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UNC CPD Course Checklist Guide

Step 1 Application (This step must be completed prior to recruiting presenters, developing agenda, promoting activity)

UNC CPD will provide the application 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.

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).

Step 2 Planning (This step must be completed prior to finalizing the agenda and speakers)

UNC CPD will provide the planning worksheet and provide assistance in completing it.  The information on the worksheet will document compliance with the ACCME criteria.

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.

A “save the date” promotional piece is limited to title, date, location, and one or two other pieces of relevant information (such as keynote speaker).  This may not mention AMA PRA Category 1 CreditTM. All promotional materials must be approved by UNC CPD in advance regardless of format, including websites and emails.

Step 3 Finalize Planning (This step must be completed prior to developing full promotional materials and soliciting exhibitors)

The educational partner must collect and submit COI forms for all planners.
UNC CPD will review all presenter COI forms for compliance with the Policy on Integrity and Independence.  Presenters are encouraged to read the information included with the COI form.
NOTE: If a presenter has relevant financial relationships, their slides must be submitted to UNC CPD no less than two full business days before the activity (not including the day of the activity).  If UNC CPD does not receive the slides, or if any required changes are not made, UNC CPD will not be able to give credit to that session.  For a multi-hour activity, if a given session continues without credit, there must be thirty-minute breaks between the session and any accredited sessions, or the session must be moved outside the educational area, in accordance with ACCME Standard 5.2a.  If the presentation does not include slides (e.g. for moderators and panelists), the presenter must recuse themselves from covering any content related to products or services offered by the companies with which they have relationships.

For information about exhibits, refer to Standard 5 of the Policy on Integrity and Independence.

Step 4 Promotion of CME Credit

UNC CPD will provide the preliminary CME statements based on the agenda and COI forms.

Step 5 Pre-activity Preparation (This step must be completed prior to the activity)

UNC CPD will provide the final CME statements after review of any slides as discussed in Step 3.  The educational partner must provide these statements to the participants before the start of the activity.  A handout, opening slide, or email announcement can be used.  A copy of the method used must be approved by UNC CPD before the activity.

UNC CPD has two different types of post-activity survey; one is used immediately after the activity and measures “commitment to change”, the other is sent out ~three months after the activity and measures actual changes in performance.  The educational provider and UNC CPD will choose which of these two options is most appropriate for the activity and audience.  The educational provider must not change the preset CME questions but can add additional questions.  The educational provider is responsible for distributing the survey; UNC CPD will provide a Qualtrics template if desired.  If other survey software is used, the educational partner must submit a draft for approval.

Step 6: Post-activity Reconciliation

The participant data for individuals requesting credit must be submitted via the UNC CPD import template.  The template must not be altered in any way, including formatting, as this will interfere with the upload to the CME database.
UNC CPD will process the credit and email participants with instructions on how to access their credit record on the CME portal. UNC CPD will send the CME invoice promptly after processing the credit.
The educational partner must provide a summary of the survey results to UNC CPD when available.

UNC CPD does not collect final budgets on a regular basis but reserves the right to do so.

Other Policies of Note

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

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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