CME Activity Pre-Planning Sheet
Urgent Care Association

ALIGNMENT
Planning begins with understanding; understanding how CME is defined, what our mission is, and the expected results of any CME activity in our program. Review our program. 

UCA proudly offers to jointly provide CME activities with other organizations as their accrediting body, if program expectations and requirements are met.
EDUCATIONAL ASPECTS
Next, consider all aspects of continuing medical educational needs.
1. What is the gap you are seeing? What isn’t happening that should be? Is it knowledge, performance, or competence?
2. How did you learn about this gap? Committee/Focus Panel Discussion, Needs Assessment Survey, Observation, Data, and/or Analysis, Peer Reviewed Literature, Previous Related Evaluation Summary, Research Findings?
3. What education is needed to address the gap? Is it new knowledge, new skills, new approach, etc.?
4. What actually will change because of the education provided? Will learners know more, be able to make better decisions, perform skills better, etc.?
5. How will you know if the learner actually learned what they needed to know?
6. What is the best way to deliver this type of information? Why?
7. What activity format does this match? Activity format details can be found on ACCME.
LOGISTICS
1. What is the name of the activity?
2. How would you describe this activity to a learner?
3. When will the activity be? Date, time, location including zip code
4. How long will the learner be learning? This will account for the CME credit amount.
PLANNERS
UCA policy states that no planners, reviewers, or editors may have a financial relationship with ineligible companies.
1. Who is the main contact for planning?
2. Who else will be involved in the planning of this activity?
3. Has everyone filled out a disclosure form?
SUBMIT
Submit the formal CME activity plan.



