Checklist for New Resident or Fellow
Start Date other than July 1


Notify Human Resources
Email ksaunders@hmc.psu.edu (HR) & cc GME office the following information: 
· Resident’s Name, Date of Birth, Address, and Social Security Number
· Visa Status (if applicable)
· Job Req Number or Request for Number
· Date Resident Applied (i.e. date CV received; ERAS application date, etc.)
· Start Date (use first day of pay period)
· Copy of CV
· Stipend Designation (R1, R2, R3…)

**Complete Position Requisition form (found on GMEN website) forward original to GME for signature


Documents to be mailed to incoming residents/fellows: 
Resident Agreement  
Resident Agreement Benefit Addendum 
USMLE III Policy 
 

 Documents to be completed by incoming residents/fellows and returned to GME:
· Residency/Fellowship Information Form  
· Lab Coat Order and Parking Registration Form  
· Child Abuse Clearance Form  
· FBI Fingerprint Registration Form  
· IT Account Request Form  
· PSU Account Request Form  
· GE Imaging Account Request Form  
· Health Status Form  
· Investigative Consumer Report Disclosure Form  
· Intellectual Property Agreement 
· Medical Treatment for Work Injury 
· Final Reference Form (Required for PGY 2 and above) 
· Training License Application (Program Director must sign) 










Appointments to schedule on or before first day of employment: 
· ID Badge – x3548 
· GE Imaging Training – infonet..rispacs/training 
· Picture – Multimedia Solutions x 8110 
· Human Resources, Drug Testing and Fingerprinting – email Karen Saunders (HR)
· Employee Health/Mask Fit Testing – x8280 
· Pyxis Training – Phil Bentley Jr. x6870 
· Connected Training –  Jackie Crum  x4807
· Pager/Keys 
· GME Office x1368


Training to be completed within 15 days of employment: http://www.pennstatehershey.org/web/residency/home/resources/employmentinfo/forms 
· Infection Control 
· Connected (on-line module) 
· JCAHO Safety Training 
· Inpatient Access 
· Patient Safety I 
· Patient Safety II 
· Quality Improvement/Patient Safety:  Central Line Infections 
· Disclosure of Unanticipated Outcomes and Medical Errors 
· Compliance (x6755 for instructions)
· Sepsis Education infonet.hmc.psu.edu/infectioncontrol
 

GME Office Responsibilities: 
· Post meal money (debit system) 
· Add badge number to resident refrigerator 
· Add to New Innovations w/picture 
· Lab Coat order 
· Scrub distribution 
· Add to scrub machine access list 
· Orientation Packet 
· Signature Packet (new address, RX card, Worker’s Comp, policy list) 
· Malpractice Insurance (add to policy) 
· Copy of PA training license (original to department) 

