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Toolkit Submission Instructions 
last updated October 29, 2014 
 
Dear Author: 
 
Thank you for sharing your work with the medical education community. We know your time is valuable and we 

would like to help make submitting your work as an OSR Toolkit as easy as possible. 

 

This document is a compilation of the policies and license agreements you will encounter on the iCollaborative 

Web site. We’ve also included all of the questions you will be asked to fill out while submitting. These are included 

in the Appendix. 

 
Here are the steps of the submission process. 
 
 

1. Read the submission policies and license terms to confirm you are able to submit your work. 

iCollaborative does not request any ownership of your work. The policy is in Appendix I. You will retain 

ownership but will submit it under the Creative Commons Non-Commercial license, which is here (also 

accessible from the iCollaborative site).  

 

In brief, others may use your work but must attribute it to you; others cannot sell or receive profits from 

your work. 

 

2. Ensure your work is in a state you can share. 

For example: 

 Include your name and affiliation where you would like it to appear. 

 Include any images, videos, and supplementary files necessary to use your work. 

 Remove any patient health information. (iCollaborative’s  policy is in Appendix II.) 

 

3. Include instructions for using your work. 

This may cover recommendations about the target audience; reminders to update statistics; cautions 

about timing or funding; and so forth. This could simply be a bulleted list. After you submit it, we will work 

on any formatting needed. 

 

4. Review the information you will need to submit. 

This is found in Appendix III.  

 

5. Find your AAMC ID. 

If you have an AAMC account, you have an AAMC ID number. You can find it by clicking My Account on 

aamc.org. 

 

If you do not have an AAMC account, please go to aamc.org to set one up. 

 

http://creativecommons.org/licenses/by-nc/3.0/legalcode
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6. Upload your work. 

Go to www.mededportal.org/icollaborative/submit/ 

and click on “Submit to iCollaborative” on the left-

hand menu. 

 

Include “OSR” or “OSR toolkit” in the keyword field, 

along with all other keywords you wish to add. 

 

7. E-mail the OSR rep who approached you. 

Let us know you’ve submitted and we will work on 

getting your submission approved and posted! 

 

 

We are delighted to have your project become an OSR 

Toolkit. Your work will gain a broad audience and will help 

educate medical students around the nation. 

 

If you have any questions during this process, please do not 

hesitate to contact the OSR representative with whom you’ve 

been working or Mary Halicki, OSR Director 

(mhalicki@aamc.org). 

  

On the main menu, select “Submit to iCollaborative.”  
 
The link to the submission form is at the bottom of the 
next page. 
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Appendix I: iCollaborative Submission Agreement 
iCollaborative Copyright Notice  
Last Updated: August , 2013. 
 
All information on the iCollaborative is made available under the following Creative Commons 
License . 

Submitting to iCollaborative 
Last Updated: August 16, 2013 
 
Welcome to the iCollaborative Web site (“iCollaborative,” “our site” or “this site”), owned and 
operated by the Association of American Medical Colleges (“AAMC,” “we” or “us”). iCollaborative 
includes www.mededportal.org/icollaborative. 
 
Read this Agreement carefully before submitting to iCollaborative. 
 
Acceptance of Terms and Conditions 
These terms of use (“Terms”) govern your submission to the iCollaborative and by submitting 
materials to this site you signify your agreement to and acceptance of all the Terms set forth 
below. If you do not accept these Terms, you may not submit materials to this site. 
 
The AAMC Web site Terms & Conditions and AAMC Privacy Statement are incorporated herein by 
reference. If a conflict exists between the AAMC Web site Terms and Conditions and the AAMC 
Privacy Statement and these Terms, these Terms shall take precedence. 
 
By using this site, you also indicate your understanding that we may revise these Terms from time 
to time without providing notice to you. Your continued use of this site after we have revised the 
Terms will indicate that you accept them as revised. We recommend you review these Terms 
regularly. 
 
Material Submission Requirements 
You understand that the purpose of the iCollaborative is to create a centralized online web based 
resource focused on highlighting and sharing innovations spanning health education, delivery and 
research. You agree that your submission is consistent with this mission. 
 
You agree that the parties listed on the iCollaborative Submission Form (collectively, the “Authors”) 
are aware of and agree to this submission and these Terms. 
 
You agree that the information provided through the iCollaborative Submission Form is complete 
and accurate to the best of your knowledge. 
 
You agree that the Authors hold all original copyrights to the materials submitted, or the Authors 
have obtained written permission from the copyright owner to make these materials available via a 
publicly accessible Web site, such as the iCollaborative. You represent that the materials 
submitted do not infringe on the patent or any other proprietary right of any third party. 
 
You understand that your submission will be screened to ensure that it meets minimum inclusion 
criteria. Screening may include editors revising content to enhance its relevance, consistency, 
usability or to conform to AAMC publication standards. You understand that submitting materials to 
the iCollaborative does not guarantee that the materials will be reviewed, accepted or posted on 
the publicly accessible Web site. If the submission successfully passes screening it will be posted 
via a publicly accessible Web site. You agree that if your submission is accepted and posted via a 
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publicly accessible Web site, it may be revised, as described above, or removed at any time and 
without notice to you at the discretion of AAMC staff. 
 
You agree that if your submission is accepted and posted, you will participate in the online 
discussion generated by your resource and that AAMC staff may set up e-mail alerts to notify you 
of new comments. 
 
Intellectual Property Grant 
You hereby grant the AAMC a non-exclusive, perpetual, royalty free right to display, reproduce, 
disseminate, annotate, archive, backup, and otherwise promote the submission. 
 
Further, you agree that your submission will be made available on the Web site and to the general 
public under the Creative Commons license Attribution-NonCommercial 
(http://creativecommons.org/licenses/). 
 
By submitting materials to iCollaborative you acknowledge and understand that the Terms 
set forth herein constitute a legally binding contract between you and AAMC and you agree 
to bound by these Terms. 
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Appendix II: Submission Policies and Guidelines 
Patient Health Information 
Upon receipt of an iCollaborative submissions, staff screen files for personal health information 
such as photos, images, charts, graphs, lab values, radiographs, or health records. Should 
identifiable health information be found within a submission, the must comply with one of the 
following two options: 
 
Provide the written permission received from each individual which grants the inclusion of the 
personal health information in the submission; or 
 
Ensure all individual identifiers (i.e., pictures displaying facial features, name, date of birth, 
social security number, address) have been removed from the submission. 
 
If permission cannot be obtained or if de-identification is not possible, the submission files will not 
be posted to the iCollaborative website. 
 
Creative Commons License 
iCollaborative respects the original authorship of all submissions and does not pursue ownership in 
any materials it receives or posts. Submitted resources are associated with the Attribution- 
Noncommercial Commons License. 
 
Resource Expiration 
iCollaborative aims to provide a platform for educators and learners to share educational 
innovations that are being developed, implemented and tested within the health professions. In an 
effort to maintain relevance, posted materials are removed from the system three years from the 
date of posting. 
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Appendix III: iCollaborative Submission Checklist 

 


