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COORDINATOR RESPONSIBILITY

It is the responsibility of the program coordinator to:

· Submit to the CME committee a complete participant list including:

· their names and CARDUP and/or ARDMS registry numbers.

· The number of credits issued to each person. For ongoing programs this may be done monthly, quarterly or semi annually.

· Submit to the CME Committee for ongoing programs a list of speakers and their credentials, topics and the dates given. (monthly, quarterly and semi annually).

· Ensure evaluation forms are provided for the participants to complete at the conclusion of the CME activity.

The program coordinator is not required to submit the evaluation form to CSDMS. However, the CSDMS CME Committee reserves the right to request the evaluation form in the event questions arise about any activity approved for credit.

· Ensure each participant receives a CME Certificate within one month of the event. These certificates must contain the following information:

· Provider’s name

· Participant’s name

· Program Title

· Number of CME credits awarded

· Date(s) of attendance

· CSDMS CME file number

· Signature of the program coordinator

It is the responsibility of each attendant to submit their CME certificate to CARDUP and keep on file for the ARDMS.

· Maintain all records of attendance and number of credits granted for three (3) years.

· Refer to the CSDMS CME file number on all correspondence.

· Submit a new application for ongoing programs each year. To ensure continuous coverage this should be done before the current CME file expires.

CME NUMBERS ARE VALID FOR A PERIOD OF ONE YEAR-PLEASE DO NOT ISSUE CERTIFICATES WITH A CME NUMBER THAT HAS EXPIRED.
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