GENERAL INFORMATION: 
To maintain provider status in good standing, providers must adhere to all provider requirements outlined in Rule 61G5-32.001and 61-6.015, Florida Administrative Code. 

A. Record Keeping Requirements: 
Attendance lists, course outlines, instructor resumes and evaluations must be maintained for a minimum of four (4) years per Rule 61-6.015, Florida Administrative Code. Attendance records and course completion information for all course participants must be provided to the department in a specified format acceptable to the department and within an agreed upon timeframe. These records must be made available to the department upon request. 

B. Certificates of Completion: 
Certificates of completion must be awarded upon the successful completion of all approved continuing education courses and must include the following information: 

1. Provider's name 

2. Provider's approval number 

3. Licensee’s name and licensure number 

4. Approved course title 

5. Course approval number 

6. Date of course completion 

7. Number of approved continuing education credit hours awarded in each subject covered by the course 

A sample of the certificate of completion must be submitted with the provider 
application. 
C. General Requirements: 
1. Providers shall not advertise a course as an approved continuing education course until the course is approved by the Board of Cosmetology. 

2. Approved course numbers and approved titles should be used in all advertisements. 

3. Any substantive changes regarding the provider’s application information must be filed with the department or department’s vendor within 30 days of the change. 

4. Provider approval is valid until May 31st of odd numbered years and must be renewed. 

5. Providers must work with licensees to resolve reporting conflicts. 

6. Course approval is valid for two (2) years from the date of board approval. Providers must reapply for courses after the two (2) year period. 

D. Electronic Reporting of Course Completion:

Amended May 2007: Section 455.2178(1), Florida Statutes, continuing education providers must electronically submit licensee course completion information to the department no later than 30 calendar days thereafter. However, the continuing education provider shall electronically report to the department completion of a licensee's course within 10 business days beginning on the 30th day before the renewal deadline or prior to the renewal date, whichever occurs sooner.

E. Course Training Methods/Format:

· Internet

· Home Study/Video (Must include post course learning assessment.)

· Cosmetology Conference/Trade Show

· Live Group Study/Classroom Training 

