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CME  - Duties and Agreement of the Activity Director
University of South Alabama, Continuing Medical Education

Planning and Preparation
1. Take responsibility and leadership for the activity planning and administrative functions:

a. Including the planning, identification of professional gap(s), and the development of the needs assessment, desired results/outcomes, course objectives, and evaluation.  
b. Identify the activity topic, target audience, appropriate faculty, and date.
c. Contact potential faculty, invite them to participate and obtain commitments.
d. Provide guidance on faculty honoraria, if applicable.
e. Provide advice concerning the promotion of the activity (e.g., target audience for mailing, relevant professional journals for notices, and other promotional activities).
f. Identify special arrangements for ancillary activities: dinners, social events, special transportation arrangements, etc.
g. Involve USA CME in all stages and early in the planning process. 
2. Comply with the Accreditation Council for Continuing Medical Education (ACCME) Essential Areas and Elements and Standards for Commercial Support during the planning and execution of the educational activity. 
3. Responsible for the review and approval of all CME activity materials:

a. Including pre and post activity correspondence and activity materials prior to publication, printing, or mailing (note: USA CME must approve any activity materials before publication, printing,  and mailing)

b. Ensure complete and accurate recording of all activity documentation.
c. Assist the activity coordinator in obtaining all necessary information to accredit the activity.
4. Vendors / Exhibitors / Grants 
a. Secure signed vendor agreement, as good business practice.
b. Identify exhibitors and keep separate from educational activity.
c. Oversee the soliciting of educational grant funds for the activity.
d. Sign letters of agreement along with USA CME and commercial supporter.
e. All commercial support for this activity will be made payable to a South Alabama Medical Science Foundation account with a Letter of Agreement completed by the commercial support representative and Director of CME.
f. The identification of needs, determination of educational objectives, selection and presentation of content, selection of persons that will be in a position to control the content of the activity, selection of educational methods and evaluation of this activity will be made and conducted free of the control of a commercial interest.
During the Activity
5. Provide opening remarks, housekeeping and any acknowledgements or disclosures:
a. Preside over activity sessions and ensure proceeding in a timely manner.
b. Ensure all disclosures are made known to the learner prior to the activity (document verbal disclosures).
c. Confirm the relevant continuing education credits (CME credits) designated for the activity to the audience.
d. Entertain guest faculty.
6. Give assurance that there will be independence from commercial supporters:

a. Remind speakers of potentials for bias and conflict of interest.
b. Ensure that all speakers talks are free of commercial bias for or against any product.
c. Trade names from several companies are used.
d. The discussion is unbiased and non-promotional.
e. During live presentations work with CME representative to resolve on the spot (unanticipated) conflicts of interest and maintain balanced view in presentations.
Post Activity

7. Ensure there is an activity evaluation:

a. Asks the learner what changes will be made in their clinical practice as a result of the activity.
8. Review reports summarizing activity attendance, evaluations, and finances.
The University of South Alabama, Continuing Medical Education Office adheres to the Essentials and Guidelines for Accreditation of sponsors for continuing medical education, ACCME Standards of Commercial Support, and the University of South Alabama, Continuing Medical Education Office’s policy on commercial support.
 FORMCHECKBOX 
I will comply with all statements above.  I understand for specific CME training I can view the National Faculty Education 

Initiative which will provide online training on the differences between Certified CME and Promotional Activities.

_________________________________________

______________________________________________

Activity Director


Date


CME Director/ Representative

Date
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