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The Sequence Institute is committed to 
offering high quality continuing education 
programs for behavioral health 
professionals, and offers community 
education events throughout the year. 

The Institute does so through CE course 
approval by the ASWB ACE program, 
which requires compliance with ACE 
standards and guidelines. 

What is the Sequence Institute?



What is ASWB ACE?
ASWB ACE stands for Association of Social Work Board's 
Approved Continuing Education program. ASWB’s ACE 
program has been designed to review and approve high- 
quality CE providers and courses, whether they are delivered 
in person or via distance learning. You can read more about 
 ACE here. 

 
ACE approval demonstrates that a course has been 
rigorously reviewed and found to offer quality continuing 
education according to best practices. Courses are 
approved for a two-year period, with the option to submit a 
renewal application thereafter. 

 

https://www.aswb.org/licenses/ace-approved-continuing-education/


Instructor Resume/CV
Timed Agenda
Bibliography
Course materials (handouts, power points, articles, etc...)

If a facilitator wishes to lead a CEU event, the Sequence Institute asks 
them to submit a completed Course Approval Proposal. Request the 
proposal form from Mary Alice Reilly, Continuing  Education Coordinator, 
at mareilly@sequenceservices.com.

You must also prepare and attach these additional required documents:

Completed form can be requested and questions sent to 
mareilly@sequenceservices.com.

How to Submit a Proposal



Will this event be virtual or in-person?
Is this beginner, intermediate, or advanced 
clinical content? 
When will you take questions from attendees? 
Q&A at end of presentation, or taking questions 
as they come? 
Will you integrate any interactive activities?
What other technical support will you need?

 

Details to Consider 



Course evaluation 
Certificate of Credit
Sign in/sign out sheet 

If your proposal is approved, Sequence will work with 
you to develop the additional required documents 
using organizational templates… 

ACE Course Approval 

Promotional materials (brochures, flyers, website addresses, social 
media promotion, etc..)

NOTE: Samples of each required application document are listed on the 
ACE/ASWB website here. 

https://www.aswb.org/licenses/ace-approved-continuing-education/ace-approval-types/individual-course-or-conference-approval/applying-for-ace-individual-course-conference-approval/ace-individual-course-approval-appendix/


Sequence can provide small to mid-sized event 
space at their offices in Rockville and Silver 
Spring.
For larger events, Sequence can help identify 
appropriate venue space to rent for your course.

Yes, but note that breaks of any kind (coffee, 
lunch, dinner, etc.) and registration/check-in 
time must not be included in the CE credit 
determination. If your course includes 3 CEU 
hours, any breaks must happen in addition to 
the 3 hours of active instruction and discussion. 

FAQ's
What are the in-person venue options?

Can we include breaks in the timed agenda? 



Please use APA formatting. Note that at least 50 
percent or five of the references cited, 
whichever is less, must reflect research 
published within the past five years. 

Presenters will be paid by the Sequence Institute 
a flat rate for creating and presenting a 
program. Additional revenue is possible 
depending on the size and popularity of the 
event. 

Typically presenters can earn CEU credit hours 
for time preparing and facilitating a CEU 
approved event. This may vary state-by-state. 

How should I format the bibliography?

Are presenters paid?

Do presenters earn CEU hours?

FAQ's



ASWB ACE can be exacting, so keep an eye 
out for application edits and updates to 
ensure approval. 

Edits?

At this step, you have completed all required 
steps for applying to ASWB ACE. We will 

compile and submit your completed ACE 
Course Application, and keep you updated 

on its status. 

You're Done!



Attendee registration 
Creating & hosting the zoom event 
Promoting the course via the Sequence 
Institute's website, newsletter, & social 
media 

Once your course is approved, Sequence 
will assist with the following…
 

Prepping for a CEU Event



Logging onto the zoom event 30 minutes prior to start
Using a microphone or mic'd headset 
Downloading your presentation and materials as PDFs in 
case of technological difficulties

To prepare for your course event, please consider the 
following...

The Continuing Education Coordinator will assist with event 
tech and management, including chat box, tech 
troubleshooting, and tracking attendance.

Day-of Facilitation



ASWB ACE requires all approved 
courses to distribute CEU certificates 
and collect course evaluations.

Sequence will assist with distributing 
certificates and course evaluations to 
attendees. 

Completed course evaluations will be 
used to make adjustments to your 
course if you decide to apply for 
renewal after the course's 2-year 
approval period. 

Event Follow-up



Providers of ACE approved individual courses may renew a 
course every two years.  
CE providers must submit a renewal application and all 
required materials and fees at least 90 days before the 
expiration date or risk a lapse in approval. 
NOTE: The renewal application will require reviewing, editing, and 
updating the previously submitted Sequence CEU Proposal 
worksheet. Special attention will be given to updating the date 
and time, agenda, bibliography, course materials if applicable, 
and instructor resume if applicable.

Course Renewal



Thank You!
Questions? Email the Continuing Education Coordinator, 

Mary Alice Reilly, at mareilly@sequenceservices.com.


