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Guide for Completing Activity Applications in CloudCME
Instructions: With the planning committee, use this template to work through the application.  Remember to have representation of all professions on your planning committee who will be receiving credit for attending your activity.  The information you include here will appear on the portal, so please ensure its accuracy, especially when it comes to meeting locations, dates, and times.
NOTE: Please review CE Planners Guide for specific guidance and examples!
	Basic Information

	Activity Name
	Name of Activity –- (Location, if applicable using entity abbreviation) YEAR  
EXAMPLE:  Primary Care Conference – PAR - 2026
EXAMPLE:  16th Annual Pulmonary Conference – PAH - 2025 
EXAMPLE: Breast Tumor Board – PAR - 2026


	Type of Accreditation Select all that apply:

	AAPA (Physician Associate – PA)
ACCME (physician)
ACPE (pharmacist)
ANCC (Nurse)
ASWB (Social work)
BOC (Athletic Trainer)
CDR CPEU(Dietitian)
CRCE (Respiratory Therapsist)
Other
Non-Accredited
Joint Accredited ** Always check, even if it is single profession


	Was this activity planned by the healthcare team, for the healthcare team?

	YES if two or more professions are involved in the planning and implementation
NO if it is single profession (but Joint Accredited is always checked)

NOTE: If interprofessional, the activity must contain content applicable to all learners.

	Type
(Drop down list)

	Directly Provided – if Piedmont
Jointly Provided – if non-Piedmont

· Course (any live activity)
· Regularly Scheduled Series (RSS) - A live educational activity planned as a series with multiple, ongoing sessions that occur on a regular basis (such as weekly, monthly), are primarily planned by and presented to the accredited organization’s professional staff and generally target the same audience throughout the series.  Examples include Grand Rounds, Tumor Boards, Morbidity and Mortality (M&M) Conferences, and Case Conferences.  
· Non-accredited - educational activities such as vendor or industry presentations that are not eligible for CME credit but still need to be documented for departmental or reaccreditation purposes.

	Delivery Method
(check appropriate, can check both)

	In-person
Livestreamed

	ANCC Activity Type

	Select appropriate

	AAPA  Activity Formats

	Live (and RSS if applicable)

	AMA Activity Format

	Live Activity

	Synopsis (300 character max)

	Brief description of the activity (a “teaser” for the CloudCME portal listing)

	Activity Description (detailed course page and marketing materials)
	More detailed description of the activity:
· Who it targets
· What it covers
· Why it is important
· What the expected outcomes are


	Type of Credit Requested
	Check applicable categories for your activity/series.

· AAPA (physician associate)
· AMA PRA Category 1 CreditsTM   (physician)
· ANCC (nursing)
· ASWB CE Credit (social work) 
· BOC (athletic trainer)
· CDR CPEU (dietitian)
· CPE (pharmacy)
· IPCE Credit (interprofessional)
· Non-Accredited

NOTE: Always check Non-Physician Attendance (if applying for AMA PRA credit) or General Attendance for other credits.  If individuals who attend are not eligible for credits or the activity is not approved for the credit type applicable to their profession, they will still receive documentation of their attendance.


	Number of credits

	· Total number requested 
· Any activity greater than one hour requires an agenda
· Be sure to subtract breaks and other non-educational times
· A draft agenda is acceptable and should be uploaded


	Number of participants

	Estimated number

	MOC credit
	Due to the additional complexity and board-specific requirements associated with MOC, we are only able to review and approve MOC Credit requests that include a fully developed implementation plan. 

Request guidelines or visit Accreditation Council for Continuing Medical Education - ACCME and search for CME for MOC Program Guide.


	Location & Dates/Times of Activity


	· Location – if not on list, select other and type in the location
· Remember to include the city
· Dates – unless it is a multiple day activity, the start date and end date are the SAME, for courses AND RSSs!

RSS Details
· Series type – choose most appropriate for your activity
· RSS Frequency – select the appropriate (weekly or monthly)
· How will this recur – indicate the recurrence pattern 
· If the activity meets twice a month, indicate this under Other Frequency and note the pattern (e.g. 2nd and 4th Wednesday)

	Target Audience
	Check appropriate.
NOTE: This information will appear on the portal.


	Planners & Faculty
	IMPORTANT:  Owners or employees of Ineligible Companies CANNOT be a speaker at an accredited CE session nor involved in the planning process.

Your planning committee must be representative of your target audience.

NOTE:  Activities for “APPs” require representation of both PAs and APRNs on the planning committee.

You will need the email addresses for the planners and faculty
(they will auto-populate if they are in the system)

Please note – use extra caution when entering in the email addresses for planners and faculty!!  Be sure you are using the correct one and that it is typed accurately, otherwise there are issues with individuals not receiving disclosure requests and this will delay your review and approval.


	Gap Analysis (Professional Performance Gap) 100 words max
	The practice gap is the difference between what is currently happening in practice and the desired practice or opportunity for improvement.



	Educational Need – Knowledge – 50 words max
	What the target audience does not know. See Planner’s Guide for examples.  

	Educational Need – 
Skill/Strategy – 50 words max
	What the target audience does not know how to do. See Planner’s Guide for examples.  


	Educational Need - 
Performance – 50 words max
	Target audience is unable to show or do in actual practice. See Planner’s Guide for examples.  

	Explain what this activity was designed to change in terms of the healthcare team’s skills/strategy or performance, or patient outcomes (100 words max)
	Think in terms of the learners’ skills/strategy or performance of the healthcare team or patient outcomes.  See Planner’s Guide for examples.  
 

	Explain how you ensured the activity was planned using a process reflective of the target audience for the activity (50 words max)

	See Planners Guide for Examples.

	Explain how the activity promotes active learning for the healthcare team that is consistence with the activities desired results (50 words max)
	See Planners Guide for Examples.


	Will you be providing non-educational intervention(s) with this activity?
	Yes/No
If yes, briefly describe.  Common examples include patient reminders, reminders sent to learners, pocket guides, badge buddies, screening tools, on-line resources and apps, bibliographies for further reading, checklists and job aids.   You may also upload examples!!  (Extra points!)


	Needs Assessment

Choose those that are relevant to the activity.

If you have documentation, you upload it to the system.
	· Evidence-based, peer-reviewed literature
· Outcomes data that supports team-based education
· Quality care data
· Issues identified by colleagues
· Problematic/uncommon cases
· Ongoing consensus of diagnosis made by physician on staff
· Advice from authorities of the field or societies
· Formal or informal survey results of target audience, faculty or staff
· Discussions in departmental meetings
· Government sources or consensus reports
· Board examinations and/or re-certifications requirements
· New technology, methods or diagnosis/treatment
· Legislative, regulatory, or organizational changes impacting patient care
· Joint Commission Patient Safety Goal/Competency
· Current research
· Database analyses (utilization, practice management, medication Rx, etc.)
· Department Chair/ leadership
· Department/specialty case reviews that highlight potential problems
· Departmental quality metrics
· Evaluation results from previous activities
· Focus group/ discussion
· National guidelines (NIH, CDC, AHRQ, etc.)
· Needs assessment survey
· Other
· Peer-reviewed literature
· Planning/Advisory Committee members
· Publicly reported performance data
· QA/QI data or dashboards
· Regulatory requirements (Joint Commission, DNV, MOC, etc.)
· Request from relevant healthcare professionals
· Requested by institution(s) or health care professional group(s)
· Specialty society guidelines


	Barriers

Complete this section as indicated.  Choose those applicable to your group of learners.  
	Provider Barriers
· Clinical Knowledge/Skill/Expertise
· Recall/Confidence/Clinical Inertia
· Peer Influence
· Motivation
· Cultural Competence
· Fear/Legal Concerns
Team Barriers
· Roles and Responsibilities
· Shared Values and Trust
· Communication
· Team Structure
· Competence
· Consensus
Patient Barriers
· Patient Characteristics
· Patient Adherence
System/Organization Barriers
· Work Overload
· Practice Process
· Referral Process
· Cost/Funding
· Insurance Reimbursement
· Culture of Safety
Other Barriers
· Lack of Opportunity
· Not Enough Time


	Please explain how the identified barriers will be addressed?
	Please list/describe the strategies that will be employed.  For each barrier identified, provide at least one idea that will be used.  

NOTE: It is unlikely that there are NO barriers since your professional performance gap has identified issues.

	Joint Accredited Objectives
	Use active verbs like: assemble, construct, create, design, develop, formulate or propose; appraise, assess, evaluate, compare, contrast, differentiate, examine, choose, demonstrate, classify, describe, explain, identify, select, define, list, name, order, recall or state.

See Planners Guide for Examples.


	JA Outcomes

Must include at least one IN ADDITION TO learner knowledge.

Select appropriate outcomes based on the type of activity.

If you select OBECTIVE, you should have documentation for this (tests, etc.)
	Learner/Team Competence (Learner/Team shows how to do)
· Objective measurement (e.g., observed, tested)
· Subjective measurement (e.g., self-reported)
Learner/Team Performance (Learner/Team demonstrates in practice)
· Objective measurement (e.g., observed, tested)
· Subjective measurement (e.g., self-reported)
Patient Health (Effects of what learner/team has done for a few)
· Objective measurement (e.g., observed, tested)
· Subjective measurement (e.g., self-reported)
Community/Population Health (Effects of what learner/team has done for many)
· Objective measurement (e.g., observed, tested)
· Subjective measurement (e.g., self-reported)
Learner Knowledge will also be measured for this activity
· Objective measurement (e.g., observed, tested)
· Subjective measurement (e.g., self-reported)
Outcomes (required for NARS)
· Designed to change Competency
· Designed to change Performance
· Designed to change Patient Outcomes
· Changes in Competence evaluated
· Changes in Performance evaluated
· Changes in Patient Outcomes evaluated

Nursing Quality Outcome Measures
· Professional Practice Behaviors
· Leadership skills
· Critical Thinking Skills
· Nurse Competence
· High quality care based on best available evidence
· Improvement in nursing practice
· Improvement in patient outcomes
· Improvement in nursing care delivery

AMA PRA Skills and Procedures
· Verification of attendance
· Verification of satisfactory completion of course objectives
· Verification of proctor readiness
· Verification of physician competence to perform the procedure


	Competencies

Must be completed for all activities including those not accredited for physician credit.
	Please select only the core competencies that most closely reflect the educational agenda of your activity.

ACGME/ABMS
· Patient Care or Procedural Skills
· Medical Knowledge
· Practice-Based Learning and Improvement
· Interpersonal & Communication Skills
· Professionalism
· System-Based Practice
Institute of Medicine
· Provide Patient-Centered Care
· Work in Interdisciplinary Teams
· Employ Evidence-Based Practice
· Apply Quality Improvement
· Utilize Informatics
Interprofessional Education Collaborative
· Values/Ethics
· Roles / Responsibilities
· Communication
· Teams & Teamwork
Other Competencies
· Other competencies addressed

	Commercial Support
Is this activity receiving monetary or in-kind support?

	NO 



TIP:  Make note of your Activity ID – it makes it easier to search on when you come back to edit the document later.
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