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Dear Faculty Member:

The AADE has provided a brief summary of the educational elements that faculty should include when developing educational programs, along with more detailed descriptions of the criteria for educational programs.  Please read this letter and corresponding documents carefully and submit the required information as noted; your signature indicates you have read, understand and comply with the educational design requirements.  
	Program title (Please type title):
	     

	Faculty name (Please type name):
	     

	Faculty signature (Typed is acceptable):
	     


Summary of Faculty Guidance:

· 
Target audience and target audience’s educational needs

Target audience make-up and practice areas.

Educational needs of the target audience that are the basis for this offering.

· 
Learning objectives

Who is responsible for developing the learning objectives.

Expectation that learning objectives will be specific and measurable.

Means by which Provider will approve learning objectives.

· 
Teaching methodology

Expectation that teaching methodology will include active learning.

· 
Instructional materials

Expectations for slides, overheads, or other audio-visual materials

Expectations for handouts.

Process for review of instructional materials prior to offering.

· 
Equitable and fair balance

Provision of Provider’s policy on equitable and fair balance.

Policies and procedures regarding disclosure forms.

· 
Learning Assessment

Expectation for inclusion of learning assessment in the offering.

Expectations for development of learning assessment (faculty or Provider)

Expectations with regard to use of learning assessment and provision of feedback to participants

· 
Program Evaluation

Means by which offering and faculty will be evaluated.

Specific areas addressed on program evaluation form.

Please refer to the guidelines for additional information on designing educational programs. 

