548
COURSE RECORDS

548.1
An education program shall maintain course records for at least five (5) years following course completion.  The records shall be maintained in a manner to prevent loss, destruction, or unauthorized use and shall contain the following:

(a) A complete outline for each course given, including a brief overview, instructional objectives, comprehensive topical outline, method of evaluation, and a record of participant performance;

(b) A record of the time, place, and date that each course is given; 

(c) A record of the number of CE hours awarded for the CE course;

(d) A curriculum vitae or resume for each instructor; and

(e) A roster signed by course participants that shall include the name and certificate number of each person who has taken any certification, refresher or CE course, class, or activity, and a record of any course completion certificate issued.

SOURCE: Final Rulemaking published at 60 DCR 16569 (December 6, 2013).
