
IPCE Planner RSS Checklist
Below is a step-by-step checklist to guide you through the Regularly Scheduled Series (RSS) application process.
PARENT APPLICATION (initial application):
☐	Step 1: Start Application
· Complete all known fields in the Basic Information section.
· Begin adding committee members in the Planners and Faculty tab.
· Reminder: Once a member is added, they will automatically receive an email prompting them to complete their disclosure.
· Begin identifying and documenting:
· Current state
· Desired state
· Professional practice gap
· Needs assessment
· Target audience
· Reminder: These elements should be written broadly and reflect all sessions of your RSS
· Identify key stakeholders and determine who should serve on the planning committee.
· Reminder: If you plan to work with any outside organizations, email averacontinuingeducation@avera.org as soon as possible
· Begin thinking about:
· How your educational sessions will be structured to meet learner needs
· Strategies to close or narrow the identified professional practice gap
· How you will measure the impact of the education
· Begin identifying potential session dates
☐``        Step 2: Complete the Accredited Continuing Education Planning Form
· Begin completing the Accredited Continuing Education Planning Form using information developed in Step 1.
☐	Step 3:
· Finalize Key Components
· Finalize the type(s) of credit you will offer.
· Avera offers:
· Joint Accredited: CME, CNE, Social Work, Pharmacy, Athletic Training
· Others:  Social Work, Nursing Facility Administrator, Marriage and Family Counseling, Nursing Pharmacotherapeutics
· Determine whether attendees require additional credit types not offered by Avera.
· If so, initiate those approval processes and plan to upload documentation with your application.
· Finalize Planner and Faculty lists.
· Planning committee membership should reflect the target audience.
· Example: If MDs and nurses are included in the target audience, both should be represented on the committee.
· Committee requirements:
· Minimum of two individuals on the planning committee
· At least one content expert
· Individuals may serve in more than one role
· RSS-specific requirements:
· RSS Basic: Minimum of two MD content experts, a lead planner, and a facilitator/moderator
· RSS Complex: List only planners and committee members on the parent application; faculty will be listed in individual Child Session applications
☐	Step 4 - FINAL:
· Confirm all required fields are completed in the application.
· Confirm all sections of the Accredited Continuing Education Planning Form are complete.
· Upload the completed Planning Form in the Planners and Faculty tab (top of the page).
· Verify all disclosures have been obtained and are current.
· If conflicts of interest were identified: 
· Ensure mitigation steps have been completed and documented.
· Upload any supporting documentation, as applicable: 
· Joint Providership (JP) agreements
· Marketing materials
· Outside credit approvals
· Budgets
· Sign the application.
· Submit the application.
Thank you for taking the time to complete your IPCE Application!  We value the hard work you do and look forward to seeing what great education you produce for our Avera colleagues!
If you have any questions, please email: averacontinuingeducation@avera.org


After Parent Application Approval
· Once approved, Sharon will build the RSS Child Sessions for the scheduled dates and notify you when they are available.
· Important: Child Session applications must be submitted at least 14 days prior to the scheduled session date, or credit cannot be awarded.

CHILD SESSION APPLICATION
☐ Step 1: Begin Your RSS Child Session Form
· Complete basic session information.
· Complete speaker information.
· Complete the RSS Child Session Summary of Education specific to the session: 
· Add session-specific learning objectives.
· Add references for the session.
☐ Step 2: Complete the RSS Activity Editor (RSS Dashboard)
· Review and update session details, including: 
· Name
· Location
· Date
· Time
· Enter session-specific objectives.
· Upload the completed RSS Child Session Form.
☐ Step 3: Add Faculty and Complete Disclosures
· Add faculty to the session.
· Review faculty disclosures.
· Mitigate any conflicts of interest and document mitigation on the RSS Child Session Form.
☐ Step 4: Final Review
· Confirm the application status reflects “Pending.”
· If it does not: 
· Review Steps 1–3 to ensure all required fields and documents are complete.

After Child Session Approval
· Once approved, Sharon will send the Child Session documents required for implementation and credit processing.
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