
	PRE-ACTIVITY FACULTY LETTER: Jointly Sponsored Activities


<Date>

<Name of Faculty Member>

<Faculty Member’s Organization>

<Address>

<City, State, Zip>

Dear <insert name of faculty member>:

Thank you for agreeing to serve on our faculty for the upcoming continuing medical education activity, entitled <insert name of activity>, which will be held on <day>, <date>, at <location> in <city>.  The CME activity is jointly sponsored by the University of Wisconsin School of Medicine and Public Health and <enter name of joint sponsor>.  Please carefully consider the following information as you prepare your handout and verbal presentation.
· Your presentation is entitled:      
· Scheduled start and end time of your presentation:      
· Your honorarium for this presentation is:  $     
plus expenses <delete if no honorarium> 

· Overall activity objectives:

·      
·      
·      
· The target audience for this activity is:      
· The commercial supporter(s) for this activity is<are>:      
ACCME Standards for Commercial Support

As an accredited CME provider, the University of Wisconsin School of Medicine and Public Health requires that its presenters comply with the Updated ACCME Standards for Commercial Support of CME.  We will be disclosing to our participants that this CME activity has been supported by an educational grant from <insert name of commercial supporter>.  As our faculty for this CME activity, you are required to do the following:

· Disclose any significant personal financial relationship(s) that you or your spouse/partner has/had with <commercial supporter> over the past twelve months.  You should also disclose any financial relationship(s) with any other commercial interest(s) that has a product or device that is relevant to the topic of your presentation.
· Design a presentation that is independent, objective, scientifically rigorous and 


free of commercial bias.
· Ensure that scientific studies utilized or referenced in your presentation are from sources acceptable to the scientific and medical community.
· Limit diagnostic and therapeutic recommendations to those that are supported by the best scientific and/or medical evidence available.
· In addition, the University of Wisconsin School of Medicine and Public Health requests that you  
inform the audience whenever you discuss unlabeled or unapproved uses of drugs or devices.
Toward these ends, we ask that you complete the attached Financial Relationships Disclosure Form.  The University of Wisconsin School of Medicine and Public Health will use this information to identify any potential conflicts of interest.  If a conflict of interest is found, measures to resolve the conflict will be employed prior to the start of the CME activity.  As a result it is imperative that you return the Financial Relationships Disclosure Form by the following date: <<enter appropriate cut-off date>>.  Please note that the new ACCME rules require all CME providers to disqualify planners or presenters that do not supply this information within the time limit provided. 
Content Validation
The content of all CME activities sponsored by the University of Wisconsin School of Medicine and Public Health must be created or reviewed by a faculty member of the school.  This ensures oversight of the educational product and also serves to rapidly resolve many potential conflicts of interest.  As such, a qualified faculty member of the University of Wisconsin School of Medicine and Public Health will review your PowerPoint slides and any handout materials for three metrics: (1) fair balance and commercial bias, (2) the scientific objectivity of studies referenced in the materials or used as the basis for content, and (3) appropriateness of patient care recommendations made to learners. If there are concerns identified by the reviewer, you will be contacted with these concerns for potential revisions. Therefore, please note that your slides and handouts will be due to the University of Wisconsin School of Medicine and Public Health NO LATER THAN <enter appropriate cut-off date> prior to the CME activity to allow for content review and syllabus preparation. Once slides are approved, changes in the slides or handout are prohibited. 

Additional CME planning instructions for faculty are attached as a supplement to this letter. 

Once again, thank you for your willingness to participate in this CME event. If I can be of any additional help, or can clarify any of the above statements, please contact me via phone <enter phone number>, fax <enter fax number> or e-mail <enter e-mail address>.
Sincerely,

<Staff Name>

<Staff Title>


<Enclosures>

PLANNING INSTRUCTIONS FOR YOU
AS A CME FACULTY MEMBER

Planning a CME activity is often a complex process that includes an understanding of the identified needs and desired educational results. The information below will assist you, as an instructor, in completing this process:

1.  Needs Assessment Process
The planners for this activity have conducted a thorough needs assessment and synthesized the results in the preparation of learning objectives and activity design.  ***Please refer to the attached form that demonstrates the identified need(s) as well as the desired educational result(s) for this CME activity.  As an instructor, you should be aware that learners will be asked to evaluate how well each presenter did in meeting those needs and achieving the desired educational results.  Thus, it is important that you focus on the desired results in planning your presentation.

2.  Planning Educational Content Relative to Patient Safety and Systems Barriers

The Institute of Medicine and other national bodies have identified patient safety issues as being critical to the quality of medical care in the United States. Toward that end, we are requesting that you address any patient safety issues that are applicable. In addition, research has shown that there are often “system barriers”
 that learners encounter when they return to their practice environment.  These barriers prevent participants from implementing what they have learned at CME activities. As you develop the content of your presentation, please be aware of these potential barriers and address them in your presentation. 

3.  Compliance with U.S. and International Intellectual Property Laws and Treaties

In order to comply with U.S. and international intellectual property laws and treaties, instructors are required to identify graphics and other information used in a CME presentation that are protected by copyright and properly acknowledge the source of the cited material in a footnote on the slide. Should the material be further used in an enduring material, the source of the footnote will be contacted in order to obtain written release for the use of the material in question. 

4.  Compliance with HIPAA Regulations
Patient confidentiality falls under the Health Insurance Portability and Accountability Act (HIPAA).  As such, please ensure that your presentation is free of any information that would allow a specific person to be identified.  Should you decide to utilize case studies, images, or video vignettes that could violate patient confidentiality, a written release must be on file with the University of Wisconsin School of Medicine and Public Health. If a release form is required, please contact the Office of Continuing Professional Development in Medicine and Public Health at the University of Wisconsin School of Medicine and Public Health and one will be provided.








