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Thank you for volunteering to be a PDC Technical Reviewer! Your assessment and feedback are valuable,
as you are the subject matter expert in your topic area. The Continuing Education Committee (CEC) relies
on your expertise and scores to decide which Professional Development Courses will be offered at AIHA
Connect 2026.

It is important that you review each proposal assigned to you. Along with the numerical scoring, the
comments you provide are important as well. All reviews are due Monday, September 29, 2025 (11:59

ET). This deadline cannot be extended.

This document outlines step-by-step instructions on how to review your assigned proposals using The
AIHA Connect online system.

First you will log in to the online system. This login is the same as your regular AIHA member login.

Once logged in, you will see your Dashboard. On your Dashboard will be grey blocks with blue headings.
The middle block will be titled “Submission” and under that you will see a heading titled “Submission
Review.” These headings can be found under the “Important Actions” block as well.

Dashboard

You have successiully signed into the system.
Use the "Sign Off' option to log out before leaving the site.
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After clicking “Submission Review,” you should see the heading “My Reviews” and then under “Review
Options” you will see a list of all the proposals assigned to you, organized by topic, including the number of
proposals in each topic area.

Scroll down to the heading “Reviews to Complete” to complete all abstracts assigned to you. Under each
submission assigned to you, you will see a link to the “PDC Review Questions.” Simply click on that link to
open the submission to read and review.
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Once opened, you will see the full submission details; example below:
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As you scroll to the bottom of the page, you will see the “PDC Review Questions” heading.
First you must answer the question, “Do you have a conflict of interest that would prevent you from
evaluating this proposal?” If you select ‘yes,” please provide a short reason and then hit the Submit button.

This will opt out of the review of that proposal and move you onto the next

1 — Strongly disagree proposal to review.

If you do not have a conflict of interest, select “No.” Doing this will enable all
the technical review questions to appear. Complete all questions by clicking
3 — Meither Agree nor Disagree  on the SELECT dropdown list.

All statements with a red asterisk require a response from you.

2 — Disagree

4 — Agree

5 — Strongly Agree

PDC Technical Review Questions

* Conflict of interest: Select yes, if you have 2 conflict of infenest and don't feel hat you can propery score ihis proposal. (For exampile, if you an instriscfor in
the course)
!

Wrong Topic: Proposais have been assigned bo you based on thwe user-Selected topic chaice. If you feel ihat fhis proposal is isted under the wrong fopic,
sadect yos and type in the bopic you feel iS bost Suifed for this Submission
i 3y
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* The proposal has 3 sound technical basis

" Course description is clear and concise: Attendess can easily tell what to expect by reading the course description. (Description is supported by outiine and
Harning outcomes)

w

" Learning Outcomes are appropriate for level: The proposal is isted a5 either: Introductory. Intermediate, or Advanced. Fate whether the lsaming outcomes

Note, you will see two comment boxes at the end of the review; one is for feedback to the Continuing
Education Committee (CEC), and one is for feedback directly to the proposal submitter. Comments back to
the submitter are required. The submitter will see these so be sure they are helpful. Comments to the
CEC are optional. You are highly encouraged to provide feedback to both groups. Comments back to the
CEC will not be seen by the submitter but will help the CEC make final decisions.
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Commants for the CEC. (Optional)
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Rating Score: 20

When you finish reviewing a proposal be sure to press Submit to complete the evaluation of the
submission.

If you prefer to print the review documents for each assigned abstract, you can do so by clicking the “print”
button, on the main review screen. Note that you must still enter the answers to the review online. Final
reviews cannot be submitted using printed documents.
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As you complete the submissions assigned to you, you will notice on the reviewer homepage that the
submission’s status will change from “incomplete” to “completed.”

Reviews are due on September 29 at 11:59 PM ET. This deadline cannot be extended.



Thank you again for volunteering and happy reviewing!

If at any time you need assistance with the education technical review process, contact Erin Breece,
Program Director, Education, ebreece@aiha.org or call 703-846-0749.
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