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M’AC E ACE Provider Approval Renewals

ASWB approved continuing education

New ACE providers must renew one year after initial approval. Following the first-year renewal,
providers must renew every three years.

Learn more about provider renewals in the ACE provider procedures located in the provider
appendix here.

The renewal due date is one month prior to the current approval period’s expiration date.

Providers who do not submit all required materials and fees by the due date are subject to late and
reinstatement fees. Reference the renewals section of the ACE provider procedures for fees.

The ACE providers approval status remains active if the complete renewal application, required
attachments, and payment is received by ACE by the renewal due date.

ACE may audit and request course samples or materials in addition to what is required in the
renewal application at any time during the approval period.


https://www.aswb.org/licenses/ace-approved-continuing-education/ace-approval-types/provider-approval/applying-to-be-an-ace-provider/ace-provider-appendix/
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Prior to starting the
provider approval
renewal process,

verify the staff listed

for the provider are
accurate.

Expand the provider staff
section and verify the
individuals listed in the
contact roles are accurate. If
changes are needed, submit
a change request. Reference
the user guide for change
requests.

Verification of Staff Contacts

CE PROVIDER TEST 1107

=z] > < & 5] m & Modify

B Provider Detail

5431 Provider Approwval

Original Approval Type

(69 s

PROVIDER APPROVAAL APPLICATION

e

COURSE INSTRUCTOR

ﬁ Provider Information

I'i Provider Staff

Status Contact Role

Course Contact

[ view [g

Business Owner

[ View [&

Head

Primary Contact

[ view [gq
[ view [t

Licensed Social
Work Consultant

1 |. [117/23]

Name

Primary
Contact
Test

Test
Contact 4

Test

Contact 3

Test
Contact 2

Create New ...

1

COSPONSOR AGREEMENT

Job Title

Admin Asst

CEO

Admin Asst

Social Work
Consultant

Start Date

10/31/2023

10/31/2023

11/1/2023

10/321/2023

1866

ASWB ACE Provider ID

1 & [11/8/23]

+ Add New E

End
Date

E-Mail Address

testi@gmail.com

test@gmail.com

& pc@test.com

& pc@test.com

PROVIDER APPROVAL- COURSE SAMPLE

@ PQ Criteria Met

Pre-Qualification

1

COURSE-INDIVIDUAL APPROVAL

SYSTEM FILES

B ASWEProviderRenewalCourseListTemplate

Cosponsor-Agreement-Template

n ProviderStaffAgreement

FILES Add File

File-Fx_providers_course_instructor_licenses.Doc

Uploaded On 11/7/2023 04:30 PM By Karen Tester

File-Fx_providers_course_instructor_resume.Doc

0 PM By Karen Tester

File-Fx_providers_cosponsor_agreement_upload.Doc
Uploaded On 11/7/2023 04:05 PM By Karen Tester

File-Fx_providers_org_staff_resume.Doc

Uploaded On 11/7/2023 01:18 PM By Karen Tester
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Renewal- Provider Approval

CE PROVIDER TEST 1107

X = " & Modify B Provider Detail

reate New ... v =

Create

5431 Provider Apr-_.val

Jriginal Approval Type Course

From the provider
details page, click
“Create New” then

click “Renewal-
Provider Approva

I”

hid T ltems

PROVIDER APPH

1 oo

Marketi

Review

Q 11823 1

'COURSE INSTRUCTOR

ﬁ Provider Information

i'i Provider Staff

l;id Provider Approval Application

é Provider Approval- Course Sample

ﬂ Course-Individual Approval

Change Request
Conference
Cosponsor Agreement

Course-Individual Approval

Provider Staff
Renewal - Provider Approval

Mew ...

® PQ Criteria Met

Pre-Qualification

2 ﬂ [11/8/23] 1

| APPROVAL- COURSE SAMPLE COURSE-INDIVIDUAL APPROVAL

nstructor

ng Course List - Provider Approval

1

COSPONSOR AGREEMENT

= SYSTEM FILES

D ASWEBProviderRenewalCourseListTemplate

+ Add Mew M
Cosponsor-Agreement-Template
- a ProviderStaff Agreement
- FILES Add File
n File-Fx_providers_course_instructor_licenses. Doc
+ - Uploaded On 11/7/2023 04:30 PM By Karen
Add Mew




?'AC E Provider Approval Renewal Application Completion

ASWB appro

The following areas of the provider approval renewal application require completion:

e Staff verification

e Course delivery formats

e Continuing education and promotion

e Evaluation and quality

* G@Grievances

* Ownership

e Other accreditations

* Renewal fees

e Required uploads

* Provider agreement (initials and signatures)

Questions requiring a response or selection are identified with an *.
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- . B Provider Renewal Completion

The renewal start date will auto
populate by the system. This date is
the start date of the next approval

Identify if the provider staff listed
are correct or if a change request

. has/will be submitted.
period.
e
Renewal Start Date ﬁ 11/07/202
Staff Verified ¥ I & provide ff Li r the organization r The roles of pr ntact, CE director 50¢ ) ) it are
required. If the staff listed are accurate ect "Staff Re ed- Correc
f changes are required, select "Staff Reviewed- Chan Meeded" and submit a Change Requ

(O Staff Reviewed - Correct

() Staff Reviewed - Changes Meeded




""AC E Selecting Course Delivery Formats for Renewal

ASWB approved continuing education

Course Delivery Formats

Note: The formats listed here

are the fo rm ats curre ntly Approved Course Delivery Formats
approved for the prOVider. These > U in-Person 8 synchronous distance learning
are not ed ita ble, Recorded asynchronous distance learning O Reading-based asynchronous distance learning
[ Hybrid O Hybrid - Additional
Course Delivery Formats for Renewal ¥  Indicate which course delivery formats are elected for renewal and will be offered during the upcoming renewal period
. . T id ormat d ar Toadd a 3 1 reque
If the organization chooses to -
[l In-Person Synchronous distance learning s
not renew a format for the > B
. o o Recorded asynchronous distance learning |_| Reading-based asynchronous distance learning

upcoming approval period, click B B

| Hybrid || Hybrid - Additional —

to unselect it from the list.

Complete the remainder of the application, filling in text boxes
and uploading documents where required.
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{2, Renewal Fees

ASWB approved continuing education

Renewal Fees

NMumber of Courses Paid Last Renewal ¥

The number of courses paid during
the last approval period will
default here.

# Courses Offered During Last Renewal
Period # -
L1 to 10 Courses

i i ' 11 to 49 Courses
Identify the number of courses offered during the -
i 'S0 to 93 C
last approval period here. ourses
) »100 Courses

ff Courses Expected during this Renewal ) 1 to 10 Courses

Period #*

)11 to 49 Courses
Identify the number of courses expected to be offered T
during the upcoming approval period here. i

O 100 Courses

Fee

The total fee represents the fee for the number of
courses expected during this renewal period plus any
positive difference in fees for the number of courses
offered during the last renewal period and the number
of courses paid for during the last renewal.

I——
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GE’AC E Required Uploads

ASWB approved continuing education

Required Uploads

Upload the required
documents.

Course and Conferences List ¥

ClICk List of Courses

Note: an attendance

certificate must be uploaded i
for each approved delivery NI 1)
format. Loy

Attendance Certificate - Course Delivery ¥

Attendance Certificate - Conference Provide an attendance certificate (name redacted) that was awarded to & social worker with ACE credit f




'E'AC E Attestation Completion

ASWB approved continuing education

ATTESTATIONS

Applicant attests that applicant has revi d and E u
By initialing each statement, the continuing education director attests to and confirms that, as

Maintain * Maintain compliance with all current ACE st

Inform *  Inform the ASWEB ACE program within 1

Each yellow boxofthe | —] email and phone contact information.

attestation must be
|n|t|a|Ed by the CE Resume ¥
Director.

Read Email ¥ Read all email or regular mail communicatio

Comply *

@ @
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AN e The application requires signature by the Social Work Consultant, CE Director and CEO/

» Department Head.
M Options for Signing

Each contact in those roles can login to the system using their own user login and access
the provider approval application for signature.

Sign via mobile device may be used. Note that the browser tab with the
application must be open until the signature is recorded via mobile device.

Enter Cell/Mobile Mumber

Enter your cell/mobile number to receive a link to sign. You MUST keep this browser tab open
until your signature is recorded. Once recorded, your signature will appear here and you can
then finish completing this form.

.h ° a o | o

Select “Save Entry” when complete. |
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{’z' A C E Payment

ASWB approved continuing education

Select “Pay by CC” or “Pay by Check”

If paying by credit card, enter the card information and submit.

BProvider Dctails | o Modify Enary | M DeleteErary | & | (4 =P:|,|-B|IEC| -Pqﬂlpl'.'h-:k|

(£ s Ertry 1D Original Approval Type ASWE ACE Provider ID
I',b Renewal - Provider &pproval REMEWALS
- ) B 1222023 - 12/2/2024
Renewal Application Status
Renewal Start Date 127212030 L e b
Renewal End Date  12/2/2033 B 1222024 - 120272027

Mext Renewal Due Date
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@ AC E Payment — Credit Card

ASWB approved continuing education

If paying by credit card, enter the card
information and click “Submit”

Card Information

Card Mumber =

BExp. Date =

First Hame

Zip

The following confirmation will appear when processing of the credit card

payment is complete.

X

Payment Card Validated
Q Your card has been validated. Submit this form now to

have your payment processed.
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ASWB approved continuing education

CE PROVIDER TEST 1107

Renewal - Provider Approval

B Provider Details # Modify Entry il Delete Entry P Submit X [+

5431 2024 Provider Approval

Original Approval Type

Eﬁ Renewal - Provider Approval 1

Renewal Application Status
Renewal Start Date  11/7/2024
Renewal End Date 11/7/2027

Staff Verified Staff Reviewed - Correct

Course Delivery Formats

Select “Submit”




QE’AC E Submitted and Under Review

ASWB approved continuing education

Provider Staff =+ Acdd Mews
hi" Provider Approval Application -

f’ Provider Approval- Course Sample

F rom t h e p rovi d er ﬂ Course-Individual Approval =+ Acdd Mews -
detail page, the status
of the renewal will £3] Course Instructor + Add New -
o" Q
be“Submitted and
. ” Ib Cosponsor Agreement + Add rew -
Under Review”. A Hew
Eg) Renewal - Provider Approval —+ Add Mew 1 [
Renewal
Application Renewal Renewal Approved Course Delivery Course Delivery Formats for
Status Start Date End Date Formats Renewal
11/7/2024 11/7/2027 Synchronous distance Synchronous distance
learning learning

Recorded asynchronous Recorded asynchronous

distance learning distance learning
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Successful Submission

Once the renewal is successfully submitted, the status will be
“Submitted and Under Review”

CE PROVIDER TEST 1107

Renewal - Provider Approval

B Provider Details £ e

5431 2024

to Renewal -\Provider Approval
Renewal Application Status
Renewal Start Date

Rerewal End Date

Staff Verified

Course Delivery Formiats

Approved Courge Delivery
Formats

Course Delivery Foymats for

Provider Approval

Original Approval Type

Submitted and Under Review
11/7/2024

11/7/2027

Staff Reviewed - Correct

Synchronous distance learning | Recorded asynchronous distance learning

Synchronous distance learning | Recorded asynchronous distance learning

Continuing Education Devklopment and Promotion

Development of CE

ASWB ACE Provider ID

@ Submitted and Under Review

© WF: Renewal - Provider Level

WF: RENEWAL - PROVIDER LEVEL LOG

Submitted and Under Review

282 Administration
Karen Tester
WF Level: Submitted and Under Review
REMEWALS
B 11/7/2023 - 11/7/2024

11/7/2024 - 11/7/2027

Select the “Provider Details” button to return to the provider details page.



@ AC E Renewal Provider Approval - Review Process

ASWB approved continuing education

The renewal will be reviewed
by ACE staff.

Once approved, the status of
the renewal application will be
updated from “Submitted and

Under Review” to “Renewal

Accepted”. : N
If corrections or additional

information is required, email notice
will be sent to the primary contact
and CE director outlining the items
requiring correction or response.

If corrections are not required,
the renewal will be accepted.
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ASWB approved continuing education

Renewal Accepted

Once the renewal is accepted, the
status will be “Renewal Accepted”.

K Renewal - Provider Hpproval o A e Bl -
The new approval period will be Rencwal Course Delivery
A Application Renewal ReEnewal MeExt Benewal fpproved Course Format= for
Shown In the renewal Sta rt date Status Start Date End Crate Diue Diate Dhalivery Formats Renewal

and renewal end date fields.

3 e e g < ' 1 O
LY P eenaral LA A ELS 4 1A E0L LI Z0E

The next renewal due date will be
listed.

The delivery formats
approved in the renewal will
be listed.
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'AC E Provider Approval Statement- Approval Period

ASWB appro

Once the renewal is accepted by ACE, the primary contact and CE
Director will receive an email from ACE indicating the renewal is
accepted and the new approval period may be used.

4

Once the current approval period expires, the ACE provider approval
statement should be updated with the new approval period.

-

[Provider name], [provider number], is approved @€ an ACE provider to offer social work continuing
education by the Association of Social Work Bdards (ASWB) Approved Continuing Education (ACE)
program. Regulatory boards are the finglduthority on courses accepted for continuing education credit.
ACE provider approval period: [dates]. Social workers completing this course receive [number] [type*]

continuing education credits.



Renewal Audit Reminder

ACE may audit and request course samples or
materials in addition to what is required in the
renewal application at any time during the
approval period.




