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Guidance

Vi.

Vil.

These are guidance notes to accompany the application form for the WFME CPD
Recognition of Accreditation Programme. Please refer also to the WEME Policies and
Procedures.

Complete the application form and all supporting evidence in English or provide an English
translation.

When completing the application, describe how the agency either meets each numbered
criterion, or explain why the agency is unable to meet the criteria, for example local
contextual reasons.

Submit the application form, and supporting evidence, electronically to
cpd.recognition@wfme.org

There are six domains including 13 criterions in the application form, to be submitted in two
stages.

+ Criterions 1.1 and 1.2 (Domain 1) (the two criteria relating to eligibility) are submitted first.

» If assessed as eligible for the CPD Recognition Programme, WFME invites the agency to
complete Domains 2-6 and criterion 1.3.

Type all answers directly into this document. Include reference to any supporting evidence,
with page or paragraph numbers where relevant.

Together with the application, please submit supporting evidence. It should be clearly
labelled, including the document name and year published. Use a consistent numbering
system.
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Completing the full application form

Introduction

The introduction section provides information on the
background, sets the context and may be used as guidance to
provide answers to each individual criterion.

Criterion

This is the WFME Continuous Professional Development
(CPD) Recognition Programme Criterion. Recognition Status is
awarded based on the extent to which the agency meets the
criteria in the given context.

Answer

Write in complete sentences in the space provided. Describe
how the agency meets the numbered criterion; or provide an
explanation of why the agency does not meet the criterion, for
example due to the local context.

Where the criterion is seeking information about a policy,
summarise that policy in your answer and attach the policy to
the submission, listing it as supporting evidence with a
specification of a page or a specific paragraph that fulfil the
expectations of each criterion. Describe the processes or give
examples of when and how that policy is applied.

When using data or statistics to support your answer, label the
data (including the units of measurement and time period) and
describe what it shows. Graphs or tables can either be included
within the answer box or attached as a separate document and
listed as supporting evidence.

There is no suggested word count for any of the individual
answers. Some of the criteria may require a detailed answer,
other answers may simply be a reference to attached evidence.

Supporting evidence

List the documentation that is attached to this application in
support of meeting this criterion — the name of the document,
and the paragraph or page reference. In addition to the
reference under each criterion, include the full list of supporting
documentation at the end of the application.

The same document may provide evidence in support of
multiple criteria. Attach the document once and list it under
each of the relevant criteria.

Only provide supporting documentation as necessary to
demonstrate meeting the criteria. Do not submit non-relevant
documentation.

2025 ©OWFME




Application Form (allfields to be completed)

Identifying information

Name of Agency

Name of Agency in English (if different)

Postal Address

Name and Title of Chief Executive Officer

Email Address of Chief Executive Officer

Name and Title of Person Completing this
Full Application

Email Address of Person Completing this
Full Application

Telephone Number (incl. country code)

Website
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Domain 1 Eligibility and Responsibilities of an Accrediting Agency

Note: Criteria 1.1 and 1.2 have been completed as part of the Preliminary Application.

Criterion 1.3 | The accrediting agency must:

1. identify which organisations are eligible to apply for accreditation;

2. define and communicate a fair and transparent accreditation process
that includes peer review by the medical profession and due process
safeguards including a complaint process and reconsideration/appeal
processes;

3. require the review of both descriptions of compliance and demonstration
of compliance, that is performance-in-practice, from organisations
seeking accreditation or reaccreditation;

4. facilitate routine audit or inspection of accredited CPD/CME providers
and accredited educational activities;

5. engage with accredited CPD/CME providers and organisers of
accredited education to improve understanding of the accreditation
requirements and development of high quality, independent education
for doctors and healthcare teams;

6. require accredited CPD/CME providers or organisers of accredited
education to improve areas found to be in noncompliance with the
accreditation requirements;

7. ensure that accreditation decisions, as well as supporting
documentation, are maintained by the accrediting agency according to
applicable national law or professional licensing requirements; and

8. ensure that accredited CPD/CME providers or organisers of accredited
education retain records related to compliance with the accreditation
requirements, as well as learner completion for a time period defined by
the accrediting agency.

Answer
Supporting In order to demonstrate compliance with criterion 1.3, please:
evidence 1. submit documentation of your system’s accreditation rules, policies,
procedures, and compliance evaluation tools—which must apply to all
individuals (e.g., employees, contractors, and volunteers) involved in the
accreditation process—including those that address:
a. eligibility rules
b. performance-in-practice review
c. expectations for improvement
in areas of noncompliance
d. routine audits of accredited
providers/activities
e. complaint and reconsideration/appeals processes
f. educational tools to improve your community’s
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understanding of your requirements and development of
quality education

g. role of peer review by the medical profession in your system
h. records retention requirements

2. submit documentation of how your system ensures that it maintains
accreditation decisions, as well as supporting documentation, according to
applicable national law or professional licensing requirements.

Domain 2 Independence and Transparency in Accredited Education

INTRODUCTION

Since there are many competing interests within and external to the medical profession that
interfere with rational and evidence-based decision-making in healthcare, every effort must be
made to safeguard independence and transparency in accredited education. The accrediting
agency plays a critical role in setting eligibility standards that prohibit commercial interests (entities
that produce, market, sell, re-sell, or distribute healthcare goods or services consumed by, or used
on, patients) from seeking accreditation and implementing policies that prohibit control, influence
or involvement in the planning, delivery, and evaluation of accredited education by commercial
interests. If funding (commercial support) is provided by commercial interests to offset the costs of
accredited education, that funding must be handled in a transparent manner and disclosed to
learners.

In order to demonstrate compliance with Domain 2, please submit documentation of your system’s
rules, policies, procedures, and compliance evaluation tools related to commercial support and
commercial interests, including those that address:

a. prohibition of involvement by commercial interests in any aspect of accredited education

b. disclosure by all individuals in control of content in a meaningful way, such as planners, faculty,
and others who contribute to content development

c. mitigation of the risk of relevant relationships

d. informing learners of the presence/absence of relevant relationships and commercial support
e. management of commercial support, including applicable legal requirements

f. management of promotional or sales activities

g. any other relevant documentation
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Criterion 2.1

The accrediting agency must require accredited CPD/CME providers or
organisers of accredited education to ensure that:
1. commercial interests have no influence, control, or involvement with the

planning, content development, selection of educational methods,
selection of who can deliver that content, selection of target audience,
delivery of content, or any other aspect of the provision or evaluation of
accredited education;

. all individuals involved in the planning and development, presentation

(verbal or through creation of a manuscript), or evaluation of the
accredited education disclose the presence or absence of relevant
relationships (conflicts of interest) with commercial interests;

3. the accredited CPD/CME provider or organiser of accredited education

actively mitigates the risk that relevant relationships could bias the
content of the accredited education; and

. learners are informed of the presence or absence of relevant

relationships (conflicts of interest) for those in control of content
(planners and faculty) in a meaningful and timely way that must not
include any corporate branding.

Answer

Supporting
evidence

Criterion 2.2

The accrediting agency must require accredited CPD/CME providers or
organisers of the accredited education to ensure that:

1.

the conditions and methods of payment of commercial support, defined
as financial or in-kind support from entities that produce, market, sell,
re-sell, or distribute healthcare goods or services consumed by, or used
on, patients, for the accredited education meets national legal
requirements, in particular tax and anti-corruption law, as well as
professional law;

if professional law prohibits commercial support, then it cannot be
accepted;

the provision of commercial support never constitutes a relationship
between individual learners and the commercial supporter;

if the accredited provider or organiser of accredited education responds
to a request for grant proposal issued by a commercial interest for
commercial support, the accredited CPD/CME provider or organiser of
accredited education retains control over the identification of needs,
selection of faculty, selection of target audience, and all other aspects of
planning, presentation, and evaluation of the education;

commercial support is not used to pay the personal expenses (such as
travel, accommodation, honoraria, or registration fees) of individual
learners;

learners are informed prior to the start of the accredited education if
commercial support is received, including the source of the commercial
support; and

if promotional or sales activities are allowed, such as exhibits at
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accredited education, those interactions must be kept separate from the
accredited education and learners must never be required to engage in
such activities.

Answer

Supporting
evidence

Criterion 2.3 | The accrediting agency must measure compliance by accredited CPD/CME
providers or organisers of accredited education with the requirements stated in
criteria 2.1 and 2.2.

Answer

Supporting
evidence

Domain 3 Needs Assessment Used in Planning Accredited Education

INTRODUCTION

Needs assessment is an essential building block for the planning, implementation, and evaluation
of accredited education. Accrediting bodies value educational planning that is nimble and flexible,
allowing for immediate needs of learners to be identified and addressed.

The accrediting agency must have requirements in place that ensure accredited education is
developed in response to an analysis of the needs of doctors, patients, and communities.
Educational needs may be identified from a variety of data sources including the expressed
(perceived) needs of doctors and healthcare teams, practice gaps of doctors and healthcare
teams, and/or the health status of patients and populations. The accredited education developed
to address these needs may also address the range of competencies relevant to the professional
practice of doctors.

Please DESCRIBE how your system requires that its accredited CPD/CME providers or
organisers of accredited education ensure that identified needs meet the expectations in 3.1
below.
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Please DEMONSTRATE your performance in practice by sharing the policies, forms, tools, and
methods used to capture, evaluate, and measure compliance.

Criterion 3.1 | The accrediting agency must require the accredited CPD/CME providers or
organisers of the accredited education to ensure that identified needs are:
1. based on an analysis of one or more of the following data sources:
a. the expressed needs of the target audience
b. the health status of individual patients, communities or
populations
c. gaps in the knowledge base of doctors and healthcare teams
d. variations in the knowledge, competence, or performance of
doctors and healthcare teams
e. variations in systems of care
f. variation in the performance of teams;
documented;

2.
3. used to inform the educational design of the accredited education;
4. used by those responsible for content development; and
5. used to assess or evaluate the accredited education.
Answer
Supporting
evidence

Criterion 3.2 | The accrediting agency must measure compliance by accredited CPD/CME
providers or organisers of accredited education with the requirements stated in
criterion 3.1.

Answer

Supporting
evidence

Domain 4 Content Validity in Accredited Education

INTRODUCTION

The content presented in accredited education must present the latest advances in scientific
evidence and technological advances relevant to the practice of medicine and delivery of
healthcare in order to continuously enhance the quality and safety of care provided to patients. In
addition, faculty, authors, and others in control of content must ensure that the content is relevant,
evidence-based, balanced, and free from commercial bias.
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Please DESCRIBE how your system requires that its accredited CPD/CME providers or
organisers of accredited education ensure that the content presented meets the expectations in
4.1 below.

Please DEMONSTRATE your performance in practice by sharing the policies, forms, tools, and
methods used to capture, evaluate, and measure compliance.

Criterion 4.1 | The accrediting agency must require that the accredited CPD/CME providers or
organisers of the accredited education ensure that the content presented:
1. is relevant and responsive to the identified needs of the target audience;
2. addresses the range of competencies relevant to the practice of
medicine;
3. provides recommendations that are based on the highest level of
evidence available;
4. is balanced by informing learners about potential benefits and risks,
especially if the content is based only on expert opinion; and
5. is notinfluenced or controlled by commercial interests.

Answer

Supporting
evidence

Criterion 4.2 | The accrediting agency must measure compliance by accredited CPD/CME
providers or organisers of accredited education with the requirements stated in
criterion 4.1.

Answer

Supporting
evidence

Domain 5 Quality of Educational Design in Accredited Education

INTRODUCTION

Educational design is critical to the provision of effective education. Based on the education
literature, adults learn better when the education is multi-modal, episodic, and interactive.
Adaptive education allows for learners with different or changing needs to participate and improve.
The educational format of the accredited education should reflect the intended outcome. For
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example, enhancing procedural skills using only didactic lectures is less likely to be effective than
hands-on, skills-based training. Workplace learning should be encouraged and supported by
accrediting bodies.

Please DESCRIBE how your system requires that its accredited CPD/CME providers or
organisers of accredited education ensure that the design of accredited education meets the
expectations in 5.1 below.

Please DEMONSTRATE your performance in practice by sharing the policies, forms, tools, and
methods used to capture, evaluate, and measure compliance.

Criterion 5.1 | The accrediting agency must require that accredited CPD/CME providers or
organisers of the accredited education ensure the design of the accredited
education:

1. addresses the identified needs;

2. utilizes educational formats appropriate to the intended goals and
outcomes of the education;

3. facilitates the translation of new knowledge, skills and competencies
into practice; and

4. supports thoughtful reflection and the joy of learning within the
educational setting.

Answer

Supporting

evidence

Criterion 5.2  The accrediting agency must measure compliance by accredited CPD/CME
providers or organisers of accredited education with the requirements stated in
criterion 5.1.

Answer

Supporting

evidence
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Domain 6 Outcomes from Accredited Education

INTRODUCTION

The assessment of the impact of, or outcomes, from accredited education allows the accredited
CPD/CME provider or organiser of the accredited education to determine if the education has
been effective and to identify additional educational needs.

Please DESCRIBE how your system requires that its accredited CPD/CME providers or
organisers of accredited education ensure that the accredited education meets the expectations in
6.1 below.

Please DEMONSTRATE your performance in practice by sharing the policies, forms, tools, and
methods used to capture, evaluate, and measure compliance.

Criterion 6.1 | The accrediting agency must require that accredited CPD/CME providers or
organisers of the accredited education ensure the accredited education:

1. includes one or more assessment methods (quantitative and/or
gualitative) appropriate to the intended goals or outcomes of the
accredited education;

2. measures improvements in knowledge, skills, competencies, and/or
intent-to-change during and/or after the accredited education;

3. measures improvements in learner performance (where applicable);
and

4. measures changes in patient health status (where practical).

Answer

Supporting
evidence

Criterion 6.2 | The accrediting agency must measure compliance by accredited CPD/CME
providers or organisers of accredited education with the requirements stated in
criterion 6.1.

Answer

Supporting
evidence
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In addition to the documentation above, the full application should include:

e Alist (not the actual applications) of all accreditation decisions made in the last 12 months,
including rejected applications;

o From this list, WFME will identify the applications to be sampled.

¢ Minutes/record of the most recent meeting of your accrediting agency and a list of the
members of your accrediting agency (if not reflected in the minutes).
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CERTIFIED STATEMENTS

On behalf of the [ACCREDITING AGENCY NAME] (the “Agency”), | hereby apply to the
World Federation for Medical Education (“WFME”) CPD Recognition of Accreditation
Programme (“WFME CPD Recognition Programme”) in accordance with and subject to
the WFME Policies and Procedures for the WFME CPD Recognition of Accreditation
Programme, and other documentation describing the award of Recognition Status and the
application process.

| understand and agree that the Agency will be subject to the non-award or termination of
Recognition Status by WFME in the event that any of the statements or answers made in
this application are false or in the event that the Agency subsequently violates any of the

rules or regulations governing Recognised Accrediting Agencies, as described by WFME.

| authorise WFME to make whatever enquiries and investigations it deems necessary to
verify the contents of this application. | understand that this application and any
information or material received or generated by WFME in connection with the
Recognition Programme will be kept confidential and will only be released as needed to
WFME staff and Recognition Team members, advisers, members of the Recognition
Committee and named appropriate outside parties, unless the Agency has authorised
such release or such release is required by law. The fact that the Agency does or does
not have Recognition Status, or has or has not been awarded Recognition Status, is a
matter of public record and may be disclosed.

| understand and | agree that WFME and its academic collaborators may use information
from this application and any other documentation that is provided to WFME for the
purpose of research and continuous improvement, provided that the Agency’s
identification is not disclosed.

| hereby agree to hold WFME, its staff and advisers, and agents harmless from any and
all actions, suits, obligations, complaints, claims, or damages, including, but not limited to,
reasonable attorneys’ fees arising out of any action or omission by any of them in
connection with this application, the application process, or the decision not to award or
terminate Recognition Status.

Notwithstanding the above, should the Agency file a suit against WFME, the undersigned
agrees that any such action shall be governed by and construed under the Laws of
England and Wales without regard to conflicts of law. The undersigned further agrees that
any such action shall be brought in the applicable court of the High Court of Justice of
England and Wales, or such subordinate Court as shall be applicable; as a court of first
instance; consents to the jurisdiction of such courts; and agrees that the venue of such
courts is proper. The undersigned further agrees that, should the Agency not prevalil in
any such action, WFME shall be entitled to all costs, including reasonable attorneys’ fees,
incurred in connection with the litigation.
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Declaration

| understand that the decision as to whether the agency is awarded recognition
status rests solely and exclusively with WFME and that the decision of WFME is

final.
| have the authority to enter into this agreement on behalf of the agency.

| have read and understand the above statements and | certify that they are true
and that | intend for the agency to be legally bound by them.

SIGNED BY THE AGENCY CHIEF EXECUTIVE OFFICER

Print name:

Title:

Signature:

Date:
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