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Onboarding/Match Day

• December – Match Day

– I send out email to all faculty and current 

fellows congratulating the ones that matched. 

Matched fellows are cc’d in the email. 

• Main communicator between institution and 

incoming fellow until they arrive July 1st. 

• Create files for each incoming fellow



Department Fellowship Coordinator 

Emails Matched Fellows

Internal 

• Reminder to keep up on UI 

compliances

• Visa Sponsorship

• New Fellow Orientation Goals 

and Objectives

• Sample Orientation Schedule

• GME office address/information

– Link to GME website 

External 

• Medical License Information if 

needed

• NPI information – reminder to 

update

• Visa Sponsorship

• MedHub

• New Fellow Orientation Goals 

and Objective 

• Sample Orientation Schedule

• GME office address/information

– Link to GME website

• UI Resources – maps/community 

resources



GME – Welcome email in March

• Apply for medical license if your state 

requires one

• Watch for email from Residency 

Management System (RMS) with 

onboarding package

• Sign your contract

• Add GME email address to address book 

• Benefits – link to HR website  



GME Onboarding Package in RMS

• Contract and attachments

• Personal Information Form

• TB test

• Background check

• Chronological History

• UEHC requirements

• License Information

• Photograph

• Veterans Affairs Form 

• Parking Application

• Medical or Dental Diploma

• Residency Certificate

• NPI Application/Number

• ECFMG 

information/certificate

• Iowa Vital Events System 

(Death Certificate)

• Medicare/Medicaid 

enrollment

• I-9

• Benefits and Payroll





Orientation Week 

• Usually lasts 4 or 5 days pending the July 

4th Holiday – includes GME, Department 

and Division

• GME office has Transitional Professional 

Development for all fellows

• Cardiology Division orientation usually lasts 

a full day





What is included in Cardiology 

Division Orientation?

• Chief fellow discusses roles and responsibilities 

• Overview of the following services: EP, Heart 

Failure, Cath Lab, Echo lab (2 parts)

• VA Clinic/Rotations

• Research 

• I discuss travel requests, call switches, 

Medicare/Medicaid form instructions 





Verifications



Types of Verifications

• Pre-employment verifications

– Leases, Daycare, Loans

• Training Verifications 

– Summative Evaluation from Residency Program

– FCVS

– Hospital Credentialing 

• I use summative evaluations when they send 

me a 3 page evaluation form 

• GME office is creating a form to be used by all 

specialties to verify fellow’s training



Internal Medicine Fellow Summative Evaluation



How long do you keep verifications?

• ACGME requires you to keep training 

verification in fellow’s files

– Can be kept electronically (PDF) 

– Hard copy 



Questions? 


