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CLUB MANAGEMENT INSTITUTE (CMI) WORKSHOPS 
 
Club Management Institute (CMI) workshops provide the opportunity for one-day 
focused education on a single topic or core competency. CMI Workshops fall under the 
responsibility of the national Professional Development Committee and National Office. 
The National Board is committed to supporting educational opportunities, and especially 
supporting CMI Workshops. To facilitate this: 
 

 a CMI is held in conjunction with the annual National Conference; 

 a CMI may be held in conjunction with the Western Regional Seminar; 

 a CMI is held in conjunction with the National Food & Beverage Management 
Conference; 

 CSCM Branches are encouraged to host CMI courses; and 

 as much as possible, the roster of CMI’s includes a variety of the core 
competencies. 

In addition, any Branch may petition the CSCM national Certification and Professional 
Development Committees, through the Manager, Professional Development, to host a 
CMI in accordance with the workshop requirements below. The Certification Committee 
reviews the proposal to ensure it meets the requirements of a CMI course and the 
Professional Development Committee reviews the proposed speaker and content based 
on factors such as the relevance to club management, prior experience with that 
speaker and feedback, how often the topic has been offered, and needs and 
expectations of members through past surveys and evaluations. 

To qualify as a CMI workshop, a program must:  

 Include at least six hours of instruction time (not including lunch or exam time); 

 Focus on one topic or core competency as it relates to the club management 
profession; 

 To help ensure full attendance, try to offer a topic that has not been offered within 
the same geographic area within the last two years; 

 Be accredited by both the national Certification and Professional Development 
Committees; and 

 Include a short test (20-25 multiple choice or True-False questions), approved by 
the Certification Committee prior to the program, at the conclusion of the 
program.  
 

Participants must successfully complete the test, and pass with a minimum score of 
70% to receive recognition as one of the CMI courses required for the CCM 
designation. If a participant does not pass the exam, they will still receive 6 National 
Education credits for their participation. 
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PROCESS FOR A BRANCH TO PETITION TO HOST A CMI WORKSHOP 
 
A Petition to host a CMI course must be submitted for approval to the relevant 
Committees through the National Office at least three months in advance of any 
announcement, marketing or speaker confirmation. Requests should indicate:  
 

 Hours of instruction  
 Proposed date and curriculum  
 Core Competency being addressed 
 Speaker's biography  
 Method of assessment (test) 
 Budget to include speaker fees and expenses (refer to Speaker Guidelines 

below), facility costs, and proposed registration fee in consultation with 
National Office. CMI’s should, at minimum, produce a surplus not only to 
offset all expenses including registration (online and manual) by National 
Office (10% of total revenue), but to provide funds for other Branch 
initiatives. Any surplus (or loss should there be one) shall be the 
responsibility of the host Branch. 

 
CMI SPEAKER GUIDELINES 
 
CMI speakers must: 

 have an affinity for education in club management; 

 have an awareness for the scope of work involved with club management and 
the vocabulary used within the club industry; 

 be fully knowledgeable in the topic being taught; and 

 have a track record of being well-received at either the branch or conference 
level where possible.  They should be recognized as educational leaders, and 
may include faculty from universities and colleges, hospitality, business and 
finance, leadership, and recreation management. 

 
Where possible every attempt should be made to engage Canadian speakers and 
presenters, as well as utilizing the expertise of CSCM members. However, CMAA also 
tracks a pool of recommended speakers available through the CMAA web site. 
 
CMI TESTS 
 
The purpose of the CMI test is to ensure that attendees have participated in the course 
and taken away from learning.  It should not be too difficult but at the same time should 
not be so easy that it undermines the credibility of the CMI course.    The test should fit 
the following parameters: 

 An open book test is acceptable if it allows participants to add to their learning. 

 20-25 Multiple choice or True/False questions.  A case study may be one 
component of the exam if the instructor feels it will add to the learning. 

 It should confirm the participants’ ability to apply theory and concepts as opposed 
to simply regurgitating the material. 

 Questions must relate to the material actually covered in the presentation. 
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The test must be developed by the course instructor and submitted to the national 
Certification Committee via National Office no later than two weeks prior to the course 
via email.  National Office will confirm the results to the instructor once the Committee 
has completed the review.   
 
The test may be marked by the instructor if desired.  If there is a case study, it is 
preferred that the instructor take responsibility for marking it.  However the results and 
the actual exams must be returned to CSCM National Office within one week of the 
completion of the course.  If the instructor chooses not to mark the exam, a key answer 
sheet must be provided to CSCM National Office. 
 
National Office will be responsible for notifying the participants of the results and the 
entry of credits into the participants’ credit history.   
 
ROLE OF NATIONAL OFFICE 
 
Once the CMI Course has been approved by the national PD Committee, CSCM 
National Office will provide support to the Branches hosting these courses as follows: 

 Work with the Branch to develop content for posting the program on the CSCM 
web site; 

 Add the course to the master professional development calendar on the web site 

 Promote the course to the members via email broadcasts and where possible, 
advertising in Club Manager Quarterly; 

 Set up the registration form and online registration; 

 Provide the Branch with regular updates on the registration list once registration 
has been launched; 

 Collect registrations and hold all revenue collected until after the course and all 
receivables have been collected (a portion of the revenues may be advanced to 
the Branch if needed for the payment of expenses).  CSCM will retain 10% of the 
total revenue to cover administration costs. 

 Follow up on all receivables; 

 Provide the Branch with an electronic version of the evaluation form for 
distribution on site; 

 Provide the Branch with an electronic version of the course test once approved 
by the Certification Committee for distribution on site; 

 Provide the Branch with the final registration list immediately prior to the course 
so that the Branch may record attendance and return a report to National Office; 
provide name badges if required by the Branch; 

 Collate the evaluations and return a report to the Branch and provide the results 
to the national PD Committee at the next available Committee meeting; 

 Mark the course tests unless the instructor prefers to do that – however if this is 
the case, the instructor must return all tests to CSCM National Office once 
scored along with the results; and 

 Enter certification credits for those participants who complete and return the 
evaluation form. 
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