
Grand Rounds New 
Coordinator Orientation



ACCME Guidelines on the Resolution 
of Personal Conflicts of Interest

IDENTIFY
RESOLVE

DISCLOSE

All occurs PRIOR to the 
delivery of accredited content!



So you want to have an RSS 
session…

RSS = Regularly Scheduled 
Series such as Grand Rounds



Process Overview
When SharePoint Ethos
2 weeks prior-to session Request session by creating session folder 

Course link sent by Vanessa
TIP: Save link email to Outlook task list to make 
tracking easier!

As soon as you get the 
link! (5-10 business days 
prior-to session)

Add faculty for the individual session (speakers, 
moderators, etc) to course link

Continuous Track disclosures for completion on course page

As soon as possible –
MINIMUM 5 business 
days prior-to session

Notify CME office of any conflicts as soon as 
possible for resolution

2 days prior-to session Once all disclosure information has been obtained, 
upload DTL and Announcement, Speaker Release 
form (as applicable)

2 days prior-to session Event ID number emailed to you once all pieces are confirmed 2 days ahead of session

Day of session Provide Event ID, Announcement, DTL to learners



1) Request RSS Session

• Create session folder in SharePoint

• This is our cue to create a session

• Complete 2 weeks prior-to session

• Helpful to have announcement at this point (variable hour 
activities)

• CME Office Admin will send course page link via email



2) Add faculty to course page, assign 
forms and confirm completion

• Add faculty to course page link for that session

• Assign Faculty Forms
• Disclosure Attestation Form
• Queue for faculty to go in and complete their disclosures

• Monitor disclosure form completion

• An automatically-generated email is sent out when someone is added as a 
CME course faculty member from cmeregistrations@utsouthwestern.edu. 
In follow-up emails, you can include this link to take them to their pending 
forms: https://cme.utsouthwestern.edu/my/faculty-relationships

Disclosures are linked to Ethos user profiles



Once you receive the course page link, 
add your faculty for that session and 
assign the Disclosure Attestation form. 

• Tip! Save that email as a task in Outlook so 
it’s easily accessible to go back to in order 
to track the progress of your faculty 
completing their disclosure form. 



Track progress on the course page by looking to see 
if there is a date in the “Disclosure date” column 
on the Faculty list tab. No date means they haven’t 
completed their forms.



To view if they have a conflict of interest or not, you 
will need to click on their name in the table and view 
their disclosure forms in their profile.
With Disclosure Without Disclosure

IDENTIFY



3) Notify OCME Admin of any conflicts

• What is a conflict of interest?
• The ACCME defines a “commercial interest” as any entity producing, marketing, re-selling, or 

distributing health care goods or services, used on, or consumed by, patients. 

• Occurring within the past 12 months

• Office of CME Program Coordinators manage resolutions

• Notify OCME admin/ assigned CME Program Coordinator of conflicts 
at least 1 week prior-to session

• Peer reviewer assigned to resolve conflicts

RESOLVE



4) Upload RSS documentation to 
SharePoint
• Upload Announcement, DTL
• Follow naming convention: RSS#_Date_Announcement

• Speaker Release form
• Speakers in activities with streaming
• Speakers in activities that get posted/uploaded
• Mediasite, library repository, Enduring materials

• All external speakers

• Other items as applicable: MOC, Journal Club post-test, Ethics 
approval

• CME Office Admin reviews 2-days prior-to event





DISCLOSE
Mechanism: Announcement

Who: Distributed to Learners

When: Prior to Content Delivery



5) Provide Event ID, RSS 
documentation to learners

• Confirmed faculty forms, disclosures completed

• Announcement, DTL uploaded

• Receipt of Event ID number from OCME Admin 

• Provide Event ID, Announcement, DTL to learners



ACCME Guidelines on the Resolution 
of Personal Conflicts of Interest

IDENTIFY
Mechanism: Disclosure 
forms in Ethos

Who: Speakers, Course 
director, Planning 
committee

When: Prior-to delivery of 
content

RESOLVE
Mechanism: Notice to 
OCME Prog. Coord at least 
1-week prior-to event

Who: Anyone with conflicts

When: Prior-to delivery of 
content

DISCLOSE
Mechanism: Disclosure to 
Learner (DTL) handout, 
Announcement

Who: Distributed to 
learners

When: Prior-to delivery of 
content

All occurs PRIOR to the 
delivery of accredited content!



Process Summary

More than 2 weeks 
before session

• Notify CME office of planned session

• Course page created by OCME

2 weeks before 
session

• Add faculty to course page and assign faculty forms

• Notify CME coordinator of any conflicts

Week before 
session

• CME office resolves conflicts with peer review

2 days before 
session

• RSS documentation to learners generated

• CME office audits forms

Day of session • Provide Event ID, RSS documentation to learners



Demo



Links

SharePoint Look for “welcome” email from site and save 
the link!
https://swap.swmed.org/sites/cme/Shared%
20Documents/Forms/AllItems.aspx

Ethos cme.utsouthwestern.edu

Resource page https://cme.utsouthwestern.edu/rss-
coordinator

Link to use in follow up with faculty https://cme.utsouthwestern.edu/my/faculty-
relationships

https://swap.swmed.org/sites/cme/Shared Documents/Forms/AllItems.aspx
https://cme.utsouthwestern.edu/rss-coordinator
https://cme.utsouthwestern.edu/my/faculty-relationships

