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Objectives

• Define criteria for planning a live CME 
activity

• List 4-5 different live educational formats

• Cite the definition of a webinar and list some 
pros and cons of offering this form of livepros and cons of offering this form of live 
activity

• Describe the planning and implementation 
process of hosting a webinar

ACCME UAC Criterion 5

The provider chooses educational 
formats for activities/interventions 
that are appropriate for the setting, 
objectives, and desired results of the j ,
activity.
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Which 
format??

Approved Formats for Learning

Live activities• Live activities

• Enduring materials

• Journal-based CME

• Test item writing

M i t i• Manuscript review

• Performance improvement

• Internet Point of Care
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Live Activities
• Conferences

– Didactic

– Interactive

– Combination

• Journal Clubs

• Tumor boards/M&M rounds

• Webinars 

• Webcasts

Planning Live Activities
What is the gap?g

What is the need?

What is our desired result?

Which format will best accomplish what our learners need?
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Live Activities
• Conferences

– Didactic

– Interactive

– Combination

• Journal Clubs

• Tumor boards/M&M rounds

• Webinars 

• Webcasts

Pros and Cons of Webinars

P CPros

• Not limited by 
geography

• Shorter length of time

• Multiple people from 

Cons

• Lack of face-to-face  
interaction

• Limited to 1-2 hours 
of learning

same organization 
can participate

• Speaker can be off-
site

• Start-up costs
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Planning A Webinar:  Timeline

Set Up 
Webinar

Monitor 
Registration

Practice

Produce

Follow up

5 6 weeks5-6  weeks

Webinar Setup Considerations

• Email Notifications• Email Notifications

• Registration Decisions

• Branding (pictures, logos, color scheme)

• Organizers and Panelists

• Polls• Polls

• Surveys
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Webinar Setup – The Invitation

Web Setup – Email Reminders
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Webinar Setup – Registration

Webinar System

Membership System

Webinar Setup – Waiting Room
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Practice – Roles
Role Responsibility

Attendee Any person who joins a Webinar with no pre-
specified role. Attendees have very limited 
privileges 

Organizer / Moderator The person who schedules and starts a 
Webinar.  Has access to all controls.

Panelist A guest who will be presenting (speaker) and/or 
answering questions (subject-matter expert) 
during a Webinarduring a Webinar.

Technical Producer Expert in the webinar tool and overall 
production support.  Triages technical issues 
during the webinar.

Media Setup The on premise expert for PC, projection, 
conference phone setup.

Practice – The Controls
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Production – Prior to Countdown

Wh t t h i h d• What to have in hand
– Phone numbers and email addresses of all 

speakers

– Final copy of all presentation materials

– Seed questionsq

– Webinar technical support numbers

– Equipment check

Production – The Countdown
• 30 min prior

– Log on and start webinar to enable waiting room

– Organizers join with audio

• 15 min prior
– Have PowerPoint ready to share and test audio quality

• 5 min prior
– Start screen sharing

• On the Hour
– Announce to panelists and organizers that we are about to begin

– All organizers mute themselves

– Start broadcast audio and then start recording

– Moderator begins
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Webinar – Best Practices

Thi k i t ti• Think interactive

• Have a script for your presentation

• Have seed questions ready

• Have your organizers and panelists on the 
li t l t 30 i t iline at least 30 minutes prior

• Coordinate last minute sign-ups

• Practice


