
CE Faculty Checklist
Completed CE Faculty Activity Planning Form

Completed Honorarium Form

Completed ACPE Financial Relationship Disclosure

Submitted CV

Submitted Brief Biography

Submitted Handouts, Slides, Article, or Additional Learning Materials
for Review.

Submitted Final Handouts, Slides,  Article, or Additional Learning
Materials (after review)

Ensure learning objectives are written from the viewpoint of the learner

Publication Requirements: 

Journal article text should be written in Open Sans 12pt. and
titles/subtitles in Garamond 12pt. All text single-spaced. 

Charts/graphs and images MUST be submitted as separate documents.
All images must be saved as a Tiff (preferably) or a PNG at 300dpi (hi-
resolution) in greyscale. All images must be saved as the article title
followed by a coordinating article description (i.e. Table 1) as identified
in the Journal.

Ensure you have read all of the guidance materials in the CE Faculty
Packet. This will ensure you meet ACPE guidelines and have an effective
CE program.

Winter: January 5
Spring: March 5
Summer: June 5
Fall: September 5

Journal Submission Deadlines:



 

 

 
 
Welcome 
Thank you for agreeing to provide or review a continuing education program for the Kentucky Pharmacy Education  
and Research Foundation (KPERF). Your participation is an important contribution to the pharmacy profession 
and an exceptional means to share your expertise with peers, colleagues, and other health care professionals. 
This handbook provides important instructions on how to prepare for accredited programs provided by KPERF. The 
mission of KPERF is to provide educational interventions that are used to continuously improve the healthcare provided 
for the citizens of the Commonwealth of Kentucky. 
 

Disclosing Financial Relationships 
Most accredited programs promote education that is independent and free from commercial bias or promotion. Speakers 
must complete the Conflict of Interest Disclosure that is sent prior to the activity. The purpose of the disclosure is to 
identify any financial relationship relevant to your presentation or article. 

If the disclosure is not completed or submitted on time, you may be disqualified from speaking or the 
presentation may be ineligible for credit. 

When a relevant financial relationship is identified, the KPERF Advisory Council reviews the information and determines 
whether the relationship can be resolved. In this instance, you may be contacted to provide more information. Your 
presentation content must meet all accreditation requirements before delivery. 
 

Applying Standards of Practice 
Continuing education activities must meet the following accreditation standards. Individuals unable to comply with these 
standards are not eligible to participate. Contact KPERF staff if you have any questions. 

 Payments: Speakers must not accept any payments or reimbursements from any commercial interest in relation 
to the CPE activity. 

 Content Validation: When applicable, recommendations must be based on evidence that is accepted within the 
health care profession as adequate justification for their indication and contraindications in the care or treatment 
of patients. Scientific research referred to, reported or used in support or justification of a patient care 
recommendation must conform to the generally accepted standards of experimental design, data collection and 
analysis. 

 Safeguards Against Bias: Presentations and articles must give a balanced view of therapeutic options. Use of 
generic drug names is preferred rather than using trade names. If an educational material or content includes 
trade names, then it must accompany the respective generic name and include all available trade names of 
products or medications. 

 Educational Materials: Educational materials (e.g., slides, abstracts, handouts) cannot contain any advertising, 
logos, or product-group messages. 

 

Creating a Learning Environment 
Using Active Learning Techniques 
Speakers are required to incorporate active learning strategies to engage the audience. The table below provides general 
considerations as you prepare your presentation. 
 
Activity Type Sample Learning Strategy 
Knowledge-based Self-assessment questions: multiple choice, true/false, etc. 
Application-based Interactive patient cases

Certificate Program                                   Combination of both knowledge-based and application-based assessments 
 
 
 
 
 

Speaker/Author 

Guidance Handbook 
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Suggested Learning Objective Action Verbs

Recall Understand Utilization Analyze Synthesis Judgment

Define Compose Apply Breakdown Arrange Appraise 
Identify Compile Calculate Categorize Construct Choose 
List Discuss Demonstrate Debate Design Conclude 
Label Describe Choose Compare Create Compare & Contrast 
Name Explain Employ Determine Develop Evaluate 
Recall Express Perform Diagram Extend Justify 
Recite Provide examples Solve Distinguish Formulate Select 
State Paraphrase Use Outline Prepare Support 

Obtaining Copyright Permissions 
Speakers and authors are responsible for obtaining copyright permission for previously published materials, including 
cartoons, used in their presentations or articles. 
Once you receive written permission from the copyright holder, a credit line should be included in your material each time 
copyrighted material is used. 
Example: “From Smith et al, NEJM, 14:142, 2001, used with permission of Massachusetts Medical Society.” 

Creating Self-Assessments or Tests 
Speakers are encouraged to incorporate learning assessments into their presentation. Learning assessments involve feedback 
to the learners on how well they answered questions or completed an exercise such as a patient case study. 

Self-assessment for pharmacy (ACPE) accredited presentations is required. Speakers are required to include 
either a self-assessment question or use a patient case to assess learner understanding for each listed 

objective. 

Activity Type Sample Learning Assessment

Knowledge-based 
Quantify audience response through active verbal participation, using an interactive audience response 
system or other methods. Provide justification for correct and incorrect answers 

Application-based 

/ŜǊǘƛŦƛŎŀǘŜ tǊƻƎǊŀƳǎ

Must include case studies structured to apply the principles learned based on the learning objectives; 
quantify audience response through active verbal participation with justification for  correct/incorrect 
answers. 
Quantify assessment of knowledge through assessment of didactic knowledge and 
observation of instructional based skill.  Feedback for each learning strategy is needed. 

Writing Effective Questions 
Questions are typically written in multiple choice, yes/no, or true/false format and are simple, clear and relate to a 
measurable objective. Multiple questions per objective can be used; however, overlap from other questions or 
answers is discouraged. 
Two guidelines should be kept in mind when creating your questions: 

 Do not ask questions that you don’t want answered in public.

 Do not ask questions that might appear to jeopardize or compromise the speaker, audience, or the organization
sponsoring the activity.
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Writing Learning Objectives
Learning objectives are necessary to offer education credit. Based on the activity type (knowledge-, application-, or 
certificate-based), appropriate learning objectives are designed that use measurable action verbs and are free of 
abbreviations or acronyms. Avoid these verbs: understand, learn, know, appreciate, believe, value, apply scientific 
knowledge to, or develop knowledge, when writing your objectives. Learning objectives typically describe what the 
speaker or author wants the learner to be able to do upon completion of the activity. If the activity is geared toward both 
pharmacists and pharmacy technicians, be sure to identify which objectives relate to which learner type, and ensure that the 
objectives are relevant.  



Include: Avoid:

complete, clear, concise, unambiguous questions too much text 
one answer that is clearly the best negatives, especially double negatives (not, least) 
questions that addresses one specific piece of knowledge abbreviations, slang or technical jargon 
consistent terminology as used within content using trade names for drugs 
all information required to answer the question without 
extraneous, ambiguous, or distracting information 

unnecessary modifiers (always, rarely, sometimes, 
often) and pronouns (it, they) 

incorrect answers that would appear plausible to a test-taker with 
borderline knowledge 

trick or opinion-based or controversial questions 

response options that are equivalent in length, style, and structure extraneous or unnecessary information 

Providing Feedback for Test Questions or Self-Assessments
Speakers need to explain both correct and incorrect responses for complete participant understanding. 

Preparing Your Presentation 
Presentation slides are used to augment your presentation.  Consider the following when designing your slides: 

 Match the title slide to the presentation title listed in the program.
o Include the target audience (pharmacists and/or pharmacy technicians)

 Add a Disclosure slide to announce any relevant financial relationships. This slide is needed even if you have
nothing to disclose.

 Add a Learning Objectives slide at the beginning to highlight the purpose of your presentation.
o If the presentation is geared toward both pharmacists and pharmacy technicians, identify which objectives

apply to which group.
 Expand on key points/bullets to focus on important learning points.
 Use tables, figures or graphs rather than words when possible.

 Each slide should be easy to read. Consider the following general rules:
o Use 6 lines of text or less per slide.
o Select a font size large enough to be seen at the back of a large room.
o Avoid text and background colors with low contrast capability.

 When using  images, remember to block  out:
o Product names including names of medications. Remove the image if it is not possible to block out the

product name.
o Patient information (i.e., ID, names, date of birth).
o Company name on screen images, x-rays, ultrasound images, or part of a database display.

 Use spellcheck on all slides

Adding a Disclosure Slide 
In addition to returning a signed disclosure, speakers are required to verbally disclose any relevant financial relationships 
(including off-label or investigational uses) to participants before each presentation. To comply with this requirement, you 
must include a disclosure slide in your presentation. 

Compliance with Copyright Requirements and Accreditation Standards
 We may adjust your slides to comply with copyright or HIPAA requirements. Materials used without copyright

permission are removed from the presentation.
 Slides are reviewed for commercial bias. KPERF staff may contact you about modifying the slide.
 Our staff deletes slides that show enough of journal article that participants would not need to purchase it.

• A snapshot of the first page of a published article would be OK; however, a table from an article would be
removed (unless copyright approval is received).

 Photographs that show individual faces, or other identifying information, will have these blocked out unless you
inform KPERF that you have the individual’s permission to use the photo.
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Framework for CPE Activity Types and Learning Objectives, July 2017 

Framework for CPE Activity Types and Learning Objectives 

Relative to taxonomies of learning, ACPE CPE activity types fall along a continuum of learning, 
starting at Knowledge, moving through Application, and ending with Practice. Learning across this 
continuum will generally progress from being more cognitive, theoretical and shallow with 
Knowledge-based activities to becoming more practical, applied and deep with Application- and 
Practice-based activities, including additional elements from psychomotor and affective domains 
that emphasize the systematic application of content, skills and attitudes to real-life practice. 

Suggested Verbs for CPE Activities by Domain 

ring: Define, list, name, order, 
uce, stat 

Recall of previously learned material 

Ability to explain ideas/concepts 

Use of learned information in a new way 

Breakdown into component parts 

Creating: Assemble, compose, construct, create, 
design, develop, formulate, generate, invent, 
manage, organize, plan, propose, revise, set up

Evaluating: Appraise, argue, assess, conclude, 
criticize, decide, defend, evaluate, justify, 
predict, rate, recommend, support, value

Analyzing: Analyze, calculate, compare, contrast, 
differentiate, discriminate, distinguish, examine, 
interpret, investigate, research, test

Applying: Apply, demonstrate, employ, illustrate, 
operate, produce, schedule, show, solve, use

Understanding: Classify, describe, discuss, 
explain, express, identify, locate, outline, 
recognize, report, restate, review, summarize

Remembering: Define, label, list, match, name, 
recall, record, repeat, select, state

Bloom’s 
Taxonomy1 

1Anderson, L.W., David R. Krathwol, D.R., et al. (2001). A Taxonomy for Learning, Teaching, and 
Assessing: A Revision of Bloom’s Taxonomy of Educational Objectives. Boston, MA: Allyn and Bacon.

Practice 

Application 

Knowledge 

ACPE 
Classification 



Kentucky Pharmacy Education &
Research Foundation

CE Faculty Activity Planning Form

Faculty Name:

Activity Name:

Format of Activity: Journal Article/ Home study Live Presentation

Date/Time of Activity (if applicable):

Audience: Pharmacists Technicians Other (Please list)

Length of Activity in Minutes:

Gap Analysis:

Live Webinar

Type of Learning Activity: Knowledge Application Certificate

Topic Category:
Drug/Disease Mangement

Patient Safety Law General Pharmacy
HIV/AIDS Immunization

Compounding

Pain Management Other topic related to the practice of pharmacy

Active Learning Techniques:
☐ Pre- and post- test with feedback on correct/incorrect answers provided
☐ Participant small group discussion, think-pair-share, or similar strategies
☐ Participants solve case or demonstrate skills (for application-based sessions, only). Provide details of how
you will do this
☐ Audience polling response system. (Pose questions at baseline without feedback & again after presenting
content, providing feedback on correct/incorrect answers. Track results and record improvement noted).
Include the answer key and rationale for correct/incorrect answers in the Notes section of your PowerPoint.
☐ Other (provide details on separate page)
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Pharmacist Learning Objectives: Use
additional Space as needed.

Fa
cu

lty
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e:
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Technician  Learning Objectives: Use
additional Space as needed.

Fa
cu

lty
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e:
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Kentucky Pharmacy Education &
Research Foundation
CE Faculty Honorarium Form

Faculty Name:

Credentials:

Job Title:

Employer/Organization:

Address (street, city, state, zip):

Email:
Cell Phone:

Alternate email:
Alternate phone:

Please submit the following with packet:

Copy of  CV
Brief Biography
Disclosure Form

Activity Name:

Choose one of the following:

CE Submitted to Reviewer
CE Approved

KPERF STAFF USE:

CE Presented of Published
Honorarium or Contribution Distributed

$250/hr of CE Honorarium
$250 Tax Deductible Contribution to KPERF

CE Faculty signature:

Date:
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Adapted with permission from the Accreditation Council for Continuing Medical Education (ACCME®) 

Form for Collecting Information about All Financial Relationships 
from Planners, Faculty, and Others

Name of Individual: 
_______________________
Title of CE Activity: 
_______________________
Date and location of CE Activity: 
_______________________

Individual’s prospective role in CE Activity
(select all that apply)

☐ Planner 
☐ Faculty, Speaker, Instructor 
☐ Author, Writer 
☐ Reviewer 
☐ Other _____________________________

Please disclose all financial relationships that you have had in the past 24 months with ineligible companies (see 
definition below).  For each financial relationship, enter the name of the ineligible company and the nature of the 
financial relationship(s). There is no minimum financial threshold; please disclose ALL financial relationships, 
regardless of the amount, with ineligible companies. You should disclose all financial relationships regardless of the 
potential relevance of each relationship to the education. 
The Standards for Integrity and Independence require that individuals who refuse to provide this information be
disqualified from involvement in the planning and implementation of accredited continuing education. Thank you for 
your diligence and assistance.

Name of Ineligible Company 

An ineligible company is any entity 
whose primary business is 
producing, marketing, selling, re-
selling, or distributing healthcare 
products used by or on patients.  

Nature of Financial Relationship

Examples of financial relationships include 
employee, researcher, consultant, advisor, speaker, 
independent contractor (including contracted 
research), royalties or patent beneficiary, executive 
role, and ownership interest. Individual stocks and 
stock options should be disclosed; diversified mutual 
funds do not need to be disclosed. Research 
funding from ineligible companies should be 
disclosed by the principal or named investigator 
even if that individual’s institution receives the 
research grant and manages the funds.  

Has the Relationship Ended?

If the financial relationship existed 
during the last 24 months but has 
now ended, please check the box in 
this column. This will help determine 
if mitigation steps need to be taken.  

Example: ABC Company Consultant  

 In the past 24 months, I have not had any financial relationships with ineligible companies.  
I attest that the above information is correct as of the date of this submission.

Signature:                                                                                                           Date:  
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