
2024 RSS Coordinator 
Fall Workshop

Primary: Thurs, Oct 24 (10 AM)

Make-up: Tues, Oct 29 (10 AM)



Welcome & Introductions



Overview

Ethos Process Overview & RSS Module 
Review 

Ethos Troubleshooting Challenge & 
Reminders

Journal Club Post-Test Requirement 

MOC/CC Reporting Process Update

Annual RSS Evaluations/Outcomes





Total Learners By CME Activity Type

UT Southwestern Medical Center (2022)  

The largest number of CME learners
 are those who attend RSS activities! 

**Physician, Other Learners: # Learning Encounters



Ethos Process 
Overview & RSS 
Module Review 



Process Overview

2 Weeks Prior to Session

Add Faculty, Track Disclosure Form Completion

1 Week Prior to Session

Review Disclosures, Notify CE Coordinator of 
any listed financial relationships

3 Bus. Days Prior

Upload documents to edit/attachments tab in 
ethos. Complete all other steps for ethos 

Set Session to "Needs Review"

2 Bus. Days Prior

CE Coordinator Reviews/Approves Session



Ethos Workflow Summary

New

•RSS 
Coordinator 
collecting 
disclosures, 
editing session, 
uploading 
documents

Needs Review

•Ready for CE 
Coordinator to 
review

•All 
documentation 
uploaded; 
Faculty 
Disclosures 
complete
•Notification of 

financial 
relationships to 
CE Coordinator 
(if applicable)

In Review

•CE Coordinator 
reviewing 
session

•Received 
automated 
email with 
indication

Feedback

•CE Coordinator 
has identified 
something is 
missing 

•Automated 
email sent with 
feedback 
message 
included

Approved

•Session 
approved, 
Event ID 
avaliable

No changes needed; 
skips feedback

If changes are needed, 
workflow reset to needs 
review

*Set session to "Needs Review" no more than 30 day prior to the session date



RSS Review & Approval Timeline

ALL Materials DUE CME Review Day of Session

Wednesday Before Thursday Before Monday

Thursday Before Friday Before Tuesday

Friday Before Monday Wednesday

Monday Tuesday Thursday

Tuesday Wednesday Friday, 
Saturday/Sunday

- Be sure to mark activity as 'Needs Review' at least 3 business days in advance
- CME Review 2 Business days prior to session date 
- Please send your coordinator an email if you do not have session approval 1 day prior to session. 



ACCME Guidelines on the Mitigation 
of Financial Relationships 

IDENTIFY

MITIGATE

DISCLOSE

All occurs PRIOR to the 
delivery of accredited content!



ACCME Guidelines on the Mitigation 
of Financial Relationships 

IDENTIFY
Mechanism: 
Disclosure forms in 
Ethos

Who: Speakers, 
Course director, 
Planning committee

When: Prior-to delivery 
of content

MITIGATE
Mechanism: Notice to 
CME Prog. Coord at 
least 1-week prior-to 
event

Who: Anyone with 
conflicts

When: Prior-to delivery 
of content

DISCLOSE
Mechanism: 
Disclosure to Learner 
(DTL) handout, 
Announcement

Who: Distributed to 
learners

When: Prior-to delivery 
of content



Ethos 
Troubleshooting 

Challenge & 
Reminders



Troubleshooting Challenge: Spot the Ethos Issues

Title matches format "### RSS "TITLE" (MMDDYY)



Troubleshooting Challenge: Spot the Ethos Issues

Verify the session date matches the 
date presented in title 

Location Listings:
In Person Activities: 
"UTSW Medical Center, Dallas, TX "

Virtual Activity: 
"Virtual Activity, Dallas, TX"

Hybrid Activity:
"UTSW/Virtual, Dallas, TX"



Troubleshooting 
Challenge: Spot the 
Ethos Issues

AMA/Attendance Credit 
Setting are BOTH active

Max credit amount in both 
sections reflect the correct # of 
credits 



Troubleshooting Challenge: Spot the Ethos Issues

Document naming convention should be ###_MMDDYY_NAME 
(ex. 000_102424_DTL)



Troubleshooting Challenge: Spot the Ethos Issues

SMS Attendance settings need to be 1 hour 0 minutes 
BEFORE and 24 hours and 0 minutes AFTER

Always save!



Troubleshooting Challenge: Spot the Ethos Issues

Check Faculty Disclosure Date is within 1 year of the session date.

Check Faculty Disclosure is complete (date displayed)

*Add Faculty to session prior to assigning form



Troubleshooting Challenge: Spot the Ethos Issues

Faculty role, Form type (Disclosure), and send 
email (when applicable) need to be selected for 
each faculty 



Reminders

If changing RSS Coordinators, the originator of the session will be on the auto-emails

New RSS Coordinator Training held every 3rd Thursday by CE Office. 

Utilize repeat session function by using the session provided by CE

DTL/Announcement Templates can be found on resource page 

Sharing the DTL and Announcement with learners PRIOR to the session is a requirement! 

If financial mitigation required – please send separate email (at least 1 week prior to session)

Ensure you are using the most current series link (FY/CY) - CY Mid Cycle Review SOON *CY25 Series Links 
avaliable on Nov 4*



Certificate for RSS 
Activities (Update)

+ Learners will have the ability to download 

certificate for RSS activity for attendance 

record

+ No action needed for RSS Coordinators 

(CE Coordinator will add to course)



Journal
Club
Requirements



Process for Journal Club RSS Activities 



Journal Club - Quiz Template 



Journal Club – Email Notification to Learners



Journal Club – Quiz Sample



MOC/CC Reporting 
Process Update



Board ID in 
Ethos Profile 
(MOC/CC)

+ CE Office Reporting to Boards on 
behalf of the learner

+ Learners can expect 60–75-day 
delay between the activity date & 
reflection in learner's board profile.

+ Post-Test/Evaluation sent to learner 
(when applicable)

+ NEW! Board ID and DOB to be 
added to ethos profile for reporting 
(prev. MOC form)



RSS Evaluations/Outcomes



RSS Evaluations

+RSS Evaluation - annually (November/December)

+Consists of 4 questions (Reflective; Qualitative results)



2023 RSS EVALUATION RESULTS

• 290 open-ended responses from learners

• 56 Regularly Scheduled Series programs 

• 224 (77%) indicated their ability to apply learning to clinical practice
 



RSS Outcomes Reporting

Unique opportunities to demonstrate impact 

                            of your RSS activity



Questions?
RSS Coordinator Resource Page

https://cme.utsouthwestern.edu/rss-coordinator
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