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l. PURPGCSE

GENERAL ADM NI STRATI ON NO. CDC- 76

AWARDI NG CONTI NUI NG EDUCATI ON CREDI TS OR UNI TS

Pur pose

Scope

Pol i cy

Responsi bilities and Procedures

CME or CEU Training Activity Request for Approval and Checkli st
Required ldentification Statements for Training Materials

Cl O Reports and Records of Credits or Units Awarded

Cl O Docunent ation of Training Activity

The purpose of this guide is to establish uniform guidelines for
continui ng education activities sponsored by the Centers for Disease

Contr ol

and Prevention (CDC)* to ensure confornmance with the standards of

the accrediting organi zations. This includes awardi ng:

. SCOPE

Conti nui ng nmedi cal education credit/s (CVE) to physicians in
conformance with the certification by the Anerican Council on
Conti nui ng Medi cal Education (ACCVE). The nunber of CME is
defined as the total nunber of |earning hours. Fractions are
to be rounded to the nearest hour.

Conti nui ng education unit/s (CEU) to course participants in
conformance with the certification by the International

Associ ation for Continuing Education and Training (1ACET). The
nunber of CEU is defined as the total nunber of whol e | earning
hours divided by ten.

The policies and procedures in this guide will be followed for
CDC- sponsored or cosponsored training when CME or CEU are to be awarded

by CDC.

VWhen CDC is cosponsoring training with another organization that

is to award the CVE or CEU, the sponsoring Center/Institute/Ofice (ClO
shoul d follow the procedures of the cosponsor if it has been certified by
the accrediting associ ation.

*References to CDC and to Center/Institute/Ofice also apply to ATSDR
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PALI CY

The CDC and its ClGs sponsoring training for which CVME or CEU are awarded
wi || devel op, inplenment, and eval uate a continuing educati on program and
related training that will conformto the agreements with the accrediting
associ ati ons, ACCME and | ACET.

Conpl etion of the training will be properly docunented so that
participants may receive full credit by their professional and |icensing
organi zations. Continuing education credits or units may be awarded as
fol | ows:

! CME nmay be awar ded when the participant enrolls in a training
course, conference, sem nar, or other activities and conpl etes
the requirenents. Actual participation is to be docunented for
granting the appropriate CME. For a conference or other
activity in which participation in specific sessions is
el ective or variable, the nunber of CME to be awarded depends
on the physician's cumul ati ve hours of participation as
docunented by the session eval uations conpleted by the
participant. Therefore, CMVE for each session should be listed
on the agenda by the respective session

! CEU may be awar ded when the participant enrolls in a training
course and conpl etes the course requirements. CEU cannot be
granted for participation in conferences and sem nars. Actua
participation is to be docunented for granting the appropriate
CEU. An individual may not be awarded both CEU and academnic
credit.

Enphasis will be placed on docunentation of activities for further
eval uati ons:

! To assure that relevant effective activities are being
conduct ed.

! To assure target group physicians and others that appropriate
and creditable activities are avail able.

! To provide guidance to CDC and ClO staff in the preparation of
| earning activities.

RESPONSI Bl LI TI ES AND PROCEDURES

The successful inplementation of this programw ||l require ClO training
sponsors wor ki ng together through the Continuing Medi cal Education
Committee, conmposed of Cl O physician representatives, and the Public
Heal th Practice Program O fice (PHPPO) .
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V.

RESPONSI Bl LI TI ES AND PROCEDURES ( Cont i nued)

A

Public Health Practice Program Ofice

The Public Health Practice Program Ofice will:

Provi de overall managenent and ongoi ng adm ni strative
support of the program

Assist the C1Gs in programinplenmentation, including
devel opnent of training activities to neet the standards
of the accrediting associations.

Organi ze and provide adm nistrative support to the CDC
Conti nui ng Medi cal Education Committee particularly during
its review of proposed training for awardi ng CVE

Revi ew proposed training for awarding CEU to determ ne
that | ACET requirenents are met.

Notify the sponsoring ClO of the reviewers' determ nation
as to the training proposals neeting the standards of the
accrediting associ ati ons.

Serve as the CDC primary contact with the ACCME and the
| ACET for establishing and maintaining CDC s accreditation
and providing required reports.

Assess the CDC i npl ementation of the ACCME and | ACET
agreenent s.

Prepare annual CDC-wi de sunmaries of CME and CEU traini ng,
identifying by category for each Cl O the nunber of
activities sponsored, total nunber of participants, tota
nunber of physicians attendi ng and those awarded CME or
total nunber of participants awarded CEU, and total nunber
of CME or CEU awar ded.

Eval uate the programto determ ne whet her program goals
and objectives are being net, program nanagenent and
operations are effective, and educational activities are
properly designed, devel oped, inplenented, and eval uated.
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V.

RESPONSI Bl LI TI ES AND PROCEDURES ( Cont i nued)

B

Centers/Institute/ Ofices

Cl Gs sponsoring continuing educational activities for awarding CVE

or

CEU wi || :

| mpl enent the overall programw thin the organization

Desi gnate a staff physician to serve on the CDC Conti nui ng
Medi cal Education Conmittee rotating assignments as
appropri ate.

Use the ACCME and | ACET guidelines* to identify training
needed; to plan, deliver, and evaluate the training; and to
mai ntai n records.

Coordi nate internal Cl O approvals (policy, budget, etc.) for
proposed training.

Send to PHPPO a request (Form CDC 0.1160)* for approval of the
proposed training (see Exhibit 1), allowi ng a mnimum of 2
weeks for obtaining approval.

I ncl ude required ACCVE or | ACET identification statenents on
proposed training materials (see Exhibit 2).

Docurment and maintain records of CME or CEU activities,
participants identification, and total nunber of CME or CEU
awar ded (see Exhibits 3 and 4).

Provi de participants a certification of the CME or CEU awar ded
(see Exhibit 3).

Forward to PHPPO Admi nistrative Support Unit (PASU), PHPPO
statistical information on the participants and the CVE or CEU
awarded within 2 weeks after conpletion of the training
activity (see Exhibit 3).

Provide a transcript of an individual's training upon request
of a previous CVE or CEU awardee (see Exhibit 3).

Eval uate each training activity sponsored.

Assist in the evaluation of the continuing education program as
request ed.

*Avai | abl e from PHPPO Adm ni strative Support Unit, Meeting and Traini ng

Suppor t

Branch, Division of Media and Training Services, PHPPO
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V. RESPONSI Bl LI TI ES AND PROCEDURES ( Cont i nued)
C. CDC Continuing Medical Education Comittee

The CDC Conti nui ng Medical Education Comm ttee, conposed of

physi ci ans designated by ClGs sponsoring training to award CVE, will
assist in programinplenentation and eval uati on. The naj or
responsibility of the conmmittee is to determ ne whether a proposed
CME activity for physicians neets the requirenments of the ACCME

The conmittee representative fromthe Cl O originating the proposal
will coordinate the committee revi ew upon receiving the CVE proposal
from PHPPO  Responsibilities include:
! Establish the review conmttee by selecting two other
menbers fromexisting ClO representatives on the
Cont i nui ng Medi cal Education Conmittee.

! Provi de each of the review committee nmenbers with a copy
of the proposal.

! Conduct neetings of the commttee.

! ot ai n any needed additional information for the review
! Ootain committee concl usi ons.

! Keep appropriate mnutes of the review

! Notify PHPPO of the commttee's determ nation and furnish
PHPPO copi es of the m nutes.
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CME OR CEU TRAINING ACTIVITY
REQUEST FOR APPROVAL AND CHECKLIST

MAIL TO: PHPPO Administrative Support Unit
Meeting and Training Support Branch
Division of Media and Training Services
Public Health Practice Program Office
Building 2, Room B46, MS F02

(Center/Institute/Office, Division) (Proposed Activity)

(Contact Name) (Building/Room/Mailstop) (Ext.)

(Date of Request)

(Date of Proposed Activity)

Checklist of Materials to be Provided:
(Place a check by items included with request.)

a. Statement of educational need(s) which the planned activity addresses and physicians for whom
the activity is designed (required only if CME are to be awarded).

b. Copy of proposed announcement and agenda/schedule of activity, containing the following
information required by ACCME/IACET.

Statement of activity objectives.

Description of (physician) group for whom (CME) activity is designed.

Any requisite skills, knowledge, or preparations for successful participation.
Educational methods and format to be used.

Identification statement providing the name of the accredited sponsor, the amount of CME or
CEU credit to be awarded, and the category of credit (see exhibit 2).

C. Description of how participation will be documented, including participants® assessment of
activity. For CEU, description of how individual performance will be assessed. Attach blank
copy of each form to be used.

d. Names of any cosponsors and whether they are CME-accredited (Y/N).

Name: Y/N

Name: Y/N

CDC 0.1160 4/92
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(FOR PHPPO USE)

(Date Received)

Approval by Continuing Medical Education Committee:

_ a. Names of Committee members provided with copy of proposal:
Name: Ext.
Name: Ext.
Name: Ext.

b. Approved/Disapproved. Date:
C. Evaluation/recommendations provided to sponsoring organization.

d. Subsequent committee actions.

Documentation of completed CME or CEU activity.
a. Appropriate information received from the sponsor.

For CME:
_ Total number of participants

_ Total number of physician participants

_ Total number of physician participants awarded CME
_ Total number of CME awarded

For CEU:

_ Total number of participants

_ Total number of participants awarded CEU

_ Total number of CEU awarded
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REQUI RED | DENTI FI CATI ON STATEMENTS FOR TRAI NI NG MATERI ALS
( ANNOUNCEMENT, AGENDA, SCHEDULE, OR PROMOTI ONAL | NFORMATI ON)

For CME:
"The Centers for Di sease Control and Prevention (CDC) is accredited by
the Accreditation Council for Continuing Medical Education to sponsor
conti nui ng nmedi cal education for physicians. The CDC designates this
conti nui ng nmedi cal education activity for credits in Category |
of the Physician's Recognition Award of the American Medi cal
Associ ation."

For CEU:

"This program has been structured follow ng the International
Associ ation for Continuing Education and Training (I ACET) Criteria and
Qui del i nes and, therefore, is awardi ng Continuing Education Units

(CEV).
The (Organi zati on Nane) , in joint sponsorship with the Centers
for Disease Control and Prevention (CDC), will award CEU to each

partici pant who successfully conpletes this training activity. The CEU
is a nationally recognized unit designed to provide a record of an
i ndi vidual 's continui ng education acconplishnents.™
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Cl O REPORTS AND RECORDS OF THE CREDI TS OR UNI TS AWARDED

TO THE PARTI CI PANT: At the conclusion of each CVE or CEU activity, or annually
if the activity is a series of sem nars, the sponsoring organization is to
provide the participants a docunentation certificate or letter identifying:

! The course or other activity, dates, |ocation, and sponsor
! The nunber of CME or CEU awarded to that individual

TO PHPPO Wthin 2 weeks after conpletion of a scheduled activity, the
sponsoring organi zati on should send the followi ng information to the PHPPO
Meeting and Traini ng Support Branch:

For CME

- Total nunber of participants

- Total nunber of physician participants

- Total nunber of physician participants awarded CVE
- Total nunber of CME awarded

For CEU:

- Total nunber of participants

- Total nunber of participants awarded CEU
- Total nunber of CEU awarded

FOR THE SPONSORING C1O Retain in CIOfiles a list of each awardee's nane and
title, mailing address, the title of the activity, its date, and nunmber of CME or
CEU awarded for participation. |If CEU are awarded, include an assessnent of the
i ndi vi dual ' s performance.

TO PREVI QUS AWARDEE: If requested by the awardee, a transcript of courses
conpl eted should be sent to that individual. Following is a suggested format:

Centers for Disease Control and Prevention
(Name of organizational conponent)

1600 difton Rd., NE

Atlanta, GA 30333

TRANSCRI PT FOR:

Narme:

Title:

Addr ess:
ltem Title of CME or CEU activity Dat e CME or CEU Eval uation
1
2.
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Cl O DOCUMENTATI ON OF TRAI NI NG ACTIVITY

ACCME and | ACET have identified docunentation of training activities as a
requirenent for CDC to grant credit. A copy of the ACCME and | ACET gui des which
describe their requirenents nore fully can be obtai ned fromthe PASU, PHPPO

For a CME training activity, this docunmentation i s needed:

! To assure the CDC sponsoring organi zations that rel evant effective
activities are being conducted.

! To assure target group physicians that appropriate and creditable
activities are avail abl e.

! To provide guidance to staff in the preparation of |earning activities.
Basi cally, the ACCMVE requires docunentation of all of the follow ng:

! The process used to identify physicians' educational needs.

! A statenment of the specific needs identified.

! Explicit instructional objectives for each CVE event conducted.

! A witten description of procedures used to plan CVE activities.

! The physicians' witten evaluations of the training conpleted and
docunentation that the evaluations are used to inprove future training.

The ACCME required docunentation is to be maintained in the files of the
respective CIO "CME Coordinator."” It is to be available for exam nation during
ACCME reaccreditation exam nation or for Continuing Medical Education Comittee
ref erence when evaluating a request for clearance to conduct a CVE activity.

Li kewi se, the | ACET required docunentation (see Exhibit 3) is to be maintained in
the files of the respective sponsoring ClO for use during reaccreditation
exam nation or proposal reviews.
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