SECTION 15
EDUCATION COMMITTEE

This Committee has the following sub-committees: 

- Residency Leadership Summit (RLS) Program Planning/Residency Administrative Development (RAD) Workshop Committee 
- Audio and Web Conferencing Committee
This section contains the following information: 

♦RLS/RAD Committee Chairperson Responsibilities 
♦RLS/RAD Committee Timeline 

♦Audio & Web Conferencing Chairperson Responsibilities 
♦Audio & Web-Conferencing Committee Timeline 

RLS/RAD PROGRAM PLANNING CHAIRPERSON RESPONSIBILITIES
The RLS/RAD Program Planning Committee Chair/Co-Chairperson has the following responsibilities: 

1. Recruit AFMA members to serve on the RLS/RAD Committee and delegate tasks to those members. 

2. Develop list of member-relevant topics through the committee for the RLS as well as RAD Workshop. 

3. Facilitate speaker submission of AAFP proposal forms by set deadline.
RLS proposals go directly to the AAFP and RAD proposals go to RLS/RAD co-chairs for review.
4. Provide the Board, via a prepared report, with information regarding the RLS/RAD Committee activities at each Board meeting. 

5. Obtain the keynote speaker for the Annual Business Meeting - Jane S. Allison Lectureship. 

6. Develop the budget for the cost of the Annual Business Meeting Jane S. Allison Lectureship speaker. 

7. Generate topics through committee for AFMA discussion tables at RLS and solicit committee volunteers to facilitate each one.

8. Communicate the organization’s needs for the Annual Business Meeting to the AFMA Executive Secretary, i.e., audio visual, handouts, etc. 

9. Communicate the organization’s needs for various meetings and non-workshop activities occurring in conjunction with RLS to the Executive Secretary, i.e., meeting rooms, logistics, etc. 

10. Work to develop an educational program (2) for presentation at additional venue(s) in addition to RAD.
11. Collaborate with other organizations that promote educational opportunities for members. For example, work with the Association of Family Medicine Residency Directors (AFMRD) in expanding the curriculum to address more administrative issues and explore ways in which AFMA could contribute to the NIPDD fellowship program. 

12. Publicize the educational opportunities, which may include: AFMA Website, on-line newsletter, articles, direct mailings, personal phone calls and contacts, distribution of printed materials, development of a web site and/or links to other web sites and other methods so approved by the Board. 

13. Represent AFMA at various meetings when requested by the Board. 

14. Evaluate the feasibility and cost of implementing committee activities for the year and determine what financial resources may be needed. When estimates or proposals are needed from vendors, obtain assistance through the AFMA Executive Secretary.
15. Present an annual budget for the Board’s approval prior to implementation. 
RECOMMENDED COMMITTEE SIZE: 10-15 members

A significant time commitment is required.

RLS/RAD PROGRAM PLANNING COMMITTEE CHAIR & MEMBER TIMELINE 


	Month 
	Action Item 

	During or immediately following RAD
	Recruit committee members.

Determine virtual meeting schedule with input of committee members. 

	April through June
	Facilitate Committee virtual call to include: 

· Introductions.

· Acknowledgment for willingness to serve on RLS/RAD Committee

· Solicit feedback from committee regarding previous RLS and especially coordinator related presentations.

· Review RLS evaluations, along with RAD evaluations.(AFMA Executive Secretary will provide).

· Review AAFP Topic Definition List and begin identifying potential topics and speakers for the RLS presentations that would be relevant to Residency Coordinators.
Begin encouraging AFMA members to submit proposals.

· Develop newsletter article, e-blast and Facebook post to encourage coordinators to submit proposals.  Coordinate timing of these with the AFMA Executive Secretary and Media Chair.   Any of these should include a request that RLS/RAD Committee Chair be copied when an AFMA member submits a proposal so a list can be compiled.

· Committee members start contacting any potential speakers identified during virtual meetings to encourage them to submit a presentation proposal.
· Check with your committee early to see who has interest in presenting during the conference.  Engage them early in the development of the agenda and get commitment from them to participate in the conference, with the goal of having at least 2 presenters for each presentation, to avoid last minute issues due to availability.  

· Heavily restrict the utilization of Board members as presenters during RAD to avoid over-exposure/burn-out. 

· Coordinate educational activity for NCFMR. (Approx. 1-hour session, morning round table discussions) on Friday and Saturday.
· Educational activities are geared toward coordinators who attend NCFMR.  Usually an informal discussion with a topic rather than a presentation. Sometimes having a few topics of interest at each session will ensure the discussion is engaging.
· Space should be confirmed with the AAFP contact (Kristy Sloan – ksloan@aafp.org).
· Review current budget.  Identify budget line items and obtain prior expense history detail
· Through committee conference call identify topics and obtain speaker commitment
· Reach out to ERAS representative. Historically, ERAS has presented every other year at RAD. Current contact info: Juliann Winn – AAMC 202-862-6251 jwinn@aamc.org
· Conversely, reach out to ABFM representative; historically, they present every other year at RAD. Current Contact Info: Kathy Botner – kbotner@theabfm.org 


	June and July
	Work with the AFMA Executive Secretary to start to develop of list of AFMA member proposals for RLS
Begin developing the RAD agenda.
Facilitate Committee virtual meeting or other communication with committee. 

· Provide update regarding number of proposals submitted.  

· Committee members continue to make contacts to identified speakers to facilitate submission of proposals by deadline.

· Develop topics and obtain committee volunteers to facilitate discussion tables at the RLS.  Ensure that committee members submit the proposal forms for discussion tables prior to deadline.   

· Determine potential speaker/topic for keynote speaker for the Annual Business Meeting – Jane S. Allison Lectureship.

· Upon approval by the Board, begin negotiations with Business Meeting Speaker staying within budget.

	August
	Attend Fall Board Meeting 
Communicate all activities of the committee to include:

· List of proposals submitted by AFMA members; vote on proposals at FBM.
· Progress regarding Annual Business Meeting Keynote Speaker

· Progress on developing topics/facilitators for RLS discussion tables.

· Presentations selected as “promised” programming.

Obtain list of accepted proposals from AFMA Executive Secretary.  Provide list to committee members. Be sure to tally the AFMA member accepted proposals as this will be needed for the annual Physician Advisors report. 

Communicate updates to committee members after Fall and Winter board meeting

	September
	Attend RLS Program Planning Meeting via conference call with AAFP

	October
	Confirm that AFMA Executive Secretary has received all Commitment to Present forms from speakers.

Confirm AFMA Executive Secretary has sent all confirmation letters to include: *Deadlines for handouts and bios  
*AV needs

*Room setup 
*Goals and objectives for attendees
Consider food, room set-up, AV needs and request estimates through AFMA Executive Secretary (Cristin).  Can get ideas via the website of the hotel for catering.  ALL proposals / estimates are to be done through the AFMA Executive Secretary at the AAFP (Cristin).

	November through December 
	Begin encouraging AFMA members to attend RLS, and RAD.
· Develop newsletter article, e-blast and Facebook post to communicate programming for coordinators and encourage attendance at RLS and RAD.  Coordinate timing of these with AFMA Executive Secretary and Media Chair

Review budget and prepare committee report for Winter Board Meeting.

Work with AFMA Executive Secretary regarding developing an announcement of Business Meeting Keynote Presentation to be included with the AFMA business meeting notice mailing.
Email RAD presenters, notifying them of the deadline for presentation submission (typically early 2nd week of February)

Presentations MUST be submitted to the RAD/RLS co-chairs on AFMA PPT template and reviewed by the RAD/RLS co-chairs. See RAD Presentation email template in the Board Google Drive.

	January 
	Attend Winter Board Meeting 

Communicate all activities of the committee to include:

· Final details regarding the Business Meeting Keynote Speaker.  Tie up any loose ends. 

· Final topics/facilitators for RLS discussion tables.

· RLS/RAD Budget

· Review logistics with AFMA Board and AFMA Executive Secretary one last time. 
Determine which committee members will be available in case there are last minute needs during the RLS.
Continuously keep tabs on RAD registration; blast members as necessary to increase registration. 

	February 
	Prepare Physician Advisor Meeting Report.

Provide to following to AFMA President and AFMA Executive Secretary:

· Revisions to the RLS/RAD Chairman Duties and Timeline sections of the manual.

· Revisions to Annual Report 

· List of committee members for President Presentation and for letters of recognition. 

Make final arrangements with Keynote Speaker.

Finalize any remaining RLS details with Cristin.

Thank committee members for their commitment and work. 
Reserve space at NCFMR or other approved venue for next year’s educational activity.
Contact:  AAFP Exhibit Staff (Kristy Sloan – ksloan@aafp.org)

Assignments take place in February.

Notification of space will take place in March / April

	March
	Co-Chairs wrap up any loose ends with each other, AFMA President and AFMA Executive Secretary. 


 AUDIO AND WEB CONFERENCING CHAIRPERSON RESPONSIBILITIES 
The Audio and Web-Conferencing Committee Chairperson has the following responsibilities: 

1. Recruit AFMA members to serve on the Audio and Web Conferencing Committee
2. Provide the Board with information regarding the committee activities at each meeting or teleconference
3. Prepare Audio and Web Conferencing Committee reports for the Board and AFMA’s online newsletter. 
4. Determine the number of audio and/or web-based educational offerings for the year
5. Coordinate audio and/or web-based offerings with RLS, RAD and Professional Development topics and presenters
6. Work with the committee members to secure presenters and topics for educational offerings.  The current recommendation is one webinar per month and one chat forum per month.

7. Work with the AFMA Executive Secretary to coordinate the broadcast of any audio and/or web-based conferences.   

8. Develop the budget for the implementation of audio and/or web-based conferences. 

9. Plan and confirm a conference for April or May of the following term for the purpose of assisting the incoming Chair with a confirmed conference in place.

The current webinar system we are using is Zoom. The current username is afmatreas@gmail.com and the password is FamMed2021#.  This is a user-friendly system.  Prior to the first webinar the chairperson should set up a “dummy” meeting to familiarize them with the software.  There is a yearly renewal fee for the webinar system that arrives via email to the treasurer’s email address.  This bill will need to be paid with a credit card (credit card information can be requested from the treasurer).

RECOMMENDED COMMITTEE SIZE:  6-8 members 

A significant time commitment is required. 

AUDIO AND WEB CONFERENCING TIMELINE

	Month 
	Action Item 

	April 
	Contact Committee members

Set & schedule monthly committee meetings

	May
	Perform a needs assessment to determine topics and presenters. 

	June
	Schedule audio and/or web-based conferences and post on AFMA’s website calendar, secure presenters

	August 
	Prepare committee report for Fall Board Meeting 

	December/January 
	Prepare committee report and budget information for the Winter Board Meeting.  This should be completed for the Annual Business Meeting. Include a special thank you to the committee members and list their names. Pay annual fee for webinar service.

	February 
	Evaluate the process and the success of the conferences. 

	March 
	Write thank you letter to committee members and their program directors
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