
WHAT ’S  DIFFERENT NOW 

OVERVIEW OF THE PROCESS  

CREATING A SYSTEM THAT WORKS  

Managing PACE Certification 



How to use this Tutorial:  
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 This  tutorial is an explanation for how to organize your 
organization for a Constituent (local) Application. The question 
numbers and attachment numbers all apply to that document.  

 

 Click your up and down arrows to go forward and backward in the 
tutorial. To exit, click your keyboard’s ESC button or right click and 
choose End Show.  

 

 If there is a light blue shape (like a square or triangle), it is 
linked. That means you can click on the shape and it will take you 
to another page or document for more information.  

 

 This symbol indicates an item that needs to be included in 
your organization’s minutes.  



Why Certification is different now 

 OK, I know what you’re thinking…What is all this?!?        
I never had to do this before! And that’s true. You never 
did.  

 

 But that was then, this is now. Now this counts for state 
licensure, and states are taking a dim view of the “steak 
dinner and a 30 minute talk” type of CE credits. The 
stakes (no pun, honest!) are higher, and so are the 
requirements.  
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Like the old joke says… 
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 The good news? It’s not that hard.  
 

 The bad news? You need to be doing it for about a year 
before you ask for renewal, and there is a LOT more 
paperwork. Hang on.   
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So now that it counts… 

 Like anything else, it can’t 
just be done on someone’s 
say-so. The basic attitude 
is, to quote Ronald Reagan 
“Trust, but verify.” 

 So there is a chain of 
documentation that shows 
evidence of the quality of 
the educational program.  

     Here’s the overview:  
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Governance 

Who is your 
group? 

Planning     

Who decides on 
the program? 

Publicity 

How do you get 
the word out? 

Educational 
Program 

How is quality 
assured? 

Evaluation 

Did learners get what 
they expected? 

Record-keeping 

Can you show you did 
what you said you did? 

The Big Picture 
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Getting Ready 
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 If you know that you will be due 
for PACE accreditation within the 
next two years, set up the 
structure and documentation 
systems NOW.  

 You will need signed (filled in) 
samples when you turn in your 
application, which is another 
reason to start NOW.  

 Let’s take each of the sections 
and explain what they are 
looking for.  Then you can 
imagine how you will fit your 
group into that concept and 
think how you will set it all up.  
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Part B: Live Patient CE Part A: All Other Types CE  

GA-AGD          JK Mitchell, DDS,  MEd 

 

15  Total Points Part B 
 

 12-15 points: No change to recommended approval 
from Form A, include recommendations for 
improvement in approval letter 

 9 - 11 points: Reduce recommended approval from 
Form A by one year; include recommendations for 
improvement in approval letter. 

 Less than 9 points: No approval 

 

 

107 Total points available Part A 
 

 96 -107 points: 4 year approval 

 86 -95 points:   3 year approval 

 70 -87 points:   2 year approval 

 Less than 70 points: No approval 
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To get certified:  

There are questions on each facet of your organization and program.  
Everyone completes Part A, but only those groups that do Live Patient CE need to do Part B. 
Each of the questions on the application has a point value assigned (positive and negative!) to 
the answers. In the explanation that follows, the highest value items will be highlighted so you 

can understand which items need special attention.  



Governance 

Who is your 
group? 

Planning     

Who decides on 
the program? 

Publicity 

How do you get 
the word out? 

Educational 
Program 

How is quality 
assured? 

Evaluation 

Did learners get what 
they expected? 

Record-keeping 

Can you show you did 
what you said you did? 

Points depend on the paperwork! 
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33- CE Guidelines 

1- Job Responsibilities 8-Mission Statement, 
Goals, Educational Goals 

2- Committee  
Minutes 

27- Course 
Evaluation 

17, 24, 25, 26, 37, 34- 
Publicity Samples 12-Learning Objectives 

17- Image Authenticity Affidavit 

These are attachments you may need 
to submit. Numbers correspond to the 
question number on the application.  

Joint programs? 
4- List other orgs* 
5- Agreements* 

19- Instructor CV * 
(If present >50% courses) 

29- Course 
Verification 

35- Conflict of interest Statement 

38- Sponsorship 
Agreements 

Required Depends of program 

All attachment boxes (except those marked  
with *) are linked to samples-just click! 



Standard I: Administrative 
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What’s the Point? 
 

 This is where you show that you are 
more than a supper club, where 
you show that your group is a 
stable, well-run organization that is 
aware of it’s responsibilities to and 
responsive to the needs of its 
members and community. 

 You show that you are not a single 
person provider, but that you have 
input from a number of dentists, 
and that your organization is on a  
stable financial footing.   

Governance 

Who is your 
group? 
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If you work with other organizations to offer joint 
CE, especially if it is done under this PACE 
accreditation, show how this organization 

maintains control of standards.  



Standard I: Administrative 
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 Have an advisory planning committee 
(one of them must be a dentist) that 
chooses the educational methods, 
instructors, facilities.   

 The advisory planning committee needs 
to meet at least once a year, more 
often is better, and keep minutes of the 
meeting.  

 

 

 Create a document that shows who’s 
responsible for all the jobs on the AGD 
list.  

Governance 

Who is your 
group? 

For the Secret List of 
Jobs, click here.  

Click here for sample minutes 

Question: 
 1- 16 points 
 2-  3 points 
 3-  1 point 

 Attachment 1. Job Descriptions  

 Attachment 2. Committee Minutes 
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Click here for sample Job Descriptions 



Standard I: Administrative 
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If  you offer CE jointly with other 

organizations (co- sponsorship): 

   Make sure they are listed on all 
your CE publicity material correctly 

   You need to have a written letter 
of agreement that states you 
understand you are responsible for 
ensuring PACE Standards are 
upheld.  

 

Governance 

Who is your 
group? 

Questions 
4-5 

 Attachment 4. (If applies). List of organizations that 

have done joint CE programs for the past 3 years. 
 Attachment 5. (if applies). Signed copies of Letters 
of Agreement  
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Standard II: Budget 
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 This is usually easy- most 
organizations keep good track of 
the money! 

 BUT if you get funding from 
anything other than tuition/ 
registration fees, things become 
tricky VERY quickly.  

 Any company sponsorship must 
be disclosed in publicity. Learners 
must not be required to purchase 
anything as part of the course.  

 Discussions on sponsorship 
should be kept in the Advisory 
Committee minutes.  

Governance 

Who is your 
group? 

Questions 
 6-7 
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Standard III: Goals 
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What’s the Point? 
 

 Your organization needs to decide 
what its overall reason for existence is, 
and from that, develop a concise 
mission statement. With that in mind, 
you develop the goals of the 
organization. The specific goals that 
deal with education are separated out 
into the long range educational goals.  

 These then guide your decisions on 
what kinds of programs to hold, what 
instructors to seek out, and what 
topics to consider. 

 Once a year, the leadership of the 
organization needs to meet with the 
planning advisory committee and, in 
the context of these goals,  plan the 
year’s programs.  

Governance 

Who is your 
group? 
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Standard III: Goals 
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 Your organization needs to 
have: 
 An overall mission                      

statement 
 Goals 
 Long-range goals for the 

continuing education program 
 

 The planning committee 
needs to meet with the 
organization's leadership at 
least annually to review and 
ensure that the goals of the 
program are being met.  

Governance 

Who is your 
group? 

Questions 
 8-9 

Click here for 
sample Mission 

and Goals 
statements 

 Attachment 8. Mission Statement, Goals, Ed Goals 
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Standard IV: Needs Assessment 
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 How do you find out what your audience 
is interested in learning more about?  

 At least once a year, you get credit for up 
to 5 of the following you can document: 
 Survey 
 Course evaluations 
 Planning committee input 
 Peer reviewed literature 
 Public health stats  
 Patient care data 
 National guidelines 
 Regulatory requirements 
 Others listed on the website…. 

 You not only check the box, you         
have to say how often you do it…         
and it should be in the minutes! 

Planning     

Who decides on 
the program? 

Get it…a survey? 

Question 
10 Click here for how this  

might look in sample minutes 
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Standard V: Learning Objectives 
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 Instructors generally will 
give you their learning 
objectives  for a 
presentation, but it’s up to 
the committee  and/or staff 
to decide what is 
appropriate for their group 
and interests.  

 Record these discussions in 
the minutes! 

Planning     

Who decides on 
the program? 

Question 
11 
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Standard V: Learning Objectives 
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 Objectives must be distributed in 
advance so the audience can 
make an informed decision of 
whether to attend.  How? 
 Flyer, brochure, program guide 
 Website 
 Included in confirmation letter or 

email 
 Any other way you can think of…. 

 
 

 

 You must make sure that the 
objectives don’t conflict with the 
ADA Principles of Ethics and Code 
of Professional Conduct. (Assign 
someone to read them!) 

Planning     

Who decides on 
the program? 

Questions 
12-14 

To learn more on Learning 
Objectives click here 

 Attachment 12. Learning Objectives last 3 courses  
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Standard VI: Admissions 
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 OK, calm down. It’s OK if you  
have a closed group. Just say so. 
“Only open to Study Club 
members” is fine. Done.  

 But you do need to communicate 
with your members to tell them 
the objectives and any pre-
requisites or skill level required. 
Can be as simple as a group email 
that you keep on file.  

 And don’t forget to “caution 
against the dangers of  
incorporating techniques in 
practice if course has not provided 
with adequate clinical experience.“ 

Advertising 

How do you get 
the word out? 

Questions 
15-18 

 Attachment 17. (If  appropriate) If courses 

require participants to bring equipment, attach 
publicity with instructions.   
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Standard VIII: Instructor 
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The more of these methods the 
planning committee uses to 
determine instructor qualifications, 
the more points, but must have at 
least one: 

 Instructor CV 

 University / dental school faculty 

 Speaker’s bureau 

 Professional society referral 

 Scouting reports 

 Participant course evaluations 

 Course evaluations 

Again, make sure these discussions 
are recorded in the minutes! 

Educational 
Program 

How is quality 
assured? 

Question 
20 
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Standard VIII: Instructor 
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 You need to “ensure” that: 

  Direct interchange with 
participants and instructors 
will take place  

 Number of course instructors 
matches educational 
objectives.  

 There are evidence-based 
sources from peer-reviewed 
journals that support the 
content.  

Educational 
Program 

How is quality 
assured? 

Question 
21 
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Standard VIII: Hands On Activities 
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If you offer hands-on 
activities, there must be at 
least 1 instructor for each 15 
attendees.  

Educational 
Program 

How is quality 
assured? 

Question 
22 
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Standard VIII: Image Authenticity 
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  Speakers must sign an 
affidavit ensuring that images 
presented have not been 
falsified and will not 
misrepresent the outcome of 
treatment.  

  When you contact your 
speakers, you will need to send 
them a package of information 
to sign, and this needs to be 
part of it. Speakers sign them all 
the time! 

Educational 
Program 

How is quality 
assured? 

Question 
23 

To see a sample affidavit of 
Image Authenticity, click here  Attachment 23. Signed sample of Affidavit  
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Standard IX: Publicity  
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 You’re going to have to 
attach 3 samples of 
publicity, more if possible. 
The most basic (postcard) 
publicity must contain:  
 Name of Provider 

 Course title 

 Commercial supporters 

 Location where complete 
information can be found 
(website or how to get a 
printed brochure) 

Advertising 

How do you get 
the word out? 

Question 
24-26 

For the Secret List of 
Requirements, click here.   Attachment 24. Publicity from last three courses 
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Standard X: Course Evaluation 
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 You must have a written 
course evaluation form and 
distribute it at each 
educational event. 

 It should cover: 
 Were the course objectives 

met? 
 Were the teaching methods 

effective: instructor prepared? 
Handouts and visuals helpful? 

 Was content useful, current, 
appropriate 

 Overall administration 
adequate? 

Evaluation 

Did learners get what 
they expected? 

Step 1: Ask learners 
 their opinion 

Question 
27 

To see a sample Course 
Evaluation Form, click here 

 Attachment 27.  Course Evaluation   

(Not blank-Filled in by participant) 
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Standard X: Course Evaluation 
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 Depending on how many 
courses you do, the 
frequency will vary, but at 
least annually. Do it every 
6 months, get twice the 
points.  

 Put it in the minutes! 

Evaluation 

Did learners get what 
they expected? 

Step 2: Planning committee  
reviews evaluations 

Question 
28 
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Standard XI: Course Records 
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 You need a course 
verification form that goes to 
participants. You’ll turn in 3 
samples.   

 Multi-course programs needs 
to list each title and hours 
separately.  

 You must keep a copy of 
these records for 6 years.  

 
 

Record-keeping 

Can you show you did 
what you said you did? 

For the Secret List of 
requirements, click here.  Questions 

29-30 

 Attachment 29.  Three complete samples of Course 

Verification Forms. May black out names.  

For a sample Course 
Verification Form,  

click here 
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Standard XI: Course Records 
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 How many hours to 
award?  

 Live courses with no 
homework (lecture, hands-
on) are awarded hour for 
hour. 

 You should be submitting 
CE credits directly for AGD 
members  within 30 days. 
Otherwise, you lose points.  

Record-keeping 

Can you show you did 
what you said you did? 

Questions 
31-32 
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Standard XII: Commercialism 
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 Create written guidelines and 
policies that identify your 
organization as responsible 
for:   
 course content 
 scientific integrity 
 independent faculty 

selection 
  freedom from all 

commercial influence  

 Ensure that: 
 All commercial relationships, 

financial aid, are disclosed in 
publicity and verbally at the start 
of the presentation.  

 Any advertising is kept separate 
from the CE activity. 

 Commercial exhibits or ads do not 
influence the CE courses  

 Balanced view of therapeutic 
options presented; generic names 
used whenever possible. 

 Only  unrestricted funding is 
accepted for educational 
activities.  

 Attachment 33.  CE Guidelines 

Questions 
33-34 

Click here to see  
Sample Guidelines 
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Standard XII: Commercialism 
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 Create Conflict of Interest statements 
to be signed by instructors. You will 
turn in 3 samples. (Attachment 35) 

 If product-specific training courses 
are offered, explain how course is not 
used to market specific product. 
(Ex:CAD-CAM training may only be 
feasible on one brand). 

. 

. 

. 
 . 
 . 

 
 . 
 
 
 
 
 
 
 
 
 

 

 If you accept external funding, 
explain how independence and 
integrity will be maintained. 
Examples: 
 Using generic names when 

possible.  
 Independent faculty selection 
 Unrestricted funding 
 No marketing information in 

classroom  
 Keeping CE hours separate from 

“product information” time. 
 Attachment 35.  Three recent signed Conflict of 

Interest Statements (can black out names) 
Attachment 36. (If required)  
• Explanation for how product specific  training is not 
used as marketing and maintains scientific integrity.   
• If external funding accepted, submit 3 samples of 
publicity with correct disclosure, as well as 
explanation or policies ensuring integrity.  

Questions 
35-36 
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Standard XII: Commercialism 
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 Create a written agreement 
to outline terms and 
conditions of any 
arrangements with 
commercial supporters. You 
will need to attach samples, 
or say you do not accept 
commercial support.  

27 

Questions 
37-38 

 Attachment 37.  (If required) Three samples of  

publicity disclosing sources of external funding.  
Attachment 38. (If required)  Three samples of  
signed written agreements with commercial 
supporters. May block out names.  
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Filling out the Application 



Congratulations! 
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 You’ve got you’re 
procedures in place, 
you’ve been keeping 
records and have all your 
ducks in a row… 

 Now it’s time to do the 
application! 
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So let’s get started!  

1. First, you’ll need to pull up the AGD website. Go to agd.org and 
you’ll see this page.  

2. Click on the Education tab, then find PACE Apply/Renew: 

GA-AGD          JK Mitchell, DDS,  MEd 
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And it’s all here… 
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 Start with the first tab:  
     “Apply or Renew PACE approval.” The basic question here is can you apply for local (state) 

approval or do you have to go through a national approval process?  
 

 There are 4 questions-  
1. Is your program presented in more than one state/province? 
2. Do your programs draw a significant number of attendees from outside the state/province 

in which your organization is based? 
3. Do your programs contain self-instruction or electronically mediated components? 
4. Do your programs contain combination on-site/in-office protocol courses? 

 if you answer any of them with a Yes, then: 
 
 

 
 

 
 
 

    because you have to apply for National approval.  
 

STOP 
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And it’s all here…somewhere.  

 
 

 If you pass that hurdle and 
are still with us at the state 
level of approval,  go down 
to “Guidelines and Tips.” 
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Now you’re to the juicy bits.  

 
 OK, you can read the AGD’s 

PACE Guidelines but that’s 
probably too much. Just 
know where they are and 
keep it handy for reference. 
I’ll walk you through it.  

 

 Back up one page and find 
the “Constituent 
Application” icon. Open it 
up and print out a paper 
copy (trust me).  

 

This is NOT the application 
you want. Back up one page, 

scroll down to “Local PACE 
approval “  and look for the  
“Constituent Application”  
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Start the Application! 

 Apparently, if you fill this out online, 
it won’t save it until the very end. So 
don’t bother to fill this in until 
you’re ready to do the whole 
project- we’ll just do it by hand for a 
draft.  

 Remember those four questions? 
Here they are, at the bottom of the 
page. If you answer “Yes” to any of 
them, you missed key information 
on Slide 7.   

 On the next page, describe your 
group. Be accurate here.  

 Describe the type of program you 
offer: Be conservative! If you say 
you do participation courses, a 
whole pile of new paperwork kicks 
in! 
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Form A 

 These next two pages ask   
for what programs you 
have done in the past 
year and what you plan in 
the next year. Fill out all 
blanks, even if it’s an 
estimate.  

 New organization? You 
can leave the past year 
blank.   

 You must have some 
programs planned for the 
next year- otherwise why  
are you applying for PACE 
approval??? 

GA-AGD          JK Mitchell, DDS,  MEd 
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 At this point, you have 
all the information 
and samples you need 
to complete this 
application.  

 You just need to plug 
and chug through the 
paperwork and get it 
finished! 

Now just keep going! 
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For more 
information, there 

are additional 
samples  and 

instructions on  
www. agd.org 

Click here to exit 
the program 
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Secret List 1: Job Responsibilities 1 
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Governance: 
1. There is at least one person with administrative oversight. 
2. There are clear lines of authority and responsibility 
3. Someone can ensure continuity of the program administration 
  

Planning 
4. At least one person is responsible for the planning process 
5. There is a separate planning committee composed of dental professionals 
6. At least one member of the committee is a dental professional with no other 

obligations to the organization 
7. Someone works with the advisory committee to choose appropriate educational 

methods, instructors, facilities and potential attendees. 
8. Someone assures the student:instructor ratio is appropriate to the information 

presented and teaching method used. 
 

 Advertising 
9. Someone is responsible for assuring compliance the PACE Standards (for advertising 

and all other PACE regulations.) 
 

 
  

Next Page 
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Secret List 1: Job Responsibilities 2 
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Educational Program 

10. Someone ensures that there is an adequate number of qualified personnel to manage 
the program 

11. Someone assures that facilities and equipment are adequate in good working order 
and can accommodate the size of the intended audience 

  
Evaluation 

12. Someone oversees the  needs assessment and course evaluation processes 
13. Someone on the planning committee reviews course objectives and outlines 
  

Record Keeping 
14. Someone maintains attendance information 
15. Someone ensures participants are not violating any applicable laws and regulations 

when participating in a course 
16. Someone provides the AGD with annual contact information  
  

Next Page 
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Secret List 1: Job Responsibilities 3 
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 Now all you need to do is make a list of your officer structure and tag up each of the 16 responsibilities with the job titles: 

Title Responsibilities 

President 
• Has overall administrative oversight. 

• Assures there are clear lines of authority and responsibility 

• Ensures continuity of the program administration 

Vice President 

• Has overall responsibility for the planning process for  CE program 

• Works with the Planning/Advisory committee to choose appropriate educational methods, instructors, 

facilities and potential attendees. 

• Assures the student:instructor ratio is appropriate to the information presented and teaching method 

used. 

Secretary 
Treasurer 

• Responsible for assuring compliance with all  PACE Standards 

• Maintains attendance information 

• Ensures participants are not violating any applicable laws and regulations when participating in a 

course 

• Provide the AGD with annual contact information  

Program Chair 

• Chairs the planning committee (include specific description on at least one member is the 

independent dentist, etc) 

• Ensures that there is an adequate number of qualified personnel to manage the program 

• Assures that facilities and equipment are adequate in good working order and can accommodate the 

size of the intended audience 

• Oversees the  needs assessment and course evaluation processes 

• Appoints someone on the planning committee reviews course objectives and outlines  
Back to 
tutorial 
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Learning Objectives 
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“After this (lecture, participation course, webinar…fill in the correct activity) the 
learner will be able to (then a list of 3-6  items follows for each 1-2 hour.”  All  
should start with a verb describing some specific skill or knowledge gained):  

(Good Examples) 
1. List the 5 major reasons offices fail OSHA inspections and how to avoid them.  
2. Understand the scientific evidence for a relationship between periodontal 

disease and cardiac risk, and how it may have been overplayed by the media. 
3. Know when and how to manage a variety  of office emergencies and which 

situations  may demand you immediately call 911.” 
Learning Objectives should NOT look like this: 
1. Gather and interpret clinical data (too vague) 
2. Treatment plan cases at all levels of complexity for all kinds of treatment. (Too 

global. Heck, that’s dental school.) 
3. Background and concepts of RPQOO. (Should not contain obscure terms or 

acronyms) 
4. How to elevate your practice to “Big Case Practice” and increase your practice 

by $50,000 a year.  (Vague [what is a Big Case Practice exactly?] and 
overpromising a specific skill you cannot reliably gain in a lecture.) 
 
 

 

Back to 
tutorial 



Secret List 2: What Goes into Publicity 
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 In your complete brochure or on the 
website: 
 Name of provider 
 Course instructor, credentials 
 Course title 
 Description of course content 
 Educational objectives 
 Teaching method (ie, 8 hrs lecture, 4 hrs hands on) 
 Notification of equipment  or material 

requirements (if necessary) or skill level (ie, “only 
available to Periodontists) 

 Course location, date 
 Number of CE hours awarded 
 Cost or Fee (“Free” if none)  
 Contact info (Phone, Fax, Email) 
 Names of commercial supporters 
 Refund, cancellation policies 
 NO misleading statements (see block on right) 
 

 

PACE logo must be present if 
authorized, but you must not 
use terms like AGD credits,  
Accredited, certified, CERP 
credits, or ADA credits.  

Back to 
tutorial 



Secret List 3: Course Verification 
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 Include:  
 Provider 
 Course date, location (city, 

state) 
 Course title, method 
 Number of CE hours  
 Course completion code 
 Participant name 
 If a current PACE provider, 

include PACE number and 
recognition status, subject 
code 

 

If the verification form looks 
like a diploma, you lose  2 
points!  So don’t use 
“landscape” or borders… just  
write it like a business letter.  

Back to 
tutorial 

To see a sample Course 
Verification, click here 


