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Purpose: 
The purpose of this policy is to define the fees charged to thepolicy surrounding the cancellation of a CE activity and refund of registration fees, if applicable, for  HHC community and external organizations requesting that the HHC Continuing Education (CE) provide educational credit for any Hartford HealthCare-sponsored Continuing Education (HHC CE) educational activity.

Scope:  
This policy applies to all CE activities and all individualsrequests for continuing education credit through HHC CE.  For questions not answered in this policy and regarding cancellations or refunds, please contact the HHC Continuing Education Department at ContinuingEd@hhchealth.org


Policy:  
· There is no fee charged for any HHC-sponsored education provided as a Regularly Scheduled Series, such as Grand Rounds, Case Conference /Tumor Board, Committee Learning Activity, or Journal Club
· There is no fee charged to HHC-credentialed providers for credit earned through Test Item Writing, Manuscript Review or Writing, Learning from Teaching, or Performance Improvement
· All other activities will be assessed the following fees: 
· a non-refundable Application Fee, 
· an Activity Management Fee, 
· and a Commercial Support Management Fee should there be Commercial Support for the activity
· 
· Application and Activity Management Fees must be paid prior to review or approval of any application
· Changes to the program after invoice is sent will trigger a supplemental invoice.

1. Application Fee
· This fee is non-refundable and due upon submission of the application
· The fee includes 
· Initial and follow-up meetings with the activity planners
· 
· 
· Content review of continuing education application

2. Activity Management Fee
· This fee is due upon submission of the application, and is based on the number of speakers
· The fee includes
· Collection of all speaker and planner disclosures
· Management of speakers’ potential conflicts of interest
· Basic marketing flyer
· Online registration for learners
· 
· 
· Evaluation Customization and Reports
· Claiming of credit by learners
· Continuing education certificates for learners

3. Management of Commercial Support Fee
· This fee is due when
· 
· 
· This fee will be based on the extent of commercial support
· The fee includes
· Management of Commercial Support Agreements
· Budget review	Comment by Gartley, Deborah [2]: I know nothing about writing grants, so I can’t offer any assistance.  I worry this opens is to a lot of work, possibly, or the assumption that we will be taking responsibility for the grant submission and followups.  Will Liz’s team even assist if this isn’t research based?


	
	
	HHC Department
	Non-Profits
	All Others

	[bookmark: _Hlk100128902]RSS Fees

	
	Application and Activity Management Fee
	$0
	$1,250
	$2,500

	
	Add on MOC and/or ACPE
	$0
	$500
	$1,000

	
	
	
	
	

	Course Fees

	
	Application Fee
	$250
	$500
	$1,000

	
	
	
	
	

	
	Activity Management Fee (1-8 speakers)
	$250
	$1,500
	$1,500

	
	Activity Management Fee (each additional speaker)
	$0
	$100
	$100

	
	MOC Fee (Maintenance of Certification Points)
	$250
	$750
	$1,500

	
	ACPE Fee (Accredited Pharmacy Education)
	$250
	$750
	$1,500

	[bookmark: _Hlk100128675]On Demand Learning Fees

	
	Per Hour
	
	$250
	$500

	
	
	
	
	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	


1. Program Cancellation or Modification by the Sponsoring Organization
a. HHC or the sponsoring organization reserves the right to cancel, postpone, or modify an activity due to unforeseen circumstances
b. If an activity is cancelled by HHC or the sponsoring organization, all course registration fees will be fully refunded
c. Refunds will be processed within 30 days of cancellation
i. HHC or sponsoring organization is not responsible for travel, lodging, or other costs incurred, including non-refundable airfare or hotel penalties


2. Participant Cancellations
a. Participants may cancel their registration subject to the following terms: 
i. All cancellation requests must be submitted in writing to HHC CE at ContinuingEd@hhchealth.org
ii. Cancellations received at least 5 business days prior to the activity start date:  A full refund will be issued
iii. Cancellations received less than 5 business days prior to the activity start date:  No refund will be issued
iv. Failure to attend the activity (No show): No refund will be issued

3. Special Circumstances
a. Refund requests due to documented emergencies (e.g., illness or family emergency) may be considered on a case by case basis at the discretion of the Director of HHC Continuing Education or the sponsoring organization Activity Director
b. Submit request in writing to HHC CE at ContinuingEd@hhchealth.org 

4. On Demand / Enduring Materials
a. Registration fees for on demand or enduring CE activities are non-refundable once access to educational content has been granted
b. Technical access issues must be reported to HHC CE at ContinuingEd@hhchealth.org
i. Do not report HHC CloudCME issues to HHC Help Desk

5. Refund Processing
a. Approved refunds will be processed to the original form of payment within 30 days of notification to HHC Continuing Education Department

· 	Comment by Gartley, Deborah [2]: We should charge HHC groups this fee as well … 





















Definitions:
· Sponsoring department/organization:  The department or organization responsible for planning, presenting and evaluating the CE Activity 
· HHC Community:  includes all employees, volunteers, students and contracted individuals, including, without limitation, medical directors, section, department and division chiefs, members of the board of directors and board delegated committees, officers, executive leadership, and trainees
· External Providers: Providers with no affiliation nor privileges at a Hartford HealthCare entity
· Sponsoring Department: the primary department or providers responsible for planning, presenting and evaluating the CE Activity
· Commercial Support: financial, or in-kind, contributions given by a commercial interest, which is used to pay all or part of the costs of an activity
· Ineligible Company: any entity producing, marketing, re-selling, or distributing health care goods or services consumed by, or used on, patients.

· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
Related Policies: 
· HHC CE Resolution of Conflict of Interest Policy
· HHC CE Disclosure Policy
· HHC CE Application Policy
· HHC Conflict of Interest Policy
· HHC CE Policy for Independence and Commercial Support
Related Documents: 
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