SECTION 16
INFORMATION EXCHANGE COMMITTEE
This Committee has the following sub-committees: 

- Website Chair 

- Media Committee Chair
- Survey Committee Chair
This section contains the following information: 

♦ Website Chair Responsibilities

♦ Media Committee Responsibilities

♦ Media Committee Timeline 

♦ Survey Committee Responsibilities 

♦ Survey Committee Timeline 

INFORMATION EXCHANGE
The Information Exchange committee will be chaired by the Website, Media and Survey chairs. 

WEBSITE CHAIRPERSON RESPONSIBILITIES

1. Becomes familiar with the website services and operation to manage and upload information.

2. Serves as liaison between the AFMA Board of Directors and AFMA website host/vendor.
3. Maintains the AFMA website. Coordinates with the President and Committee Chairs to ensure that all information is updated annually. (Board of Director information, membership, announcements, Bylaw changes, Strategic Plan, membership application, newsletter, webinars, etc.).

4. Monitors all website pages for proper function.  Makes edits and updates as required to maintain accuracy of published information.  

a. Job posting publications must include the date they were posted and removed after 30 days.  
5. Works with the AFMA Treasurer to keep the AFMA domain name subscription for www.afmaonline.org current 

6. Maintains a fiscal understanding of the AFMA website through the web host, services offered and fees associated therewith.

7. If needed, assist with AFMA Facebook page, posting pertinent information as needed, on a regular basis.
8. Provides the Board with information regarding the web site at each meeting or teleconference.
9. Completes the Annual Committee Report for distribution to members at the Annual Business Meeting.

Reviews Practical Guide annually for accuracy and updates.
Website Committee Timeline
	
	

	Month
	Action Items

	Ongoing
	· Monitor discussion list for shared documents and upload them to the website
· Communicate with other board members and committee chairs regarding items their committee would like posted to Facebook or the website.
· Monitor website for any issues with web pages
· Upload newsletter and webcasts to the website


	September
	· Attend Board Meeting – (Fall) – usually in Kansas City



	December
	· Review Practical Guide for updates.  All revisions should be made prior to the NCW/RAD/PDW and RPS Symposium



	January
	· Attend Board Meeting – (Winter) – location is presidents decision
· Prepare budget for following year


	February
	· Update applicable sections of board manual

· Complete the Annual Business Committee Report for distribution to members at the Annual Business Meeting.  This should be sent to the AFMA Executive Secretary and Board President for review.

· Prepare thank you letters for committee members - Executive Secretary will provide you with sample letters from the previous year.

	March
	· Wrap up activities and prepare for transition to new committee chair

	April
	· Attend Board Meeting (Spring), RAD, RLS – in Kansas City

· Update website with the new Board Member’s information


Hints:

To add Shared Documents to the website, you must first upload the document as a Media file then add it to shared documents with a hyperlink.

When you want to post a message to all subscribers of the Association of Family Medicine Administration (AFMA) Discussion List, you can send an e-mail message to afma@lyris.dundee.net

Disclaimer and Indemnity

AFMA has provided this e-mail discussion list for the convenience of its members and certain other authorized individuals. The list is provided merely as a forum for enabling participants to communicate about the subjects of interest. AFMA does not exert editorial control over information or materials posted by third parties onto this list or information or materials that are e-mailed by third parties to any other parties. AFMA is not responsible for monitoring any materials posted by any third party or for verifying that such information or materials are accurate, timely, reliable, suitable, complete, non-infringing or free from technical defects.

AFMA accepts no responsibility for, and expressly disclaim all warranties and representations of any kind, express or implied, regarding, the use, operation or performance of the e-mail discussion list or any information or materials posted through the list, including warranties of merchantability, fitness for a particular purpose, title and non-infringement.

In no event shall AFMA be liable for any direct, indirect, punitive, incidental, special, consequential or any other damages whatsoever arising out of or in any way connected with (1) the use, operation or performance of the list, (2) the delay or inability to use the list in whole or in part, (3) any reliance by you on information or materials provided on or through this list, or on the reliability, accuracy, completeness, suitability or timeliness thereof, (4) any unauthorized use by you or others of the list, or (5) termination or modification by AFMA of the list or any information or materials provided thereon, whether based on contract, tort, negligence, strict liability or otherwise, even if AFMA has been advised of the possibility of such damages. Because some states/jurisdictions do not allow the exclusion or limitation of liability for consequential or incidental damages, the above limitation may not apply to you.

In addition to and without limiting the foregoing, AFMA and shall not be liable for any harm caused by the transmission, via use of the list, of a computer virus, or other computer code or programming device that might be used to access, modify, delete, damage, corrupt, deactivate, disable, disrupt, or otherwise impede in any manner the operation of any of your software, hardware, data or property.

You are solely responsible for the content of any e-mails you post to the list and you agree to indemnify and hold AFMA, its affiliates, officers, agents and employees, harmless from any claim, demand or expense (including attorneys’ fees) due to or arising out of your use of the list service or of any information or materials provided via the list service.

GUIDELINES

1. Only information which can be expected to be of interest to AFMA members by virtue of its relevance to either (1) clinical and socioeconomic issues in medicine or (2) AFMA related activities should be posted. 

2. The AFMA accepts no responsibility for the opinions and information posted by users. 

3. Do not post any false, inaccurate, misleading, defamatory, tortuous, abusive, threatening, harassing, profane, obscene, offensive, pornographic, hateful, infringing, anti-competitive or illegal information or materials. 
The AFMA does not condone and will not be responsible for any such information or materials or for any resulting liability. Any communications regarding salaries or pricing (including negotiations with payers) are prohibited. 

4. The AFMA does not actively monitor the list for inappropriate postings and does not on its own, undertake editorial control of postings. However, in the event that any inappropriate posting is brought to the AFMA’s attention, the AFMA has the right, but not the obligation, to remove all or part of the posting and/or terminate a user’s access to the list. AFMA reserves the right to reveal your identity (or whatever information it may know about you) in the event of a complaint or legal action arising from any e-mails posted by you. 

5. Do not post any information, software or other material protected by copyright, patent, trademark, trade secret or other proprietary right without the permission of the rights owner. By posting information, software or other material, the posting party warrants and represents that it owns such rights in the information, software or other material, or has received permission from the person or entity who owns such rights, in the information, software or other material. By posting information, software or other material, the posting party grants the AFMA and other subscribers to the electronic mailing list the non-exclusive right and license to display, copy, publish, distribute, transmit, print and use such information, software or other material. Subject to the grant of this license, the posting party retains any other rights that the party may have in such information, software or other material. 

6. Do not post any information or materials which contain any virus, Trojan horse, corrupted file, worm, time bomb, cancelbot or other computer programming routine that is intended to damage, detrimentally interfere with, surreptitiously intercept or expropriate any system, data or information. 

7. Do not post any information or materials which contain personal health information as defined by HIPAA. Discussion list participants should be familiar with HIPAA privacy and security standards and review all information prior to submission to avoid inadvertent disclosure. 

8. As this electronic mailing list is not monitored by the AFMA, do not use it to send messages to the AFMA. E-mail can be sent to the AFMA via cestes@afma.org. 

9. AFMA reserves the right to terminate access to any user who does not abide by these guidelines. AFMA may modify, suspend or discontinue, on a temporary or permanent basis, the list service at any time for any reason. All rights of termination shall be within the sole discretion of the AFMA. 

The AFMA is a "service provider" of this electronic mailing list as that term is defined in the Digital Millennium Copyright Act. 


MEDIA (NEWSLETTER) COMMITTEE CHAIR RESPONSIBILITIES
1. The newsletter is a quarterly publication with Winter, Spring, Summer, and Fall editions.

2. Recruits AFMA members to serve on the Media committee, delegating tasks to meet AFMA strategic goals and objectives.
3. Develops and maintains a newsletter to provide timely information to AFMA membership. Topics should include information on the AFMA organization, and broad and evolving areas of interest to a diverse AFMA membership (see attached article timeline).

4. Directs the development of the article timeline, delegating particular topic areas to committee members and directing them to author or solicit articles within their topic area.

5. Ensures each Committee Chair and Board member provides appropriate updated timelines/information/reports.

6. Solicits and communicates with Physician Advisors on suggested topics for articles for each issue.

7. Works with AFMA President for articles for each issue. Communicates the upcoming topics in the newsletter to the president.

8. Uses membership database on AFMA website and communicates with Executive Secretary and Board Members to spotlight new members.

9. Maintains the article timeline by providing deadlines and deadline reminders to committee members so that appropriate deadlines are met.

10. Completes the timeline through distribution of the Summer articles. Solicits articles to facilitate the hand off to the new committee chair. The article timeline and information pertaining to this committee will be forwarded to the new committee chairs by April 15 so that work can begin for articles pertaining to the issues thereafter.

11. Provides the Board with information regarding Media Committee at each meeting or teleconference.

12. Completes the Annual Committee Report of accomplishments for distribution to members at the Annual Business Meeting.

13. Leads the committee in efforts to determine what information would be most useful to program administrators/coordinators in managing family medicine residency and fellowship training programs. Examples include, but are not limited to: data on staffing and compensation, recruitment and retention of residents and staff, professional development and educational topics.

14. Serves as a resource to the membership on matters regarding information gathering, compilation, interpretation, and exchange. The chairs need not be an expert in either of their areas, but should seek out individuals who can be of assistance in these efforts.

15. Evaluates the feasibility and cost of implementing committee activities for the year and determines what financial resources may be needed. External resources for data collection, compilation, analysis, and report writing/distribution may be needed.

16. Works with Treasurer Chair to present an annual budget for the next fiscal year at the Winter Board Meeting.

17. Implements and supports the attached Disclaimer and Indemnity policy and guidelines among the participants of the AFMA Discussion List reporting any misuse to the Board of Directors.

18. Maintains minutes and correspondence of the Information Exchange Committee meetings/teleconferences, using this info to aid in transition for the incoming chair.

19. Suggested contents for each issue:  President’s Message; Letter from Physician Advisor; Member Spotlight; Announcements; Committee Updates; Approaching Deadlines.

Occasional features:  Research, Human Interest Stories, Success Stories, and Notes of Appreciation

Media (Newsletter) Committee Timeline
	Issue
	

	Winter
	Contact committee in early December

Gather articles by early January

Distribute Newsletter by January 31st
Suggested Contents:  RPS, RAD, Match, SOAP, Contracts

	Spring
	Contact committee in early February

Gather articles by mid-March

Distribute Newsletter by March 31st
Suggested Contents: Orientation, Graduation, Residency Management Software (e.g. New Innovations) tips for new year, Annual Program Evaluation

Begin working on Summer edition for new committee chair

	Summer
	By April 15th receive information from former committee chair

Contact committee late April/early May

Gather articles by the end of June

Distribute Newsletter by July 31st
Suggested Contents:  Recruiting, ERAS, Interview Scheduling

	Fall
	Contact committee late August/early September

Gather articles by the end of September

Distribute Newsletter by October 31st
Suggested Contents:  ITE/ISE, CCC Reports


Media (Newsletter) Committee Notes/Ideas
If surveys go out – coordinate timing so they can be listed in the newsletter

Membership to write or send ideas of what they want to see

Scholarly activity piece – ask membership to share their activity
Showcase our merchandise, where applicable
Invite membership to write an article 

Ask Committee chairs to submit articles

Remind board members while on board meetings – any articles to submit?

Mentors/mentees can submit articles

Newsletter Colors
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New Coordinator Spotlight Questions

How long have you been a Program Coordinator?

What was your professional background prior to entering Family Medicine?

What resources have been the most helpful to you in your new position?

What do you feel is the biggest challenge you face as a new Program Coordinator?

If you were to attend a new Program Coordinator Workshop, what are the top 5 topics that you would like to learn more about?

What is your favorite part of the job so far?

Is there anything about the job that you were not expecting or that you felt unprepared for?

Seasoned Coordinator Spotlight Questions

How long have you been in your position? 

How many residents are in your program? 

Best benefit of being an AFMA member? 

Best part of being with a FM residency program? 

What is the most gratifying component of your job? 

What is one of your fondest memories of your time at the residency? 
As a coordinator, what has been your greatest accomplishment to date? 

If you could change one thing about your job, what would it be?

What has been the most challenging part of your job? 

How have FM residents changed during your time in the position? 

What program recruitment tips do you have? 

What one tip would you give a brand new FM administrator? 

Are there any words of wisdom you would share with other coordinators? 

What do you wish you would have known/done during your first year on the job that you didn’t know/learn until later?

Are there specific “tools” that have been particularly helpful to you as a coordinator?

What do you think are FM residencies’ biggest challenges?
SURVEY CHAIRPERSON RESPONSIBILITIES

The Surveys Committee with be engaged when the strategic plan reflects the need to conduct a major survey of the membership. 

The Surveys Committee chair is selected from the AFMA Board of Directors. The position is a one-year term.  

Survey Committee Chair Responsibilities

1. Coordinate committee efforts to develop information and resources needed for the individual survey(s).

2. Conduct staffing survey every 3 to 4 years.

3. Creates concise useful survey tools that gather necessary information without being overwhelming to the membership.

4. Analyze survey data and compile in an effective, easy to understand format.

5. Communicate survey results to the membership using available avenues such as the online newsletter and AFMA website.

6. Appropriately archive survey data for potential use in research efforts.

Survey Committee Timeline

	Month
	Action items

	Ongoing

	· Monitor discussion list for items that are of interest to AFMA members. See if any might warrant creation of a survey.

· Become familiar with various web survey tools with regard to pricing, features and benefits.

· Solicit/invite members to participate on survey committee

	September
	· Attend Board Meeting – September in Kansas City

	December
	· Renew Survey Monkey subscription (if applicable)

	January
	· Attend Winter Board Meeting

· Prepare budget for following year

	February
	· Update applicable sections of board manual

· Prepare thank you letters for committee members

	March


	· Distribute match survey to membership (if applicable)

· Wrap up activities and prepare for transition to new committee chair

	April
	· Attend RAD/PDW and RPS Symposium
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