IPCE checklist, expectations and required materials. 12.13.2024
Thank you for your interest in hosting a continuing education program!
The pages in this document provide an overview of the expectations and required materials for any NEOMED sponsored continuing education program. It also provides definitions for CE terminology. The next page is a half-page checklist for your convenience. Keep in mind that missing materials delay the review and approval process.
Complete the highlighted information below and send to Wendy Withey @ wwithey@neomed.edu prior to submitting the application.

IPCE Checklist and Planning Instructions
[bookmark: _Hlk158897889]Complete the highlighted information and send to Wendy @ wwithey@neomed.edu prior to submitting the application.
Program: _____________________________________________

Start Date: ___________________ 	Duration of Program: _________________

Request Date: ________________	
Will there be commercial financial support for this event?	___Yes ___No      
Eeds is a CMS that can capture attendance, collect evaluation responses, and create the learner’s certificate. It is a free service to NEOMED departments and a small fee for external clients. Will this activity use eeds?		 ___Yes   ___No
Do you plan to repeat this program in the next year?		___Yes     __ No  
If yes, please provide the frequency and dates: ___________________________________________________________
Point of Contact: (name, phone, email)


The disclosure form is attached to the email.

Initial Conference Planning:
If this is your first time applying for continuing education, schedule a brief meeting with IPCE to discuss the program. It is important to note that NEOMED AMA Category 1 credit applications will be approved within 10 business days. However, the other accreditation Boards can take up to 90 days to approve an application. 
The application is attached to the email. Other required paperwork will be shared with you. Prior to application approval, the individual(s) coordinating the continuing education activity are responsible for submitting the following 30 days prior to the program:
· Items that need sent with the completed application include: 
· Agenda (the start and end times of each presentation are needed to confirm CE hours)
· Completed Disclosures from the speaker(s) and the planning committee. * 
· CV and Bio Sketch for each presenter. Both are needed for the various accreditation Boards. 
· A budget is only necessary if there are vendors who pay to exhibit. 
· Any supplemental materials that support the need and justification for the program. 
· IPCE consent form for each committee member
*Disclosure forms are valid for two years unless there is a change. A conflicts of interest statement must be disclosed to the learners, regardless of if there are or are not any conflicts of interest. IPCE will create the document along with instructions for distribution.

Once an application has been processed, approved by NEOMED and/or disseminated to other accreditors an invoice will be created and sent to the program coordinator and/or activity director. 
Duration of approval
· Date(s) and Location of a Conference Series: 
· If this is a "one and done" event, include the start and end dates and times.
· If a Regularly Scheduled Series ("RSS" - offered more than once a year/month), submit a separate document with the dates, topic, and speaker with the application. 
· It is important that the correct option is selected on the application. 
· RSS are approved for one year. 
· A conference and all other activities are approved for the date(s) of the conference/activity. 
· This information is also found in the approval letter. 


Fees
· The NEOMED fee is $750 per program application
· This includes the use of eeds and accreditation for the following healthcare professionals: *list is subject to change once joint accreditation is in place*
· Physicians
· Nurses – pending with Ohio Nursing Association (can claim the same credit as physicians so that will stay intact)
· Social Workers and Counselors (pending)
· Psychologist (pending)
· Ohio Chemical Dependency Professionals (additional fee per credit hour)

· For additional CE not mentioned above, there is a NEOMED $100 non-refundable processing fee plus any additional non-refundable fees charged by the accreditor. 
· Approval is not guaranteed and is subject to take up to 90 days to 
receive an answer.

· In the event the program is cancelled after CE approval, the NEOMED fee will not be refunded for time spent processing the application. 
Prior to the Conference (30 days at a minimum) 
· Inform IPCE of all changes made to program including changes in agenda and speakers. 
· Submit final agenda and speaker list prior to event.

· Submit draft of brochure and all other promotional materials to IPCE for review and approval in advance of printing/distribution. 
· The materials must prominently display NEOMED as the sponsor.
· NEOMED accreditation statements are provided in the approval letter and here. Statements for other continuing education providers will be included in the approval letter.  (Subject to change): 

This activity has been planned and implemented in accordance with the Essential Areas and Policies of the Accreditation Council for Continuing Medical Education (ACCME) through the sponsorship of Northeast Ohio Medical University. Northeast Ohio Medical University is accredited by the ACCME to provide continuing education for physicians. 

It is recommended by ACCME that the following statement be separated from the above, i.e. in a different location in your brochure.

Northeast Ohio Medical University designates this live activity for a maximum of (# of hours) AMA PRA Category 1 Credits™. Physicians should claim only the credit commensurate with the extent of their participation in the activity.

· The following is to be displayed on any informational brochures/advertising:
· learning objectives for the activity
· program fee (if any), 
· refund policy,
· requirements for credit and when participants will receive credit certificates,
· agenda including location, and
· target audience.

· To comply with guidelines regarding commercial bias and copyright compliance, all speaker presentations must be submitted for review prior to duplication and presentation. Submit the materials in a PPT or PDF. 

· Submit draft of evaluation form to be used in advance. There are required questions that meet accreditation requirements. They are as follows:
· Did the speaker(s) appear objective & unbiased by commercial interests?
· Was the information in this activity relevant to your practice or professional development?
· Based on the information you received today, do you plan on changing your practice (pick one)?
· Yes, I intend to change the therapy that I render
· Yes, I intend to alter the way that I evaluate my patients
· Yes, I intend to change the legal/documentation/financial management of my practice
· Yes, it may affect my patient referrals
· No, but it did confirm my current practice
· No, because it doesn’t directly apply to my practice
· No, but it did increase my knowledge of community resources
· No, because the information was inadequate and/or inaccurate
· Other (please elaborate)
· What was least/most effective? (Free text)
· Participants are required to submit attendance verification at the beginning of the program unless using the online CE portal, eeds, to log-in. A template is available upon request.

· Required post-program materials are due within 21 days of the completion of the program and include:

· Complete attendance list that includes roster with 
· participant name, 
· license number, 
· and number of hours claiming.
· Summarized evaluation
· Any learning assessment tool
· Handouts and/or presentations

Asynchronous (online, prerecorded lectures) 
· ALL asynchronous materials require the following:
· A landing page that has 
· release and expiration dates, 
· faculty, 
· learning objectives,
· target audience,
· disclosure statement,
· credit information, 
· hardware and software requirements,
· and requirements for completion.
· A generic log-in with “Observer” status is required to be created and shared with Wendy Withey or Kara Bloom, for accreditation related audits. 
· An evaluation, see minimum required items above. 

· CE credit is available to Social Workers, Counselors and Psychologists. 
· For every 1 hour of coursework you must have 5 knowledge questions
· A short evaluation of the material is also required.

· CME credit is available for physicians and nurses. 
· An evaluation is required; a knowledge-based assessment is optional.







(WORK IN PROCESS)
FAQ and Definitions
Registration = this is done before attending
Sign-in = done at the start of each session/class 
In-person or live = I have no preference. 
Online session = A course or program that is delivered completely online in-person in real time. 
Asynchronous = a pre-recorded educational activity that is housed online. 
CE or CME = for interprofessional activities refer to it as CE. If there are only physicians in attendance it is CME.
Hybrid = A course or program that is delivered via both in-person and online formats. Unless otherwise noted, our in-person classes and programs take place on the NEOMED campus. The online portion may be delivered synchronously, asynchronously or a combination of the two. 
Activity director = responsible for providing all program deliverables, compiling with the CE guidelines, policies and procedures, and distribution of certificates. 
‘Provider’ = NEOMED ICPE is responsible for reviewing and approving applications, and creation of certificates.
IPCE:	Interprofessional Continuing Education. Education “for the team, by the team” 

