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 Continuing Professional Development
Assessment of courses/training/events for quality, CPD points and advertising through ENT UK
The aims of CPD at ENT UK 
Continuing Professional Development is central to lifelong learning and ENT UK aims to assure that teaching and training are delivered to a high standard: course content is scrutinised and delegate feedback is reviewed; courses are inspected to ensure that all courses with ENT UK CPD approval meet the highest standards.  
ENT UK assesses courses for quality and awards CPD points which can be counted towards revalidation. 
The GMC’s focus for appraisal is upon reflective practice and whilst courses are accredited for CPD points, ENT UK advocate the importance of reflective practice following an educational event. It is recommended that course organisers encourage participants to complete a reflective journal entry, which can be submitted as evidence in their appraisal, following their event and a reflective journal template is shared in Appendix 1.
Courses which are awarded the ENT UK quality kite mark will ensure that ENT professionals have access to high quality training thereby contributing to the relief of patients suffering from diseases in the ear, nose and throat and related areas.
Equality, Diversity & Inclusion Statement
ENT UK act with integrity, welcome difference, listen to our members and patients, and show care for others.  Respect is at the heart of everything we do, including our approach to equity, diversity, and inclusion, and we aim to live up to our reputation as a ‘friendly specialty’.
As a new part of the CPD accreditation process, we have asked course organisers to provide an explanation of steps taken to include a diverse and inclusive faculty.
ENT UK is committed to complying with relevant equality legislation, the Equality Act 2010, codes of practice and best practice.  Full details of our ‘Equity, Diversity and Inclusion Strategy and Action Plan for 2023’ can be found at : https://www.entuk.org/about/how_we_work/equity_diversity_and_inclusion.aspx 
The advantages of acquiring CPD accreditation through ENT UK: 
· Approval from ENT’s national body
· Rapid turnaround of CPD points allocation
· Robust quality assurance, with course inspection and evaluation
· ENT UK kite mark quality certification mark for use on promotional and course material (within branding guidelines)
· Advertise your course in the ENT UK newsletter and on ENT UK social media platforms

Who can apply for UK CPD Accreditation?
Applications will be accepted from any consultant member of ENT UK who is the organiser (or senior supervising member of faculty) of an educational activity.
Courses targeted for nonmedical health care providers will not be accredited for CPD points e.g. wax microsuction courses.
These include face-to-face or online conferences, courses, lectures, seminars, masterclasses, study days, webinars, training events, presentations and e-learning resources. 
Industry partner courses
Instructional courses being delivered by industry partners to support training in the use of new equipment will not be accredited for CPD points. The CPD committee recommend the use of a ‘reflective learning journal entry’ to record learners’ reflection about their participation in the training (see Appendix 1)
CPD Committee 
The ENT UK Committee undertakes the CPD approval and monitoring of ENT courses on behalf of ENT UK and reports to the Education Committee and the Director of Education for ENT UK.  It has members from all ENT specialties and has a clinical lead who takes overall responsibility. 
[bookmark: _Hlk55415098]        Requirements for approval of CPD activities 
· ENT UK will accredit courses, conferences and meetings run by or for ENT surgeons, and whose content is within the national curriculum for ENT higher surgical training.
· Event providers must supply details of any sponsorship of the event and any conflicts of interest should be declared
· Educational objectives of the event must be stated in the application.  A learning objective is an outcome statement that captures specifically what knowledge, skills, attitudes learners should be able to exhibit following instruction. The learning objectives must be as detailed as possible and should state what it is that attendees will know, or be able to do, after attending that they may not have known, or been able to do before. There should be a minimum of two learning objectives  
· The teaching methods used should be aligned with the stated learning objectives
· The target audience must be clearly identified in terms of professional role and specialty
· Programmes focusing on clinical issues could, for example, cover a particular disease, condition, treatment of patient management problem. For non-clinical issues the subject could focus, for example, on a particular professional or educational skill (e.g. teaching, appraisal or assessment)
· Content is based on up-to-date best practice as advised by experts or opinion leaders in the field, and is capable of delivering the programme’s learning objectives 
· A list of presenters and/or facilitators delivering the course with the expertise to deliver the learning objectives using the methods chosen. For example, the relevant experience or qualifications. 
· Event providers must provide an explanation of steps taken to include a diverse and inclusive faculty
· There is evidence that all legal, medico-legal and ethical considerations are met which include, copyright, patient consent has been obtained for clinical materials and images and data protection is complied with
· The course feedback form must be in the format of ENT UK’s standardised feedback form
· The provider’s evaluation record for previous or on-going events must be satisfactory or, where not, reasons for unsatisfactory ratings must have been addressed
The CPD approval process
· Complete the application form (this can be downloaded from the ENT UK website https://www.entuk.org/cpd-accreditation ). Return it to ENT UK along with a copy of the programme (to include timings and names of faculty) plus a copy of the delegate evaluation form to Janet Stephen, Education & Governance Officer email: education@entuk.org
· The application will be considered by the committee 
· Face to Face meetings: CPD points will be allocated on the basis of the provided provisional programme; 1 CPD point is given per hour of educational material (e.g. lecture, demonstration, workshop, panel) and 1.5 points are given for hands on practical sessions (e.g. dissection, simulation). No points are awarded for Introduction or Welcome talks. Should the points total, for example, 10.5 then the figure will be rounded down to 10 CPD points
· Course directors should specify on the programme which components of a course/ meeting are practical hands-on components see Appendix 2 (recommended programme format)
· Virtual meetings: CPD points will be allocated on the basis of the provided provisional programme; 1 CPD point is given per hour of educational material. No points are awarded for Introduction or Welcome Talks. Should the points total, for example, 10.5 then the figure will be rounded down to 10 CPD points. Where attendance can be verified, the course organisers should keep a register of attendees to confirm their presence or video screen shots via Zoom.  This will be the equivalent of the attendance list if the course had been physical.  Course organisers will need to inform their attendees that attendance certificates and CPD points can only be issued if their attendance is verified.
· Webinars (registration required, but physical attendance cannot be verified): if CPD points are to be issued, the webinar organisers will need to assess the attendees’ knowledge e.g. with post-event questions; these will be reviewed by the CPD committee beforehand.
· E-learning modules, ENT UK will issue CPD points for e-lefENT, but not for other e-learning platforms.  This can be reviewed by the CPD Committee if other submissions are received.
· Podcasts- CPD committee will review applications for accreditation of podcasts delivered by recognized ENT educational organisational organisations. The emphasis will be placed upon reflective practice and the use of a ‘reflective learning journal entry’ is recommended. 
· The organiser will be notified of approval and of CPD points once payment has been received from the course organiser to ENT UK 
· A certificate will be sent to verify CPD points
· The quality kite mark will be sent for use on materials and promotion with branding guidelines this is valid for one year from issue.
As an organiser of approved events you are required to:
· To keep an attendance record of all meetings. These should be kept for a minimum of five years and made available to ENT UK on request. It is not necessary to send these to ENT UK, unless they are requested. If requested, organisers should supply attendance records within two weeks of the initial request.
· Invite delegates to complete a feedback form in order that they can easily record their rating of relevance, quality and effectiveness of the event and send this within 3 months of the event to ENT UK.
Once your application has been submitted, it usually takes 10 working days to receive an evaluation of points from the CPD Committee. This may take longer if there are any specific queries relating to an application after submission. You are therefore advised to apply as far in advance of your event as possible. 
The right to appeal against a decision will be considered. 

CPD Accreditation and Advertising 
All medical Royal Colleges and their Faculties recognise and accept each other’s approval of events. If approval has been granted and CPD points awarded by one of the medical Royal Colleges or Faculties, further approval from ENT UK is not required but it will not be entitled to carry the ENT UK kite mark. The ENT UK kite mark is valid for one year only (course date) and cannot be used to advertise any other courses other than the one in which accreditation has been applied for. 
International courses will only be accepted if they are approved by ENT UK or by their national equivalent.
ENT UK will only advertise courses and events which have been quality assured as above. ENT UK charges an administration fee. 
ENT UK offers a selection of CPD accreditation and advertising packages. Simply choose the package that best fits your needs.
The packages are listed on the ENT UK website: https://www.entuk.org/cpd-accreditation
ENT UK accreditation/approval will entitle the course organiser to: 
· Advertise in the ENT UK newsletter for one calendar month. Please note, if more than one month is required then a further administration fee will be charged 
· Inclusion on ENT UK social media
**There are two ENT UK newsletters sent out to membership each month.
Making payment 
The ENT UK quality kite mark and CPD points will only be awarded when payment has been made to ENT UK. It is therefore advisable that payment is made on submission of receiving an invoice.
All invoices must be paid within thirty (30) days and before CPD points can be awarded. Any advertising of your course/event by ENT UK will commence once payment has been made. 
CPD Accreditation Validation 
ENT UK CPD accreditation is valid for one specific event and/or for one year from its date. There is no automatic renewal of the ENT UK accreditation. Once accreditation is expired it is the organiser’s responsibility to submit a new application. The ENT UK kite mark will bear the year it is issued.
If there are multiple versions of an event planned and the same programme and faculty is being used then the same CPD award can apply for a 12-month period without the need for a new application to be submitted every time. However the event organiser will be required to email ENT UK a copy of the programme and advert for each version so that it can be added to the database with the list of faculty. For further information please contact ENT UK. 
Course evaluation 
The Summary Evaluation must be completed and returned in electric format to ENT UK. The form must include the total number of delegates and the number of completed evaluation forms.  This must be submitted to Janet Stephen, Education & Governance Officer, email: education@entuk.org  WITHIN THREE MONTHS of the event or the last lecture. Courses that fail to do this will not be will not receive CPD approval for 2 years.

Limitation of approval
ENT UK reserves the right to withdrawal of CPD approval at any time for one or more of the following reasons:
· Significant changes to educational content and/or changes to the presentation format
· Failure to disclose to ENT UK any conflict of interest on the part of the organiser, provider or speakers
· Advertising the event as being CPD approved before confirmation is received
· Misrepresentation of the number of CPD points approved
· Misrepresentation of the name ENT UK, its logo and kite mark

Guidance for course organisers on how to publicise their ENT UK CPD point allocation 
When course organisers are publicising their courses, they should bear in mind the following factors when advertising the fact that CPD points have been allocated:
· Use a simple statement of CPD points 
· Certificates of attendance will state that [event name] has been approved by ENT UK for [number of points]
· No statement should be issued on the number of CPD points allocated until it has been confirmed by ENT UK 
· A statement saying “CPD approval applied for” is acceptable

Declaration of actual or potential competing interest 
If the organiser or any of the speakers have any actual or potential conflict of interest this must be declared and submitted with the application
Inspection of Approved Event/Materials by ENT UK 
If an event is approved, a member of the ENT UK CPD Committee may ask to attend and must be allowed attendance as an observer free of charge. The expenses of the ENT UK representative will be met by ENT UK. Random audit of approved events is a requirement of the ENT UK quality assurance and CPD accreditation. In the case of distance learning programmes, the organiser may be called upon to show the programme materials to the ENT UK CPD Committee
This document has been produced by ENT UK for use within the specialties of the British Association of Otorhinolaryngology – Head & Neck Surgery (BAO-HNS). 
For permission to reproduce any of the content contained herein, please email: education@entuk.org 

Contact details:
ENT UK
38-43 Lincoln’s Inn Fields
London WC2A 3PE
Email: janet@entuk.org and education@entuk.org 
Website: www.entuk.org 
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Appendix 1:  Reflective Journal Template
	Title of Event

	

	Description of Training Undertaken



	

	Duration of Training

	



	Personal Learning Objectives


	

	What key points did you learn from this training/event?

	

	How will the training/event change your practice?


	

	Did the training/event meet your learning objectives?


	

	Have you identified any further training needs or change in practice? 

	





	How will you implement changes in practice or additional training needs?


	



Appendix 2: Recommended Format for course programme

	Time
	Title
	Faculty
	Hands on practical?
	Duration
(mins)
	Comments
(if applicable)
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