

Academic Year 2015 – 2016

	Important  Dates
	What to do
	Notes

	March 31, 2015
Or Earlier
	Programs begin Reviewing data in New Innovations that is Auto-populated into Appointment Form and Spreadsheets on GME Website.   
	Auto-Populated from data entered in NI, after update House Officer Promotion, Termination, Transferring, levels and dates.
Refer to Instruction Sheets and Checklists for Documents required to submit and data to update in New Innovations.

	
	
	

	March 31, 2015
Or As Soon as have all New Hire & updated Continuing, Terminating, Transferring information in NI

 
	Due  to GME Office:  Submit Resident  & Fellow     Appointment Forms  - Auto Populated Form on GME Website.
Due to GME Office Spreadsheets  Listing:   House Officers:   Promoting; Completing/Terminating; Becoming LSU Faculty (at N.O., Baton Rouge, Lafayette,  Bogalusa, Lake Charles); Off-Cycle (Exception) House Officers (These don’t promote  7/1/15 or terminate 6/30/15)
LSBME – Submit program letters for New Hires to LSBME
	Appointment form- needed to sign House Officer Agreement of  Appointments.  All House Officers that will be in the training program July 1, even if terminate early in July, MUST appear on Appointment Forms.  For ALL Off-Cycles, both HO levels for July 1 & promoting to later in the AY should be included on forms, along with early termination dates. Be sure FMGs are truly FMGs. And noted correctly in NI to appear on forms.
Spreadsheets are needed to enter the data in HR panels  in PeopleSoft.  Pediatrics - be sure the HO 4s terminating and Ho 3s promoting to HO 4s are included when submitting spreadsheets.

	
	
	

	March 31, 2015
Or Earlier
	PER 3s  Gratis appointed House Officer promoting, Transferring and Terminating.
PER 3s for House Officer changing to a lower HO level then current level, (e.g. HO 3 to HO 2 or HO 1).
	PER 3s  PER 3s are needed for House Officers paid by Military and/or  those that are appointed as Gratis House Officers. Also needed if changing level but not promoted (e.g. HO 2 to HO 1, etc)
Refer to Information Sheets  or Checklist and include other required documents when submit PER 3.

	
	
	

	Beginning April 1, complete April 30
	Drug Testing: Incoming House Officers Begin Drug Testing
	Coordinators schedule Incoming House Officers for Drug Testing per the current Testing instructions and collection Sites

	
	
	

	April 1, 2015  or Earlier and Before 

 June 1, 2015
	Expiring Permit/License - House Officers with a June 30 expiration date on Permit or License,  must contact LSBME for renewal requirements and submit the required items (if not done already)
	Fees and documents may be needed.  If a Program letter is needed, that letter cannot be submitted to LSBME by Program until May 1, 2015.

	
	
	

	April 30, 2015
	Drug Testing: Incoming House Officers  should complete Drug Testing, if in the Country
	House Officers coming from out of the Country must complete before June 15, 2015 if possible.

	
	
	

	May 1, 2015
	Due to Programs:  Incoming/New Hire House Officers  Personnel Paperwork  
Submit to LSBME:  Program Letter for Promoting House Officers with Permits (Continuing and Transfers in the program)
	Programs Prepare PER 2s, verify all Information has been completed by applicant and Program on personnel paperwork  and applicant and program designee has signed all sections requested. 

LSBME Letters Discussed at January Coordinators Meeting.
 

	
	
	

	As soon as  Receive completed New Hire Packets   & No Later 

Than 
May 31, 2015
May 31, 2015

	Submit to GME Office:   Programs MUST start submitting all New Hire paperwork to GME as the packets are completed with all required documents.   Including:   Cover Sheet, PER 2, Clearance for Hire email, Submit to Drug Testing Form; and copies of  I-9 documents.
DO NOT HOLD if have not received from ALL NEW HIRES, SEND AS SOON AS HAVE COMPLETED NEW HIRE PACKETS. DO NOT SEND ALL TO BE RECEIVED BY GME OFFICE THE LAST WEEK OF MAY OR ON  MAY 31 
Due to GME:  House Officer Agreement of Appointment (Contract)
	We know there may be some exceptions for VISA holders or

Other Foreign Grads, but MOST should be submitted before 
May 31, 2015.
DO NOT HOLD New Hire Paperwork if have NOT received from all New  Hires, , Submit as completed with PER 2, Clearance for Hire email and other required documents.

	
	
	

	July 1, 2015
	All House Officers  Must have a valid LA Medical Permit, or License to practice Medicine or Dentistry (for Dental School Programs) in LA
	LSBME (504) 568-6820

www.lsbme.louisiana.gov – This MUST be done months before 
July 1.  FMGs coming from Other countries require a Permit.


