INSTRUCTIONS FOR COMPLETING THE

UNIVERSITY OF MARYLAND MEDICAL SYSTEM’S

REQUEST FOR RESIDENT/FELLOW CONTRACT TEMPLATE

(Last updated 2/6/09)
The completed EXCEL sheet must be electronically mailed to Maureen Hyson mhyson@umm.edu  Medical Staff representative listed on Attachment E and found at http://www.umm.edu/gme/staff_contacts.htm 
	Column
	Header Name
	Instructions

	A
	Program Name
	Select one of the ELIGIBLE program names from Attachment A.  
Ineligible program selections are listed on Attachment B.

	B
	Program Type
	Select C or R as defined below.

C-  if resident or fellow is enrolled in a clinical program 

R-  if resident or fellow is enrolled in

· a research program, or
· in the research year of a clinical program with NO clinical responsibilities (e.g., call)

	C
	Program Accreditation
	Select A, E, or N as indicated in Attachment A and which are defined below.

A-  if  program is ACGME accredited

E-  if the program has successfully completed the institution’s equivalency accreditation process 

N-  if program:

· is not ACGME accredited

· has not successfully completed the institution’s equivalency accreditation process but is pursuing the equivalency accreditation process



	D
	Last Name
	Type resident/fellow last name as it will appear on the contract.

	E
	First Name
	Type resident/fellow first name as it will appear on the contract.

	F
	Preferred Name
	Provide preferred first name resident/fellow will use

	G
	Middle Initial
	Type resident/fellow middle initial as it will appear on the contract.

	H
	Social Security Number
	Provide the 9-digit social security number in the following format-       XXX-XX-XXXX. 

	I
	Hire Date if New or contract Start Date
	Provide actual start date (the date on the contract) in the following format MM/DD/YYYY.

	J
	Contract End Date
	Provide actual end date (the date on the contract) for the PG level specified in the following format MM/DD/YYYY.

Contract end date is not the training program end date.

	K
	Department
	Refer to Attachment A for correct Department

	L
	Position
	Refer to Attachment C for job description

	M
	Job Code
	Refer to Attachment C for the numeric six-digit job code

	N
	Rate
	Refer to Attachment C for the hourly rate

	O
	Percent FTE
	Enter 1.0 for a full time resident/fellow.

Enter 0.XX for a part time resident/fellow (e.g. someone working part-time 30%; should be entered as 0.30).

	P
	Date of Birth
	Provide the date of birth in the following format- MM/DD/YYYY.

	Q
	Place of Birth
	· Provide state of birth

· If resident/fellow is not born in the U.S., provide country of birth.

	R
	Gender
	Enter Male or Female

	S
	Ethnicity
	AK - Alaskan Native

AS - Asian

BL - Black / African American

PI - Native Hawaiian / Pacific Islander

T - Other

TM - Two / More 

WH  - White / Non-Hispanic




	T
	Current Address 1
	Type the street/PO box address for the resident or fellow.

	U
	Current Address 2
	Type the street/PO box address for the resident or fellow.

	V
	Current City
	Type the city for the resident or fellow.

	W
	Current State
	Type the two-letter abbreviation for the state for the resident or fellow.

	X
	Current Zip Code
	Type the zip code for the resident or fellow.

	Y
	County
	Type the County for the resident or fellow

	Z
	Country
	U.S. ( this field will be automatically populated)   

	AA
	Current Phone Number
	Provide at least one telephone number for the resident/fellow.

	AB
	U.S. Citizen
	Select Y, N or P:

Y- resident/fellow is a citizen of the U.S.

N- resident/fellow is NOT a resident of the U.S.

P- resident/fellow is a permanent resident (green card holder)

	AC
	Visa Type
	If a resident/fellow is not a U.S. citizen or permanent resident, you must select J-1C or J-1R (exception is Dentistry and Pharmacy who may choose H-1B).
J-1C –   Denotes resident or fellow on J-1 Clinical Visa

J-1R –   Denotes resident or fellow on J-1 Research Visa

It is UMMC’s policy to hire only international medical graduates who possess a J-1 Visa.  

	AD
	International Medical Graduate
	Select Y or N:
Y- indicates that resident or fellow is an international medical graduate.  Note you must also complete the next column (ECGMG certificate #).
N- indicates resident or fellow is a graduate of a U.S. medical school 
and is not an international medical graduate.

	AE
	ECFMG Certificate #
	If column Q is indicated with a “Y”- certificate number must be provided in this field.

	AF
	E-mail Address current
	Provide an e-mail address that the resident/fellow will be using upon employment.  If e-mail address is not known, please provide the current one used to communicate with the resident/fellow.

	AG
	Current (or to be assigned) In-house Beeper
	Provide the in-house beeper number (4 digits) to be assigned to the resident/fellow (using the 8-2337/BEEP system).

	AH
	Current (or to be assigned) Long Range Beeper 
	Provide the other beeper number (e.g. long range) to be assigned to the resident/fellow.

	AI
	Credentialing History
	Select New, Returning, or New Mercy
New- indicates resident or fellow trainee has either no credentialing history with UMMC or no continuous credentialing history with UMMC which leads up to this contract period.  
Example:  Resident in UMMC Family Practice through 6/30/08. Resident is starting UMMC Family Practice Sports Medicine program 8/1/08.  You would use a New for this situation as there is a break in credentialing history between 6/30/08 and the current contract period 8/1/08.
Returning- indicates resident or fellow trainee with a continuous credentialing history with UMMC for the prior year leading up to this contract year, with no disruption in their credentialing history.  

Example:  Resident in UMMC Internal Medicine through 6/30/08. Resident is starting UMMC Dermatology program 7/1/08.  You would use Returning for this situation as there is no break in credentialing history between 6/30/08 and 7/1/08.  The resident may or may not be on our payroll, but they have been credentialed by UMMC.
New Mercy- indicates resident in Internal Medicine, employed by Mercy and has no credentialing history with UMMC or no continuous credentialing history with UMMS which leads up to this contract period.



	AJ
	Contract Type
	Choose resident or fellow

 

	AK
	Salary Appearing on Contract
	Refer to Attachment C for UMMC salary structure.


	AL
	Payroll Status
	Select New, Returning, or Other:
New- indicates the resident/fellow is NOT currently receiving an UMMC paycheck (on UMMC payroll), but who you want to add to our payroll.  New means that the resident/fellow will be processes as a new hire and they will need to complete New Hire Paperwork, have a pre-employment physical, attend New Resident/Fellow Orientation, etc.

Returning- indicates the resident/fellow is currently receiving an UMMC paycheck (on UMMC payroll) and who is expected to continue to receive an UMMC paycheck.  A returning resident/fellow will not be processed as a new hire, as they are currently on our payroll.  They will not need a pre-employment physical or need not attend the New Resident/Fellow Orientation.  They must have their annual PPD and fit testing up-to-date.   
Other- indicates the resident/fellow who is not expected to be on UMMC payroll (e.g. military, chief residents in pediatrics, Mercy interns, employed by the School of Medicine, state or Kernan, etc.).  These individuals need a pre-employment physical, need to attend New Resident/Fellow Orientation, and need to be credentialed.


	AM
	Payroll Cost Center
	Provide the payroll cost center number from Attachment D or Other (e.g. resident/fellow is NOT on UMMC payroll).



The completed EXCEL sheet must be electronically mailed to Maureen Hyson mhyson@umm.edu  Medical Staff representative listed on Attachment E and found at http://www.umm.edu/gme/staff_contacts.htm 
bvggg

ATTACHMENT A

Eligible Programs for Clinical Resident or Clinical Fellow Enrollment
July 1, 2009 – June 30, 2010
	Department
	Program Name
	Contract Type
	Program Accreditation

	Anesthesiology Programs
	Advanced clinical anesthesia
	F
	E

	
	Anesthesiology
	R
	A

	
	Cardiothoracic anesthesia
	F
	A

	
	Critical Care anesthesia
	F
	A

	
	Neuro anesthesiology
	F
	E

	
	Obstetric anesthesiology
	F
	E

	
	Pain management anesthesia
	F
	A

	
	Trauma anesthesia
	F
	E

	Dentistry Program
	Oral maxillofacial surgery 
	R or F
	E

	
	Maxillofacial oncology/Microvascular reconstruction
	F
	E

	
	Pediatric dentistry
	R
	E

	Dermatology Program
	Dermatology
	R
	A

	Emergency Medicine
	Emergency medicine
	R
	A

	Family Medicine Programs
	Family medicine
	R
	A

	
	Family medicine– Sports medicine
	F
	A

	Medicine Programs
	Cardiovascular disease
	F
	A

	
	Clinical cardiac electrophysiology
	F
	A

	
	Endocrinology, diabetes, and metabolism
	F
	A

	
	Gastroenterology
	F
	A

	
	Geriatric medicine
	F
	A

	
	Hematology and oncology
	F
	A

	
	Infectious disease/Geographic medicine
	F
	A

	
	Internal medicine
	R
	A

	
	Interventional cardiology
	F
	A

	
	Nephrology
	F
	A

	
	Pulmonary disease and critical care medicine
	F
	A

	
	Rheumatology
	F
	A

	
	Sleep medicine
	F
	A

	Neurology Programs
	Vascular neurology 
	F
	A

	
	Clinical neurophysiology
	F
	A

	
	Epilepsy fellowship (EEG)
	F
	E

	
	Movement disorder
	F
	E

	
	Neurology
	R
	A

	
	Neuroimmunology/Multiple sclerosis
	F
	E

	
	Physical medicine & rehabilitation (Sinai sponsored)
	F
	A

	
	Spinal Cord Injury (Sinai sponsored)
	F
	E

	
	Stroke (Epidemiology)
	F
	N

	Neurosurgery Program
	Neurological surgery
	R
	A

	OB-GYN Programs
	Obstetrics and gynecology
	R
	A

	
	Maternal and fetal medicine
	F
	E

	Ophthalmology Program
	Ophthalmology
	R
	A

	Orthopaedic Surgery Programs
	Orthopaedic surgery
	R
	A

	
	Orthopaedic trauma
	F
	A

	
	Spine
	F
	A

	Otorhinolaryngology
	Otorlaryngology
	R
	A


	Pathology 
	Pathology-anatomic and clinical
	R
	A

	
	Hematopathology
	F
	A

	Pediatric 
	Neonatal-perinatal medicine
	F
	A

	
	Pediatric critical care medicine
	F
	A

	
	Pediatric gastroenterology
	F
	A

	
	Pediatric infectious diseases
	F
	A

	
	Pediatrics
	R
	A

	Pharmacy
	Pharmacy
	R
	E

	Preventive Medicine Program
	Preventive medicine
	R
	A

	Psychiatry Programs
	Addiction psychiatry
	F
	A

	
	Child abuse and neglect
	F
	N

	
	Child and adolescent psychiatry
	F
	A

	
	Community psychiatry fellowship
	F
	N

	
	Dual diagnosis/Community psychiatry
	F
	N

	
	Eating disorders
	F
	N

	
	Forensic psychiatry
	F
	A

	
	Geriatric psychiatry
	F
	A

	
	Psychiatry
	R
	A

	
	Psychosomatic medicine
	F
	A

	Radiation Oncology Program
	Radiation oncology
	R
	A

	Radiology Programs
	Abdominal/Body imaging
	F
	E

	
	Breast imaging & intervention
	F
	N

	
	Radiology – diagnostic
	R
	A

	
	Musculoskeletal imaging
	F
	E

	
	Neuroradiology
	F
	A

	
	Nuclear medicine
	R
	A

	
	PET-CT fellowship
	F
	N

	
	Trauma radiology
	F
	E

	
	Vascular and interventional radiology
	F
	A

	Surgery (General) Programs
	Innovative and Robotic Coronary Surgery
	F
	E

	
	Minimally invasive surgery

Advanced laparascopy and surgical endoscopy
	F
	E

	
	Pediatric (JHU sponsored)
	F
	A

	
	Plastic (JHU sponsored)
	F
	A

	
	Surgery-general
	R
	A

	
	Thoracic oncology
	F
	E

	
	Thoracic surgery
	F
	A

	
	Transplant surgery
	F
	E

	
	Urology
	R
	A

	
	Vascular surgery
	F
	A

	Trauma
	Surgical critical care
	F
	A

	
	Craniofacial surgery (JHU sponsored)
	F
	A

	
	Acute Care Trauma
	F
	E

	Combination Programs
	Internal medicine/emergency medicine 
	R
	E

	
	Internal medicine/pediatrics
	R
	A

	
	Pediatrics/emergency medicine 
	R
	E

	
	Critical care/emergency medicine
	F
	E

	
	Internal medicine/emergency medicine/critical care
	R
	E


N- denotes program has applied but not completed equivalency accreditation but still be may be registered as unlicensed practitioner 

A or E- denotes resident or fellow may be an unlicensed practitioner to enroll

	Attachment B

Ineligible programs for clinical resident or clinical fellow enrollment 

July 1, 2009 – June 30, 2010
As of policy date, trainees in the following programs are not eligible to be credentialed as clinical residents or fellows; will not receive a resident/fellow contract; and will not receive a resident/fellow certificate from the institution.

	Department
	Program Name
	Reason for Ineligibility

	Anesthesia Programs
	Pediatric
	Currently research fellowship

	Ophthalmology Programs
	Glaucoma
	Discontinued Fellowship

	
	Retina
	Discontinued Fellowship

	Orthopaedic Surgery Programs
	Ilizarov
	Discontinued Fellowship

	
	Sports Medicine (Ortho)
	Has not submitted for equivalency accreditation

Must contact UMMS GME 
at 8-1004

	Pathology Programs
	Cytopathology
	Withdrew from ACGME accreditation

	Pediatric Programs
	Center for Vaccine Development (research)
	Research position 
(no clinical responsibilities)

	
	Developmental Behavioral 
	Withdrew from ACGME accreditation

	Psychiatry Programs
	Clinical Psychology
	Not residents or fellows –Ph.Ds

	
	Schizophrenia Research
	Research position 
(no clinical responsibilities)

	Radiology Progarm
	Nuclear Radiology
	Withdrew from ACGME accreditation


ATTACHMENT C

Resident/Fellow Salary Structure for July 1, 2009- June 30, 2010
	Resident Job Titles

	Job Code
	Annual Salary


	Rate (hourly rate)

	Resident  PGY-1
	109500
	$45,237
	$21.7485

	Resident PGY-2
	109506
	$47,448
	$22.8115

	Resident PGY-3
	109509
	$49,634
	$23.8625

	Resident PGY-4
	109503
	$51,176
	$24.6038

	Resident PGY-5
	109513
	$53,171
	$25.5629

	Resident PGY-6
	109515
	$54,942
	$26.4144

	Resident PGY-7
	109518
	$56,834
	$27.3240

	Resident PGY-8
	109521
	$59,663
	$28.6841

	Fellow Job Titles


	Job Code
	
	

	Fellow PGY-4
	109530
	$51,176
	$24.6038

	Fellow PGY-5
	109533
	$53,171
	$25.5629

	Fellow PGY-6
	109536
	$54,942
	$26.4144

	Fellow PGY-7
	109539
	$56,834
	$27.3240

	Fellow PGY-8
	109542
	$59,663
	$28.6841


Attachment D

	Description
	Payroll Cost Center  

	Anesthesiology

	8078254

	Dentistry

	8078255

	Dermatology

	8078268

	Emergency Medicine

	8078267

	Family Practice

	8078256

	Greenebaum Cancer Center

	8078265

	Medicine

	8078252

	Neurology

	8078258

	Neurological Surgery

	8078729

	OB/GYN

	8078253

	Ophthalmology

	8078259

	Orthopedic Surgery

	8078269

	Otorhinolaryngology

	8078274

	Other  (employed by another source- military, state, SOM, Kernan, Mercy interns)
	Other

	Pathology

	8078260

	Pediatrics

	8078251

	Pharmacy

	8078261

	Preventive Medicine

	8078263

	Psychiatry

Psychiatry

Psychiatry

Psychiatry

Psychiatry

Psychiatry

Psychiatry
	8078262

	
	8071012

	
	8071412

	
	8071901

	
	8071904

	
	8071906

	
	8071914

	Radiology

	8078264

	Radiation Oncology

	8078270

	STC for Surgical Critical Care; Trauma Anesthesia; Surgical Critical Care/EM
	8078271

	Surgery

	8078257


Attachment E

MEDICAL STAFF SERVICES

AREAS OF RESPONSIBILITY

	Allison M. Andrus, CPMSM
	Director
	Phone- 8-1151

	
	
	Fax- 8-6455

	
	
	aandrus@umm.edu

	
	
	

	Heather Keating, CPCS
	Senior Medical Staff Coordinator
	Phone- 8-2103

	
	Initial Credentialing for Programs in:
	Fax- 8-8633

	
	
	hkeating@umm.edu 

	
	Anesthesiology
	

	
	Dermatology
	

	
	Emergency Medicine
	

	
	OB/GYN
	

	
	Pediatrics
	

	
	Surgery
	

	
	
	

	Tamara Daniels, CPCS
	Medical Staff Coordinator
	Phone- 8-1773

	
	Initial Credentialing for Programs in:
	Fax- 8-8633

	
	
	tdaniels@umm.edu 

	
	Dentistry
	

	
	Diagnostic Radiology
	

	
	Neurosurgery
	

	
	Ophthalmology
	

	
	Orthopaedics
	

	
	Otorhinolaryngology
	

	
	Pathology
	

	
	Shock Trauma
	

	
	
	

	Danielle Chaney, CPCS, CPMSM
	Medical Staff Coordinator
	Phone- 8-1152

	
	Initial Credentialing for Programs in:
	Fax- 8-8633

	
	
	dchaney@umm.edu 

	
	Epidemiology & Preventive Medicine
	

	
	Family Medicine
	

	
	Medicine
	

	
	Neurology
	

	
	Ophthalmology
	

	
	Pharmacy
	

	
	Psychiatry
	

	
	Radiation Oncology
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