
Session Submission Guidance for GBU Sustainability Symposium

Below are the questions you will need to respond to in order to complete your 2022 session
submission. You will also find guidance provided by the certification bodies that will ensure your
session can be accepted for continuing education credits. Please read this document in its entirety so
that you can complete your submission efficiently and to give your session the best chance of being
accepted by our steering committee.

While diversity and multi-firm representation are not a guarantee of a sessionʼs acceptance, multi-org
representation is prioritized because we want sessions to be deep, informative explorations of topics
and have found that offering collaborative views is o�en the best way to achieve this.  In addition,
equity in racial and gender inclusion is a deeply held value of Green Building United and an essential
component of achieving sustainability.

SUBMISSION FORM

General Information:

● Submitter/Presentation contact info: Name, organization, email and phone number

● How did you hear about the call for session proposals?

Session Information:

● Has this session been presented before and if so, where and when?

● Session length: 30, 45 or 60 minutes

● Presentation focus area(s)

● What CEUs will this session qualify for? AIA, GBCI, ILFI, and/or PHIUS. See below for more

information.

● In a single sentence, please describe the ideal audience for this session.

● Learning Levels: 100: Awareness; 200: Understanding/Comprehension; 300:

Application/Implementation; 400: Mastery. Please see below for descriptions of each level. See

below for more information.

● Description: Both single sentence (max 30 words) and full (max 150 words) versions. See below for

more information.

● Learning objectives: Four are required to be approved for CEUs. See below for more information.
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● Presenters/Panelists & Moderator: Name, organization, title, bio, email, phone number and

LinkedIn profile for each. We suggest a max of four individuals including the  moderator.

● We intend to livestream and record all sessions presented this year, if possible. Would you be
willing to have your session recorded? Yes or No

Verify the following statements:

● I verify that this session is educational and does not focus on any specific product, service, or
company. Yes or No

● I verify that I have considered diversity, equity, and inclusion when assembling the session
panel. Yes or No

● I verify that if my session is selected that the panel will deliver presentation materials in a
timely fashion when requested by GBU staff in order to ensure inclusion in the May 6th event.
Yes or No

SUBMISSION GUIDANCE

How to determine which CEUs your session will qualify for:

● AIA & GBCI: See document on page 4

● LFA (ILFI): See document on pages 5-6

● PHIUS: Sessions must be presented by PHIUS certified individuals and they must NOT be similar

to any other presentations available in the PHIUS library in their description or title.

How to determine an accurate level for your session (from USGBC documentation):

● Basic (100): Course presents introductory concepts and general understanding of the topic;

learners should have minimal to no prerequisite knowledge and a limited interaction with course

material.

● Intermediate (200): Course presents detailed, in-depth materials and instruction; learners should

have some prerequisite knowledge and the ability to apply information in practice applications.

● Advanced (300): Course presents sufficient material and opportunities to gain new knowledge,

practice application, apply information, and complete a definitive action; learners should have

preexisting knowledge.
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● Expert (400): Course presents detailed training on specific topics with opportunities to be fully

engaged with materials and activities, and to demonstrate a mastery of content through course

work; learners should have extensive prior knowledge or experience with the topic.

● ** May your session qualify for GBCI rating system-specific CEUs? Read more here.

Writing an excellent session description (excerpt from ILFI documentation):

Each session description should discuss the goal of the educational session, a brief overview of

content to be presented, the target audience, and any prerequisite knowledge required. The format of

the session should also be addressed. To close, each description should outline the potential

educational benefits based on the learning objectives.

Learning objectives (excerpt from ILFI documentation):

Learning objectives are the intended accomplishments/goals that learners should realize upon

completion of a learning activity. Attendees should leave with new tools and perspectives that will

provide them with a clear understanding of how to apply what they have learned and how it will

improve their current and future work.

Effective learning objectives use action verbs to describe what learners should be able to do by the

end of the session. Finish this sentence: ʻUpon completion, participants will be able to....̓  using an

action verb to begin the learning objective.

Want more guidance on writing great learning objectives? Check out this article from Indeed.

https://www.usgbc.org/help/what-are-learning-objective-requirements-allow-course-qualify-rating-systemspecific-ce-hours
https://www.indeed.com/career-advice/career-development/how-to-write-learning-objectives


Continuing Education Guidance  
Please use the following guidelines to ensure content is eligible for AIA and GBCI 
continuing education units (CEUs).  
 
To be eligible for general CEUs (not GBCI LEED-specific or AIA-HSW-specific), the following 
conditions must be met:   
 

x Course content must be organized around a minimum of 4 learning objectives that 
attendees will be able to achieve after taking the course. 

x Subject matter must relate to sustainability. 
x Subject matter is designed and intended for LEED and AIA Credential holders.  
x Information is truthful, accurate, timely, and current. 
x CE credit is given at a rate of .5 CE per thirty minutes of contact time for GBCI and a 

minimum of 1 CE per one hour of contact time for AIA. Non educational sections such 
as networking time or breaks cannot be included. 

x Information is not presented with bias. Commercial logos can only be shown for 
proprietary reasons on the first and last slides of the presentation. 

 
 
To be eligible for LEED-specific GBCI CE hours, in addition to the first list of criteria above, the 
following conditions must be met: 
 

x 75% of course content addresses topics that are considered "LEED-specific" (including 
descriptions and learning objectives).  

x Applicable Specialty (BD+C, ID+C, etc.) and Version (2009, v4 etc.) of the rating system 
is correctly identified. 

x Course is taught by a qualified professional preferably with a LEED AP with the 
appropriate specialty (comparable work experience can be considered on a case-by-
case basis). 

x At least one person on the course development team is a LEED AP with the 
appropriate specialty (comparable work experience could be considered on a case-by-
case basis). 

x Facts about LEED are truthful and accurate. 
 
 
To be eligible for AIA-HSW LUs, in addition to the first list of criteria above, the following 
conditions must be met: 
 

x 75% of course content addresses topics focused on health, safety, and/or wellness 
(including descriptions and learning objectives).  
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GUIDELINES 
LFA CE credits contribute towards earning Living 
Future Accreditation (LFA). Offering these credits may 
be considered for live (in-person or online) education 
delivered by external (non-ILFI) providers that 
supplements the learning opportunities offered by ILFI 
in pursuit of a living future. 

All LFA-approved education should support or enhance 
the learner’s knowledge of sustainable or regenerative 
design and provide the understanding needed to help 
lead a transformation toward communities that are 
•  socially just, 
•  culturally rich, and 
•  ecologically restorative. 

Education that presents substantial overlap with ILFI’s 
educational offerings may only be delivered by an ILFI-
approved presenter. Education that presents substantial 
overlap with the LFA Foundational Curriculum may not 
be considered for delivery by external providers.

REQUIREMENTS 
Education approved for LFA CE credits must provide:

•  Unbiased, evidence-based, new and/or deeper 
knowledge of subject matter relevant to sustainable 
and/or regenerative design 
•  Clearly defined learning objectives and learning 
outcomes that participants can apply after completing 
the education  
•  Instructional methods that guide the participant 
through a program of learning and include elements of 
engagement within the program at regular intervals 
•  Continuing education record documentation to verify 
the learner’s completion of the education

TYPES OF LFA CE CREDITS AVAILABLE 
Living Future Accreditation education is categorized into 
two types of credits: Foundational and General. Only 
ILFI-delivered education may offer Foundational LFA CE 
credits (i.e. the LFA Foundational Curriculum).

External providers may seek General LFA CE credits for 
their education. General LFA CE credits encompass all 
other LFA-eligible education, whether delivered by ILFI 
or by external providers. Potential non-ILFI education 
sources include conferences and other live (in-person or 
online) educational events. 
 
PROCESS 
All education to be offered for LFA CE credits must be 
reviewed and approved by ILFI prior to being delivered. 
Education must be submitted for review no fewer than 
four weeks prior to the educational opportunity date. 

Standard turnaround time for review is two weeks; 
incomplete submissions or submissions requiring 
additional information may take longer. 

Education must not be advertised as eligible for LFA CE 
credit until it has been approved by ILFI. Education may, 
however, be advertised while under review as “submitted 
for LFA CE credit approval” without any reference to the 
number and type of LFA CE credits to be awarded.

To submit education for LFA CE credit consideration, 
please fill up the form linked below for single sessions 
or contact the Education team directly via the multi-
session box below.

JULY 2020

LFA CE CREDITS
FOR EXTERNAL PROVIDERS

 

MULTI-SESSIONSINGLE SESSION

https://living-future.org/lfa
https://living-future.org/lfa
https://living-future.org/lfa
mailto:education%40living-future.org?subject=LFA%20CE%20credit%20request%20-%20external%20provider
https://www.tfaforms.com/4736360
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EDUCATION DESCRIPTION, LEARNING OBJECTIVES & LEARNING LEVEL

DESCRIPTION 
Each session description should discuss the goal of the educational session, a brief overview of content to be 
presented, the target audience, and any prerequisite knowledge required. The format of the session (including 
presentation style, audience engagement and activity facilitation strategies if applicable, and the contribution and 
role of each presenter) should also be addressed. To close, each description should outline the potential educational 
benefits based on the learning objectives (see section below).

LEARNING OBJECTIVES 
Each educational opportunity should list four (4) learning objectives using the following guidelines. Educational 
opportunities for which the learning objectives do not satisfy these formatting requirements may be eliminated from 
consideration.

Learning objectives are the intended accomplishments/goals that learners should realize upon completion of a learning 
activity. Attendees should leave with new tools and perspectives that will provide them with a clear understanding of 
how to apply what they have learned and how it will improve their current and future work. 

Effective learning objectives use action verbs to describe what learners should be able to do by the end of the session. 
Finish this sentence: ‘Upon completion, participants will be able to….’ using an action verb to begin the learning 
objective. See section below for action verbs appropriate for each learning level. 

LEARNING LEVELS 
Identifying the educational ‘learning level’ can help potential participants determine if the learning outcomes are 
appropriate to their educational needs. Learning levels consist of Introduction, Understanding/Comprehension, 
Application/Implementation, and Mastery.

100 - Introduction No assumption is made that learners have a specific baseline knowledge. Most beneficial to learners 
new to a knowledge area, skill, or attribute. Objectives may be to choose; define; find; label; list; match; name; omit; 
recall; relate; select; show; tell

200 – Understanding/Comprehension It is assumed that learners have at least a cursory understanding of the topic 
and may possess some direct experience. Offers more in-depth material or explanation by the instructor and the 
opportunity for the participant to interact with the material and be engaged in using the information in practice 
applications. Objectives may be to analyze, assess, select, or compare new information, using words such as associate; 
classify; cite; contrast; describe; differentiate; discuss; distinguish; estimate; explain; generalize; give examples; 
interpret; paraphrase; restate; summarize.

300 – Application/Implementation It is assumed that learners have an understanding of the topic and may possess 
some direct experience. Requires the learner to be able to complete a definitive action following the course. Allows for 
opportunity to gain new knowledge and practice its application on their own. Objectives may be to implement, design, 
produce, or create a tangible product or action, using words such as apply; articulate; assess; calculate; change; 
chart; classify; compute; construct; control; demonstrate; determine; develop; establish; illustrate; instruct; interview; 
operationalize; participate; prepare; project; provide; report; select; show; solve; teach; transfer; use; utilize.

400 – Mastery It is assumed that learners have extensive prior knowledge of the topic and have direct experience 
(where applicable). Includes training on specific technical topics. Objectives may be to appraise, construct, calculate, 
develop or validate, using words such as analyze; assess; break down; categorize; classify; compare; conclude; connect; 
contrast; correlate; decide; design; diagram; differentiate; discriminate; distinguish; evaluate; explain; focus; judge; 
justify; illustrate; infer; integrate; limit; measure; modify; outline; plan; point out; predict; prioritize; produce; rank; rate; 
rearrange; research; rewrite; select; separate; subdivide; substitute.
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