
DUKE CONTINUING EDUCATION PLANNING MONTHLY SERIES 2024

Ins and Outs of Regularly Schedule Series & Running Reports



Attendance

Text SAVNES to 919.213.8033 
& send (active for 24h only)

• Learner Expectations to Assure Attendance is 
Documented:

– Duke CE Profile must be activated & 
confirmed with your mobile number to use 
Text Attendance SMS 



This monthly RSS occurs the 3rd Monday every month from 12pm-1pm.  It will provide education planners knowledge & 
skills to coordinate high-quality credited education offerings. 
The series will include accreditation requirements as well as topics & techniques to maximize education offerings. 

https://duke.zoom.us/j/96479810179

Meeting ID: 964 7981 0179

In support of improving patient care, the Duke University Health System Department of Clinical Education and Professional Development is accredited 

by the American Nurses Credentialing Center (ANCC), the Accreditation Council for Pharmacy Education (ACPE), and the Accreditation Council for 

Continuing Medical Education (ACCME), to provide

continuing education for the health care team. 

Duke Health Clinical Education and Professional Development is accredited by the International Association for Continuing Education and Training 

(IACET), and is authorized to issue IACET CEU, and authorized by IACET to offer

0.1 CEUs for this program.

Obtaining Credit:

Participants MUST have an active OneLink & Duke CE Ethos Account PRIOR to the activity to 
attend & claim education credits. 

Verify your account has accurate email and phone number to assure you receive credit.

Register OneLink Account (Non-Duke Learners)

1. Go to Duke Continuing Education

(https://ja.dh.duke.edu/)

2. Click Log In in the upper right-hand corner

3. Click OneLink help

4. Click Register

Verify Email:

5. Go to the email account you used to create your 

OneLink account

6. Open email from Duke OneLink & Click the link in 

the email to continue 

7. Create username, password, security question

8. Confirm account & click Register with this account

Activate OneLink Account & CE Profile (All 

Learners)

1. Go to Duke Continuing Education

(https://ja.dh.duke.edu/)

2. Click Log In in the upper right-hand corner 

3. Click Log In with OneLink & use the username 

& password you created

4. Click My Account in the upper right-hand corner

5. Click Edit & complete all 3 Tabs: Account, 

Profile, & Mobile 6.Enter your date of birth

6. Click Save at the bottom of the page

*If you do not have a BOARD NAME or 

DIPLOMATE NUMBER, please skip

Enter/Confirm Mobile Number

1. Go to Duke Continuing Education (https://ja.dh.duke.edu/)

2. Click My Account

3. Click Edit

4. Click Mobile tab

5. Enter/verify your mobile number in the box under Phone Number.  Do not include spaces or special characters  

6. Click Confirm Number

7. You will receive a 4-digit confirmation code via text.  Enter that code in the box under Confirmation Code

8. Click Confirm Number
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The Mission of The Continuing Education Department is to act as consultants in the Development, 
Propagation, and Implementation of Educational Programming for the Duke University Health System and its 
esteemed affiliates. We ensure that all Education is rooted in evidence-based practice, Health System Data, 

and equitably benefits/impacts all members of the Health Care Team.

Mission Statement



ACCME Standards

Join future Duke Continuing 
Education Credit Planning 

Monthly Series to learn more 
about the ACCME Standards



Approval Expectations

Maintaining Standards & Expectations

ACCME Standards

Content Validation and 
Review/Educational Materials

• Recommendations must be based on evidence 
• HIPPA & copyright compliant

Safeguards against Commercial 
Bias 

• Content, activities & materials must not be promoted by a commercial interest
• Financial relationships of the planning committee & presenters will be disclosed to learners prior to the 

activity
• Planning committee & presenters must complete a disclosure prior to the activity and ineligible 

relationships 'resolved' prior to the activity
• Vendor Policies –Duke and ACCME

Grants & Funding/Commercial 
Support

• Must be reviewed by this office

Promotional Support
• Advertising Requirements for CE Activities
• Promotional support must be shared with this office

Measurements of Effectiveness • Participants must receive an evaluation

https://ja.dh.duke.edu/sites/default/files/ACCME%20Standards%202021.pdf
https://ja.dh.duke.edu/sites/default/files/Advertising%20Requirements%20for%20Continuing%20Education%20%28CE%29%20Activities_1.pdf
https://ja.dh.duke.edu/sites/default/files/Advertising%20Requirements%20for%20Continuing%20Education%20%28CE%29%20Activities_1.pdf
https://ja.dh.duke.edu/sites/default/files/Duke%20Grant%20Agreement.pdf


OBJECTIVES

• Defining an RSS
• Discuss approval expectations
• Discuss disclosures requirements
• Describe educational grant information
• Demonstrate running course and group reports
• Discuss Marketing material requirements
• Explain requirements to maintain your approval
• Discuss MOC RSS requirements



Regular Scheduled Series & Grand Rounds

What is an RSS?

• Regularly Scheduled 
Series/Grand Rounds

• Series of multiple, ongoing 
sessions, primarily planned by & 
presented to the organization’s 
professional staff

• Topics vary each offering



Applications

• RSS/Grand Rounds are approved for by the 
calendar year (January thru December)

• Submit all RSS & Grand Rounds Applications for 
upcoming calendar year by November 1st.

• Include finalized dates & times of sessions for at 
least the first 6 months of the year – or entire 
year if known.    



Cloning an application



Disclosures

• All planning members & presenters must Complete 
the Duke Continuing Education Disclosure form.

• Applications will not be approved until disclosures 
are complete.

• View completed disclosures on the CE Disclosure 
Dashboard.

• We understand speakers for RSS’s often change; 

once a speaker is selected, they need to complete a 

disclosure form and the CE office must be notified if 

there is any financial relationship(s) prior to the 

presentation.

https://urldefense.com/v3/__https:/app.smartsheet.com/b/form/a1fd185480834259964284c19b682243__;!!OToaGQ!6IxYKLOhtjf8LWYLypYaHNvu-vZOkjJgwg7b4t2jTAUz2_8Vx_AMJPGJmSineXmyxjKQRHU$
https://app.smartsheet.com/b/publish?EQBCT=e9463b9079cd4f569bcc7f3630e5b548


Grants

• If your event involves educational grant funding, please submit a copy 
(without redaction) to our office as soon as possible.

• Educational Grant Agreements: Signed and Co-Signed by Duke CE. 

• You may not provide educational grant information on marketing materials / 
syllabus unless the Duke CE Office has a fully executed copy of the agreement.



Marketing materials

• Send to CE Office for approval 

before distributing

• Examples: Brochures, “save-

the-date” flyers, website 

announcements

• Marketing must be  approved 

and contain the correct 

accreditation statement(s), 

logo(s), and Credit Amount





Once application is 
approved, associate 
will receive approval 
letter along with 
designation letter 



Designation letter 



Before Each Session

• Email speaker updates and topics to: Duke Continuing 
Education Department – CEPD-JAC@dm.duke.edu

• Check that disclosures are current on the CE Disclosure 
Dashboard – without current disclosures, no credit will be 
awarded

• If Mitigation is needed, the Duke CE Office will provide 
steps to the associate to relay to the presenters

• Any other changes (adding speakers, changing dates, etc.) 
should also be sent to us 

mailto:CEPD-JAC@dm.duke.edu
https://app.smartsheet.com/b/publish?EQBCT=e9463b9079cd4f569bcc7f3630e5b548


More information

• Please make sure that learners know the Duke 
Continuing Education website address of 
https://ja.dh.duke.edu/ to be able to log in to 
their account

• Duke users can login with their Net ID & 
password

• Non-Duke Attendees must Register A Duke 
OneLink Account & Activate Duke CE Profile

• Please ensure that learners know the Duke CE 
text phone number (919) 213-8033 and SMS 
Text Code for each session

• SMS Text Codes are good for 24 hours 

https://ja.dh.duke.edu/
https://ja.dh.duke.edu/sites/default/files/Register%20Duke%20OneLink%20Account%20%26%20Activate%20CE%20Profile.pdf


Maintaining MOC for Regularly Scheduled Series

• If your course includes MOC, have your learners 
make sure their CE Ethos profiles are complete and 
updated to include their diplomate and birthdates  

• Without this information, MOC credits will not 
transfer over to their boards correctly

• RSS/Grand Rounds: One Peer Review Form (for each 
specialty) may be submitted for the entire 
RSS/Grand Rounds (including all dates for the series)

• 1)Onsite Moderators Report, 2)MOC Documentation 
Form and 3)Attendance Roster: must be completed 
& submitted for each weekly session within 30 days



MOC profile example

Remember to 
SAVE any 
changes made!



What does the course/group report include?
• Course Name 
• User ID
• Username 
• E-mail
• First Name, Last Name of Attendee
• Status of completion ( Post-Activity 

Evaluation, Quiz, or Complete)
• Date started 
• Date Completed 
• Credits 
• Credit Type 



Post Activity Evaluation - Report

These reports are given based 
on request for Live and 
Enduring Courses Only. 

• Summary of Post Evaluation 
results 

• Statistics of evaluations ( using 
pie chart and graphs in analysis 
of evaluations)



Individual Transcripts

Name of activity
Format
Number of credits
Type of Credit
Designations
Event Date
Date completed 
Downloadable Certificate
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Questions/Comments


