximum
number of CEHs is made during the approval process. CLTs
may not round CEHs when reporting their CEH activities.

In general, CEHs are awarded for direct contact hours of in-
struction or outside approved, structured activities that are part
of instruction. Breaks are not figured into calculations.

Preapproved Continuing Education

In order to be counted toward Continuing Education Hours, all
coursework must be approved by the TECUnit. Events that are
approved as CEH events include Sponsored CEH Events and
some college courses.

Sponsored CEH Events are submitted by the host organization
for review and must be approved before the event begins. Addi-
tionally, many college classes have been preapproved. Course-
work taken at an accredited college or university that is catego-
rized within certain disciplines is automatically approved and
will be accepted for CEH credit provided that certain minimal
criteria for successful completion are met.

» Sponsored CEH Events
An organization may submit a course or an event for approval
as a CEH Sponsored event. These courses will display the CEH
logo indicating that CEHs are approved for participants. While
the TECUnit cannot verify all content within a course, every
effort is made to ensure that the course topics are relevant,
objectives are appropriate, assessment is conducted, and that in-
structors are sufficiently qualified. Additionally, participants are
given the opportunity to provide event feedback to the TECUnit
to ensure ongoing satisfaction with approved training.

Some organizations opt to become TECUnit Providers. These
registered organizations maintain membership fees to avoid
having to resubmit the same recurring events for approval each
time they are offered. With regard to Providers, it is important
for CLTs to know that:



o Each CEH event hosted by a Provider undergoes the
same approval process as Sponsored Events;

o CEH Providers may also hold events that are not approved
for CEHs. Be sure to look for the CEH logo on advertising.
Reach out to the host organization with questions you have
about whether an event provides CEHs and how many you
can earn.

All questions about registration procedures, course costs, and
logistics should be directed to the organization delivering the
training. The TECUnit does not organize or deliver CLT train-
ing.

» Advertising CEH Events
Hosting organizations are required to display the Approved for
TECUnit CEHs logo when advertising their Sponsored CEH
events.

When organizations submit an application requesting CEHs,
advertising for the course might state Pending Approval for
TECUnit CEHs. However, approval is not guaranteed. Verify
that events are approved before you register. If your decision to
attend is conditional on the training’s provision of CEHs, you
should communicate with the host organization about their
refund policy in the event that CEHs are not approved. The
TECUnit is not responsible for claims made by outside organi-

zations about provision of CEHs.

The TECUnit does not approve CEHs for any event after it has
started.

» College Coursework
Many college and university courses are preapproved for TECU-
nit CEHs. In such cases, a TSC holder does not need to submit
a request for CEH approval to the TECUnit. Courses taught at
accredited colleges and universities within the following disci-
plines and with these exact college course codes are preapproved
for Continuing Education Hours (CEHs):

CSD | Communication Sciences and Disorders
EDU, EDUC, EDUX | Education

LING | Linguistics

PSY, PSYCH | Psychology

Additionally, undergraduate and graduate-level foreign lan-
guage courses are preapproved and follow the same require-
ments. These include all spoken and signed language courses
taught at accredited colleges and universities.

Additionally, college courses with a primary focus on the topics
of interpretation and translation (between languages), ethics,
and audiology are preapproved. These key terms must appear
in the title of the course (e.g., Introduction to Social Ethics) and
should not simply be tangentially related. For example, a course
called Introduction to Genetics that includes a section on ethical
considerations is not preapproved.

Courses containing the terms interpretation and translation

17
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in their titles must relate to language facilitation — not to anal-
ysis. For example, a course titled “Interpreting in Health Care
Settings” would be preapproved if directed at interpreters who
facilitate communication between providers and patients. How-
ever, the course “Interpreting Social Media’s Impact on Society”
would not be preapproved. If you are unsure of the acceptability
of a course, contact us at info@tecunit.org before enrolling. Your
having misunderstood the nature of a course does not mean that
it will be accepted toward the CEH requirement.

If you are considering a college-level course that does not meet
any of the criteria for preapproval but that you think would be
appropriate toward your continuing education, you may submit
the course as an Unsponsored Event. If your decision to enroll
is contingent on your ability to earn CEHs, be sure to get ap-
proval from the TECUnit prior to enrolling in the course. You
will need to complete an individual request for an Unsponsored
Event [see below]. You will also need to submit a copy of the
syllabus with your application. A syllabus of that course from a
recent, previous semester is acceptable.

If, at the end of a four-year cycle, a CMP participant reports a
successfully completed college course that was not submitted
to the TECUnit for approval and varies from these specifica-
tions, the CLT runs the risk of the course being rejected and not
counted as part of the required 60 CEHs. This could put your
certification status at risk. Always reach out to our office when
you are unsure if coursework will apply. Remember, the TECU-
nit does not approve any course or event for CEHs retroactive-
ly. If you complete a course mistakenly believing it would be
preapproved, it cannot be submitted as an Unsponsored Event
after the fact.

There is no limit to the number of CEHs that may be earned
in a four-year cycle by successfully completing college credit.
[Note: This is a change from a previous policy of the Certifica-
tion Maintenance Program. However, the current board elimi-
nated the cap on college coursework.]

For classes offered at institutions on a semester system,
each college credit is equivalent to 15 CEHs. In such cases, a
three-credit course would be equivalent to 45 CEHs.

For classes offered at institutions on a quarter system, each col-
lege credit is equivalent to 10 CEHs. In those cases, a three-cred-
it course would be equivalent to 30 CEHs.

CLTs who wish to apply college-level coursework toward the
requirements of the CMP must earn a grade of C or better. Be
sure to check the grading policies of the institution. (Grading

conventions like “Satisfactory”, “Pass”, “Successfully Complet-
ed” are not accepted for college coursework.)

In order to apply college-level credit for CEHs, the CMP partic-
ipant must submit verification of successful completion with a
final grade of C or better. An official transcript from the insti-
tution is required and should be sent within thirty (30) days of
the completion date of the course.

Unsponsored Events

If you plan to attend a workshop or event and the sponsoring
organization has not sought CEH approval, there are two op-
tions. First, you can encourage the host organization to sub-
mit an application for the course as a Sponsored Event. This is
the preferred method as it enables other CLTs to get credit for



successful completion and may benefit the host organization by
drawing additional participants to the event.

If the event sponsors do not wish to request CEHs, a CMP
participant may submit a request for CEHs as an individual. In
that case, the event does not become a CEH Sponsored Event.
Rather, the individual would be approved to earn CEHs by suc-
cessfully completing that Unsponsored Event. Documentation
of successful completion is required within two weeks after the
end of the event. Other CMP participants who attend the same
course would also need to request CEHs individually.

The application process for a Sponsored CEH Event must be
initiated by the host organization and may not be requested by
attendees or individuals. The request for an Unsponsored Event
must be submitted by each individual CMP participant seeking
CEHs.

» Applying for an Unsponsored CEH Event
If a host organization does not wish to apply to offer CEHs for
a Sponsored CEH Event or if a college course does not fall into
one of the preapproved disciplines, a CMP participant may
submit an application to earn CEHs through an Unsponsored
Event.

The application form must be completed fully, which may
require the CMP participant to contact the organization to
gather sufficient information to complete the application. It is
the applicant’s responsibility to gather sufficient, accurate infor-
mation so that TECUnit may make an informed determination
whether or not a course can be approved for CEHs. It is insuffi-
cient to submit a flier, links, or other forms of advertising to the

TECUnit for reviewers to glean information. Incomplete forms
will be returned without review. If clarification is necessary, the
TECUnit office will reach out to you with questions.

Applications to request CEHs for Unsponsored Events should
be sent at least two weeks in advance of the course/event start
date. The cost of review for CEH approval for an Unsponsored
Event is $25 and is not refundable. The fee may be paid by check
made payable to TECUnit and sent to our office or paid by cred-
it card through our online system (www.tecunit.org > Make a
Payment). The application can be found on our website. Once
completed, it should be sent to info@tecunit.org. An event may
not be submitted for approval after its start date. Events will not
be approved for CEH credit retroactively. If a CMP participant
wishes to submit a CEH request for an Unsponsored Event less
than two weeks prior to the start date, an expedite fee can be
paid to prioritize the review process.

Retaking Courses/Events

Repeating coursework is common in the culture of our commu-
nity. Many courses for cued language transliterators have been
designed to adapt to the evolving skill levels of attendees. For
that reason, a CMP participant may earn CEHs in another four-
year cycle for a previously attended course. Repeating a course,
however, cannot earn additional CEHs within the same four-
year cycle.

CEHs for Teaching/Presenting

Many nationally certified cued language transliterators teach
and present on a variety of topics related to our profession. Con-
tinuing Education Hours may be earned for teaching or present-
ing a CEH event.

19
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CMP participants who serve as a primary instructor/presenter
for a CEH event will earn 1.5x the total number of CEHs ap-
proved for the event. For example, teaching a three-hour CEH
event would earn the presenter 4.5 CEHs. Individuals who teach
only a portion of an event approved for CEHs may earn 1.5x the
number of CEHs for the amount of time they teach or present.

Review the section, Sponsor Responsibilities in this manual to
learn how to report the increased number of CEHs occurs.

For participants in the CMP, there is currently no limit to the
number of CEHs that may be earned in a four-year cycle for
teaching/presenting at workshops or presentations.

» Teaching College Courses
A CMP participant who teaches a course at an accredited college
or university in any of the approved disciplines (i.e., Communi-
cation Sciences and Disorders, Education, Linguistics, Psycholo-
gy is preapproved to earn CEHs for teaching those courses. The
same formula for equivalency between college credits and CEHs
applies (and is dependent on whether the institution is on a se-
mester or quarter system. See above). However, a maximum of
20 CEHs may be earned per four-year cycle for teaching college
coursework. The formula of 1.5x CEHs for instructors does not
apply to the teaching of college coursework. A recurring college
course may only be reported once per four-year cycle.

College classes outside of the preapproved disciplines may also
apply toward the CEH requirement, but must be submitted by
the individual for approval of CEHs as an Unsponsored Event.

An official copy of the course syllabus is sufficient documenta-

tion for courses taught by a CMP participant and must be sent
to the TECUnit within thirty (30) days of the course completion
date.

Finding CEH Opportunities
» It Starts with You

What kinds of courses, presentations, and events should you
consider as part of your continuing education as a cued lan-
guage transliterator? Before looking in more detail at the re-
quirements for the Certification Maintenance Program, start by
thinking about what you would like to learn.

o Consider your individual educational needs. Which of your
skills or knowledge areas do you think would benefit from
instruction or mentorship? Are there any areas where you
believe your skills could be improved?

o Think about your interests. Learning should be enjoyable.
Are there topics relevant to cued language transliteration
that youd like to explore in more detail?

o Consider your resources. Courses vary in cost, length, and
the time and frequency of delivery. No one knows your ob-
ligations better than you. Find courses that fit your time and
budget (e.g., College courses can be expensive, but provide
many hours in a relatively short period of time.)

» Finding Appropriate Training

When a course is submitted to the TECUnit for CEH approval,

it is evaluated in several ways including:

o Relevance to cued language transliteration. Obviously,
courses on the CLT Code of Conduct, transphonation, and
Auditory Environmental Stimuli relate to our profession.
However, many other topics may also be pertinent including



American Sign Language, education, interpreting, phonol-
ogy, foreign languages, psychology, bilingualism, speech
production, deafness, language development, linguistics,
language disorders, ethics, learning and instruction, learn-
ing disabilities, cochlear implants, written language, reading,
and literacy development. This list offers just a few of the
possible subjects that might be relevant to a cued language
transliterator.

o Level of Instruction. CEH-approved training must be at a
sufficient level for a CMP participant. Advanced courses
in expressive or receptive cued language instruction would
likely quality. Beginner-level courses might also be appropri-
ate for related topics like American Sign Language.

o Quality of Instruction. Courses/events must be taught/pre-
sented by individuals with appropriate credentials, back-
grounds, education, and/or experience. Reviewers ensure
the event was designed with clear, thoughtful, achievable,
and appropriate learning outcomes supported by interactive
activities that are assessed in some way to ensure successful
completion.

» What Types of Events are Not Approved
Most applications for CEH approval are approved. Sponsors
and CMP participants generally vet training well before submit-
ting it. However, while some types of training activities may be
beneficial, they may not qualify for CEHs. Events that would not
likely be approved for CEHs include:

o Self-guided Activities. All CEH Events must be delivered
under the direction of a host organization, which ensures
learning objectives are met and that the CMP participant
successfully completed training. Individual activities or
practice conducted with peers (e.g., cue reading on Zoom,

peer mentoring) would not be approved. Again, this is not to
say that these activities are not beneficial - only that they do
not qualify as structured, professional continuing education.

« Social Events. Many social events for cuers yield benefits
(e.g., networking, cue reading practice). However, these
would not be approved for continuing education.

o Unstructured Practice. Hours of individual fluency practice
would not be approved. CEH Events must have clear learn-
ing objectives and a measure to determine their successful
completion.

o Events Unrelated to the Profession. The TECUnit accepts
a wide variety of topics associated with language and edu-
cation. Business training on topics like accounting, adver-
tising, personal computing, etc. that might be beneficial
for a transliterator’s private practice would not be approved
for continuing education credit. [See Appendix D for more
examples.]

» Where to Look for Appropriate Training
In recent years, we've witnessed significant growth in the num-
ber of online courses related to cued language transliteration
and related topics. Access to CLT training is now made available
throughout the country like never before. Sponsored Events are
required to include the Approved for TECUnit CEHs logo for
easy identification.

The ability for CLTs to request CEHs for Unsponsored Events
has also opened up millions of hours of in-person and online in-
struction on a variety of topics. Internet searches for “continuing
education” and a topic/ skill of interest are likely to yield many
options. For support on tecunit.org, go to:

MAINTENANCE > Finding CEH Opportunities.
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At the End of a CEH Event
(For Participants)

Documentation is essential to accurate tracking of continuing
education. In this section, we will examine roles and respon-
sibilities as they relate to different types of CEH events. As the
Continuing Education Program continues to evolve to better
serve consumers, it is important that stakeholders know what to
expect.

» Completion of a Sponsored CEH Event
At the end of a Sponsored CEH Event, the instructor will dis-
tribute a Participant Form to be completed by each attendee
seeking CEHs. Your completed Participant Form should be
returned in a timely manner to the instructor/host organiza-
tion according to their specifications. The host organization is
required to gather all completed Participant Forms and submit
them together to the TECUnit within two weeks of the comple-
tion of the CEH Event.

Completed Participant Forms may only be sent to the TECUnit
by the host organization. Individual TSC holders may not sub-
mit their Participant forms directly. The sponsoring organiza-
tion must ensure that each attendee seeking CEHs successfully
completed the event according to its specifications. Organiza-
tions can indicate on the form if a TSC holder should receive
fewer CEHs than the total allowable for the event (e.g., if an
attendee missed a significant portion of the event.)

Sponsors are also required to provide each CMP participant a
proof of attendance certificate for each CEH event. It is essential
that you retain your certificates for all CEH events. The burden

of proof for verification of Continuing Education Hours at
the end of the four-year cycle is the responsibility of the TSC
holder. In the event that a discrepancy in reporting occurs be-
tween Participant Forms and the list of CEH activities provided
by the CMP participant, certificates may be requested to verify
that requirements have been met. Be sure you receive and retain
a certificate for each Sponsored CEH activity you attend.

When a participant does not attend the entire event, the deter-
mination whether or not to award partial CEHs is left to the
instructor/presenter.

In cases when a CEH event goes over the scheduled time,
additional CEHs cannot be awarded. The maximum number
of CEHs earned for an event is determined at the time of the
application’s approval.

Participants have the opportunity to provide feedback about an
event they attended to the TECUnit reviewers who approved it
for CEHs. This information may be used by reviewers to deter-
mine whether future events are approved for CEH credit and
whether or not a sponsoring organization may continue in that
role. A link to provide online feedback is provided as a QR code
at the bottom of every Participant Form, but may also be found
on our website.

MAINTENANCE > Provide CEH Event Feedback

Participants may provide feedback about this CEH event
directly to the TECUnit by following this QR code.
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Participants in the CMP may provide feedback by email to the
TECUnit. Organizations and instructors are not provided direct
access to feedback provided to the TECUnit. Confidentiality
with regard to participant feedback is strictly maintained.

» Completion of an Unsponsored CEH Event
Participant Forms are not provided at Unsponsored CEH Events
requested by an individual. The attendee must be sure to receive
a certificate/proof of attendance from the instructor, present-
er, or host organization, which must be submitted by the TSC
holder to the TECUnit within two weeks of the completion date
of the event. Certificates may be submitted by mail or sent elec-
tronically to info@tecunit.org. Be sure that your full name and
CLTID are included in your correspondence so that TECUnit
staff can update your records. Event fliers do not serve as suffi-
cient verification of successful completion of an Unsponsored
Event. Self-generated certificates are not acceptable.

For college coursework submitted as an Unsponsored Event, the
participant must submit an official transcript from the college or
university showing a final grade of C or better. This documenta-
tion must be sent to the TECUnit within thirty (30) days of the
course end date.

» Professional Development Plan (PDP)
In the past, TSC holders were allowed to submit an individu-
alized Professional Development Plan proposing professional
activities (e.g., reading articles) to earn a limited number of
CEHs per year. This option has been discontinued. Professional
Development Plans are no longer accepted.

FAQs about Continuing Education
» | live where there aren’t many CLT training

courses offered. What should | do?

Online training for CLTs is on the rise. This shift from in-person
training to remote learning increases access around the country.
Contact CLT training organizations to learn more about the
CEH courses and events offered. Consider joining their mailing
lists to be notified of upcoming coursework. Networking via
social media may also yield information about events.

Additionally, you can request CEHs for an Unsponsored Event.
This feature of the CMP makes millions of hours of relevant
training opportunities available to you to apply toward your
requirements.

If resources allow, you may consider taking a college course.
Many are preapproved. Successful completion of a 3-credit
course at an institution on a semester system would earn you 45
CEHs toward your four-year cycle.

Finally, you could also teach/present a CEH event through a
sponsoring organization. By working with a host organization
and submitting your event for CEHs, you could earn 1.5x the
approved number of CEHs for your event.

» I'd rather submit all my Participant Forms
myself. Where do | send them?
Participant Forms may only be received by the TECUnit from
the host organization. The hosting organizations are tasked with
distributing those forms at the end of a CEH event, collecting
them after completion, verifying hours, and submitting forms
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for those attendees who have successfully completed the CEH
event. Submission of the Participant Form by the sponsor indi-
cates that you completed the course according to their require-
ments (e.g., attendance).

» My four-year cycle ends this year and I'm
not sure if I'll be able to get all my CEHs com-
pleted. What should | do?

First, don’t wait to acquire hours. If you try to acquire most of
your CEHs in the final months of your four-year cycle, you may
have difficulty.

You might reach out to CEH Providers, who can offer recurring
events at any time without having to go through the approval
process again.

If you are still unable to meet this requirement, you may opt to
take the once-in-a-lifetime, one-year extension. Refer the End
of Your Cycle policies and procedures in this manual for more
information about that option.

We encourage CMP participants to start acquiring CEHs early.
If you suspect you will not be able to meet any requirement of
the CMP by the deadline, reach out to our office as soon as pos-
sible. If you wait until the deadline to notify the TECUnit that
you cannot fulfill your CEH requirement, there is not much we
can do for you except offer the once-in-a-lifetime extension.

» Is there a specific number of CEHs | need to

acquire each year?
No. You must acquire 60 CEHs by the end of your four-year
cycle. While that breaks down to an average of 15 CEHs/year,

there are currently no regulations on how you divide the 60
CEHs over the four years.

» If | complete my CEHs early can | submit

them?

Absolutely. As soon as you complete 60 CEHs, we recommend
you submit your CEH Reporting Form to the TECUnit (info@
tecunit.org). Submitting early gives you additional time if any
discrepancies need to be addressed.

Please note that excess CEHs earned in one cycle cannot be
applied to the next. If you complete your 60 CEHs and earn
additional CEHs before the end of your four-year cycle. Those
additional CEHs do not rollover to future cycles. CEHs may
only be earned within the TSC-holder’s current four-year cycle.

» | still have a copy of the application for the
TECUnit's Professional Development Plan

(PDP), can | submit that?

The TECUnit no longer offers the Professional Development
Plan as an option. Forms used prior to 2020 are invalid.

» | used to receive from the TECUnit a certif-
icate for every CEH event | completed. Will |

still get those?

No. CEH Sponsors and CEH Providers are required to pro-
vide you with a certificate or proof of attendance indicating the
number of CEHs you earned. You should retain those for your
records. In the event that a discrepancy occurs between the
paperwork submitted by sponsors/providers and your reported
CEH activities for the cycle, we will ask you to provide a copy of



the certificate as proof that you completed the CEH event. It is
the TSC holders responsibility to obtain and retain a certificate
or proof of attendance from every sponsored CEH completed.

» Should | send the TECUnit all my certificates

in advance?

No. We only require certificates following the successful com-
pletion of Unsponsored Events or if a discrepancy occurs in
CEH reporting and verification is required. The TECUnit will
not store your unsolicited course certificates for you.

» I'd like to earn CEHs by reading books and
watching videos. What options are available

to me?
Self-guided activities are not accepted as part of the CMP.

» How many hours of transliteration can | ap-

ply toward my CEH requirement?
None. Hours spent transliterating are not considered profession-
al development training.

» I'm not sure if a specific course is the right
level for me. Can someone from the TECUnit
call me to discuss?

Questions about a course’s content, intended audience, logistics,
registration, structure, activities, prerequisites, or requirements
should be directed to the instructor, presenter, or sponsoring
organization.

» | need help selecting quality courses for my
professional development. Can someone at

the TECUnit assist me?

The TECUnit is happy to answer your questions about the
Certification Maintenance Program (CMP). However, we do not
recommend any specific training, mentorship, or organizations.

» I'm not sure how to complete one of the

TECUnit forms. Can someone clarify?
Absolutely. First, we recommend you have a look at the appen-
dices of this manual. We have annotated several of our forms
to provide clarification and examples. Direct your remaining
questions to our office.

» | transliterated a CEH event, should | ask
the sponsor for a Participant Form so | can

earn continuing education hours?

According to the Cued Language Transliterator Code of Con-
duct, a transliterator may not participate in and facilitate com-
munication for the same event. A working transliterators may
not complete a Participant Form for that event as this would
constitute an ethical violation.
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CMP Participants & Approval for CEHs

Every event applied toward the CEH requirement must be approved by the TECUnit. Sponsored Events are submitted by the host
organization. College courses in certain disciplines are preapproved. Other events may be submitted by the CMP participant as an
Unsponsored Event.

S-SV Vee7e)'-\e Ml Sponsored Events

e Submitted by the host organization; already approved for attendees;
* Adbvertising carries the Approved for TECUnit CEHs logo;
* Following completion, paperwork is submitted by the host organization.

Some College Coursework

Pre-Approved

e Undergraduate and graduate courses in specified disciplines and foreign
languages are preapproved;
* An official transcript must be submitted to the TECUnit.

Requires
Approval

Unsponsored Events

Selected and submitted for approval by the CMP participant;
Includes college courses in disciplines not specified as preapproved;
CEHs earned only by the TSC holder who submitted application;
Following completion, certificate submitted by the TSC holder.
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Requirements

At the end of your four-year cycle, you need to pay the annual
fee and submit the list of your completed CEH activities during
that cycle.

» Tracking your Four-Year Cycle
The deadline for all four-year cycles occurs at the end of a CMP
year — June 30th. Determination of your end year is based on
the year your certification was awarded.

Each CMP Participant has been assigned to a group for ease of
tracking and notification. You can find your group by looking at
the letter that precedes your CLTID number.

TECUer

Testing, Evaluation, and Certification Unit, Inc

John Smith, tsc

Nationally Certified Cued Language Transliterator

C71098 Thoos Fugi et
CLTID T homas Shultlrsc

Prasident

June 30, 2021
Valid Through

The image above shows a TSC card for John Smith who is part
of Group C. Your group number is determined by the year in
which you entered the CMP program. The following table shows
the years in which four-year cycles end for each group. In the
case of John Smith, his four year cycles end on June 30th, 2026,
2030, and so on.

Group  End of Cycle; June 30t

A 2024, 2028, 2032
B 2021, 2025, 2029
c 2022, 2026, 2030
D 2023, 2027, 2031

» Reporting Your CEH Activity
In recent years, a change was made to the way CMP participants
report their CEH activities at the end of their four-year cycle to
make the process as simple as possible. You are asked to submit
a list of your completed CEH activities using the CEH Report-
ing Form. This form has been created as a Word document
(.doc) for ease of use and may be downloaded from our website.
This form may be completed and returned as a .pdf or .doc file
to info@tecunit.org. Please avoid submitting your completed
list as another file type (e.g., .pages). You should not submit
certificates for all of your CEH activities with your reporting
form. You will only be asked to submit supporting paperwork in
the event that there are discrepancies between your list and the
Participant Forms and approved CEH events we have on file.

When calculating your CEHs to determine the total, do not
round. A total of 59.75 CEHs does not round up.

Remember, the burden of proof for verification of successful
completion of CEHs falls on the CMP participant. Always be
sure to obtain a certificate for each CEH event you complete.



In the event that a sponsor does not return a Participant Form
to the TECUnit, your certificate will ensure that you receive the
credit you earned. If you do not receive a certificate, you should
contact the sponsor promptly. You may wish to indicate through
the CEH Event feedback form that these requirements were not
tulfilled by the host organization. Sponsors who consistently

fail to return Participant Forms to the TECUnit or to provide
certificates to attendees may lose their ability to sponsor future
CEH events.

» Verification

At the end of your four-year cycle, your list of CEH events will

be verified to ensure that:

o The total number of hours is at least 60 hours;

o Each event was approved for CEH credit;

o Participant Forms verify your successful completion with
the same number of hours awarded;

« CEH activity dates fall within the range of your four-year
cycle;

o The same course/event is not applied more than once within
the four-year cycle;

o All other requirements were followed in accordance with the
policies and procedures outlined in this manual.

In cases where discrepancies occur, the CMP participant’s CEH
activity may be audited and supporting paperwork will be re-
quired. It is the responsibility of the CMP participant to ensure
that each event is approved for CEH credit in advance.

Requesting an Extension
If a CMP participant is unable to satisfy a requirement of the
CMP program, he or she may request a once-in-a-lifetime, one-

year extension for additional time to satisfy the requirements.
Extensions are neither automatically applied nor are they retro-
active to any previous annual requirements of the CMP. In order
to exercise this option, the CMP participant must submit the
Certification Maintenance Program Extension Request Form to
the TECUnit prior to the June 30th deadline.

Once approved by the TECUnit, this extension option is not
available to the CMP participant for any subsequent annual
requirements. An approved extension request applies exclusively
to the annual deadline for which the request was submitted.

The end dates of the subsequent CMP annual requirements
and four-year cycle are not affected. In other words, a CMP
participant who requests a one-year extension to meet the
minimum requirement for CEHs must also fulfill the following
year’s annual requirements and requirements for the following
four-year cycle by that deadline. Deadlines for future four-year
cycles do not change. For example, a CLT who requests a once-
in-a-lifetime extension on June 20th, 2024 due to an insufficient
number CEHs will be granted an extension from July 1, 2024
to June 30, 2025 to complete that previous four-year cycle. The
CLT will only have three years remaining in their next cycle to
earn 60 CEH toward the requirements of that next four-year
cycle ending June 30, 2028.
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FAQs about CEHs and Reporting

» When does my four-year cycle end?
Check your group assignment by looking at the first letter of
your CLTID number on your TSC card. The back of the card
displays a table that shows the years in which your four-year
cycles end. That table is also available in this manual.

» | attended coursework approved for CEHs
before becoming nationally certified. Can |

apply those credits to my four-year cycle?
Acquisition of Continuing Education Hours begins after you
become nationally certified and enter the Certification Mainte-
nance Program (CMP). Coursework you completed in prepara-
tion for certification does not count toward your CMP require-
ments. Only coursework completed during your four-year cycle
will count towards your CEH requirement.

» I'm in graduate school to become a
speech-language pathologist. Can my course-
work apply toward my CEHs?

College coursework at an accredited college or university that
contains the prefix CSD (which is required for a graduate degree
in Communication Sciences and Disorders) is preapproved for
CEHs. Be sure to check policies around college coursework and
other coursework you may complete as part of your degree if the
course codes do not exactly match the preapproved disciplines.

» Where can | find opportunities for continu-

ing education?

You may wish to contact businesses and nonprofit organiza-
tions that provide cued language training for notifications of
CEH Sponsored Events. You may also submit for approval other
courses and events as Unsponsored Events.

» | earned more than 60 CEHs during my cy-

cle. Will my hours carryover to the next cycle?
Unfortunately, CEHs do not carryover to other cycles. CEHs
only count toward the four-year cycle in which they were com-
pleted.

» Can | complete my 60 CEHs in fewer than

four years?

Yes. On average, 15 CEHs/year would allow you to reach the
minimum of 60 CEHs by the end of your four-year cycle. How-
ever, this is only a guideline. There are currently no rules about
how many CEHs you need to earn per year as long as you reach
the total by the end of the four-year cycle.

» | counted my CEHs incorrectly and don‘t

have enough. What should | do?

Keep an running tally and check your math frequently. Waiting
until the end of your cycle puts you in a tough position. Consid-
er your remaining options for training. Refer back to the section
on Continuing Education in this manual if necessary. Anytime
you think you may not be able to satisfy any requirement of the
CMP, you should contact our office asap. We'll do our best to
support you. If you wait until just before the June 30th deadline,
there’s little that can be done. However, you may have the option



to use your once-in-a-lifetime, one-year extension to give your-
self more time to complete your requirements.

» I'm worried and want to make sure that the
Sponsor sent my Participant Form for a recent
CEH event | attended. Who should | contact?

Contact the Sponsor. Also, be sure you receive (and retain) a
certificate for your successful completion of every course/event.
That is how you can be sure you receive the credit you earned.

» Why does the certificate | earned from a re-
cent CEH event show fewer CEHs than were

offered for the course?

The instructor, presenter, or sponsoring organization decides
whether a participant will receive partial credit when they do
not attend the entire session or fulfill all of the course require-
ments. If you missed part of the CEH event, your instructor may
have opted to alter your certificate to indicate how many CEHs
you earned for the event. Be sure you communicate with the
instructor or sponsor.

» What happens if my certification lapses?
Currently, the only way to reinstate your status as a nation-
al certified cued language transliterator is to retake the Cued
Language Transliterator National Certification Examination
(CLTNCE). As soon as you suspect that you may have difficulty
satisfying any requirement of the CMP, please reach out to our
office. We want to support you in retention of your status as a
certified CLT.

» I'm required to participate in Professional
Development by my school district. Could
that training count for CEHs?

If the topic is relevant to the field of cued language translitera-
tion and meets the criteria for CEHs, you may submit it as an
Unsponsored Event. There are currently no rules preventing you
from earning CEHs for training you must attend as part of your
job.

» | attended a workshop last week that
turned out to be relevant to my work as a

CLT. Can | submit a request for CEHs?
Unfortunately, the TECUnit does not approve CEHs for any
event after it has started.

» I'm planning to take a summer class in June
that ends in August. Could | apply hours
earned in June toward my current four-year

cycle and the rest to my next cycle?

You cannot earn CEHs for an event before it ends. The comple-
tion date of the event determines the four-year cycle to which
the CEHs will apply.

» | was planning to earn most of my CEHs
from a college course, but | didn’t pass. Can |

have an extension on my CMP requirements?
If you have not already used your once-in-a-lifetime, one-year
extension, you may do so to have additional time to earn CEHs.
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» In a previous cycle, the TECUnit accepted
all of my CEH activities. Can | assume similar
activities will be accepted again?

Not necessarily. CEH activities must be approved. When con-
sidering preapproved events be sure they comply with current
policies outlined in the current CMP manual.

» | took a class that was advertised as pend-
ing approval, but the organization says they
didn't get approved. Can I still submit it for
CEHs?

Sponsors are allowed to advertise that an event is “pending ap-
proval of CEHs”. However, they should have notified all regis-
trants as soon as their application was rejected by the TECUnit.
The TECUnit is not responsible for claims made by outside
organizations about provision of CEHs.
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Applying to Offer CEHs

An organization can apply to provide Continuing Education
Hours (CEHs) for its event as either a Sponsor or as a CEH
Provider.

Applications for a Sponsored Event must be submitted by the
organization hosting the event. An individual or outside orga-
nization cannot submit an application for an event hosted by
another organization.

Advertising Your Event

Provision of CEHs may draw participants to your event. We en-
courage sponsors to advertise their approved CEH events widely
so that TSC holders know what continuing education options
are available to them.

» Pending Approval
Organizations should not advertise that CEHs will be offered
until the TECUnit confirms that the event has been approved. In
some cases, organizations may wish to advertise an event prior
to receiving approval from the TECUnit. Your organization may
publicly advertise the intention to ofter CEHs by describing its
status as “Pending Approval”. However, If your application for
CEHs is rejected, you should notify registrants immediately that
CEHs will not be available. The TECUnit is not responsible for
claims made by outside organizations about provision of CEHs.

» Approved CEH Events
Advertising for approved CEH Events should show the Ap-
proved for TECUnit CEHs logo, which will be provided with
notification of approval. Specification of the total number of

CEHs available should be also be provided [see example below].

Approved for 3.0 TECUnit CEHs

Approval Process

We encourage host organizations to start the application process
early. Completed applications should be submitted at least two
weeks prior to the event start date.

The cost to request CEHs for a Sponsored Event is $50 for one
occurrence of the event. Once the completed application and
fee have been received, our office will send your application

to reviewers who will ensure that the event is appropriate for
Continuing Education Hours in the Certification Maintenance
Program (CMP).

Requesters may send fliers and other materials used to publicize
the event. However, these do not replace the required informa-
tion for the application. Reviewers should not be expected to
glean the required application information. Forms with insuffi-
cient information or fields left blank will be returned without
review. In some cases, reviewers may seek clarification and our
office will reach out to the requester. If approved, the TECUnit
will send digital versions of the Approved for TECUnit CEHs
logo, Participant Forms, and any other necessary paperwork
with instructions.



Expediting the Approval Process
Applications submitted fewer than two weeks prior to the event
start date must include an additional Expedite Fee of $25, which
can be applied in our online payment system. For expedited ap-
plications, we do not recommend paying by check as the review
process will not begin until payment is received. Applications
received after the event’s start date will not be considered.

Who is Covered?

At a Sponsored CEH Event, all nationally certified CLTs in
attendance may earn CEH credit according to your course
requirements. There is no limit to the number of attendees who
may earn credit at a CEH Sponsored Event.

Repeated Events

Approval for a CEH Sponsored Event applies only to a single
occurrence of an event from its start to end date. Approval does
not apply to other occurrences of the same event (i.e., an event
offered again at another time) or to another cohort (e.g., the
same course offered to a different group of people). Each occur-
rence of an event must be submitted separately.

If your organization offers recurring events, you may want to
consider becoming a TECUnit CEH Provider.

Additional Responsibilities

Following your CEH event, the instructor/presenter must dis-
tribute a Participant Form to each attending TSC holder seeking
CEH credit. Each Participant Form must be completed by the
attendee and returned to the instructor or host organization.

Instructors/presenters should use the For Sponsor Use Only box
to indicate any attendee who should receive fewer than the total
number of CEHs available. Then, the host organization must
submit all completed Participant Forms together to info@
tecunit.org within two weeks of the event end date. This is an
essential step in the CMP process.

Additionally, as the host organization, you must provide a cer-
tificate or proof of attendance to each attendee seeking CEH
credit. This safeguard ensures that CLTs will receive the CEHs
they’ve earned. In cases, when an attendee is only awarded
reduced CEH credit due to partial attendance, that individual
should be notified and their certificate/proof of attendance
amended.

Sponsors who consistently fail to provide the required paper-
work to attendees or to the TECUnit may lose the ability to
provide CEHs for their events.

Event Feedback

At the bottom of each Participant Form is a QR code leading
attendees to a feedback form for CEH events. This online form
is also available as a link from the TECUnit website. The feed-
back gathered pertains only to the event’s status as a CEH event
and is only made available only to the TECUnit reviewers. This
feedback is not intended to replace feedback an organization
may wish to gather about its own events.
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FAQs about CEH Sponsored Events
» What types of events are approved for CEHs?

In general, events approved for continuing education must (1) be
relevant to cued language transliterators (2) at a level that is appro-
priate given a participant’s TSC status. The event must be (3) spon-
sored by an organization, (4) taught by appropriately experienced
and credentialed instructors, and (5) provide appropriate assess-
ment to ensure successful achievement of learning outcomes. We
accept a variety of relevant topics even those that are not primarily
devoted specifically to cued language (e.g., ethics, linguistics, for-
eign language). Some previously approved CEH events include:

o Advanced Mechanics Q & A Session

+ Facts & Myths of Deaf Culture & History

o Panel Discussion with Deaf Adult Cuers

o ASL English Bilingualism: Theory and Practice

In general, courses should provide professional development for
CLTs, not just general training (e.g., computer classes, relaxation
techniques). Some other events that would be less likely to be
approved might include: an intermediate course in cued English
mechanics (not at an appropriate level for TSC holders), a college
course in chemistry (unrelated to the field of cued language trans-
literation).

» Before | pay the fee, can you look over my

application to see that | filled it out correctly?
We'll be happy to answer any questions you have about the applica-
tion process and application form. We continue to revise our ma-
terials and processes to make them as clear and simple as possible
while also maintaining high standards. An annotated application

form is available to you as an appendix in this manual. Unfor-
tunately, we cannot preview your application. Once we receive
your completed application and fee, we will send your request to
be reviewed.

» My organization will be hosting a Cues on
Tap event. Can we submit that for CEHs?

No. Unstructured social events (e.g., Cues on Tap) would not be
approved.

» Many of the questions in the application are

covered in our flier, can | just send the flier?
You are welcome to include supplementary materials with your
application. However, these do not replace any required fields
of the application. Applications with empty fields will not be
reviewed and will be returned for revision.

» What happens if my application is rejected?
Reviewers sometimes request clarification or additional infor-
mation from the organization that submitted the CEH request.
It is essential that organizations submit their applications early
(at least two weeks in advance of the start date), so that the
TECUnit has sufficient time to send the application to reviewers
and to request additional information as needed. CEHs will not
be approved for any event after its start date.

It is uncommon for applications to be flatly rejected, but it has
occurred. In such cases, a refund is not provided as the review
process was completed.



» Our event will start sooner than the two
weeks required for the CEH application pro-

cess. Can we still apply?
Yes. You can submit your application and pay an Expedite Fee of
$25. We will prioritize your application.

» What if our event gets postponed?
If your approved event’s start and/or end dates change, you do
not need to resubmit a request for CEHs. Simply notify the TE-
CUnit so we can update the event records in our database. This
is important. We use this information to match CEH activities
reported by TSC holders with the approved events in our da-
tabase. [Note: This policy does not apply to offering an addi-
tional occurrence of the same event again at a later date.]

» Our event was so well-received, we've de-
cided to offer it again. Are we already CEH

approved?

No. Each Sponsored CEH event is approved for a single occur-
rence. You'll need to resubmit. If your organization offers the
same event or courses repeatedly, consider becoming a TECUnit
CEH Provider.

» What if our CEH event gets canceled?
It is helpful to the TECUnit if you notify us that your planned
CEH event was canceled. For example, your notification would
explain why no Participant Forms are received for your event.
No further action will be needed. We are not able to refund the
cost of reviewing your event for the approval you were granted.

» What should we do if a participant only
shows up to part of the event or fails to com-

plete all of the requirements?

The determination whether to award partial CEH credit to those
who do not attend the entire event is at the discretion of the host
organization and the instructor/presenter. The host organization
should take into consideration the amount of time missed by the
attendee and whether the nature of course content enables at-
tendees who only complete part of the course to achieve some of
the learning outcomes. It’s best to let attendees know in advance
if they run the risk of not earning CEHs by missing a specified
amount of instructional time.

The Participant Form has an area for the instructor to indicate
participants who earn fewer than the total number of approved
CEHs for the event.

For Sponsor Use Only

Complete anly if this participant should receive a
different number than the expected CEHs fer this
course. Enter the number earned. For example,
if a participant only eamed 5 and 1/2 hours enter
5.5. You can round up to the nearest quarter hour
{.25) If this form is far the course instructor, you
may enter up to 1.5x the number of total CEHs.
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When deducting CEHs, it is required that the instructor/
presenter notify that attendee of the total number of CEHs
actually earned. That TSC holder needs to plan accordingly to
ensure that the required number of CEHs is achieved by the end
of the four-year cycle. The TECUnit does not notify individual
CEH event attendees that they received a different number of
CEHs than was available.

» Our CEH Event went 15 minutes over the
scheduled end time, can we add .25 CEHs to

everyone'’s Participant Form?

No. An instructor may reduce, but not increase, the number of
CEHs earned by an attendee. The only instance in which the
number of CEHs earned for an event can exceed the number
approved is if the instructor/presenter is a TSC-holder and seeks
CEHs for the event they led.

» The CEH Event was transliterated by two
nationally certified CLTs. Should | offer them
Participant Forms to complete?

No. A working CLT may not earn CEHs for an event for which
they facilitated communication whether they were paid to do so
or not. To do so would be an ethical violation.

Becoming a TECUnit CEH Provider

Some organizations offer the same CEH Events multiple times
to different groups of attendees. The CEH Provider program
was created to fit this model. Organizations that have recurring
events that are appropriate for TSC holders to earn CEHs may
apply to become a TECUnit CEH Provider. By paying a yearly
subscription fee, an organization may submit applications to
request CEHs at a reduced rate and do not need to resubmit the
application for future occurrences of the same event provided
that it is delivered in the same format, there is no lapse in CEH
Provider membership, and that the event’s content does not
change significantly (according to the policies outlined below).

» Annual Provider Fee
The cost of becoming a CEH Provider is $150 paid annually by
June 30th. The TECUnit prorates subscriptions started between
January 1 and June 30th. Contact our office if this applies.

» Requesting CEHs for a Recurring Event
The application process to request CEHs for your event uses the
same application as the process for a typical Sponsored Event.
However, the cost of requesting CEHs for a Recurring Event is
reduced ($25/event). The request should be sent two weeks prior
to the event’s first start date. Requests sent less than two weeks
prior to the event start will require an Expedite Fee (an addi-
tional $25) in order to be reviewed.

» Recurring CEH Events Remain Approved
Provided that CEH event does not change in format (e.g., from
in-person to an online course; from a two-day to six week
course) and content is not altered more than 25% from when



it was approved, your event will remain approved for CEHs. If
an event is modified and requires a change in the total number
of Continuing Education Hours that can be earned, the event
must be resubmitted for approval as a new event. However, all
approved versions will remain in the catalog of approved events
for that provider.

» Provider Fees
Your Provider Fee is due each June 30th. If unpaid, you may
pay with a late fee of $25 by July 31st of the same year. If unpaid
after July 31, your subscription will expire and your events will
no longer be CEH approved. Once a subscription has expired,
the only way to reinstate the organizations status as a provider is
to start the process from the beginning. Any previously ap-
proved events will need to be resubmitted for approval with the
required fees.

» Notification of a Recurring Event
When a CEH Provider plans to offer an already-approved
event, the TECUnit must be notified before each occurrence.
We use this information as part of the process to verify the list
of CEH activities submitted by each TSC holder at the end of
the four-year cycle. To make this process as easy as possible,
we've created a simple online form available on our website:

APPLY > Recurring Event

Providers are required to notify the TECUnit of a each recurring
event prior to its start date.

FAQs about CEH Providers

» Is there a limit to the number of times we

can offer a Recurring Event for CEHs?
No. As a Provider, there is no limit to the number of times you
may deliver your approved Recurring Event for CEH credit.

» We've converted a live CEH-approved class
approved to a self-paced, online course. Is it
still approved?

No. The conversion of an event from in-person to online qual-
ifies as a change in format. The online version will need to be
submitted as a new Recurring Event.

» Can we offer our Recurring CEH Event for a

different number of Hours?
No. You cannot alter the number of approved CEHs for a specit-
ic event without submitting it for approval as a different version.

» Can a Recurring Event be led by a different

instructor than approved in the application?
The instructor’s experience and qualifications are a significant
part of the review process. If the instructor/presenter changes,
youd need to resubmit the application. However, we recom-
mend submitting a list of alternate instructors and their quali-
fications at the time of the initial application. Then you have a

pool of approved instructors who may teach the recurring event.

We will retain a list of approved instructors for each event in
your catalogue.
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» My organization provides annual mentoring
at a cue camp, does that count as a recurring

event?

Probably not. In order for an event to count as a recurrence of
the same event, it cannot change in content more than 20%.
For live cue camps, it is unlikely that the content of what will be
transliterated by mentees will be identical from year to year.

Also, remember that TSC-holders can only submit a course
once per cycle. They are not allowed to submit the same course
multiple times in the same four-year period. If the intention of
your mentoring opportunity is to provide annual educational
opportunities that may be applied to the CMP program, each
occurrence would have to be a different course.

» A previously approved voicing course will
be offered again with new source material,
does that count as a recurrence of the same
event?

No. By changing the source material and/or deaf consumers, the

course, while similar in scope, level, and type of experience, has
changed in content >20%.

Additionally, if your aim is to provide different ongoing CEH
training that would be appropriate to a cohort of CLTs, they can
only submit a course once per cycle. If these events are consid-
ered part of a series of similar classes with identical goals but
different content, they are not a single recurring event.

Current CEH Providers

LanguageMatters

P.O. Box 2466
King, NC 27021
336-769-0433
info@languagemattersinc.com

!‘A W A :]
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» Appendix A: Annotated Request Form for CEHs for a Sponsored Event Page-1

The name of your organization
as the sponsor of the event.

Select a contact who will be
able to respond to questions.

In case there is a need for
clarification on your application.~—_|

The day that the event will begin.
In some cases the start and end —|
date may be the same.

'I'ECUJ!r

Request for Continuing Education Hours (CEHs) for an
Sponsored Event/ Course

The form is to be completed by the host/sponsoring organization for an event that wishes to provide TECUnit CEHs to nationally
certified transliterators who will be in attendance. Approval applies to all attendees in the CMP program, requires proof of successful
completion and additional de ion. The 550 ion fee must be received prior to consideration for approval and may be
submitted by check {made payable to the TECUnit) or paid by credit card at www.tecunit.org.

Sponsoring Organization Information

Name of
Organization

Address

Website

Event url (if applicable)

E-mail Phone

Contact Person Information

Your Mame Phone

\

E-mail alt. Phone

alt. E-mail

updated
mailing address

Course/Event Request Overview

Course/Event

Total # of CEHs

Title Requested
[ Start Date Completion Check this box only if you are an instructor)
5 presenter for this event,

Cueing-specific skill-based practice of
expressive or receptive skills and/ or
transliteration technique

Applicable skills or
knowledge; non-cueing

Cueing-specific topics;
but not primarily
skill-based practice

Primary Focus
(Choose cne)

For Office Use Only

Pagelof3 @ TECUNIL, 2021

Applicable skills or knowledge could describe
a general presentation on literacy or ASL
Bilingualism.

Cueing-specific topics, but not primarily
skill-based might apply to a presentation on
Cued Speech Research or the Educational
Applications of Cued Speech.

Cueing-specific skills-based practice would
apply to classes that target areas like CLT skills
training, advanced expressive cued English
courses, or advanced receptive cued English
courses.



» Appendix B: Annotated Request Form for CEHs for a Sponsored Event Page-2

Provide a general description.
While you may also submit a flier
for reviewers. You must complete

every section of the application.

What specific, measurable objectives have
you set. Statements such as “practice cue
reading” are not measurable learning
outcomes. For more guidance, search the
internet for advice on writing SMART goals.

Description | Frovide o brief overview of the course.

N\

Audience [Rolef Level) | identify the primary oudience for this event by both rofe fe.q., parents) and skily knowledge fevel.

—

Learning Outcomes | List the leaming objectives. What will attendees be able to do when the event/course is complete.

N\

Learning Activities and Media | Describe what participonts will do during the event or class to achieve the learning outcomes.

Assessment/ Evaluations | How will successful ochi of the g outcomes be d?

—

Pagelof 3 © TECUnE. 2021

Who are you primarily targeting to
attend this event? What background

are you expecting them to have already
achieved? You may also include who this
event is not intended for.

How will you determine if attendees
learned what they were supposed to
learn?

In some cases, this might be a formal
assessment (e.g., a test) or informal
assessment (e.g., instructor observation).

For presentations to large audiences, this
might be a questionnaire.

Assessments might only be required of
TSC holders seeking CEHs.

43



44

» Appendix C: Annotated Request Form for CEHs for a Sponsored Event Page-3

How will your event enhance a
transliterator’s ability to perform on
the job? If relevant, you may wish to
relate your event to specific tenets of

the CLT Code of Conduct.

Use this area to show how you arrived
at the total number of CEHs requested.
In some cases, this might be straight
forward (e.g., a 2-hour panel followed
by 2-hours of Q&~A). If you are also
requesting CEHs for outside reading or
preparation, specify those here.

Rels to Cued L Transliteration | Describe specifically how this event/course relotes to the CLT rode.

Leader{s)/ Presenteri{s) / Instructor(s) f Moderator(s) Information

Instructor Blography | Provide refevant qualifications for each lead leader/ presentery instructor / moderator.

Instructional Hours Breakdown

*Direct instructional hours ore defined o foce-te-foce,
interactive cortact with on instructor (may be delivered
throwugh teleconferencing). Direct hours do not include
breaks, meals, oF outside work.

Breakdown of CEH Request | Please breakdown the total hours requested. Be sure to specify the number/kind/ duration of meetings
and number/ kind/duration of any outside requirements (e.g., 2 hours of assigned readings/week x 4 weeks = E hours)

Total # of Hours Total & of Direct
for Event Instructonal Hours

RN

Additional paperwork or exglanation may be submitted to supplement, But not reploce, the fislds of this form. Apgroval of CEHS applies to
one accurence af this event. it is the responsibility of the requesting arganizetion seeking CEH approval for o spansored events to repart
successful completion and aurmber af hours oworded for eoch ottendes seeking CEHs.

Page 3ol € TECLIS, 2071

~

List only relevant qualifications. You
can attach additional paperwork if
you run out of space.

If there’s any chance you’ll need to
use an alternate instructor, you are
welcomed to provide a list of backups
with their qualifications.



» Appendix D: Examples of Approved and Denied CEH Events

Examples of Approved CEH Events
Silent Murder Mystery

Sponsored by a Cued Speech organization, this immersive,

interactive event conducted entirely in cued English without

voice supported advanced receptive skills.

CLT Mentorship Program
While nationally certified CLTs have already demonstrated
a high level of skills, mentorship from master practitioners
helped maintain and advance these skills.

ASL-English Bilingualism
Presentations on American Sign Language enhanced CLTs'
knowledge of the language and the Deaf community.

Current Research on Attention in School-Aged Children
Appropriately-leveled academic presentation on research
focused on an issue relevant to CLTs working in educational

Examples of Denied CEH Events

Cueing Game Night
A cueing-themed game night might be great practice. However
it must be structured (with objectives) and sponsored by a cueing
organization. Individuals may not sponsor CEH events.

Tip and Tricks in Excel for Small Business Owners
Training of skills that were not directly related to cued language
transliteration.

Intermediate-Level Cued English
Not sufficiently advanced to maintain or advance the skills of a
nationally certified cued language transliterator.

Observation and advice from a colleague
This learning opportunity submitted as an Unsponsored Event may
be valuable, but was offered by an individual, not an organization.
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The title should appear
exactly as it did on the

» Appendix E: Annotated Participant Form

The organization that

CEH Request Form.

Refers to the instructor/
facilitator/ presenter

/mentor. Who led the

course/event?

Name the specific____—
instructor(s).

The participant should ——
fill out their contact
information.

The participant need only check this—
box if their contact information has
changed and needs to be updated
with the TECUnit.

The participant’s last name
only is written in ALL CAPS
in the spaces provided.

The box corresponding to the letter above
should be shaded in to ensure legibility.

TECU-:':-—

Testing, Evaluation, and Certification Unit

Participant Completion Form for a Sponsored Course/Event

Title: Logistics for the Cued Language Transliterator

\' s
Instructor(s): Susie Gleason, TSC

Contact Hours: 16.0

Sponsor:

CLT Training, Inc.

Completion Date: 5/10/21

Submit this completed form to the Sponsor at the end of the course to earn CEHs through the TECUnit Certification Maintenance Program.

Name Danny Brigham, TSC

dress 272 Meadow Creek Road

City Wilmington

state NC_ zip 28401

Home Phone (910 ) 555-3451

Cell Phone (803 ) 555-9854

Email Address _dbrigham54@keymail.com

o Please update my contact information with information from above.

Please enter your last name below (as it appears on your TECUnit ID card). Enter the letters — one in
each space and fill in the entire box in that column that corresponds to the letter.

Last Name (Only)
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@ 2021 Testing, Evalutation, and Certification Unit (TECUnit) 3057 Mutley Street, Suite 571,

Enter your TECUnit I numnber in the
space provided and fill-in the entire
box in that column that corresponds
ta that letter ar number.
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Complete only if this participant should receive &
differanit number than the expected CEHs for this
cowrse. Enter the rumber eared. For example,
if & partopant enly earmed 5 and 1/2 hours enter
5.5 You can round up 1o the nearest quarter hour,
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Participants may dback about this CEH event

provide fee:
directly to the TECUnit by following this O cod

sponsored the event.

The total number of CEHs approved
I for the event by the TECUnit.

The date that the event ended.

™~ Each nationally certified CLT has a
unique number appearing on their
CLTID card.

This section should be left blank unless this
participant earned a different amount of
CEHs than approved for the course.

For example, this participant, Danny
Brigham, only attended one day of the train-
ing. So, the instructor opted to award only
8.0 CEHs to Danny and notified him.

TSC-holding instructors may earn CEHs for
their own approved course. Each instructor
should complete this form for him/herself as
a participant and enter 1.5x the number of
approved CEHs in this space. For example,
the instructor of this course, Susie Gleason,
could fill out this box on her Participant
Form and enter 24.0 CEHs in this box (16
CEHs x 1.5). CEH totals for instructors are
the only instances when the number of CEHs
awarded exceeds the number approved.

Note: Additional CEHs may not be earned
because an event runs over the scheduled
end time.

Participants can use this QR code to
[~ provide event feedback that goes to
TECUnit reviewers only. The online form

Fairfax, VA 22031 | 703.239.3433 (w/txt)

can also be found on www.tecunit.org.




» Appendix F: CLT Code of Conduct

TECUn?rr

Cued Language Transliterator
Code of Conduct

A cued language transliterator shall:

Facilitate communication between deaf/hard-of-hearing
cued language consumers and hearing consumers.

Provide sound-based environmental information to
deaf/hard-of-hearing consumers of cued language.

Provide appropriate training to deaf/hard-of-hearing consumers
to allow for proper transliterator utilization.

Provide hearing consumers with appropriate
demonstration/explanation of the transliterator role.

Demonstrate and implement ongoing reverence for the preservation
and promotion of complete and equal access.

Promote the progression of events as if circumstances
do not necessitate transliterator presence.

Adhere to the ethical standards of transliterating for deaf/hard-of-hearing consumers.

Support the profession of cued language transliteration by
striving to improve related skills and knowledge and the application thereof.
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» Appendix G: Responsibilities of the TSC Holder, Sponsor, Providers

Responsibilities of the TSC Holder Responsibilities of Sponsors & Providers
Adhere to the CLT Code of Conduct. Read and follow the relevant policies and procedures outlined in
this manual.

Read and follow the policies and procedures outlined in this
manual. Ensure that applications requesting CEHs are completed fully
and accurately and submitted two weeks before the start date.
Update the TECUnit of changes in contact information.
Inform attendees before the course begins of all requirements
Visit www.tecunit.org regularly for announcements. that may impact their earning of CEHs (e.g., attendance policy,
minimum scores on assessments, etc.)
Pay the annual fee on time.
Pay related fees on time.
Track and adhere to deadlines including completion the
required number of CEHs within the four-year cycle. Providers only] Notify the TECUnit of an already-approved, re-
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» Appendix H: Annotated CEH Request for an Unsponsored Event Page-1

rev. 2022
Request for Continuing Education Hours (CEHs) for an
These fields are completed with U ns Po nso red Even tl Co urse
information about you, the This form is to be completed by the individual, nationally certified cued language transliterator (CLT) who is seeking Continuing
TSC-holding applicant. Education Hours (CEHs) for an event that is not already sponsored for TECUnit CEHs. Approved CEHs apply only to the applicant and
‘ require proof of successful completion and additional documentation. The 525 application fee must be received prior to consider-
ation of approval and may be submitted by check (made payable to the TECUnit) or paid by credit card at www.tecunit.org. This can be found on your CLTID card

If your email on file is school-based, we m-\ Requestor Information ]IcltsziZ;l;Z:qZ!;tm ARG oD anda
courage you to provide a secondary empail Your Name cLTiD / ’

for communication during the summier.
\ E-mail Phone
\ alt. E-mail alt. Phone

. updated If your mailing address changed and you wish to Provide the url of the host’s
All events approved for CEHs are mailing address update it in our database, please enter the current '

hosted by an organization. information here. Otherwise, you may leave this
section blank.

organizational website.

Practice activities with peers, while \
beneficial, would not be ap}g};}’;’d Event/Course Organizer Information Some events have a dedicated web page.
for s. p— You are welcomed, but not required, to in-
Organization clude it here. Inclusion of an event website
Address does not replace completion of any field on

this form.

Based on instructional time. Do not
include breaks and meals.

Website If you are requesting additional CEHs
i ) as a primary instructor [see below],
Event url (if applicable) you should include that time in your
calculation of this total.
E-mail Phone
Course/Event Request Overview
Course/Event Total # of CEHs

Title Requested Nationally certified CLTS can earn 1.5x the
number of hours for approved events for
Start Date Completion Check this box only if you are an instructar/ " which they serve as a primary instructor/
moderator/ presenter for this event. o .
Date presenter.

You should include this calculation in the
For Office Use Only Total # of CEHs Requested [see above]

and should also include this as part of the

Breakdown of CEH Request. [see page 3]

Page 1of3 D TECUnit, 2022 49




» Appendix I: Annotated CEH Request for an Unsponsored Event Page-2

Course/ Event Information

The source of the information you report in this section Description | Provide a brief overview of the course.
must originate from the host or instructor. Applicants This is a standard overview of the event,
must not guess, speculate, or improvise this information. which can usually be found on fliers and

other promotional material. You may take
the description directly from those materials.

You may paraphrase where appropriate.

It is typical for instructors to write learning
objectives for educational programming. These should be
Specific, Measurable, Achievable, Relevant, and

Time-Bound (a.k.a. S.M.A.R.T. Goals). Learning Outcomes | List the learning objectives exactly as devised by the event's presenter(s(/ instructor(s).
These must come from the instructor or presenter and

may not be improvised by applicants.

If objectives are not provided in promotional
materials, you may need to contact the host or the 0 N cify the intended
instructor to acquire the information. If the instructor rgqmzatzom often spaczfy the intende
did not create learning objectives when planning this audience (e.g., teachers, sign language
course, it is unlikely to be approved for CEHs. interpreters, speech-language pathologists,
etc.). There are many events that may be

relevant to the continuing education of
CLTs even when not the intended audience.
Audience (Role/ Level) | Identify the primary audience for this event by both role (e.g., parents) and skill/ knowledge level.
While the level of specific transliterator
skills classes should be appropriately
advanced to meet the needs of national-
ly certified transliterators, other related
coursework might be appropriate at an
introductory or intermediate level (e.g.,
American Sign Language instruction).

These details may need to be gathered Learning Activities and Media | Describe the tasks participants will complete during to achieve the learning outcomes.

from the instructor or the sponsoring

organization. Applicants must not guess.

This information might not be included in advertising.
You may need to contact the host organization or the
instructor. What methods will be used to determine that
participants successfully completed the course. They may
use informal methods (e.g., observation with feedback)
or more formal methods, (e.g., recorded video samples, \_
written tests, etc.). Be sure to include accurate infor-
mation from the source. Indicating that you’ll receive a

proof of attendance certificate is insufficient. How will
organizers know you achieved what you set out to learn? Page20f 3

50

Assessment/ Evaluations | How will your successful achievement of the learning outcomes be measured by the instructor?

@ TECUnit, 2022




» Appendix J: Annotated CEH Request for an Unsponsored Event Page-3

Relevance to Cued Language Transliteration | Describe specifically how you expect this course/event to relate to your practice.

Why have you selected this course/event as part of your
ongoing professional development as a cued language
transliterator? What specific applications do you hope to
be able to implement in your transliteration work?

If you wish, you can relate aspects of this course to tenets
of the CLT Code of Conduct where applicable.

Leader(s)/ Presenter(s) / Instructor(s) / Moderator(s) Information

Instructor Biography | Provide relevant qualifications for each lead leader/ presenter/ instructor / moderator. Advertising for educational programming
often includes an instructor bio. Include only
relevant background information.

If there will be more than one primary
instructor/presenter/moderator, you should
include information on each.

You do not need to include information for
additional guest speakers or panelists for
events that have a moderator.

You may paraphrase biographical from
promotional material to include only that

From start to finish. - : ’ ) .
information that is pertinent to the topic.

Instructional Hours Breakdown

Total # of Hours Total # of Direct *Direct instructional hours are defined as face-to-face, con-
tact with an instructor {may be delivered through telecon-
ferencing or video recording). Direct hours do not include
breaks or meals.

for Event Instructional Hours

Breakdown of CEH Request | Please breakdown the total hours requested. Be sure to specify the number/kind/ duration of meetings X . .
and number/ kind/duration of any outside requirements (e.g., 2 hours of assigned readings/week x 4 weeks = 8 hours). Do not include List the details of exactly how you calculated
breaks or meals in your calculation of total CEHs request. the total number of CEHs you are requesting.

Additional paperwork may be submitted to supplement, but not replace, the fields of this form. Forms with any incomplete fields will not be
reviewed and returned to the applicant who resubmit. Return this completed form and any accompanying documents to info@tecunit.org.

It is the responsibility of the applicant to contact the host organization and/or instructor to ensure that the information in this application is
complete and accurate. If approved, the applicant must successfully complete the course according to all course requirements to earn CEHs.
Partial CEHs will not be granted for coursework that is not successfully completed according to the specifications of the host organization.
The applicant must submit appropriate documentation demonstrating successful completion (e.g., certificate of completion, transcript, etc.)
according to the timelines defined by the policies and procedures of the Certification Maintenance Program.

Page 3of 3 © TECUnit, 2022
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