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CME Process & Required Documents
Step 1 (Prior to CME Approval) 

An application must be completed by planner & sponsoring physician then submitted to CME department for approval a minimum of 30 days in advance of event/activity. It’s best to submit in far advance as possible. 
1. Please include an agenda if 2 or more CME credits are being requested for each activity/event. 
2. Applications (once approved) are valid for 12 months from the date that CME Director approves them. (Not the date they are submitted)
3. One the application has been reviewed; you will receive feedback via email about required edirs to approve the activity for CME credit. After all edits are complete, you will receive an approval email from the CME Administrative Assistant, including number of credits approved, fee & payment information (if applicable), approval date and directions for next steps. 
4. Applications will not be approved without signed faculty/planner disclosure forms either on file or included with application. Regularly speaking presenters all must be included. Contact CME office to see if there are valid disclosures on file for physicians. 
5. Promotional materials for any event should never include “CME being sought, applied for or pursued” You may only advertise CME once it has been approved. 
6. Applicatins must remain in PDF format because we interact with them frequently before they are approved. (No scanned copies please!) 

Step 2 (After approval, Pre-Activity)

1. Once the CME department has approved CME for the activity, the accreditation state must be visible on ALL materials for the event. 
2. Include objectives of the activity in written form within presentation slides even if you disclose these verbally. 
3. All promotional materials must be shared with the CME Department staff. 
4. Any events that have virtual links (TEAMS/ZOOM, ect) need to be shared with the CME staff. This is used for monitoring purposes only. 
5. Any inviduals who are not employed by Northern Light Health Will need to provide a current CV. 
6. Any additional speakers (added after the application process) will need to provide a faculty disclosure PRIOR to event. Presentation slides and handouts must also be submitted to CME department for review to ensure there is no conflict of interest/bias. 
A. If a conflict is identified by a disclosure form, the CME staff will work with the planners of the event to determine the resolution of the conflict. This must be done PRIOR to the event.
B. All situations are different, but this usually includes a special financial disclosure slide (verbal only is not permitted) and mitigation steps are usually necessary. 
7. Prepare evaluation forms for learners to provide feedback after the activity. Be sure to reference the CME department’s learner evaluation form in this step as it contains the required questions you must ask to remain in compliance for CME. If these questions are not provided to learners, you could risk losing CME for those in attendance. 

During the Activity

1. Disclosures must be shared with all attendees at the start of the activity. If there are no conflicts to disclose, the audience should be informed that there are no such relationships. Include these in written form within the presentation as verbal alone is not acceptable.
2. The accreditation statement must be shared with all attendees at the start of the activity. Include this in written form within the presentation slides as verbal is not compliant. 
3. Objectives must be shared with all attendees at the start of the activity. Include these in written form as well
4. Attendance for ALL learners is a requirement whether learner is requesting CME or not. Attendance rosters should be signed by the planner, be legible, and include all attendee’s credentials. CME will not be recorded to those requests sent after the event from individuals whose attendance was not recorded on the activity date. Please no handwritten rosters. 
5. Evaluations must be distributed to all learners at the end of the activity. As noted above, evaluations should contain specific questions advised by CME department. 
After the Activity 

1. Promptly collect completed evaluations, activity minutes and all other activity materials.
2. Once the event has taken place, all paperwork pertaining to the event, including roster signed by planner and evaluations must be submitted to the CME department 
a. All papwork must be submitted within a maximum of 30 days from the CME activity date to ensure credits are allotted in a timely manner. Failure to submit this documentation within the 30-day timeframe may result in credits not being awarded to any attendees in that activity. 
b. CME Department will then begin processing credits for attendees. 
Required Documentation Checklist

·  Application
· Sample Flyers/Brochures (If Applicable)
· “Save the Date” Annoucements (If Applicable)
· CV(s) of Presents (If Applicable)
· Faculty Discloures of All Presenters and Planners
· Completed Letter of Agreement (if applicable)
· Presentation Materials (With all essential portions)
· Pre/Post Tests & Results (If Applicable)
· Attendance Rosters
·  Completed Evaluations 
· CME Passport releases & info sheet (not required, but strongly encouraged) 
*All applicable documents must be received before CME can be awarded.  

It is imperative that Medical Education remain in compliance so CME credits can continue being offered to our providers. We appreciate all your help to ensure all documentation is submitted in a timely manner. Please contact the CME department with questions!Michele Campbell
Medical Education Manager

Dr. James Jarvis
CME Director

Tiffany Knox
CME Administrative Assistant
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