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When & Where 

ANNUAL SUMMATION SCHEDULE 
 

REGIONS CALENDER YEAR DUE DATE 
Regions 1 & 2 July 1 – June 30 July 

Regions 3 & 4  Oct. 1 – Sept. 30 October 

Regions 5 & 6 Jan. 1 – Dec. 31 January 

Regions 7 & 8 April 1 – March 31 April 

Annual Summations should be sent to the CE 
Consultant’s office at KDLA during the 3 month period 

assigned to the library’s region. 



Paperwork 
List of Documentation 

 

– Agenda 
– Certificate 
– LAR Summary 
– Conference Log 
– Conference Program 
– Transcripts 
– Email from Director or 

Regional 
– Copy of Article 
– Book Title & ISBN 
– Presentation Outline or 

PowerPoint Slides 

The paperwork 
required to accompany 
Annual Summations is 
used to document 
attendance or 
participation in a CE 
qualifying event. 



Documenting Conference 
Attendance 

Sessions at a conference do not have to be listed 
individually on the Annual Summation. 

Only one Learning Activity Report is needed for the 
entire conference.  Please attach a conference 
log or program indicating attended sessions. 

A brief summary (at least 250 words) of what was 
learned at the conference needs to be written at 
the bottom of the Learning Activity Report. 

The following page shows examples of the Hard 
Way and the Easy Way to list conference 
attendance. 



Documenting Conference 
Attendance 

Hard Way Easy Way 



Contact Hours 

The units of measurement used to calculate eligibility 
for certification renewal are Contact Hours. Contact 
Hours represent an estimate of the actual hours spent 
in pursuit of continuing education. Lunch and breaks 
should not be included in this calculation. Therefore a 
typical 7.5 to 8 hour day of training would equal 5 to 6 
contact hours.  



Learning Activity Reports 

Learning Activity Reports need to be filled out 
completely.  This includes the area at the bottom “Give 
a brief description of activity as it relates to your 
present position and/or career advancement”.  This 
is an excellent space to explain how a training is job 
related or evaluate what was learned in a training. 

The next three pages are examples of how to use this 
space at the bottom of the Learning Activity Report. 



Language Class 
Incorrect Correct 



Webinar 
Incorrect Correct 



Training on a Job Related Topic 
Incorrect Correct 



Documentation for Writing Books, 
Articles, Reviews, etc. 

The documentation for a published book, chapter, article, or review could 
be one of several things. 

• a citation 

• a photocopy of the printed article or review 

• a photocopy of the title page and verso 

• a photocopy of the title page, verso, and table of contents (chapter) 
 

Reminder: 
• Writing reviews of library materials or library-related books, articles, or 
chapters that are published in statewide, regional, or national publications and 
selected through an editorial process 

 

• Writing or editing an article for a library publication with statewide, regional, or 
national distribution and selected through an editorial process 

 

• Writing a book on a library-related topic selected for publication by a 
publishing company and published following an editorial process 



Book Review 



Article 



Who to Contact with Questions 

This is only a sample of questions that have been asked to the CE 
Consultant’s office.  Feel free to contact the office for more clarification.  
The Certification Manual may have the answer as well. 

      Beth Milburn                             Alicia McGrath                        Charly Taylor 
     502-564-8325                            502-564-1727                        502-564-8371
beth.milburn@ky.gov               alicia.mcgrath@ky.gov            charly.taylor@ky.gov

mailto:kdla.certification@ky.gov
mailto:kdla.certification@ky.gov
http://kdla.ky.gov/librarians/staffdevelopment/Documents/manual.pdf
mailto:beth.milburn@ky.gov
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