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Workshop Discussion Agenda

• Deadline reminders and Process highlights  
• Virtual Meetings 
• CME SharePoint site migration 
• Event ID changes 
• COVID-Related sessions
• New Fee schedule 
• 2-year application cycle  
• Resources & Final Q&A



Snapshot of CME at UTSW

• Coordinate nearly 100 RSS activities (and growing!)
• Meeting weekly, monthly, quarterly

• RSS activities comprise 92% of all CME activities at UTSW
• 4% Live, 4% Internet/On-Demand/Enduring

• RSS activities account for approx. 2,400 hours of instruction annually
• 570hrs Live, 12hrs Internet/On-Demand/Enduring

• CME Learners: 38,000 Physicians, 11,000 Non-Physicians

• What you do is important and makes an impact!



Accreditation Council for Continuing Medical 
Education (ACCME)

• Advancing CME Together – Building an educational home that nurtures 
passion and professional development.

• "The fields of medicine and science never stop moving forward – and 
neither should physicians."

• Clinicians are expected to deliver safe, effective, compassionate care, 
based on best pactice and evidence. Accredited CME helps make that 
happen!



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 Monica
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

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: Session ready to certify

Disclosures received and 
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



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 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 resolves conflicts with peer review

3 days before session
• RSS Disclosure To Learners (DTL) generated (DEADLINE)
• CME office audits forms (2 days before session)

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



Living in the Virtual World

PIVOTS PITFALLS PRAISES



OneDrive SharePoint Site Migration

• New link: https://365utsouthwestern.sharepoint.com/sites/cme
• Completed 8/11
• Within the Office 365 environment
• Improved ease of access
• Increased functionality

• Any issues?

https://365utsouthwestern.sharepoint.com/sites/cme


Disclosure forms

• When you assign a form by email for a new/visiting speaker, the email 
will need to match for them to complete required forms
• Search for them by name under User in the Add Faculty tab after they’ve 

created a profile

• Look out for expired disclosure forms! 
• Disclosure date must be within 12 months of the activity



Speaker Release Form

“SPEAKER AUTHORIZATION FOR USE OF 
IMAGE, VOICE, PERFORMANCE OR 
LIKENESS FOR EDUCATIONAL PURPOSES”

• All recorded activities
• Speakers in activities with 

streaming outside of UTSW
• Speakers in activities that get 

posted/uploaded
• All external speakers



Coming soon! Text to Sign-in (New Sign-in 
Method)
• New sign-in method (replaces cell phone sign-in)
• Addressing multiple transcript transfer issues from cell phone sign-in 

system
• Meeting learner’s requests to text instead of call
• Stay tuned for additional information this Fall!

• Reminder: Webinar attendance is not automatically transmitted to 
Ethos – learners must use Event ID to get credit! 



COVID-19 Resources Tab on Ethos



COVID-19 Resources Tab on Ethos



Pending Updates to Fee Schedule

• Billing takes place annually in 
the Spring – regardless of 
whether CY or FY
• Upcoming changes currently 

under review
• Everyone is 'Grandfathered in'



2-Year CME Application Cycle

FY20 Apps Due 
Aug 2019

Mid-Cycle 
Review Aug 

2020

Next App 
Due Aug 

2021

CY20 Apps Due 
Dec 2019

Mid-Cycle 
Review Dec 

2020

Nex App 
Due Dec 

2021



Localist Postings

• Please review your Localist 
postings for accuracy
• Further instructions and 

information are coming 
soon!



Links

SharePoint
Look for “welcome” email from site and save the link!
https://365utsouthwestern.sharepoint.com/sites/cme/Shar
ed%20Documents/Forms/AllItems.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/Shared%20Documents/Forms/AllItems.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


Thank you!

Questions?


