
 
 

Internal, External, and Co-Development Accreditation Processes                       
Page 1 of 4 

 

Internal, External, and Co-Development  
Accreditation Processes 

Supersedes: none  
Lead Writer: Eleftherios Soleas 

 
Queen’s CPD Office Core Programs: 

 

Need 
established

• Needs assessment data gathered and summarized (e.g., ongoing post-program evaluation question, e-consult data)
• Planning committee members recruited to be representative of the projected target audience
• Consultation and coaching support (i.e. structure of planning committee, needs assessment sources, accreditation and certification 

rules and guidelines)
• For IP programs, establish linkages with professional associations to inform development  

Planning 
Meetings

• Topics, target audience, speakers established
• Refinement of the planning committee membership to match the target audience if required 
• Establish core learning objectives, canMEDS competencies and IP competencies to be addressed, the format and evaluation of the 

learning 
• Coaching support for areas of concern (example: how to write learning objectives)
• Questions posed to CFPC and/or RCPSC re areas of uncertainty with respect to accreditation/certification standards

Documentation 
gathered/filed 

• Learning objectives drafted by a member of the target audience 
• Coaching of speakers re accreditation/certification standards, policies, target audience, format
• Speakers refine learning objectives and planning committee approves
• Documentation kept in the shared drive folders and updated with new information

CPD 
Expert

Review and QA 

• SPC physicians and other healthcare professionals review content to ensure compliance
• If required, content expert recruited with option for epidemiologist to review educational and ethical content for programs identified 

as having potential risks
• Quality Assurance processes begin here with staggered interval audits and secondary (and tertiary reviews)

Program 
Delivered/ 
Evaluated

• Program delivered
• Evaluation collected from learners
• If applicable, self directed learning opportunities are provided (examples: program pearls, reflective activities, commitment to change 

activities.)
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Queen’s Program - External to CPD Office: 

 

  

Request for 
Accreditation

•Applications and tools provided to accreditation seeker
•Consultation and coaching support (i.e. structure of planning committee, needs assessment 

sources, accreditation and certification rules and guidelines)

Physician 
Review

•Planning Committee physicians review the program needs assessment, develop learning objectives 
and invite teaching faculty, review content or content plan, etc.

Application 
Submitted

•Administrative review
•Questions asked of the planning committee for clarity
•Coaching support for areas of concern (i.e. how to write learning objectives)
•Questions posed to CFPC and/or RCPSC re areas of uncertainty with respect to 

accreditation/certification standards

CPD 
Expert

Review and QA 

•Random expert review of applications, or
•Content expert/epidemiologist recruited to review educational and ethical content for programs 

identified as having potential risks
•Quality Assurance processes begin here with staggered interval audits and secondary (and tertiary 

reviews)

Program 
Certified/ 

Accredited

•Certificates provided
•Evaluations collected and filed
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Queen’s Co-Developed Program:  

 

 

  

Partnership 
Established

• Queen's CPD takes responsibility for the program as the physician organization
• Co-developing organizations are vetted to ensure standards will be met and that educational best practices will be achieved
• Applications and tools reviewed
• Consultation and coaching support from senior office staff (i.e. structure of planning committee, needs assessment sources, 

accreditation and certification rules and guidelines)
• Requirements for Queen's faculty to participate as experts and reviewers
• Requests for partnership are declined if they are not anticipated to meet educational or ethical standards for accreditation 

Physician 
Content 

Development/ Review 
and QA

• Queen's faculty participate in the Scientific Planning Committee as content experts and reviewers.
• Planning Committee physicians review the program needs assessment, develop learning objectives and invite teaching faculty, review 

content or content plan, etc
• Often a Queen's MD epidemiologist is asked to participate in the SPC as a secondary, rigour enhancing step
• Three CFPC Members participate in the SPC for Mainpro+® nationally certified programs
• QA processes select from these files for secondary and sometimes tertiary audit review.

Application 
Submitted

• Administrative review
• Questions asked of the planning committee for clarity
• Coaching support for areas of concern 
• Questions posed to CFPC and/or RCPSC re areas of uncertainty with respect to accreditation/certification standards

Program 
Certified/ 

Accredited

• Certificates provided
• Evaluations collected and filed
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Approved by Faculty Board Executive: March 7, 2022  
 

For external applications, reviewer creates coverpage from template and sends to 
the Finance Coordinator (pam.clark@queensu.ca and cpd.che@queensu.ca)

Reviewer sends approval email CCing Program Assistant and CPD Director

CPD Director does secondary review and creates CertPlus Session ID and file RC 
NoR Form (Online Portal for Self-Assessment, NoR Excel Form for everything else)

Reviewer revisions and sends additional feedback if needed

Reviewer directs feedback to the applicant

Secondary review or epidemiologist/physician review

Data entered into spreadsheet by reviewer

Application is assigned to a reviewer

Application is submitted, alert email triggered and sent to CPD Director and 
Program Assistant

Physician organization that wants to hold an accredited CPD program accesses the 
online application form
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