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NEW FACULTY CHECKLIST
For On-Boarding 
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DIRECTIONS & KEY SYMBOLS:
This checklist applies to all faculty members in the School of Medicine and some steps will vary based upon your appointment; research or clinical.  Individual departments have specific instructions which build upon the contents of this document and which are unique to your department.  One process does not replace the other. Click with your respective department to follow their instructions. 
This document is for your record keeping purposes. 

1.  FORMCHECKBOX 
 Place a check in the grey box to maintain a record of steps you have completed.  
2.       Insert and begin typing in the grey textboxes information you wish to record. 
3. ( Indicates “for your information” but does not require action on your part.  
4. Blue words are web links.  
5. PS   Indicates PeopleSoft – an internal system used by HR which does not require any action on your part. Once your new position paperwork has been processed and HR has registered you into the system your Ambassador will provide you with your new System Userid needed to complete the step. 
6. EM Indicates Email -- wait until your Ambassador provides you with your new KUMC email address to complete step with this symbol next to it.
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My Ambassador is:         Their contact information is:      
This document is for your personal recordkeeping purposes only, unless otherwise instructed by your department.
STEP 1:  Complete 2 TO 6 MONTHS BEFORE YOU ARRIVE
ALL NEW FACULTY MEMBERS
Health Insurance Coverage 
 FORMCHECKBOX 
  Extend your current coverage … your new health insurance coverage will not begin for 2 months from your start date (or the 1st of the month after 30 days of employment.  eff. 8/1/2010). If you have questions, please contact the Benefits office at 913.588.5087.
Human Resources Requirements  

A. Obtain Required Documents 

New members must be prepared with all the appropriate documentation before the department can complete your appointment papers and before your Ambassador escorts you to Human Resources on your first day of employment.  Contact the Employment Office, Tel. 913-588-5086 with questions.

Documents YOU must collect and provide or have available include:

·  FORMCHECKBOX 
  I-9 documentation 
· View list of required documents at http://www2.kumc.edu/hr/pdf/I9_Info.pdf 

On the first day, ID badges will be issued only if the I-9 documentation is turned in to the employment office first. 
·  FORMCHECKBOX 
  Original Social Security Card (Payroll requires an ORIGINAL before you will get paid!)
· Lost your card? -- Apply now at:  http://www.ssa.gov/online/ss-5.html 
·  FORMCHECKBOX 
  Passport & VISA (if required)

B. Complete On-line Orientation 

·  FORMCHECKBOX 
  HR On-line Mandatory Orientation -- The State of Kansas Human Resources On-line New Employee Orientation program takes you through important information about your employment experience with KUMC.  This needs to be completed within 30 days of your start date, but will be most helpful to you if you complete the program before you arrive on campus.   In addition, during this on-line orientation, you will have access to KUMC’s payroll forms that you will need to complete and print.  Your Ambassador will take you to the Payroll Office to finalize the forms and submit them on your first day. 
Contracts, Pay & Benefits for Faculty 

 Members of the faculty sign employment contracts and are paid according to the terms of their appointment. These issues are discussed and explained at the time of your offer but feel free to ask questions at any time. 

(   Clinical Faculty: Physicians will sign two contracts: one with the University of Kansas/their department and one with UKP.  Pay and benefits are split between the State of Kansas (University) and UKP so they will receive two separate paychecks, benefit packages and pension plans.  Pension and benefits will be discussed in detail during the HR (state) Meet & Greet and during the UKP Orientation.
Clinical Faculty Benefits (UKP) -- In addition to the State Benefit package, Clinical Faculty will need to schedule your UKP orientation meeting to discuss the UKP and various Foundations benefit packages and more.  Contact: Ruth Pullins, Chief Human Resources Officer for UKP, Tel.(913) 588-2512  Email: rpullins@kumc.edu 

(  Basic Science or Clinical/Translational Faculty: PhDs sign one employment contract with the department through the State of Kansas (University) and only receive one paycheck, benefits package and pension plan which are pro-rated between the appropriate state and grant resources.  Income changes over time due to the award or loss of a grant, however, since they only receive one paycheck, benefit package and pension plan are all pro-rated between the appropriate state and grant resources. Pension and benefits will be discussed in detail during the HR (state) Meet & Greet
Payroll Preparation 

 FORMCHECKBOX 
  1st paycheck and Payroll Calendar
 FORMCHECKBOX 
  Information and instructions about direct deposit, W-2, tax calculations, etc.
 FORMCHECKBOX 
  Social Security Card 

You will need your original SOCIAL SECURITY CARD on your first day before you can sign up for payroll. If you have lost your card, apply now for a new card from the Federal Social Security Department. Payroll makes no exceptions.
 FORMCHECKBOX 
  VISA & Passport (for International Faculty) -- Submit/get VISA papers (required for payroll) to the International Programs Office, 4016 Student Center, Julia Shaw, Associate Director, International Programs Tel. (913) 588-1485 Email: jshaw@kumc.edu 

Medical Staff Credentialing 

 FORMCHECKBOX 
 Please contact your department administrator or the Chief of Staff's office for your credentialing packet as soon as possible.  You may not see patients until this paperwork is complete. Contact is: Judi Smedra, CPMSM, CPCS Director, Medical Staff Affairs.  She review and assist with credentialing.  jsmedra@kumc.edu or Ext. 8-1200

 FORMCHECKBOX 
 Convert your training license to permanent licenses for KS & MO as soon as possible.  
 FORMCHECKBOX 
 Notify all agencies of your address change.

(Judi will have current fees):
$300 each for KS and MO license with the State Boards (60 day time limit to complete your application)

$500+ DEA Application Fee

  $90 BNDD (Board of Narcotics & Dangerous Drugs)
Non-US Citizens 
 FORMCHECKBOX 
  All steps to obtain legal documentation related to coming to and working in the US should have begun before you received your offer letter.  Refer to the Office of International Programs website for information on required documentation plus links to provide you with general information related to coming to the US.  Please check this site under your specific visa status for further information related to maintaining your status while in the US. Contact on the KUMC campus is Julia Shaw (913) 588-1480 or jshaw@kumc.edu

Moving Your Existing Research Program 
 FORMCHECKBOX 
  Contact your chair for help with this process if you have not yet discussed it.

      NOTE: Hiring Staff for your Lab – Specific job descriptions are available for post-docs and research assistants.  To advertise for newly created positions you must work through your department administrator with the Human Resources office. These are “state” positions and rigid guidelines for hiring apply.  

Mandatory Training PS 
Initial and periodic training is required by many Federal and State regulations. In addition, Kansas University Medical Center and University of Kansas Hospital require employee training so personnel can carry out their jobs safely and efficiently. Compliance Training and some of the Environment, Health and Safety Office training must be completed before you may see patients or work with animals.
Your Department Administrator will provide a “TRAINING LIST” soon after receiving your signed offer letter accepting your position.  The TRAINING LIST will identify which specific training sessions you must complete after receiving your system UserID or KUMC network account ursername.  Much of the training is on-line and can be completed before you arrive on campus using our CHALK program.  If you have not received the TRAINING LIST feel free to contact your Ambassador.  Do not wait until you arrive to begin your mandatory training.
 FORMCHECKBOX 
  Email & Appointments System 
GroupWise 7.0 is the form of email and calendar/appointment system used on the KUMC campus and throughout the University of Kansas system. On-line training is available.   If you have a laptop or cell phone where you would like the software installed, contact Customer Support, 3rd floor Taylor, 913-588-7995 for assistance. 
 FORMCHECKBOX 
  Phone, Voice Mail, Fax & Campus Address 
Obtain your new phone and fax numbers and campus address from your Department Ambassador.  Your information will appear in the campus KUMC Phone and Email Directory and there is a link where you may edit the information.
 FORMCHECKBOX 
  Voice Mail -- Set up your voice mail as soon as you are provided your new phone number.  Go to Audix for instructions on setting up voice mail. 
(  Your campus mailing address should include your 

Name 

Title

Office room number and building name plus 'mailstop number' 
   (ie.  3030 Murphy, MS 1049)
Department 



University of Kansas School of Medicine



3901 Rainbow Blvd.



 Kansas City, KS 66160
(  Campus Mail & FedEx 

Mail boxes and nearest U.S. postal service station:

a) Mail Room is on the Ground Floor in the main corridor of Eaton (they accept outgoing UPS) 

b) Outgoing FedEx drop- box location is outside between ER entrance and Sudler Building 

c) Campus US mail box is located in front of Hospital (or mail room) 

d) Nearest Postal Station is Rosedale Post Office, 2200 W. 36th Street (just west of the Support Services building) 

Pagers 
KUMC Pagers are requested by your department unless you are informed otherwise.  Your administrator or ambassador will provide you with what they use.

Business Cards 
 FORMCHECKBOX 
  Your department administrator or their designee will order these items.  Let your administrator know how you wish your name to read. To view identity guidelines and templates from which to make your selections go to: http://www2.kumc.edu/printing/stationary_items.htm 
Lab Coats 
 FORMCHECKBOX 
  Order your lab coats. Your department Ambassador will assist you with where to purchase lab coats and any requirements for having them embroidered with your name and department.

Parking PS 
 FORMCHECKBOX 
  The Parking Flyer in your HR Welcome Packet allows you to park in any YELLOW permit lot on your first day of work. Just place the flyer on the dash inside the front window of your car.  Contact Parking and Landscaping Services as soon as possible to obtain your parking permit and sticker.  

Parking Services is located in Support Services facility, ROOM 115, 2100 West 36 Avenue, Kansas City, KS. 66160, 913-588-5175 


KUMC Virtual Directory for New Faculty
Make life easy and preview this information now for information & resources you will need your first month and first year on campus
 FORMCHECKBOX 
  Getting Ready to Practice Medicine 
 FORMCHECKBOX 
  Getting Ready to Research 

 FORMCHECKBOX 
  Getting Ready to Teach 

School of Medicine New Faculty Welcome Breakfast
 FORMCHECKBOX 
  Register to attend the next New Faculty Welcome Breakfast every August
SURGICAL FACULTY 

Required before you can operate in the O.R.
 FORMCHECKBOX 
  4 weeks prior to start date notify Stormy Harrison (sharriso@kumc.edu)  and Steven Kellar (skelllar@kumc.edu), to obtain a scrub bar code access and a OR locker assignment.  (May be done by new physician, Service coordinator or on-boarding ambassador)

 FORMCHECKBOX 
  An OR locker assignment with the combination to the lock will be e-mailed back to requesting coordinator/ambassador or physician

 FORMCHECKBOX 
  Specialty coordinator/ambassador will be notified when bar code is ready for pick-up.  All bar codes will be programmed with 3 credits. ( One credit=one pair of scrubs).  Coordinator/ambassador will pick up activated bar code in room 2005 KUH (Stormy's office), upon notification bar is ready.

Contacts include:

Rosalyn (Stormy) Harrison 
Steve Kellar RN, BSN

Administrative Assistant to Director of Perioperative Services
OR Education, Perioperative Services

Operating Room, University of Kansas Hospital
University of Kansas Hospital

913-588-2106 – Office
913-588-2854 – Office 

913- 588-8686 – Fax
913- 588-2111 – Fax 

913- 917-2106 – Pager
913- 917-8404 – Pager 
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STEP 2:  Helpful Information Anytime BEFORE YOU ARRIVE
( Maps – 
a)  Building names and locations for auditoriums and classrooms are at http://www.kumc.edu/Pulse/static.html 
b)  Parking Areas http://www.kumc.edu/parking/map.html 
c)  Additional locations for KU satellite health care facilities in the area http://www.kumed.com/default.aspx?id=877 

(  KEYS – Your keys will be provided your first day by your department administrator or ambassador.  If you have an office or lab in the KLISC Research Building keys are provided based upon where your office or lab is located by one of the following individuals:  
1st floor – Wendy Baker Email: wbaker@kumc.edu Tel. 8-7006 

2nd floor – Beth Van Luchene Email: bvanluch@kumc.edu Tel. 8-5965 

3rd floor – Linda Spears Email: lspears@kumc.edu Tel. 8-7490 

4th floor – Rosa Meagher Email: rmeagher@kumc.edu Tel. 8-7500  
(  KUMC Credit Union
(  Where to eat on campus – 

a) Jazzman's Café Menu $$$ - located in the Level 1 Lobby of the Center for Advanced Heart Care  
b) Hospital Cafeteria Menu $$ - located near the main elevator bank on the ground floor of the hospital 

c) Courtyard Café Menu $ - basement of Orr-Major Building 

d) Vending Machines - Hospital Cafeteria, Basement School of Nursing (SON) and KLSIC 1st Floor
(  ATM Machines -- ATM machines are located in the main corridor just west of the hospital cafeteria and in the basement of Orr-Major Bldg next to the Courtyard Cafe.
(   Campus Tours – If you would like to tour the campus contact The Office of External Affairs to make arrangements prior to beginning your employment. Please contact Paula Baum, Community Affairs Manager, at (913) 588-1017 or e-mail pbaum@kumc.edu to discuss the areas you would like to see.

(  Campus Calendar is commonly called “Pulse.” For quick access to PULSE on the homepage www.kumc.edu you will find a tab entitled “Today” with a rolling schedule of the day’s events.  The link to the full calendar is at the end of the list.  State Holiday List http://www2.kumc.edu/hr/admin/hol2.html 
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(  Professional Development Calendar of Events for faculty is commonly called PDFA TRAINING and is accessible on the web when you see the PDFA Podium.  This website lists all events and is the place you pre-register for programs on campus scheduled by the Office of Professional Development and Faculty Affairs (PDFA), Research Institute, and numerous other groups or offices.

(  Research Workshops on Campus & in the Community 

(  Computers and Software -- KUMC provides site licenses for Microsoft Windows (desktop versions only, not server versions), Microsoft Office (Word, Excel, PowerPoint, Access), Microsoft FrontPage, Microsoft Publisher, GroupWise, McAfee Anti-Vvirus, and Novell Netware. All other copyrighted software, including all commercial software, running on KUMC personal computers must be licensed. KUMC departments must be prepared to demonstrate licenses for all such software. Proof of purchase of a license is sufficient. The Department of Information Resources will perform every November, an annual inventory of select software applications running on computers in University departments attached to the network. You may access through myKUMC, information regarding purchase at a significant discount Dell computers and MS Office software.
(  Kirmayer Fitness Center -- Kirmayer Fitness Center is a two-story, 50,000 square foot facility designed to promote physical fitness and wellness among members of the University of Kansas Medical Center Community. It is located at the southeast corner of Rainbow and Olathe Blvds.
(  Religious and Spiritual Information -- Both Protestant and Catholic chaplains are on staff at The University of Kansas Hospital. To reach Reverend Jennie Malewski, the Protestant chaplain, call 913-588-5033. To reach Father Jerry Spenser, the Catholic chaplain, call 913-588-5034. Contact information is available from them for faiths other than Judeo-Christian. To contact Rabbi Alan Cohen, a Jewish chaplain in the Kansas City area, or for a referral to another Rabbi in the Kansas City area, please call 816.361.2990. 

Spencer Chapel, which is located on the first floor of the Wescoe Corridor, is open daily from 6:30 a.m. to 6:30 p.m. and is handicap accessible.
(  KUMC Auxiliary -- The KUMC Auxiliary's mission is to provide voluntary services and financial assistance to the University of Kansas Medical Center, the University of Kansas Hospital, the University of Kansas Medical Center Student Union and for the benefit of patients, students, employees and staff at the University of Kansas Medical Center and the University of Kansas Hospital.  Anyone can become a member and join our efforts. 
(  Smoking -- KUMC is a 'smoke free workplace,' inside and outside on campus.

(  Policies on Integrity, Ethics and Scholarship
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STEP 3:  Schedule These Appointments 1 to 2 WEEKS BEFORE YOU ARRIVE 
ALL NEW FACULTY MEMBERS 
Required before you can begin seeing patients or work in a lab
 FORMCHECKBOX 
  Occupational Health Clinic  PS  Schedule an appointment for your mandatory physical exam and TB test by calling 913.588.6512 Monday through Friday between 7:30 a.m. and 4:30 p.m. except for holidays. This examination would typically include some or all of these services: health history forms, immunization update and tracking, tuberculosis skin tests, drug testing, and any type of medical surveillance exams. The staff scheduling your appointment will know what you need. 

CLINICAL FACULTY 
Required before you can begin seeing patients 

Complete the University of Kansas Physicians Inc. (UKP) Orientation (one-on-one)
 FORMCHECKBOX 
  Contact Ruth Pullins, Chief Human Resources Officer, Tel. (913) 588-2512 Email: rpullins@kumc.edu regarding UKP as well as your UKP Benefits (UKP) which are different than those provided by the state through KUMC Human Resources. 

 FORMCHECKBOX 
  Contact Linda Wood, Director of UKP Compliance & Audit Tel. (913) 588-6629 Email: lwood2@kumc.edu
Complete the University of Kansas Hospital Clinical Faculty Orientation (one-on-one) 
 FORMCHECKBOX 
   Contact Judi Smedra, CPMSM, CPCS, Director of Medical Staff Affairs, for your personal orientation Tel. (913) 588-1200 or Email: jsmedra@kumc.edu 

 FORMCHECKBOX 
   Photo & Publishing Services on Campus -- Clinical Faculty must schedule an appointment for their hospital/clinic portrait as soon as possible.  Contact Photo Services now to schedule your portrait. Tel. (913) 588-7217
BASIC SCIENCE and CLINICAL/TRANSLATIONAL RESEARCH FACULTY
Required before you can begin research 

Complete the University of Kansas Research Institute Faculty Orientation (one-on-one) 
 FORMCHECKBOX 
  Contact Kelly Robertson, Administrative Officer, Tel. (913) 588-5436 or Email address: krobertson@kumc.edu 
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STEP 4: Your 1st DAY SCHEDULE 

ALL FACULTY - Before all else

On the date you report to work, check in at the office of your chair unless otherwise instructed by your department chair or administrator. Your Ambassador will escort you to complete the following requirements (unless completed before this date):
KUMC Human Resources
Your Ambassador will escort you to complete the following requirements (unless completed before this date):
 FORMCHECKBOX 
  Submit required I-9 form and other documentation to the Employment Office located at 1052 Wescoe, on or before your first workday (Employment office, ext. 8-5086)

 FORMCHECKBOX 
  Attend Mandatory HR 2 ½ hour Meet & Greet PS – Carolyn Darby of Human Resources will schedule you to attend KUMC’s New Employee Meet and Greet from 8:30-11:15 a.m.  The program occurs on the Monday following a payday Friday, and is usually held in the HR Training Room located in 1038 DELP.  This program will share KUMC's mission, vision, and values as well as convey important information about new employee requirements and benefits. KUMC Drug Free Policy Substance Abuse Affirmation will also be completed.  More information is available on  the HR Website for New Employees.
· State of Kansas Benefits – Benefits for the state will be discussed during your HR Meet & Greet Meeting and the following completed benefits paperwork should be submitted to:  1044 Delp or call PH. 913.588.5087)

 FORMCHECKBOX 
 PS  Completed paperwork during Meet and Greet:


a) Retirement Questionnaire



b) Verification of Attendance

 FORMCHECKBOX 
 PS  Optional Group Life - submit within 30 days of  hire date IF you want to purchase additional life insurance.  
 FORMCHECKBOX 
PS   Health Insurance (documentation of dependency is required with health insurance enrollment form) and Flexible Spending Account - submit within 31 days of hire date

 FORMCHECKBOX 
PS   Beneficiary Form - recommended

ID Badges & After Hours Access 
 FORMCHECKBOX 
 PS  KUMC Employee ID Badge (for ALL EMPLOYEES) – Badges are issued by the Employment Office at 1052 Wescoe building on the first day of employment or by appointment (x8-5086) between the operating hours of 8am-4pm, Monday through Friday. Employment does not assign access, your department does via notification to Tina Thompson (via tthompson6@kumc.edu ) in University Police of restricted areas for new faculty (Examples: KLSIC Bldg., Wahl Hall East, all restricted areas).  
 FORMCHECKBOX 
 PS  Hospital ID Badge (for CLINICAL FACULTY) -- Contact Paula Otney at 8-8259 on the first day to obtain your Hospital ID badge for access to patient care and controlled areas in the Hospital and ER  
Payroll PS  
Your Ambassador will escort you to sign up for payroll and submit your required documentation in the Payroll office.  

 FORMCHECKBOX 
  Payroll Office: located in 120 Support Services facility, 2100 West 36 Avenue, Kansas City, KS. 66160, 913-588-5100

 FORMCHECKBOX 
  Direct Deposit Form Complete the form before you go the payroll office to save time while there.

DEPARTMENT/DIVISION or LAB CHECK-IN

Your Ambassador will provide you with your: 
 FORMCHECKBOX 
  Keys
 FORMCHECKBOX 
  KLISC Bldg KEYS – Contact the appropriate individual for your KLISC keys based upon where your office or lab is located. 

1st floor – Wendy Baker Email: wbaker@kumc.edu Tel. 8-7006 

2nd floor – Beth Van Luchene Email: bvanluch@kumc.edu Tel. 8-5965 

3rd floor – Linda Spears Email: lspears@kumc.edu Tel. 8-7490 

4th floor – Rosa Meagher Email: rmeagher@kumc.edu Tel. 8-7500  
 FORMCHECKBOX 
  Technology equipment

 FORMCHECKBOX 
  Other:      
Your Ambassador (or designee) will review general information specifically related to your department or division such as: 

· All departmental policies and procedures including safety information (e.g., location of fire alarms and extinguishers, evacuation route, location of Material Safety Data Sheets) 

· Work schedules for the support staff in the department
· Instructions for completion of departmental and Medical Center forms (e.g., purchase orders, vouchers, vacation requests) 

· Review KUMC attendance policy so the faculty member is aware of the department's policy/procedure for notification of absence due to illness and vacation procedures
· Office organization (files, supplies, etc.) 

· Office resources (e.g., directories, dictionaries, computer program manuals, staff listing, etc.) 

DEPARTMENT or DIVISION SPECIFIC TASKS 
Your Ambassador will explain tasks which you must complete as requirements within your department, division or lab.  

To be completed by:
Task

 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
CENTER OR INSTITUTE TASKS FOR NEW FACULTY MEMBERS

If you have any questions, please contact      . Email:       Telephone:      

To be completed by:
Task

 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
       
       
 FORMCHECKBOX 
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STEP 5: Your 1st Month - HIGHLY RECOMMENDED 

ALL FACULTY 
 FORMCHECKBOX 
  Understanding Ranks & Tracks – Know which Track you are on and your Academic Rank (or Academic Title) which are different from your Working or Administrative Titles and how this information is necessary to understand how to earn promotion and tenure.
 FORMCHECKBOX 
  Schedule a personal appointment with Robert M. Klein, PhD, Associate Dean for Professional Development and Faculty Affairs (PDFA) to discuss faculty affairs and governance issues.  Dr. Klein and Jo Halverson can help you prepare for promotion.  Tel. 913-588-5274 or Email: Jo Halverson, Director 
Junior Faculty Mentoring Program  

 FORMCHECKBOX 
  Complete the on-line  Mentee Needs Survey to help determine all the areas on which you want to work with a faculty mentor.
 FORMCHECKBOX 
  Ask your department chair to help you find a mentor or contact the Office of Professional Development & Faculty Affairs (PDFA) rklein@kumc.edu for assistance. 
 FORMCHECKBOX 
  Annual Assessment of Faculty Members – Preview this information now to know what is expected and on what criteria you will be evaluated annually. Discuss any questions with your chair, division director, mentor or the Associate Dean for Professional Development and Faculty Affairs.
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STEP 6: Your 1st Year - HIGHLY RECOMMENDED 

ALL FACULTY
 FORMCHECKBOX 
  Promotion & Tenure Overview – Begin early to convert your CV to the format expected by the School of Medicine.  For information or questions contact Jo Halverson jhalvers@kumc.edu 
 FORMCHECKBOX 
  Teaching Portfolio -- Set up and maintain your Teaching Portfolio in the format expected by the School of Medicine to document your teaching achievements necessary for promotion.  For information or questions contact Jo Halverson jhalvers@kumc.edu.
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Your “GO TO” People…





Ambassador… the admn person assigned to assist with logistical issues such as escorting you  to payroll, HR, and other designated areas; asking them questions regarding information on this checklist; showing you around campus; introducing you to staff in the department and on campus; and who you  should ‘go to’ for all admin and basic orientation to work questions.





Mentor… the senior faculty member you will be assigned later and to whom you should ‘go to’ with all your professional and career growth questions 








TIMELINE


Do not wait for your department to provide your System Userid and Email before reviewing the steps of your On-Boarding CHECKLIST.  There are many critical time sensitive steps you can complete before  you receive your System Userid. 





TIMELINE





The burden of proof and credentialing application responsibility is on you, not the department or the hospital.  


CREDENTIALING -- Processing time average is 45-60 days up to as long as 4 months at a hospital setting.  Application fees can range from $150 - $1,500.  


CONVERTING -- Training license to permanent   allow 6 months for MO and 3-4 months for KS











After Hours Escort Service is available by contacting Public Safety (Police & Security) by calling ext. 5030. The Escort Service is in operation during the off-hours of the Shuttle Service. The Escort Service is available 11:00pm to 6:00am.








TIMELINE


Premium Parking is available in the Olathe Blvd Garage (south of the hospital) or the Bluff Parking Garage (accessible through the new research building on 39th St. called the Kansas Life Sciences Innovation Center or KLSIC Bldg) 


TIP: There is a waiting list so sign up NOW.








Fee Estimates 





TIMELINE


The hiring process for the State of Kansas follows rigid guidelines and takes much longer than most businesses.  Check with your administrator for help to ensure your lab is staffed. 








Want to know more about Kansas City?  Go to:


� HYPERLINK "http://www.thinkkc.com" �http://www.thinkkc.com�














FYI…


If you have heard the term UKP but don’t know what it is, go to � HYPERLINK "http://www.kumc.edu/som/guide/readytopractice.html" ��Getting Ready to Practice Medicine� or the � HYPERLINK "http://www.kuphysicians.com/" ��UKP website� to find out more.








If you have problems using this form, contact Marty McLaughlin mmclaughlin@kumc.edu
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