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UNC CPD RSS CHECKLIST GUIDE

STEP 1: BEFORE CREDIT CAN BE AWARDED

New series must complete the application for CME credit.  Returning series should complete the Intent to Continue Credit form (hereafter “Intent Form”) instead. References to the application hereafter should be taken to refer to both the application and the Intent Form. 

All planners must submit a COI form with the application.  Additional planners can be added later but must submit a COI form before they can be involved in the planning.  UNC CPD will review the COI forms in accordance with the Policy on Integrity and Independence.  All planners must comply with the Policy and are encouraged to review Standards 1-3 and 5 before involvement in planning the activity.

The educational partner must designate one planner as the ‘course director’ who will serve as primary liaison with UNC CPD for planning and compliance issues.  The course director is responsible for ensuring content validity in accordance with Standards 1 and 2 of the Policy on Integrity and Independence.

The educational partner must designate a liaison to handle paperwork.  This liaison does not need to be a planner and does not need to complete a COI form unless they have control over content.

UNC CPD requires the presence of a member of the UNC faculty as a planner (though not necessarily course director).

The planning worksheet is intended to document the planning process for the activity as a whole rather than for individual sessions (though individual sessions can be used as examples of the process).

The content must be scientifically sound and free of bias and provide a balanced view of therapeutic options.

The educational partner is responsible for presenter recruitment.

UNC CPD will provide the application, planning worksheet, and COI forms along with the checklist, this guide, and the CPD Policy on Integrity and Independence.  UNC CPD will provide additional guidance regarding the ACCME criteria and Standards as needed and upon request.

STEP 2: BEFORE EACH SESSION

COI FORMS FOR PRESENTERS

Certain activities do not have formal presenters.  Examples include tumor boards where cases are discussed by the team and journal clubs where the learners read the articles beforehand and engage in general discussion.  Didactic lectures, formal case presentations, and journal clubs where an individual presents the article all have formal presenters.  UNC CPD will make the determination whether an activity has formal presenters based on the application and planning worksheet.

Activities that do not have formal presenters do not submit COI forms for each session.  The planners identified in the application are solely responsible for the content.

Activities that have formal presenters must submit COI forms for each presenter.  This includes moderators, panelists, residents, students, and anyone else presenting content.  It does not include learners who engage in discussion.

COI forms must be submitted to UNC CPD before the individual can present.  COI forms are valid until the end of the fiscal year; if an individual has a COI form on file, it is sufficient to notify UNC CPD that the person will be presenting again.

If an individual discloses financial relationships with ineligible companies, the CME Coordinator will review the relationships in accordance with the Policy on Integrity and Independence.

CME ANNOUNCEMENTS

The CME statements (accreditation, credit, and disclosure) must be provided to the learners before each session.  There are two options: an email sent to the regular learners (preferably with a link to the activity, if virtual), or a PowerPoint slide that will be run before the activity starts.  The CME Coordinator must be copied on the email or sent a copy of the slide before the session.  Please note that if the email includes patient PHI, this must be removed from the copy sent to the CME Coordinator.

The accreditation, credit, and disclosure statements will be provided by the CME Coordinator based on the application.  The first two statements will not change unless the session length changes; this must be approved by the CME Coordinator.

The disclosure statement has two parts, the planner disclosure and the presenter disclosure.  The planner disclosure is set when credit starts and will not change unless planners are added or removed.  The presenter statement is for individuals who have no relevant financial relationships with ineligible companies; the CME Coordinator refers to this as the “default statement”.

When a COI form is submitted, the CME Coordinator will review the form.  If the presenter has no relevant financial relationships, the CME Coordinator will notify the liaison that they can use the default statement.

If the presenter has relevant relationships, the CME Coordinator will inform the liaison that the presenter’s slides must be submitted for review, along with the deadline for submitting the slides.  The deadline is generally two full business days before the session (not including the day of the session), though this may be adjusted depending on holidays.  The CME Coordinator will review the slides and inform the liaison if any changes are needed to comply with ACCME Standards.

IF THE SLIDES ARE NOT SUBMITTED BEFORE THE DEADLINE, CREDIT WILL NOT BE AWARDED TO THE SESSION.

If changes are required, the updated slides must be submitted to the CME Coordinator sufficiently in advance of the session for the Coordinator to verify that the changes have been made.

IF REQUIRED CHANGES ARE NOT MADE, CREDIT MAY NOT BE AWARDED TO THE SESSION.

After approving the final version of the slides, the CME Coordinator will provide the liaison with a presenter disclosure statement.  This replaces the default statement.

Please refer to the Policy on Integrity and Independence for more details about COI and disclosure.

STEP 3: AFTER EACH SESSION

If the activity uses the CME Tracker activity check-in process, the CME Coordinator will provide unique codes for each session at the beginning of the year.  The educational partner has full discretion in how these codes are distributed and to whom.  Participants are responsible for logging in to the CPD Credit Portal and inputting the code to get credit.  This must be done within 96 hours of the session.  UNC CPD does not grant credit after the four day period except under unusual circumstances, and does not distribute the codes to participants.

UNC CPD recommends providing the codes to learners via email so they can refer to it after the session. This is not a requirement.

Learners must have a CME profile to use CME Tracker.  If they do not have a profile and attempt to log in, they will be directed to contact the CME Coordinator, who will set up their profile.  Optionally, the educational partner can collect CME Profile Forms from new faculty and staff and submit these to the CME Coordinator.

If the activity does not use the CME Tracker activity check-in process, the educational partner is responsible for collecting the names of participants who want credit.  UNC CPD defers to the educational partner regarding who can request credit and how the information is collected.

The list of people wanting credit must be submitted as a list in alphabetical order by last name.  This list must be a Word document, Excel spreadsheet, PDF, or image file, and must be legible.  If a learner does not have a CME profile, or is listed under a different name, they will not receive credit.  It is the responsibility of the learner to set up a CME profile, though the educational partner can do so on their behalf if desired.

If the number of people requesting credit exceeds 75, UNC CPD reserves the right to require that the attendance be submitted using the CPD Import Template.  The CME Coordinator will provide the template and instructions.

The CME Coordinator will notify the liaison once the credit has been processed.  This usually takes a few days, depending on volume.

UNC CPD does not notify learners at an RSS that they have received credit.  Learners can obtain a credit report at any time via our credit portal.  Refer to our guide to the credit portal for more information.

STEP 4: AFTER THE END OF THE FISCAL YEAR

The ACCME requires that providers evaluate each activity.  Since an RSS activity is defined as all the sessions that occur over the course of a year, UNC CPD evaluates each RSS once a year, after the year is over.

UNC CPD has developed a list of questions specifically written to meet the ACCME criteria.  These questions are mandatory for all RSS.  The educational partner may add questions as desired.

UNC CPD will provide a Qualtrics template with the mandatory questions.  Qualtrics is free for UNC faculty and staff, and the CME Coordinator can provide assistance in its use.  SOM IT and UNC IT also provide resources.

The survey should be sent to the list of regular participants at the activity.  This is usually the same list of people that receive the session invitations, though it can be modified with UNC CPD approval.

Participants are not required to complete the survey.

The deadline for submitting the results will be provided by the CME Coordinator at the time the template is distributed.

UNC CPD may distribute a customer satisfaction survey to the RSS course directors.  This is optional.


Other Policies of Note

UNC CPD is not equipped to handle funding from external funding other than government grants.

UNC CPD does not permit exhibits at RSS.

UNC CPD reserves the right to withhold credit from any session that does not comply with our policies.  UNC CPD is obligated to do so if the slide review policy is not followed, or if an ineligible company is involved in planning or presenting the session without prior approval.

UNC CPD reserves the right to withdraw credit from an activity in the event of a gross violation of the Policy on Integrity and Independence or if any of the above STEPS are not followed properly.
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