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Virginia MCLE Board

Virginia State Bar
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Richmond, VA 23219-2800
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LAW FIRM SPONSOR APPLICATION FOR CLE COURSE APPROVAL (FORM 4)

 (MCLE Annual Completion Deadline October 31) 

1.
Course Sponsor:

Sponsor Representative*

Address:



Phone:(              )
REGISTRATION phone:(           )____________________   

                                                           

E-mail address                                                                  
Web address ___________________________________                                                                                                                          

2.
Title of Program:  

______________________________________________________________________________________________                                                             
(Course ID# of any prior VA approval of this program content :
)

3.
Total CLE hours:                     including (               ) Ethics hours     Only sessions with written materials are approvable
To qualify for credit Ethics components must be clearly identified on the course schedule and total a minimum of 30 minutes.  A SAMPLE OF THE ETHICS MATERIAL DISTRIBUTED MUST BE ATTACHED.
4. CIRCLE all that apply to this presentation:

                                   TYPE:  LIVE    *ON-DEMAND

                             SETTING:  Group Setting   *Delivered to Individuals    In-house   ATTENDANCE:  OPEN   CLOSED

          DELIVERY METHOD:  Speaker in Room   *Internet   *Telephone/Webcast  *CD-Rom   Video   Audio                                                                           Satellite/Videoconference       Other:                                                *See Opinion 16  

5.
Date(s):________________________________________________Times: (Begin/End)________________________
Venue/Location(s):

6.
Course Registration Fee: $                    Target audience:  CLIENTS          ATTORNEYS           OTHER

7.
REQUIRED ATTACHMENTS:  MCLE Board will only consider applications with required attachments.

a.
Program Time Schedule or Agenda (times are required to compute approvable credit hours) 

b.
Complete set of written materials provided to attendees
c.
Faculty name(s) and credentials 

8.
Description of materials:   Total pages _________  Printed __________  Other

Materials are distributed:   Before program _______    At program _____  Other

9.
Physical Facilities:  Conference room             Theater style             Writing surface?

10.
Number of attorneys present or anticipated:            /              /                  Number of non-attorneys: ______/_________ 
                                                                                  Firm     Clients      Other                                               
Staff        Clients                 

11.
Do you monitor time in attendance?___________ How?___________________________________(attach statement)

12. SPONSOR agrees to provide Certification of Attendance forms (Form #2) and Certification of Teaching forms (Form #3) to Virginia attorneys attending or teaching the program.   (Course attendance lists are not acceptable)

13.
SPONSORS MUST FILE A $50 FEE WITH THIS APPLICATION. Fee is double ($100) for applications received more than 30 days after program.  Make payable to Treasurer of Virginia.

Signature

Check #____________                                                                                                   (Sponsor Representative)

Fax Transmissions not accepted.                                                                    A materially false statement may jeopardize      

Please allow 4 to 6 weeks for board decision on all applications                        Approval of this and future programs


COURSE TYPES AND EXPLANATION OF VIRGINIA CRITERIA FOR APPROVAL

OPEN - Course advertised and open to all attorneys 

CLOSED - Course open only to firm or government agency, members of professional organization. 

LIVE - Instructor and attendees participate simultaneously

IN-HOUSE - Program offered to attorneys within a firm, corporation or government agency.

GROUP SETTING - Program offered in group of 2 or more attorneys.  (Where individual attendees are conferenced into a program you must meet Opinion 16 standards and submit a separate application and fee)
TELECONFERENCE, SATELLITE, VIDEOCONFERENCE, OR LIVE WEBCAST- To meet Virginia regulations the course must

(1) attendees must be given the opportunity to participate in discussions with other attendees and/or the presenter
(2) written materials must be available to participants prior to the broad cast.

(3) have attendance tracking - See OPINION 16

VIDEO, AUDIO, CD-ROM - To meet Virginia regulations the course must


(1) have at least 2 attorney participants (not restricted to only VA attorneys)

(2) be conducted in an educational setting (conference room)

(3) have written materials provided to each participant prior to the presentation.

INTERNET ON-DEMAND- To meet Virginia regulations the course must


(1) be in audio or audio/video format.  Text based courses are not approvable

(2) allow the participant to interact with the presenter and/or other attendees

(3) have written materials available to participants for reference during and subsequent to program

(4) have attendance tracking - See OPINION 16


INSTRUCTIONS FOR COMPLETING APPLICATION FOR CLE APPROVAL (FORM 4)

Please allow 4 to 6 weeks for board decision on all applications
1.
Complete identifying sponsor information
2.
Give Title of Program (Include VA course ID# of any prior approval)
3. Total CLE hours are the number of 60 minute hours of course presentation excluding introductory remarks, breaks, meals, closing remarks.  ONLY SESSIONS WITH WRITTEN INSTRUCTIONAL MATERIALS ARE APPROVABLE.  Keynote, mealtime speakers, judicial presentations or roundtable discussions are given CLE credit only when written handout materials are given to appropriately cover the topic.

Total Ethics hours are the number of 60 minute hours devoted to Ethics as it applies to Attorneys.  Ethics relating to other professions, government employees, business professionals or general ethics are not approvable for Ethics credit.  The Ethics time segment must be clearly defined on the course schedule and be accompanied by specific ethics materials.  A sample of the ethics material must be included with this application (See Opinion #13 for approvable ethics topics.) 

4.
Check type of course, setting and delivery method of the course you are presenting.  Live presentations and subsequent video, audio or distance learning presentations of the live program require separate applications and application fees. 

5.
Give all dates and locations.  The MCLE reporting year runs from November 1 - October 31. Courses are approved for the reporting year they are presented. 

6.
Enter the price you charge for course attendance.   Target audience: Courses must be directed primarily to attorneys and address a legal topic to be approved.  

7.
REQUIRED ATTACHMENTS: THE MCLE BOARD WILL ONLY CONSIDER APPLICATIONS 
WITH REQUIRED ATTACHMENTS!
a.  Program time schedule or agenda (TIMES ARE NEEDED TO COMPUTE APPROVABLE                 CREDIT HOURS)

b.  Complete set of written materials distributed to the attendees at the program.  Ethics materials           must be submitted to receive ethics credit.(See Opinion #14 on Written Materials)

c.  Faculty name(s) and bio

8.
Description of materials - Give approximate total pages and check type of materials and when 
distributed.  Written materials are required for all sessions.

9.
Physical Facilities - select applicable type.  A writing surface must be provided.

10.
Enter approximate number of attorneys and non-attorneys present or anticipated.

11. Explain if and how you track attendance.  This information is required for all distance learning programs.
12. After the course is approved the MCLE Board will send you certifications of attendance and teaching forms for your course.  These forms are to be given to the Virginia attorneys attending or teaching the program.  
13.    Sponsors must pay a $50 Application fee for each course.   $50 late fee for applications received          more than 30 days after program.


VIRGINIA MCLE REGULATION 103


STANDARDS FOR APPROVAL OF PROGRAMS
(a)
A course is approved for credit if it has been specifically approved by the Board or is presented by an accredited sponsor previously designated by the Board under the provisions of Regulation 105.  A course is approved for credit in the area of legal ethics or professionalism if and to the extent specifically approved by the Board.  A course presented by an accredited sponsor is also approved for credit in the area of legal ethics or professionalism if and to the extent so represented by such sponsor.

(b)
The course must have significant intellectual or practical content. Its primary objective must be to increase the attendee's professional competence and skills as an attorney, and to improve the quality of legal services rendered to the public.

(c)
The course must pertain to a recognized legal subject or other subject matter which integrally relates to the practice of law, or to the professional responsibility or ethical obligations of the participants.

(d)
A course may be approved for credit in the area of legal ethics or professionalism only to the extent that the course constitutes or contains one or more qualified ethics or professionalism components as defined in Regulation 101.  A minimum scheduling of thirty (30) minutes in the aggregate of one or more qualified ethics or professionalism components is required before an approved course can be approved for credit in the area of legal ethics or professionalism.

EXAMPLES:
(1)
A sponsor's application for approval of a one‑day program comprising seven 50 minute segments states in relevant part "each speaker will devote ten minutes of allotted time to ethical considerations."  The program does not contain a qualified ethics component and is not eligible for approval for credit in the area of legal ethics.  The requirement that a qualified component be a "clearly defined segment" is not met.  Such segment must be capable of identification on the schedule and have a defined beginning and end.

         (2)
A sponsor's application for approval of a one‑day program reveals in relevant part that the opening 30 minute morning segment is clearly identified as devoted to ethical considerations and that the concluding 20 minutes of the afternoon session is also clearly identified as devoted to ethical considerations.  Assuming that other requirements for course approval are met, the Board will approve the program for one (1) hour credit in the area of legal ethics or professionalism.  See Regulation 102.

(e)
Courses must be conducted in a setting physically suitable to the educational course or program.  A suitable writing surface should be provided.

(f)
Thorough, high quality instructional written materials which appropriately cover the subject matter must be distributed to all attendees at or before the time the course is presented.  A mere agenda or topical outline will not be sufficient.

(g)
Each course shall be presented by a faculty member or members qualified by academic or practical experience to teach the subjects covered.  Consistent with Virginia State Bar policy, course sponsors should exercise care to ensure that faculty members, where possible, reflect the racial and gender diversity of the State Bar as a whole.

(h)  
A course presented by distance learning methods which otherwise satisfies the requirements of 
these Regulations (including the requirements for high quality instructional material) may be 
approved so long as the course is provided in a manner that affords participants the opportunity 
for discussion or the exchange of ideas with the instructor or other participants.  No course will be 
approved that involves only self-study.

EXAMPLES.

         (1.)  
Three attorneys listen to a pre-recorded audio program under conditions which present adequate opportunity for discussion and exchange of ideas among the participants.  Credit will be granted so long as the course otherwise satisfies the requirements of these Regulations.

(2.)   
 Several attorneys, from different locations, view a pre-recorded audio-video course presentation which is downloaded from an Internet web site.  The web site provides an area in which the participants may engage in an on-line discussion with other participants or may present questions to the instructor.  Credit will be granted so long as the course otherwise satisfies the requirements of these Regulations.

(3)    
An attorney participates in a course presented on a web site that consists entirely of text materials read by the participant.  The web site provides an area in which the participants may engage in an on-line discussion with other participants or may present questions to the instructor.  Credit will not be granted because the course involves only self-study.

(i)
A program offered "in‑house" will be approved by the Board if it meets the standards of these regulations and if the approval procedures prescribed by these regulations are followed.

(j)
Participation in deliberative groups concerned with law reform, judicial administration, or regulation of the profession will not be approved for credit.

(k)
A course that does not meet the requirements of subsections (b) and (c) of this Regulation may, on application of a member, be approved as a "specially approved course or program" for the applicant where the Board is satisfied that the course has significant value to the applicant's practice.  Thus, for example, in appropriate cases courses on engineering, accounting or medical topics may be approved for a particular member.

MCLE OPINION #14 

REQUIREMENT FOR WRITTEN MATERIAL

The Supreme Court of Virginia has required by Rule of Court that courses or programs qualifying for MCLE credit must provide attendees with written educational materials which reflect a thorough preparation by the provider of the course and which assist course participants in improving their legal competence.  Paragraph 17(H)(3) of Section IV, Part Six, Rules of the Supreme Court of Virginia.  In compliance with this mandate, the MCLE Board has promulgated Regulation 103(f). That provision provides: Thorough, high quality instructional materials which appropriately cover the subject matter must be distributed to all attendees at or before the time the course is presented.  A mere agenda or topical outline will not be sufficient.  Although courses of shorter duration may require less lengthy materials, this requirement must be satisfied by courses of any length in order for MCLE credit to be granted. 

The purpose of the requirement of written materials is threefold.  First, it insures thorough course preparation by the provider.  Generally, the provider must furnish materials prepared specifically for the course and the subject matter addressed.  The distribution of copies of cases or statutes without customized materials is not acceptable.  A second purpose of this requirement is to insure that the attendees will be provided with materials which are useful after the course is completed.  Materials provided should be sufficient to assist the attendee when questions regarding the particular subject matter covered are raised at a later date and to serve as a general resource after course completion.  The third reason for this requirement is to allow the MCLE Board to evaluate the quality and nature of the course and the actual subject matter being covered.  Occasionally neither the title of the course submitted on an application nor the agenda for the presentation provides sufficient information about course content to allow evaluation.  The review of the written materials provided to course attendees allows the Board to assess the quality and subject matter of the course and to insure that the topics addressed are appropriate for accreditation purposes.  

In determining whether written materials are adequate, the Board will also consider the teaching method employed.  For example, materials appropriate to participatory skills development courses, such as a trial advocacy course, will differ from a course where a straight lecture method is employed.  Moreover, courses in which role‑playing or other interactive teaching methods are employed will have varied materials.  

Several recurring problems regarding the provision of instructional materials, however, have come to the Board's attention.  

a)  Written materials which contain only hypotheticals will not satisfy this requirement.  While the discussion of hypotheticals can be an appropriate teaching method, written materials including only hypotheticals to be discussed will not suffice as thorough, high quality instructional material.  On the other hand written materials in which the hypotheticals are accompanied by (1) course materials which assist the understanding of the subject matter and have reference value to the participants or (2) course materials which provide a thorough written discussion and/or responses to such hypotheticals may satisfy this requirement.  Such written discussion or responses to hypotheticals may be provided to the participants separately at any time up to the time of the conclusion of the course.  

b) 
Bibliographies or a list of other reference materials, such as internet sites, standing alone, will generally not suffice as thorough, high quality instructional material.  Similarly, sample pleadings, without instructional materials are inadequate to satisfy this requirement. 

The requirement to provide written materials can be satisfied by providing printed copies or copies stored on electronic media.  It may also be satisfied by allowing attendees access to a web site or other area where electronic copies are available for downloading.  In the event that a provider does not provide printed copies to all course participants, such copies must be made available to any attendee who requests them. 

[Paragraph 17(H)(3) of Section IV, Part Six, Rules of the Supreme Court of "Virginia; MCLE Regulation 103(f)].
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