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APPLICANT GUIDANCE NOTES
To accompany the Royal College of General Practitioners (RCGP) Application form for Accreditation of Educational Products
The RCGP Accreditation process is intended to be applicable to all educational products developed or supported by the RCGP. Therefore, the applicant could be an individual or department within the RCGP or an external company or individual that has requested RCGP Accreditation. The process is intended to be used by those that have already developed an educational product and also those that are intending to or in the process of development.
Once granted, RCGP Accreditation will demonstrate that an educational product has been approved by the RCGP, as having met its quality criteria. The RCGP does not allocate credits to educational products, GPs are required to self-assess the number of credits which they can claim for undertaking a CPD activity. For more information please see the RCGP Guide to the Credit-Based System for CPD available on the website www. rcgp.org.uk. Applicants must note that RCGP Accreditation does not include the issuing of a license to use the RCGP logo. Authorisation to use the RCGP logo will continue to be issued by the RCGP Honorary Secretary’s Office. Instead a distinct RCGP Accreditation mark will be issued for promotion of approved products. Further information on its use will be sent to applicants when issued with the mark.
RCGP Accreditation will be valid for 1 - 3 years requiring annual renewal during the period of validity, after which the applicant may make a new application.
Applicants should read through the detailed criteria to ensure that they understand what information is required from them in order to make an application. The guidance notes below are intended to provide further clarity about how much information is required from you.
Completed application forms and supporting documents should be emailed to: rcgpaccreditation@rcgp.org.uk 

We will endeavor to acknowledge all applications within 7 working days. Processing of your application may take up to 6 weeks depending on the length and detail of the educational product.
For information on fees for processing of applications and annual renewals, please see accompanying Application Fees document.
Applicant Details
Contact name of individual responsible for application – this should be the Clinical Lead for the educational product rather than administrative personnel.
Educational Product Details
You must attach a copy of the full content or a link to the product if it is an online educational product. You must also state what the format of the product is e.g. online, workshop, seminar etc.
1. Scope and purpose

1.3
It is not sufficient to state ‘refer to attached documents’, if necessary you should copy and paste the information from attached documents into the application form.
1.4
It is not sufficient to state ‘refer to attached documents’, if necessary you should copy and paste the information from attached documents into the application form.
2. Stakeholder Involvement

2.1
It is not sufficient to state ‘available on request’, you should attach details of any partnership organisations and a brief CV or brief summary of relevant experience if necessary.
3. Development

3.1
You must describe the sources of information for the content. You may attach a list of references. 
4. Funding

4.1
You must provide details of where funding is being received from.
5. Sponsorship
5.1
If you have received sponsorship for the educational product, you must read the RCGP Sponsorship Guidelines and confirm that the terms of your sponsorship comply with the Guidelines, also declaring any specific sponsors.
6. Conflicts of interest

6.1
A conflict of interest exists where an individual involved in the provision of CPD has an interest in a commercial or other organisation which may conflict with the individual’s duty to act independently.
6.2
The responsibility to ensure that the educational product does not contain promotional material extends to presenters of the educational product and they should complete Declaration forms.
7. Clarity and presentation of the educational product
7.1
You should attach a brief CV or brief summary of relevant experience if necessary. It is not sufficient to state ‘available on request’.
8. Assessments

8.2
You must provide details of the model(s) on which assessments have been based.
9. Support for learning

9.1
Provide details of the support materials that are available. 
10. Evaluation, review and feedback
10.1
You must describe how evaluation feedback will be collected from users/participants. If an example feedback form has not yet been developed please state this in the application.
10.2
You must describe the process that will be used to analyse feedback so that it can be used to improve the educational product. You must also provide details of how you will evaluate and review the educational product to ensure that content and delivery of it is up to date.
10.3 
You must give a date by which you will provide an annual report to the RCGP, what kind of information you will provide to the RCGP in the report and why. You should also comment on any additional structures that need to be in place in order for an external audit to take place, if one is needed.
11. Legislative and policy compliance
You must agree to the statements in this section in order for the RCGP to proceed with the processing of your application.
12. Standards compliance (for online products)

This section is applicable only for online educational products or if part of the educational product or support material is available online. 
13. Termination of Accreditation

You must agree to the statement in this section in order for the RCGP to proceed with the processing of your application.
14. Confirmation of application

You must confirm that the information you have provided is accurate and that you have appropriate authority from applicant organisation to complete the application.
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