
On March 24, 2006, the Accreditation Council for Continuing Medical Education, (ACCME,) reaccredited ATS as a provider of continuing medical education for physicians.  This permits  ATS to continue to designate activities for AMA PRA Category I Credit™ .  As an ACCME-accredited provider ATS must maintain a CME file for each activity for at least six years. The file at ATS must document: 

· A  planning process linking identified learning needs with desired result
· Use of  needs assessment data to plan CME 

· Measurable  learning objectives

· Evaluation of the CME activity’s success in attaining the objectives stated

· Measures taken to prevent scientific or commercial bias including disclosure by planning committee and faculty
While not absolutely required, minutes are a typical and effective way to document planning of your activity.  You may submit minutes of a meeting where more than the CME activity was discussed. ATS will review the pertinent sections. The effectiveness of your minutes for CME purposes depends on whether required ACCME elements are fully covered. If that is not the case, ATS may ask for a letter describing aspects of your planning process not addressed in the minutes. ATS is always available to discuss the specifics of your approach. Rachel Makleff, Ph.D. usually focuses on jointly sponsored activities. She is Director of Tactical Management and CME Development and can be reached at 212 315 8644 or rmakleff@thoracic.org. Minutes below illustrate a variety of situations and options. Your minutes will be tailored to your situation.  
Model  Minutes of a Local Committee

Planning a Jointly-Sponsored CME Activity with ATS

Present:  xxx M.D. Chapter Education Committee Chair, ATS Chapter Representative, xxx, M.D., xxx, M.D., xxx, RRT, xxx, MPH, Chapter Administrator.
or Absent: xxx M.D.  ATS Chapter Representative

Announcements:  Dr. xx, Education Committee Chair, announced he will serve as Planning Committee Chair of this event.  He and xxx, Chapter Administrator, telephoned ATS last month to review planning of a jointly-sponsored CME activity in light of ACCME and ATS requirements.  ATS will accept a formal application for CME credit up to six months before the event.  In this case our ATS deadline is xxx.  However, our Chapter wishes to promote the event as conferring CME earlier than that. One reason is the schedule for educational grant submissions. We should plan to have the application and all other required attachments including faculty disclosures submitted to ATS therefore by xxx.   
Agenda Item I: Planning Committee/Faculty Disclosures   
The Planning Committee  The Chapter Administrator distributed materials from ATS and ACCME on definition and resolution of conflict of interest.

Xxx, Chapter Administrator, distributed a summary of the Planning Committee disclosure forms she had collected before this first planning committee meeting. By this means the Planning Committee disclosed to each other before discussing topics or speakers. Or After each member of the Planning Committee had filled out disclosure forms the Chapter Administrator made copies and the Committee reviewed all forms, thus disclosing to each other.  (Xxx Chapter Representative had faxed a disclosure form in advance of the meeting.) 
The Faculty The Chapter Administrator was asked to set a deadline for return of Faculty disclosures to the Chair for review.  The Chair or a physician member of the committee delegated by the Chair will review the disclosures for possible conflict of interest in light of the specific content of each faculty presentation. After sign off by the Chair or his delegate, the faculty name can be placed in the brochure. Since we plan to print the brochure by xxx the faculty disclosure deadline should be xxx.  The Chapter Administrator was asked to explain disclosure requirements and deadline in the invitation packet, either in the letter or in the forms accompanying the invitation.  Faculty should understand that their invitation is contingent on disclosure findings.
Agenda Item II:  Educational Need
The planning committee reviewed educational need(s) identified in planning this CME program/activity.  They identified the target audience as ….

They also reviewed [some of] the following materials relative to the assessed needs of this target audience

	

	 FORMCHECKBOX 
 Previous participant evaluations (attached)
	 FORMCHECKBOX 
 Faculty perception

	 FORMCHECKBOX 
 Survey of target audience (attached)
	 FORMCHECKBOX 
 Peer review

	 FORMCHECKBOX 
Committee/board recommendation (attached)
	 FORMCHECKBOX 
 Self-assessment tests including ABIM SEP and PIM (attach report or summary)

	 FORMCHECKBOX 
 Review of literature (citations or articles attached)
	 FORMCHECKBOX 
 Advice from authorities in the field

	 FORMCHECKBOX 
 Formal/informal requests from members
	 FORMCHECKBOX 
 New medical findings/techniques (attach citation or article)


	 FORMCHECKBOX 
 Other:
	e.g. Regional or national data from agencies, foundations, universities on disease prevalence, guideline adherence, practice variation (attach documentation)
	

	
	
	
	

	· Pertinent documentation (committee meeting minutes, surveys, articles, evaluation summaries, and other data.) of materials reviewed is appended to these minutes as an attachment  and will be submitted to ATS with the application.
	


Agenda item III.  Learning Objectives for the Event:  

Updated ACCME Criteria of 2006 require more specific reporting about the integration and application of new strategies.  Learning objectives must specify these changes. It is no longer sufficient to write objectives as able to describe or appreciate. To aid in this new requirement the Chapter Administrator distributed a CME Activity Work Up Sheet  developed by ATS based on an ACCME Tool Kit.  (planning committee option 1) The committee filled out the Work Up Sheet at the meeting and then framed the following learning objectives : xxxx  and the following pre and post tests and evaluation tools. Excerpts from these minutes will be submitted electronically to ATS as a letter reflecting instructional design. 
(planning committee option 2) Based on these new requirements the Chapter Administrator was directed to ask speakers to use the shorter Teaching by Design tool required of faculty to frame more specific learning objectives and to send back citations or reports documenting needs for the specific objectives chosen. As cued in the tool, Faculty will be asked, where applicable, to suggest metrics for measuring whether objectives were met. Faculty will be required to submit pre test and post tests. The planning committee chair will integrate the content of these faculty tools into the committee’s planning and send a letter to ATS documenting the planning process. This is a prerequisite for designation of the event for CME credit.  
Agenda item IV.  Speakers and Educational Format

The committee selected the following topics and speakers based on this assessment. 

xxxxx

xxxx

xxxx
The minutes reflect that since topics and speakers were selected by group the potential for bias was lessened. 
(committee option 1) Based on these topics the committee selected among the following possible program formats that could be utilized
e.g. lecture, audience response, small groups and case study, pretest posttest, radiology rounds, meet the professor break out sessions, virtual patients, self directed learning, learning collaborative around AMA quality CME or an ABIM PIM. 
Dr. was asked to contact xxxx

Ms. was asked to contact xxx

(committee option 2) Faculty would be asked to propose formats for their presentation.
Agenda item V. Review of Evaluation of Individual Presentations

(committee option 1) The Committee reviewed the evaluation tool from last year’s event and noted they needed to add Presentation was free of commercial bias.  In addition, the tool will have space after each topic for the learner to state whether he planned to make any changes in his work as a result of having learned new strategies.  The learner will be asked to be specific about what these new strategies would be. This change data collection is an ACCME requirement. 
(option 2) Faculty were asked to submit two questions and answers for a post test that measured knowledge transfer. Or
(option 3) Faculty were asked to submit vignettes with questions about the cases and answers for a post test which measured competence. 

(option 4)  Modern Evaluation, supported by a grant from xxx Foundation, will work with faculty to design a measurement tool.
Or – Modern Evaluation under a grant from the CDC will integrate data from this offering into an evaluation of a number of national efforts.  Modern Evaluation will send the Committee a customized report evaluating the outcome of this effort and our specific scores relative to national program scores based on chart review and focus groups. 
(option 5)  Increased patient quality of life will be measured in addition to end of course learner evaluation.  
Agenda item VI. Program Budget:  xxxx,, Chapter Administrator, was asked to prepare a projected budget for the Committee’s next meeting. The budget categories in the ATS application will be followed.  The Chapter Administrator reminded the group of that only ATS could solicit grants from industry. The Committee decided to solicit exhibitors and grants from non profit foundations not deemed industry by ACCME.  
Agenda item VII.  Set Dates for Follow Up and Adjournment: 

The chair directed the CME Program Administrator to send out minutes by xxx.  He would review the application to ATS, consulting with committee members via E mail and telephone so that the Administrator could send the application by the deadline of xxx.  The meeting adjourned at xxx. 

Submitted by: xxxx





Date:

Approved by: xxxx Chair




Date:

Continuing Medical Education Committee

Xxxx Thoracic Society
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