
CME Handbook
Your guide to program planning

Updated October 2018
TABLE OF CONTENTS

I.   MISSION STATEMENT……………………………………………………………………………...2
II.  ACCME CRITERIA ON PLANNING AN ACTIVITY……………………………………………...3
II.  CME PROCESS..……………………………………………………………………………………..4
i. Essential Areas for Continuing Medical Education

III.  APPLICATION PROCESS………………………………………………………………………….5
IV.  FINANCIAL INFORMATION……………………………………………………………………….6-7
i.   Budget

ii.  Commercial Support (Letter of Agreement)

iii. Disclosures (forms/slides)

iv. Conflict of Interest 

v.  Honoraria policy

V.   CME ADVERTISING………………………………………………………………………………8-9

i. Brochures and flyers

St. Vincent Hospital and Health Care Center, Inc
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Mission Statement
St. Vincent Hospital Continuing Medical Education (CME) program strives to provide high-quality continuing medical education opportunities for physicians that ultimately support the organization’s six Core Values of Creativity, Integrity, Wisdom, Dedication, Reverence and Service to the Poor and Standards of Excellence. 

Purpose: The purpose of St. Vincent Hospital’s Continuing Medical Education program is to promote improvement in patient care in populations served by the St. Vincent Health Care system by providing evidence-based educational activities to the healthcare providers we educate. The activities are designed to update physicians on new diagnoses and treatment modalities, improve clinical skills, improve physicians’ compliance with quality management issues, and promote cost effective, high-quality and safe patient care. St. Vincent Hospital will plan, develop, and present CME activities based on the needs identified by individual departments and hospital quality assurance studies. Lastly, an important mission of the St. Vincent Hospital CME program is to seek partnerships that support the needs of the underserved and vulnerable within the community.

Content Areas: CME activities will reflect the diverse specialties represented within the St. Vincent Hospital system.  The goal is to design activities that will target professional practice gaps (PPG) of our physician learners. Content areas addressed may include, but are not limited to, any of the following: 

· Compliance with regulatory core measures

· Updates in clinical medicine and basic research

· Best practice recommendations for medical care

· Patient and caregiver safety and quality process initiatives

· Procedural practices and updates

· New technological advances

· Research and regulatory affairs

· Professional development including bioethics, leadership and communication skills

· Patient Experience

We will also consider the six core competencies of patient centered care, medical knowledge, practice based learning and improvement, system based practice, professionalism and Interprofessional and communication skills when planning activities.  

Target Audience: CME programs will be designed primarily for medical staff physicians and care providers.  Some activities may include nurses and other supporting professional staff.  We are exploring opportunities and resources that would allow distance learning activities to be made available online, to meet the needs of St. Vincent Health Medical Staff and the St. Vincent Medical Group medical staff and other healthcare providers who reside in rural areas.

Types of activities provided:  The CME program will consist of live courses, live regularly scheduled series, case presentations, interactive small group, general and specialty monthly lecture series, quarterly seminars, larger multi-day conferences, simulations, workshops, and other approaches as deemed appropriate.  

Expected Results:  The CME program will design activities to effect change in physician competence, performance or patient outcomes. It is expected that participating physicians will report greater confidence in their approach to clinical problems or describe how they will change their behavior and apply newly acquired strategies into their practice (competence). Additionally, it is expected that physicians will demonstrate or report how they have implemented changes in their practice (performance).  Planned methods of measurement include customized evaluation tools (related to the objectives and identified need of the specific activity) completed at the conclusion or within identified timeframes of activities. The CME Office will continue to identify opportunities to measure patient outcomes as it relates to content delivered during CME activities.
Approved 2/10/2017
Accreditation Council for Continuing Medical Education (ACCME) Accreditation Criteria

Criterion 1  The provider has a CME mission statement that includes expected results articulated in terms of changes in competence, performance, or patient outcomes that will be the result of the program.-see next page.

Criterion 2  The provider incorporates into CME activities the educational needs (knowledge, competence or performance) that underlie the professional practice gaps of their own learners.

Criterion 3  The provider generates activities/educational interventions that are designed to change competence, performance or patient outcomes as described in its mission statement.

Criterion 4  No longer in effect (retired Feb 2014)

Criterion 5  The provider develops educational formats for activities/interventions that are appropriate for the setting, objectives and desired results of the activity.

Criterion 6  The provider develops activities/educational interventions in the context of desirable physician attributes for ACCME- Patient centered care, Medical Knowledge, Practice-based learning & improvement, System based practice, Professionalism or Interprofessional & Communication Skills.

Criterion 7  The provider develops activities/education interventions independent of commercial interests.

Criterion 8  The provider appropriately manages commercial support.

Criterion 9  The provider maintains a separation of promotion from education.
Criterion 10  The provider actively promotes improvements in health care and NOT proprietary interests of a commercial interest.

Criterion 11  The provider analyzes changes in learners (competence, performance or patient outcomes) achieved as a result of the overall program’s activities/educational interventions.

Criterion 12  The provider gathers data or information and conducts a program-based analysis on the degree to which the CME mission of the provider has been met through the conduct of the CME activities/educational interventions.

Criterion 13  The provider identifies, plans and implements the needed or desired changes in the overall program (planners, teachers, infrastructure, methods, resources, facilities, interventions) that are required to improve on the ability to meet the CME mission.

CME Process

* The first step in the CME process is to apply for CME credit.  Please contact the CME
Consultant, Jane Mikosz at jlmikosz@ascension.org or by phone at 338-3460. You will need an      application form, an agenda, a budget and completed financial disclosure forms for all on the 
planning committee to submit.
* It is suggested that applications for large annual programs (6+hours) should be 
   received approximately 6 months in advance.  Applications for annual programs ranging 2-5 
   hours in length should be received at least 3 months prior to the program. If you would like to 
   apply for CME credit for departmental meetings such as grand rounds, the application must be 
   submitted to the Medical Education Department at least 30 days prior to the first meeting.

*The CME Committee will come to a decision within 2 weeks of receiving the application if possible.

*Approval will be granted for CME programs upon completion of all disclosures from 
  planning committee members and speakers and approval of the CME committee.

*Advertising cannot begin before receiving CME approval. 

  All brochures and advertising materials must be approved by the CME Coordinator prior to
  printing and distributing. Failure to do so will compromise future approval.

*All necessary CME paperwork will be sent to the program planners after approval.

  Specific course instructions will be listed on the approval memo.

Application Process

Thank you for your interest in St. Vincent‘s Continuing Medical Education program.  The following instructions have changed to accommodate the new ACCME criteria.  Please know we will process the application by the next business day.  Please contact the CME Consultant jlmikosz@ascension.org for the CME application. 

If you would like to apply for additional credit for other areas of practice, you may contact the following people:

Nursing- Jolynn Kuehr or email suzanne.buchanan@ascension.org     AAFP- www.aafp.org/cmea  Pharmacy-Kathy Menser or kamenser@ascension.org
APPLY: Applications for large annual programs (6+hours) should be received approximately 6 months in advance.  Applications for annual programs ranging 2-5 hours in length should be received 3 months prior to the program.  Regularly Scheduled Series should apply at least one month prior to the first session.  Applications received after these time periods are subject to be denied by the CME Committee. 

AGENDA: An agenda with times for the activity must be submitted with the application.

NEEDS ASSESSMENT: The needs assessment in the application must identify the gaps in clinical or organizational practice to be addressed with this program.  The ultimate goal of the application is to identify gaps or barriers and look for ways to improve physician competence by increasing knowledge applied in a hospital setting.  Additional documentation may be requested.
OBJECTIVES: The learning objectives must communicate the purpose and relate to the identified needs assessment of the program so that the learner is informed before participating.  At least 2 objectives per hour of presentation are required.

At the completion of this activity participants should be able to:

1.
Objective 1

2.
Objective 2

EVALUATIONS:  Appropriate evaluations will be chosen by the program director and CME Consultant
Following approval, you will receive all necessary instructions to completing a successful activity. 

While your CME application is pending, do NOT advertise/publicize any CME credit hours until your program has been approved.

Financial Information
There is no fee for CME assistance for groups within our hospital.  There will be a CME fee for groups outside of the St. Vincent family. Please contact the CME Consultant for more information.
Program Budget

A budget is needed for all programs that receive funding or have expenses. A registration fee can be established to cover course expenses including honoraria. If registration fees will not cover expenses, supporting sponsors and /or exhibitors must be found to assist with expenses. All sources of financial support must be stated in the brochure with the exception of the front cover.  

Commercial Support-in kind/unrestricted support and exhibiter support
It is the program planner’s responsibility to apply for grants.  A Letter of Agreement (LOA) must be signed by both the CME Consultant and the commercial interest if in kind commercial support is received for your program.   
Exhibiter support and their funds do not need a letter of agreement.  Refer to the St Vincent policy for more details.

The LOA(s) must be turned into the Medical Education Department after the program has occurred.  The CME office will need documentation on each grant and any commercial support on the final budget for the file.  Failure to disclosure the support will disqualify your activity for future consideration.
Disclosures

All CME activities must be in compliance with the ISMA’s policies for disclosure and commercial support. Disclosure statements need to be signed by all planning committee members and speakers

participating in the CME program prior to the activity.
The top 5 things you should know regarding the standards of commercial support:

1. Independence: CME providers must ensure that the content is free of the control of a commercial interest.

2. Resolve all personal conflicts of interest prior to the program. This is done by sending all faculty and planner disclosures to the CME Consultant with the power point slides or presentation content outline prior to the activity date.
3. A letter of agreement needs to be signed by the commercial supporter and the CME Consultant stating that the content of the program was free of their control.

4. Advertisements and promotional materials cannot be displayed or distributed in the educational space this includes company logos on the slides.

5. Disclosures must be made to the learners prior to all educational activities whether a relevant financial relationship was identified or not. Disclosures must be made to the listeners via an announcement, power point slide (preferred), or by including the disclosure statement in written materials.
a. A representative of the provider who was in attendance at the time of the verbal disclosure must attest, in writing: 

1) that verbal disclosure did occur; and 
2) itemize the content of the disclosed information; or that there was nothing to disclose.
Conflicts of Interest Overview
Conflicts of interest (COI) show a relevant financial relationship between a commercial interest and a program member that may have a direct bearing on the subject matter of the program.  Conflicts of Interest must be resolved 
prior to the delivery of the educational activity and communicated to the learner(s) via an announcement, power point slide, or by including the disclosure statement in written materials.
If a COI is identified, the CME Consultant will work with you on resolving the identified conflict and effective ways to communicate the COI to the learners. 

Honoraria Policy
Decisions regarding honoraria reside within the department planning the CME activity.  Support for honoraria and travel expenses will be funded through grants, registration fees, or other sources of income.  St. Vincent medical staff will not be paid a speaker’s honoraria.  No individual involved in a CME activity may receive payment directly from a commercial interest for honoraria, travel, or out-of-pocket expenses.
Presentation Information

The CME office and St Vincent Hospital policy allows for the introduction slide to contain a non-commercial, institutional logo but, does not allow for institutional logos on subsequent slides.  
The CME office requires a disclosure slide regarding any commercial interests, speaker bureau funds, honoraria etc to be listed on the slide.  The disclosure slide must match the Financial Disclosure form.  
Educational activities must be presented to promote improvements in the quality of healthcare and not a specific proprietary business or commercial interest.
All presentations must give a balanced view of therapeutic options. Use of generic names of products is encouraged. When trade names are used, those from more than one manufacturer should be mentioned when such names are available/exist.
Commercial interest entities are not allowed to be involved in the process of developing content for any CME activity provided by St. Vincent Hospital.
The institutional policy requires all presentations to be vetted and appropriate for the target audience (physician learners).  The CME office requires all slides be reviewed two weeks prior to the event and any corrections requested must be made.  
CME Advertising
“Save the date” announcements: 

Post cards with limited space announcing an event in advance may indicate that AMA PRA Category 1 Credit will be provided without stating an exact amount, but only if the provider has already certified the activity for AMA PRA Category 1 Credit™. 

The statement should read:

“This activity has been approved for AMA PRA Category 1 Credit™.”

Providers must never publish or announce that “AMA PRA credit has been applied for.”



Brochures and Flyers:

A rough draft of all CME brochures and flyers must be reviewed and approved by the CME Coordinator before being distributed! Failure to do so will result in future loss of CME credit.

All printed materials are required by the AMA and ACCME to contain the following information:

1. Determine whether your course is directly or jointly sponsored; copy and paste the Accreditation Statement that pertains to your program:

Accreditation Statement (Directly Sponsored)

St. Vincent Hospital and Health Care Center Inc. is accredited by the Indiana State Medical Association to provide continuing medical education for physicians.

Accreditation Statement (Jointly Sponsored):

This activity has been planned and implemented in accordance with the Essential Areas and Policies of the Indiana State Medical Association (ISMA) through the joint sponsorship of St. Vincent Hospital and Health Care Center Inc. and ___________. 


2. Designation Statement

Designation Statement:

St. Vincent Hospital and Health Care Center Inc. designates this [learning format] for a maximum of ___ AMA PRA Category 1 Credit(s) ™.  Physicians should claim only the credit commensurate with the extent of their participation in the activity.

3. Disclosure Statement (Copy and paste):

Disclosure Statement:

As a sponsor accredited by the Indiana State Medical Association, St. Vincent Hospital and Health Care Center Inc. must ensure balance, independence, objectivity, and scientific rigor in all sponsored educational programs.  All faculty participating in these programs must complete a disclosure statement indicating any real or apparent conflict(s) of interest that may have a direct bearing on the subject matter of the continuing education program.  This pertains to relationships with pharmaceutical companies, biomedical device manufacturers, or other corporations whose products or services are related to the subject matter of the presentation topic.

4. Determine the Commercial Support Statement for your activity. Clearly state all sources of financial support (grants, in-kind funding or donations, pharmaceutical funding, medical equipment manufacturers, etc.) in the brochure.

If commercial support is being received for the CME Activity use the following statement:

Commercial Support: We wish to express our appreciation to the following companies for their help in defraying the costs of this activity: [List companies)


If no commercial support is funding the program, please cut and paste the following statement:

Commercial Support: No commercial support was used in the planning or implementation of this CME activity.

5. The St. Vincent Health logo must appear on the front cover of the brochure. Click here to download logo
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6. State educational learning objectives of the program.

At the completion of this activity participants will be able to:

1.
Objective 1

2.
Objective 2

7. Identify the contact person and phone/email address.

8. Identify the planning committee.  This must include my name, Jane Mikosz,  CME Consultant.
9. List program faculty and their credentials.

10. State cancellation policy, if applicable.

St. Vincent Hospital and Health Care Center, Inc. has implemented a process where everyone who is in a position to control the content of an education activity has disclosed to us all relevant financial relationships with any commercial interest.  In addition, should it be determined that a conflict of interest exists as a result of a financial relationship this will need to be resolved and disclosed to the audience prior to the activity.  



Additional Information:

Pending Statement prior to AAFP CME approval

CME providers may use the following statement prior to receiving official notification of AAFP CME credit determination, but only after an application for CME credit has been received by the AAFP for review.

“Application for CME credit has been filed with the American Academy of Family Physicians.

Determination of credit is pending.”

Once the AAFP has approved CME credit the following statement should be used:
“This activity has been reviewed and is acceptable for up to ___ Prescribed credits by the American Academy of Family Physicians.”
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