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Acronyms to know 
 
 
 
 
 
 
 
 
 
 
 

 

We are CMIE – 
Continuing Medical 

and Interprofessional 
Education 

We are approved by 
the ACCME – 

Accreditation Council 
of Continuing Medical 

Education 



We are 
approved 
to award 
the 
following 
credits 

 

Physician – AMA – American Medical Association 
 

 

Nurse – ANCC – American Nurses Credentialing Center 
 

 

Pharmacy – ACPE – Accreditation Council for Pharmacy 
Education 

 

Social Worker – ASWB – Association of Social Work Boards 
 

 

Physician Assistant – AAPA – American Academy of 
Physician Assistants 

 

MOC – Maintenance of Certification (physicians) 
 

 

IPCE – Interprofessional Continuing Education (everyone) 



Consider Who 
your Target 
Audience is 

and Then 
Create Your 

Planning 
Committee 

You should have a representative 
on your planning committee for 
each target audience group. 

If more than two groups, please 
consider (IPCE) Interprofessional 
Continuing Education. 



 

Review  the  Plan an Activity Page 
 
 

https://www.med.uvm.edu/cmie/grand-rounds/plan-an-activity

https://www.med.uvm.edu/cmie/grand-rounds/plan-an-activity


 
 
 
 
 

 
https://med.uvm.edu/cmie/grand- 
rounds/forms 

 

Forms & 
Templates 

https://med.uvm.edu/cmie/grand-rounds/forms
https://med.uvm.edu/cmie/grand-rounds/forms


 

 

Planning Committee Summary Form 
 
 
 

 
• For any credit type you wish to offer, 
you must have a representative for that 
target audience on your planning 
committee. 

 
• Please add those representatives to the 
summary form. 

 
• You must also ask them to provide 
information about their financial 
relationships with ineligible companies 
over the previous 24 months. 



Log In to create your application 
https://www.highmarksce.com/uvmmed 

 
 
 

 

 
We recommend you start 
your applications at least 
60 days before the start 
of your activity to allow 
enough time to gather 
disclosures. 

https://www.highmarksce.com/uvmmed/


 
Once you are logged in, click on 

 My Applications 
 



Create a New Application or Duplicate an Existing One 
 

 

 
 
 
 



 
A Conference Application: 

• A live activity where the learner participates in 
real-time. 

• A live course is planned as an individual event. 
• A live course can either be in-person or live- 

streamed via an online platform. 
 

An Enduring Material Application: 
• An on-demand activity that does not have a 

specific time or location designated for 
participation (the learner decides when to 
complete the activity). 

• Examples include online interactive educational 
modules, recorded presentations, printed 
materials, and podcasts. 

 
 
 
 

Types of 
Applications 



 

 
A regularly scheduled series (RSS) 
• Is a live activity planned as a series. 
• Has multiple ongoing sessions. 
• It is held weekly, monthly, or quarterly. 
• Targets the same audience over the whole series. 
• Examples include grand rounds, tumor boards, and 

M&M conferences. 
Conference Series (use Conference Application) 
• Live activity planned as a series. 
• The same content is offered multiple times. 
• The target audience is different for each session. 

 
 

RSS vs 
Conference 

Series 



Non-Clinical Event If you are developing a non- 
clinical event, such as a 
leadership or communication 
skills training, we do not need 
to identify, mitigate or 
disclose relevant financial 
relationships. 

 
Please reach out to the CMIE 
office before you begin your 
application. 
uvmcmie@med.uvm.edu 

mailto:uvmcmie@med.uvm.edu


Title Page 
 

Naming your activity. 
• Please be specific and not too lengthy. 
• Please use the same name you will be 

using in your marketing so your 
learners will be able to find it to claim 
credit. 

• For RSS and Conference Series, the 
Activity End Date will be June 30, 
2025. 



 

 
To view disclosures, enter 
everyone in the: 
 
 

Leadership Tab -
Disclosures



 
Notifications to 

complete a disclosure 
 

• When you add a person to the 
application, they will receive a 
notification to complete their 
disclosure. 

• If you duplicate an existing 
application and you keep the same 
faculty, they will not receive a 
notification. You will have to send 
them a reminder if you see a red 
flag/or if it’s going to expire. 



 
 
 
 
 
 

 

http://www.med.uvm.edu/cmie/grand-rounds/tools 

Disclosure Directions 

http://www.med.uvm.edu/cmie/grand-rounds/tools


 
 
 
 
 
 
 
 
 
 
 
 
 
 

Disclosure Directions Tools 



To add faculty into the  
Leadership Tab 
 
 
Click on “Add Course 
Director, Planner or 
Speaker tabs” 



Search by last name/double check email 
 

 
 
 

 



Two Accounts 
 
 
 

 
Sometimes you will see there are 
two accounts. Please contact this 
individual and ask which email 
address they would like to use as 
their preferred email and then 
contact us so we can merge the 
accounts. 



 

If they are not in the system, select “Add 
Speaker” 

When you send them directions, please 
let them know what email address you 
used so they log into the correct 
account. 



 

Reviewing Disclosures  
 



 
 
 

Disclosures 
are good 

for 2 years: 



 

 

 

If YES, a 
relationship 
is listed, it 
must be 
mitigated 



 
    Mitigation Form 
 

 

• Please use this form for 
ANYONE who has listed a 
financial relationship in their 
disclosure information within 
the past 24 months. 
• It must be reviewed and 
signed by a Course Director or 
Planner, who do not have any 
relevant relationships. 



How to Determine Relevant Financial Relationships 

 
 
A financial relationship, in any amount, exists 
between the person in control of the content and an 
ineligible company. 

 
Financial relationships are relevant if the educational 
content an individual can control is related to the 
business lines or products of the ineligible company. 



 
 
 
 

 
 

If the 
relationship is 
not relevant to 
the presentation 
Check Box 1 – 
Sign/upload with 
your application 



A relationship is Relevant but with an Eligible Company 
This is OK 

 
 
 

 

 

 

 
Ambulatory 

procedure centers 

 
Blood banks 

Diagnostic labs that 
do not sell 

proprietary products 

 
Electronic health 

records companies 

 
Government or 

military agencies 

 
Group medical 

practices 

 
Health law firms 

Health profession 
membership 
organizations 

Hospitals or 
healthcare delivery 

systems 

Infusion centers 
Insurance or 

managed care 
companies 

 
Nursing homes 

Pharmacies that do 
not manufacture 

proprietary 
compounds 

 
Publishing or 

education companies 

 
Rehabilitation centers 

Schools of medicine 
or health science 

universities software 
or game developers 



 
 
 
 

 
 

If the 
relationship 
is relevant 
BUT with an 
Eligible 
Company 
Check Box 2 
Sign/upload with 
your application 



If the 
relationship is 
relevant and 
with an 
ineligible 
company – 
Check Box 3 – 
Move on to 
Question 4 



Ineligible Companies 

Those whose primary business is producing, marketing, selling, re-selling, or distributing healthcare products 
used by or on patients 

 

 

 

Advertising, marketing, 
or communication firms 

whose clients are 
ineligible companies 

Bio-medical startups 
that have begun a 

governmental regulatory 
approval process 

Compounding 
pharmacies that 

manufacture proprietary 
compounds 

 
Device manufacturers or 

distributors 

 
Diagnostic labs that sell 

proprietary products 

Growers, distributors, 
manufacturers or sellers 

of medical foods and 
dietary supplements 

 
Manufacturers of 

health-related wearable 
products 

 
Pharmaceutical 
companies or 
distributors 

 
Pharmacy benefit 

managers 

 
Reagent manufacturers 

or sellers 



If Yes, this 
relationship 
CANNOT be 
mitigated. The 
individual cannot 
be part of the 

presentation will 
not receive credit. 

There are 3 
exceptions when 
credit is allowed. 

 
Is the speaker/planner/moderator 
an employee or owner of an 
Ineligible Company? 

planning. The 



Exceptions: 
 
 

1. When the content of the activity is not related to the business lines or 
products of their employer/company. 

2. When the content of the accredited activity is limited to basic science 
research, such as pre-clinical research and drug discovery, or the 
methodologies of research, and they do not make care 
recommendations. 

3. When they are participating as technicians to teach the safe and 
proper use of medical devices, and do not recommend whether or 
when a device is used. 



 

 

If the speaker is 
an employee or 
owner of an 
Ineligible 
Company 
and the 
relationship 
Cannot be 
mitigated: 

 
 
 
 
 
 
 
 
 
 
 

 

• You could also put the talk in a separate room, 
this would waive the 30-minute requirement. 

You may still have the talk, but we 
cannot award credit and you must 
make your learners aware before the 
activity begins. 

If this is during a conference, you also 
must put 30 minutes on either side of 
the talk to allow the learners to decide 
if they want to attend. 



 
Proceed to 
Mitigation 

 

5a for speakers 
5b for planners 

 

 
If the speaker/planner is 
NOT an employee or owner 
of an Ineligible Company? 

Steps: 



 

 

 

• Divest the financial relationship (if you see 
that a relationship ended, you can select 
this box and sign the form). 

• Peer review of content by the course 
director or planner without financial 
relationships. 

• Attest that the clinical recommendations 
are evidence-based and free of commercial 
bias. 

• If a planner, is recusal from controlling 
aspects of planning and content with which 
there is a financial relationship. 

Steps to take 



 

 

If the relationship cannot 

be mitigated - speaker 

did not complete their 

disclosure 

 
 
 
 
 
 
 
 
 
 
 

 

• You could also put the talk in a separate room, 
this would waive the 30-minute requirement. 

You may still have the talk, but we 
cannot award credit and you must 
make your learners aware before the 
activity begins. 

If this is during a conference, you also 
must put 30 minutes on either side of 
the talk to allow the learners to decide 
if they want to attend. 



Disclosing Financial Relationships to the Learners 
https://med.uvm.edu/cmie/grand-rounds/forms 

 

You can post it on the conference room door, give as a handout, show PowerPoint Slide before the 
activity begins or distribute this information by email if you have a list of everyone who could be in 

attendance. 

 
For regularly scheduled 
series (grand rounds, 

tumor boards), use the 
Monitoring Form/Slide 

 

 
For conferences, use 

the Conference 
Disclosure Page 

https://med.uvm.edu/cmie/grand-rounds/forms


When  to  list         
a relationship 
on a 
Monitoring 
Form or 
Disclosure 
Page 

• If a relationship is NOT relevant, it does not have to 
be listed. 

• If a relationship is relevant, but with an Eligible 
Company, it does not have to be listed. 

• If a relationship is relevant with an ineligible company 
but ended within the last 24 months, it must be 
listed. 

• If a relationship is relevant with an ineligible company 
and was mitigated, it must be listed. 

• If the relationship is relevant and could not be 
mitigated and you are still moving forward, it must be 
listed, and the learners must know that credit will 
not be awarded (and a break of 30 minutes on either 
side if it is a conference/or placed in a separate 
room). 

Please list the faculty’s name, ineligible company name, 
and what the relationship is. Do not use any company 
logos, product names, or messaging. 



 

Course Directors  
 
have the ability to review, edit or 
complete the application. 

 
They will have to log in to complete the 
Course Director Attestation Form. 



  
 

Activity 
Development: 

 
 
 
 

 

Two new tabs: 
Conference 
Income Sheet 
and the Course 
Director 
Attestation 



 
 
 
          The   Course  Director Must Ensure that Clinical Content is Valid 



Agenda: 
 
 
 

 
• Please enter Date, Start Time/End Time, Title of talk, Name of Speaker(s). 
• Make sure the speaker(s) are also listed in the leadership tab – to check disclosures. 

For Conferences: 
• Please enter each talk, including welcome/breaks/lunches (these have no credit). 
For RSSs: 

• Make sure the start date of your application matches this date. 

• You only need to enter your first session. 
• Make sure your monitoring form matches this information. 



Sensitive, New, or Evolving Topics: 
 
 
 
 
 

Will the 
agenda include 
any topics that 

might be 
considered 

sensitive, new, 
or evolving 

including but 
not limited to: 

• Embryonic stem cell research 
• Use of fetal tissue 
• Abortion 
• Medical aid in dying 
• Euthanasia 
• Transgender care 
• Clinical use of marijuana and 

cannabinoids 
• Psychedelic therapy 
• Ketamine therapy 
• Or other such topics 

 
Presentations must be 
submitted for review at 
least 30 days prior to 
presentation. The 
committee may seek 
input from local content 
experts as needed. 



 
 
 
 
 
 
 

Vermont’s Licensing or MATE Requirements 

For RSS, if you think you may offer during the year, 
please select it. It is difficult to add to activities once 
they have been created. 



 

 

• Receiving Grants (financial or in-kind) from an Ineligible Company requires a letter 
of agreement (LOA) to be in place before your activity takes place. This 
information also must be listed on your Monitoring Form or Disclosure Page. 

• If you have exhibitors* - you do not need a letter of agreement since this is 
considered marketing. 

• Please list the financial representative for your organization/department if it is not 
you. 

 
*All education must be separate from the exhibits (they cannot be in the same 
space). 

 
 
 

 

Budget and Financial Relationship Tab 



 
 

 
Conference Income Sheet 



Target Audience 
 
 
 
 

 

*Reminder again to please make sure your planning committee has a representative for 
each credit type you are applying for. 

 
 

Please check the type 
of credit(s) you are 

applying to UVM for*. 

 
If you are applying for 

MOC credit, please 
reach out for more 
information about 

learner assessments. 



 

 

• American Board of Anesthesiology (ABA) 
• American Board of Internal Medicine (ABIM) 
• American Board of Ophthalmology (ABO) 
• American Board of Otolayngology – Head and Neck Surgery (ABOHNS) 
• American Board of Pathology (ABPath) 
• American Board of Pediatrics (ABP) 
• American Board of Surgery (ABS) 

 

 

MOC Credit 



Where to 
Add MOC 
Credit: 

 



Competencies  
and Barriers 
(what will you 
measure) 

• Competence is knowing how to do something. 
• Performance is putting it into practice. 
• Patient Health (effects on a few). 
• Community/Population Health (effects on many). 

 
 
 
 
 
 
 

 



 

Competencies and 
Barriers (how will you 
measure) 

Please send your documented assessments to us within 60 days 
after the activity has ended. 

For RSS programs, we attach an overall evaluation survey for 
your programs (Follow-up survey Subjective change/Learner). 

This information can be used as Gap Documentation for future 
events. 

 
 
 
 

 



Supporting Documentation 
 



Gap Documentation 
 
 

 

 

 

Everyone is required to upload Gap Documentation to show there is a need for their activity. 

Types of documents that are accepted are: 
• A journal article 
• Research data 
• Quality reports 
• Direct observation report/Skills report 
• Your overall survey from a previous activity 

 
• RSS programs can use their overall evaluation survey report from the past year. 

 



 
Finalize your application

 
 

 

 
 
 
 
Once all your tabs are green, 
you can submit your 
application. 

 
If you duplicated your 
application from a previous 
year, please make sure you 
visited all the tabs/questions. 

 
Please allow 45 days for the 
review process. 



 

 
    Once your application is approved 

Go to your Dashboard and 
click on your activity in 
the Speaker/Coordinator 
Center: 



Manage Sessions 
 
 
 
 
 



Creating Sessions from Pre-Approved 
Template 

 
 
 
 
 



Title 
 

 
Code Number 

 
start/end date 

Location/Room 

Optional 

Description of session 

 
Objectives 

• Keep the activity title so it can be 
searched for: “Medical Grand 
Rounds FY2024 – Add Session Title” 

• Keep the existing code numbers and 
just add 02 (I will be creating your 
first session with 01), 03 for your 
third, and so on. If you cancel one or 
add a new session, it is OK if they 
are not in order. 

 
• Click on the drop-down arrow to 

select location/room. If it is not 
listed, contact CMIE and we can add 
it. 

• Objectives map over from the 
application, but you can update. 



Preview 
 
 
 
 
 
 
 
 
 
 
 
 

 



Edit Session 
 
 
 
 
 
 
 
 
 

 

If you need to 
update the title, 
date, time, or 
location. 



Manage Roles 
This is where you will add your 
speaker 

 

 

 
You can search by 
last name or by 
preferred email 

address. 



Manage Categories 
 

 
 

Make your sessions SEARCHABLE! 
• Select any credit type (Hospice, Prescribing 

Controlled Substances are always in 
demand) 

• Add departments/topics (we can always 
add if something is missing) 



Reporting (in a session) 
 

 

Status Report 
• See if your speaker 

has completed their 
disclosure 

Speaker 
• You can also click on 

their name to see the 
disclosure page 

CEU/CME Reports 
• Create a QR Code 

for your learners 

• Credit Report to see 
who claimed credit 



Cancel 
 
 
 
 
 
 
 
 

Make sure to select this if you are 
canceling your session. You cannot just 
change the title name to “Cancelled” 



Speaking Assignments (RSS) 
 

 

This is where you attest that you let the audience know about all financial 
relationships with ineligible companies (even the absence of relationships) - 
using the Monitoring Form or Conference Disclosure Page. 



  

Monitoring Attestation Form 
• You can click on this to 

answer and complete the 
attestation questions for 
each session 

• Once it is done, it will be 
marked “Completed” 

Upload Documents 
• This is where you must 

upload speaker mitigation 
forms if applicable. 

• If there was a mitigated 
disclosure, you must also 
upload the updated 
monitoring form with that 
information. 



Speaking  Assignments (Conference) 

Conference Attestation Form 
• You can click on this to answer 

and complete the attestation 
questions for each session 

• Once it is done, it will be marked 
“Completed” 

Upload 
• Final Income 
• Overall Conference Gap 

Documentation (Survey results 
conducted 1 month after the 
event, direct observation report, 
measured change in QI data, 
etc.). This must be done within 
60 days of the activity. 



Reporting (RSS/Conference and Enduring) 
 
 
 

 



Reporting  
Responses for the Form-Financial Disclosures 
• This will give you a list of all your speakers 

and their disclosure information. 
Status Report 
• This will show you if you are missing any 

Disclosure Attestations Forms. 
Overall Evaluation Responses 
• This will show you all responses from 

everyone who completed the overall 
survey. 

    Overall Evaluation Response Summary 
• This is the Summary Report you can print 

to use as Gap Documentation for your 
upcoming RSS application. 

Activity Awarded Credit Summary 
Email addresses for your attendees 



Contact CMIE 
802-656-2292 between the hours 

of 8:00 am and 4:15 pm 
Monday – Friday 

UVMCMIE@med.uvm.edu 

mailto:UVMCMIE@med.uvm.edu
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