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Regularly Scheduled Series (RSS) Step-by-Step Process
Please note, only current forms will be accepted.
Regularly Scheduled Series (RSS) activities are a regular and important part of continuing medical education in medical school and hospital settings.  They allow medical staff physicians, allied health professional team members, and interested community physicians to meet on a regular basis for ongoing educational activities that inform them of new information, update and refresh them in any ongoing QI process, and provide opportunity for discussion, consultation, collaboration, and reflection.
As you begin to plan your CME activity (RSS, Live, or Enduring), please contact the UC CME Office to discuss your ideas and our CME planning process.  We will be happy to meet with you in person or by telephone, and welcome the opportunity of introducing ourselves and helping you feel comfortable with the processes and forms.  Our contact information is:

Live and RSS activities:
Barbara Forney, forneyba@uc.edu or telephone 513-558-3197

RSS activities:
Mary Ellen Gallo, gallome@uc.edu, or telephone 513-558-7399

Enduring activities:
Deborah Cole, coledr@uc.edu or telephone 513-558-7350

CME Director:
Susan Tyler, tylersn@uc.edu or telephone 513-558-3132

As an accredited provider, the University of Cincinnati is required to sponsor educational activities that are balanced and evidence-based.  The University of Cincinnati must ensure that all decisions concerning each educational activity are made free of the control of a commercial interest.  The ACCME defines a “commercial interest” as “any entity producing, marketing, re-selling, or distributing health care goods or services consumed by, or used on, patients”.  The Program Manager will forward a complete copy of the ACCME Standards for Commercial Support (SCS) to you; the Standards listed below are the most pertinent to your programs planning needs:
SCS 2.1
The provider must be able to show that everyone who is in a position to control the content of an education activity has disclosed all relevant financial relationships with any commercial interest to the provider.  The ACCME defines “relevant financial relationships” as financial relationships in any amount, occurring within the past 12 months that create a conflict of interest.
SCS 2.2
An individual who refuses to disclose relevant financial relationships will be disqualified from being a Planning Committee Member, a teacher, or an author of CME, and cannot have control of, or responsibility for, the development, management, presentation or evaluation of the CME activity.
SCS 2.3
The provider must have implemented a mechanism to identify and resolve all conflicts of interest prior to the education activity being delivered to the learners.
SCS 3.3
All commercial support associated with a CME activity must be given with the full knowledge and approval of the provider.
SCS 3.6
Both the commercial supporter and the provider must sign the written agreement between the commercial supporter and the accredited provider.
Listed below are the step-by-step instructions when filing for RSS CME credit:
□
RSS Activity Planning and Development Guide - The Course Director for this activity must complete and sign this form.  The application will be approved for one year.  Please complete the application, retain a copy for your file, and forward a copy of the application to Barb Forney.  The Accreditation Council for Continuing Medical Education (ACCME) considers the entire annual series or regular conferences to be one activity.  Please note that this application asks you to indicate the overall or global learning objectives (why you have determined the need for the RSS) for the entire series for one year.

□
Disclosure of Relationships with Commercial Interests Form – All Planning Committee Members are required to complete this form.  The Program Manager will request these forms at the time of your audit.  Please retain a copy of these forms in your file.
□
Planning Committee Resolution Form – The Course Director is required to complete and sign this form along with the Program Coordinator.  The Program Manager will request this form at the time of your audit.  Please retain a copy of the form in your file.
□
Request for CME Category 1 Credit - Please complete this form and submit to Mary Ellen Gallo on or before noon the day prior to your activity.  Failing to do so will result in a $10.00 penalty fee.  Please note that the ACCME prohibits retroactive approval of CME credit after the activity has taken place.  Incomplete forms will be returned to you for completion.  Please retain a copy of this form in your file.
□
Disclosure of Relationships with Commercial Interests and Speaker Resolution Forms - Speakers must complete both forms.  If a speaker answers “yes” to both parts of Question #1 on the Speaker Resolution form, the Course Director must resolve the speaker’s conflicts of interest.  The CME Office requests that the Course Director review the speaker’s slides to ensure that they are evidence-based and balanced and to document this review.  If the Course Director requests changes, those changes must be made before the educational activity takes place.  Documentation of the review and findings is required, and must be available during the time of your audit.  The Program Manager will request these forms at the time of your audit.  Please retain these forms in your file.  Please note that CV’s are required on all non-UC faculty.

□
Presentation Requirements - forward a copy of the Presentation Requirements to each speaker.
□
Evaluation - You are required to evaluate each program.  Please use to the UC CME Evaluation Template to customize your evaluation forms.
□
CME Change/Cancellation/No CME Credits Form - If there has been a change in the title, speaker(s), and/or date of your activity after submitting a Request for CME Credit form, please complete this CME Change/Cancellation/No CME Credits form and email to Mary Ellen Gallo ASAP.  In order to avoid a $10.00 penalty fee, your Change/Cancellation/No CME Credits form must be sent to Mary Ellen at least 1 day prior to the activity.  There are no refunds for cancelled activities; however, you have one year from the original date to reschedule.  Please inform Mary Ellen when you are rescheduling a cancelled activity so you are not invoiced twice.

□
Attendance Sheet - The University of Cincinnati requires attendees’ names and email addresses; date of birth, and last 4 digits of their Social Security Number are preferred but optional.  This helps ensure an accurate transcript for attendees.  Please only list those attendees requesting CME credit and provide a number count of attendees not requesting CME credit in the section provided on the Attendance Sheet.  Your Attendance Sheet (preferably in Excel format) must be submitted to Mary Ellen no later than 7 business days after your activity; failure to do so will result in a $25.00 penalty fee.
□
Letter of Agreement (LOA) - It is your responsibility to ensure the terms of the LOA are met.  Your department is responsible for sending a copy of your post budget, outcomes, and copies of your promotional materials to the commercial supporter(s) of your activity and to the CME Office.  Please refer to Guidelines for CME Grant Requests and Letters of Agreement.
All Letters of Agreement (LOA) must be submitted to the CME Office no later than 7 days prior to the educational activity.  A RUSH FEE of $50.00 will be assessed if you submit the LOA 7-10 days prior to the activity.  In order to process your LOA, you must attach a copy of your grant request and budget.  Letters of Agreement submitted after the 7 day deadline will not be accepted for processing.  The ACCME Standards for Commercial Support state an LOA must be fully executed prior to the educational activity.

Should you have questions, please contact the Program Manager, Barb Forney, at (513) 558-3197 or forneyba@uc.edu We look forward to working with you.

Barb Forney
Program Manager – Live and RSS Programs
Office of Continuing Medical Education
University of Cincinnati
