
Grand Rounds New 
Coordinator Orientation



ACCME Guidelines on the Mitigation of 
Financial Relationships

IDENTIFY

MITIGATE

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 

*Requests for earlier course page generation comm via email

2 weeks prior-to session Course link sent by CME Office
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 mitigation

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

2 business days prior-to session Event ID number emailed to you once all pieces are confirmed 2 days ahead of session
ALL items expected to be completed by this time

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



1) Request RSS Session by creating 
session folder in SharePoint
• Complete 2 weeks prior-to session

• Create session folder in SharePoint

• This confirms there is a session and serves as our cue to create a 
course link

• CME Office will send course page link via email

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

• Early requests accepted by email (up-to 2 months in-advance)
• Visiting speakers
• Complete steps listed above prior to sending request



2) Course link email

• Contains working link for 
that upcoming session

• 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. 

• Each session has a unique 
link

• Process reminders in email



3) Add faculty to course page faculty list in Ethos

• Add faculty to course page link
• Who? Anyone who contributes to the educational content

• Speakers, Course Directors, Planning Committee members, Moderators
• When? As soon as you receive the course page link
• Assign Faculty Forms (Disclosure Attestation)
• Follow-up with faculty as-needed
• Edit disclosure link: https://cme.utsouthwestern.edu/my/edit/disclosure

• Monitor disclosure form completion in faculty list

IDENTIFY
MITIGATE

DISCLOSE

https://cme.utsouthwestern.edu/my/edit/disclosure


Build faculty list in Ethos (Add Faculty)

• Search by User’s Name (First Last)

• New users (such as visiting speakers) who 
do not have a profile: add by email

• Assign faculty role within the grand rounds 
session

• Disclosure Attestation form

• Sends a system-generated email from 
cmeregistrations@utsouthwestern.edu

• Follow-up! 

• No form = no email

• Can be beneficial for people you 
are adding for every session, such 
as Course Directors

mailto:cmeregistrations@utsouthwestern.edu


Disclosures in Ethos

Updating Ethos disclosures

Best Option: Send direct link to update disclosure

https://cme.utsouthwestern.edu/my/edit/disclosure

Check Yes or No, then ‘SAVE’

https://cme.utsouthwestern.edu/my/edit/disclosure


Disclosures in Ethos

• Who? Anyone contributing to educational content for the activity

• Course director, planning committee, speakers, moderators, peer 
reviewer

• Disclosure expiration check and how often are updates needed? 

• Implemented new ACCME Standards in our system on 11/11/21: 
any disclosures dated before 11/11/21 will need to be renewed

• Updates should be made to disclosure form every time there is a 
change to their financial relationships

• Disclose ANY financial relationships with ACCME-defined ineligible 
companies



4) Track disclosure form completion progress on the 
course page faculty list (Reviewing Disclosure Date)

• Look 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.
• Date prior-to 11/11/21 will need to be renewed
• Follow up with course faculty to complete their disclosure forms



4) Track disclosure form completion progress on the 
course page faculty list (New users)

• No name = No profile, disclosure not completed yet (If added by email)

• If they receive an error, doublecheck their email by searching for them by name again in 
“Add Faculty:” this will pull up the profile they created. Assign faculty form and resend the 
disclosure link



4) Track disclosure form completion progress on the 
course page faculty list (Review disclosure form)

Review disclosure form

To view if they have a conflict of interest or not, you will need to click on their 
name in the faculty list table and view their disclosure forms in their profile.



Disclosure form review

With Financial Relationship listing Without Financial Relationship listing

IDENTIFY
MITIGATE

DISCLOSE

Notify CME



5) Notify OCME Admin of any listings on disclosure form

• What is a financial relationship with an ineligible company?
• The ACCME defines an “ineligible company” as those whose primary business is producing, 

marketing, selling, reselling, or distributing healthcare products used by or on patients.

• Occurring within the past 24 months

• Office of CME Program Coordinators manages mitigation process

• Notify CME Program Coordinator of any financial relationship 
listings at least 1 week prior-to session

• Peer reviewer assigned to mitigate financial relationships

IDENTIFY
MITIGATE

DISCLOSE



6) Upload RSS documentation to SharePoint

• 3 days prior-to session

• Upload Announcement, DTL

• Follow naming convention: RSS#_Date_Announcement

• Speaker Authorization Release form

• All external speakers

• Other items as applicable

• MOC, Journal Club post-test, Ethics approval

• CME Office reviews all materials for completion 2 business days prior-to session

IDENTIFY
MITIGATE

DISCLOSE



• Transcribe information 
from online disclosure form

• Matches faculty list



DISCLOSE
Mechanism: Announcement

Who: Distributed to Learners

When: Prior to Content Delivery

• Create template for your 
activity

• Update session details at top
• First half of form

• Overall activity 
information from annual 
CME application

• Second half of form
• CME language (do not 

change/delete)
• Credit hours



Speaker Authorization Release Form

• Guidance from UTSW Legal 
Department:
• Required for ALL external speakers 

(Non-UTSW) - DO NOT USE FOR 
UTSW SPEAKERS

• Required if live streaming and/or 
recording of lectures

• If revisions to the form are 
requested, they will have to be 
reviewed and approved by UTSW 
Legal Department

• If the Speaker is not agreeable to all 
of these terms, they cannot present.

• NOT A CME FORM



Process Overview
When SharePoint Ethos

2 weeks* prior-to session Request session by creating session folder 
*Requests for earlier course page generation comm via email

2 weeks prior-to session Course link sent by CME Office
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 mitigation

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

2 business days prior-to session Event ID number emailed to you once all pieces are confirmed 2 days ahead of session
ALL items expected to be completed by this time

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

DOCUMENT DEADLINE IN ORDER 
TO ASSURE SESSION CERTIFIED



Process Reminders: When is it due? (Ethos upload)

ALL Materials due! CME Review Session

Wednesday before Thursday before Monday

Thursday before Friday before Tuesday

Friday before Monday Wednesday

Monday Tuesday Thursday

Tuesday Wednesday Friday, Sat/Sun

3 bus. Day 
before

2 bus. Day 
before

1 bus. Day 
before

Day of Session

Materials due! CME review Session



6) Provide Event ID, RSS documentation to 
learners

• Confirmed faculty forms, disclosures completed

• Announcement, DTL uploaded

• Receipt of Event ID number from CME Office

• Provide Event ID, Announcement, DTL to learners prior-to 
session



Sign-in to receive CME credit

TEXT <Event ID> to 972-573-8343 
or log in and enter at cme.utsouthwestern.edu/code
to receive CME or attendance credit for this session. 

The Event ID is available today only.
You will receive a message confirming your attendance

https://cme.utsouthwestern.edu/code


ACCME Guidelines on the Mitigation of 
Financial Relationships

IDENTIFY

Mechanism: Disclosure 
forms in Ethos

Who: Speakers, Course 
director, Planning 
committee

When: Prior-to delivery of 
content (1-2 weeks before)

MITIGATE

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

Who: Anyone with conflicts

When: Prior-to delivery of 
content (1 week before)

DISCLOSE

Mechanism: Disclosure to 
Learner (DTL) handout, 
Announcement

Who: Distributed to 
learners

When: Prior-to delivery of 
content (provided to 
learners before session)

All occurs PRIOR to the delivery of 
accredited content!



Process Summary

More than 2 weeks 
before session

• Notify CME office of planned session by creating SP folder

• Course page created by OCME

2 weeks before 
session

• Add faculty to course page and assign faculty forms

• Continuously track disclosures!

• Notify CME coordinator of any conflicts

Week before session • CME office mitigates conflicts with peer review

3 days before session
• RSS Disclosure To Learners (DTL) generated

• CME office audits forms (2 days before session)

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



Can I get a copy of the slides?

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

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


Links

SharePoint
Look for “welcome” email from site and save the link!
https://365utsouthwestern.sharepoint.com/sites/cme
/SitePages/Home.aspx

Ethos Homepage 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

Link to UPDATE disclosure on file https://cme.utsouthwestern.edu/my/edit/disclosure

https://365utsouthwestern.sharepoint.com/sites/cme/SitePages/Home.aspx
https://cme.utsouthwestern.edu/
https://cme.utsouthwestern.edu/rss-coordinator
https://cme.utsouthwestern.edu/my/faculty-relationships
https://cme.utsouthwestern.edu/my/edit/disclosure


Demo


