UNC Office of Continuing Professional Development (CPD) Planning Worksheet

In order for receive credit from CPD, an activity must be designed to improve the practice of healthcare professionals, with a focus on patient care (or, in the case of faculty development activities, student outcomes).  To the extent possible, the educational content must be data-driven, team-oriented, and appropriate for the systems in which the participants practice.  Given the wide range of possible educational modalities, UNC does not mandate certain types of documentation, but does require that the documentation submitted meet the criteria listed above, as well as the ACCME criteria.

CPD provides the following questions as guidelines to assist course directors in planning their activities and preparing their documents for CME review.  Course directors are not required to use this form, as long as their paperwork covers all of these areas.  In all cases, the documentation should be as specific as possible.

1. [PRACTICE GAP] What problem or problems do you intend to address with this activity?  These can be clinical or non-clinical issues, as long as they are related to the participants’ practice (financial management, coding, EMRs, health insurance, faculty development for teaching faculty, etc.)

2. [NEEDS ASSESSMENT] Summarize the evidence that the problem or problems exist.  For activities with multiple topic areas, outline the process used to identify the problems, and provide examples for at least two problem areas. Documentation for all problem areas should be kept and provided to UNC CPD upon request. 

3. [OUTCOMES] Describe the desired outcomes(s) of the activity in terms of solving the problem or problems listed in question 1.  Will the activity improve the participants’ ability to address the problem, improve the rate at which participants’ actually address the problem in practice, or, for clinical topics, improve patient outcomes?  Note that an activity can have multiple desired results, and not all of the desired results need to be measurable (though at least one outcome must be measured). 

4. [MEASUREMENT]  What tool(s) do you plan to use to determine whether the activity met the desired outcome(s) described in question 3? 

5. [EDUCATIONAL DESIGN] How will this activity achieve the desired outcomes(s)?  Outline the educational design of the course, including the resources that will be used in developing the content (national standards, core curriculum, literature citations, etc.)  Explain how the specific format of the activity will contribute to achieving the desired result(s).

6. [IMPLEMENTATION] What instructions will be provided to content providers (presenters, authors, panelists, etc.) to ensure that their content fits the educational design of the course described in question 5?

7. [IMPLEMENTATION] Will this activity incorporate any non-educational methods (checklists, reminder cards, etc.) to assist participants in meeting the desired outcome(s)?

8. [ENDURING MATERIALS ONLY] Enduring materials must provide access to appropriate bibliographic sources to allow for further study. Please provide these sources here or in a separate document.
