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POLICY FOR OBSERVER APPLICATION

Excluding Research Observer Applications Through Department Research Office

Effective February 23, 2017
ALL APPLICATIONS COME THROUGH THE RESIDENCY PROGRAM OFFICE

NOTE:

A separate process applies for Electives for trainees in ACGME accredited programs who wish to receive training credit for their elective at UPMC.

Such application considerations take priority over observers.

POLICY/PURPOSE:

This policy of the Department of Pathology is in compliance with the UPMC Physicians Services Division (PSD) policy dated February 15, 2017.  This policy applies to all Observers of more than 2 week duration.  A separate process through the Department of Pathology Research Office is in place for those individuals who request to be a research observer with no access to patient information.

It is the policy of the Department of Pathology in special and limited circumstances to support the educational goals of qualified individuals who request permission to observe pathology related patient care activities directed through the department’s training and patient care service programs.  These individuals are referred to as ‘observer’ for the remainder of this document.  

Approval of all Observers is at the discretion of the Program Director of the Residency and Fellowship Program – referred to as the Program Director – as delegated by the Chair of Pathology.  

Key considerations are that Observers:

· Must not in any way jeopardize the experience of our own trainees (residents and fellows)

· Must have a faculty sponsor who assumes full responsibility for their observer.

· Trainees need to be considered by the Program Director to be competitive for a position in our own residency or fellowship programs. 

Since the observer experience does not entail any clinical training or direct patient care responsibility the experience is insufficient to assess or provide a reference on expertise, proficiency or competence in pathology or any of its subspecialty disciplines.  Therefore no certificate can be provided of what learning has occurred or what degree of competence was attained in pathology or any of its subspecialty disciplines.  A template letter documenting the observer experience will be prepared by the rotation director and issued by the Residency Program Office.  The template letter must be in the UPMC PSD and Department of Pathology format.  The template is available through the Program Office.
Observers are not to receive any compensation as an observer nor a parking space.

Observers will not generally be considered for the months of July through September when our new residents and fellows are early in their training.

DURATION OF OBSERVER – TOTAL DURATION IN DEPARTMENT

· Up to 1 month is recommended and guaranteed if observer is approved

· In special circumstances and at the discretion of the Residency Program Director up to 3 months may be approved for a clinical education experience that is clearly described in the application.

· If the observer will in addition be involved in a clearly defined research project activity then up to 6 months could be approved.  This project is to be described in the application

FEES PAYABLE BY OBSERVER:

1. A $500 administrative fee payable to UPMC to centrally process and approve the observer application is due following approval of the observer application by the department of pathology.

2. A $1,500 administrative fee per month or part thereof payable to the department of pathology is due after the observer application has been approved by UPMC for an observer more than 1 week and is due the first day of the observership.  Subsequent monthly payments are due every thirty days.  This applies for total time in our program and not by individual rotation weeks.  

a. $1,000 will go to the division discretionary fund

b. $250 will go to the department

c. $250 will go to the Residency Program Office education funds

OBSERVER CATEGORIES:

1. Trainees / Physicians still pursuing Medical School or Graduate Medical Education in another country.

2. Trainees / Physicians who have completed their Graduate Medical Education in the USA or another country who are or who are not currently employed as a physician / faculty member when they want to be an observer.

a. If currently employed as a physician a letter of support from their employer is required.

3. Trainees from an ACGME accredited program who wish to be an observer and not receive elective credit from their program.  They will need to do this during their vacation time and will need to comply with this policy if of greater than 2 week duration since will not be under any agreement between the two programs.

APPLICATION PROCESS FOR OBSERVERSHIP:

1. Completed and signed application – see end of this document - must be received at least eight weeks before the start date of the observership.

a. The application must be forwarded to the Residency Program Office by the individual or by the faculty sponsor.  If no faculty sponsor is identified then the Residency Program Office will attempt to find one – but this is not guaranteed.

i. If a faculty sponsor is not found the observer application will be denied.

b. The application must include:

i. Proposed start date and end date of the observer.

ii. Rotation (s) requested and dates for each rotation if more than one.

iii. Clear goals and objectives

iv. Daily Schedule of Activities prepared in consultation with faculty sponsor
v. Passport Quality Photo

vi. Copy of a current CV

2. The Residency Program Director will review the request and;

a. Determine whether the proposed or alternate dates can be accommodated by the resident and fellow master rotation schedule without negatively impacting our own trainee education experience

3. If the above review is negative the observer application will be denied.

4. If the above review is positive the residency Program Director will:

a. Secure a pathology faculty sponsor – unless already identified

i. If no faculty sponsor can be found the observer application will be denied.

b. Get the faculty sponsor signature on the application form if not already signed

c. Get the Division Director signature on the application form if not already signed
d. Forward the following documents to the UPMC Medical Education Registrar of Observerships (MERO) with the following:

i. Completed application with all signatures including the Daily Schedule of Activities and Passport Quality Photo
ii. CV

e. If initial review of the application denied by UPMC MERO, then observer application is denied by department.

f. The UPMC MERO will :

i. Collect the $500 processing fee

ii. Require proof of appropriate Visa status and proof of passport, if applicable

iii. Obtain a signed UPMC Confidentiality agreement

iv. Require proof of completion of UPMC approved HIPAA educational modules

v. Issue Official UPMC ID Badge

vi. Require attestation to vaccination status appropriate to institution

vii. Require proof of health insurance

viii. Obtain PPD test result performed within last 12 months

· If positive observer application may be denied

ix. Obtain evidence of successful completion of relevant portions of UPMC post-offer testing including Drug screening.

· If positive observer application will be denied.

x. Ensure compliance with Acts 33, 34 and 73 

xi. Arrange an entrance meeting with the applicant on their first day
g. If the application is approved by UPMC, the Residency Program Office will:

i. Collect the $1,500 per month department observer fee

· If duration of observership is more than one month, payment must be made every 30 days after initial payment
· If payment not received observer will be terminated.

5. After UPMC MERO approval but before the observer starts, the Residency Program Office will:

a. Arrange to complete the Department of Pathology HIPAA Survey Monkey test.

b. Coordinate IT access (if applicable)
6. On completion of the observer period or upon termination the Residency Program Office will:

a. Terminate their IT access

b. Collect their name badge and return it to the UPMC MERO.

c. Receive a template letter only from the Residency Program Office to document your observer period.  An evaluation of your clinical competence cannot be provided.
RESPONSIBILITY OF FACULTY SPONSOR:

1. Be sure that the Division Director has approved the observer

2. Assist the Residency Program Office with the completion of the application including goals and objectives of the observer, a Daily Schedule of Activities, and IT access request.

3. Coordinate the observer visit

4. Be responsible at all times for activity of the observer – or designate the same – and their compliance with UPMC policies.

5. Serve as the contact person for the observer for the duration of their visit.

6. Prepare the template Letter of Completion of the observer period using the UPMC PSD and department of pathology format and send it to the Residency Program Office for Director’s signature.  Letter will be issued by the Residency Program Office.  
RESPONSIBILITY OF THE OBSERVER AFTER OBSERVERSHIP APPROVED:

1. Be sure that their VISA permits being an observer, typically B-1visitor visa
a. For example a VISA to take an examination may not permit any observer, education or research activity

2. Be in compliance with all visa and immigration statutes

3. Submit and sign all documents sent to them by the Residency Program Office
4. Respond to all requests from the UPMC Medical Education Registrar of Observerships (MERO) 

5. Pay to the Residency Program Office the department $1,500 per month or part thereof observer fee

6. Complete the program HIPAA requirements:

a. Read the provided documents

i. Frequently Asked Questions by residents and fellows on HIPAA

b. Complete the department of pathology Survey Monkey HIPAA test with 100% correct answers.  Test to be repeated until score 100%.

7. During your period as an observer.

a. On the day you arrive to start as an observer contact the residency program office at 412-802-6013 or 412-802-6014 to let them know you have arrived and schedule to meet with them that day to confirm you have met all requirements to start as an observer.

b. Comply with all UPMC policies and department policies that apply to trainees in general or any rotation in particular

c. Not copy any patient records or handle gross specimens

d. Accept termination at UPMC’s sole discretion without due process or appeal if the department mandates this.

e. Make no notations in the medical record

f. During rotations observers are permitted to have ‘read only’ access to CoPath

g. Observers are not permitted to participate in direct handling of patient material such as technical services that involve dissection, grossing of specimens, labeling of slides or cassettes or signing out cases.  Their status is only that of observer.

h. The observer may attend all educational programs/activities provided on each rotation.

i. Access – at the discretion of the Program Director - may be granted to all educational materials or conferences available in the Department/Division.  

j. All expectations governing trainees shall apply to these visitors in these areas.  

k. The Department of Pathology cannot guarantee access to a designated work space computer, copy, fax, or telephone services.

8. At completion of the observer period:

a. Return their name badge to the Residency Program Office on the last day as an observer.

b. Never misrepresent your UPMC observer experience.
c. Receive a template letter from the Residency Program Office to document your observer period.  This will indicate what you did and will not provide an evaluation of your clinical competence.

DEPARTMENT AND/OR UPMC RESPONSIBILITY:

1) The Department of Pathology assumes no responsibility for the costs of travel to-or-from Pittsburgh, room, and board during the rotation.

2) No personal life, accident, medical, disability, workmen’s compensation of professional liability insurance is provided by UPMC for observers.

3) No salary support or compensation or parking is provided to observers.

4) The department may not be able to provide a designated work station or computer access.  If the observer occupies a work station that is needed at any time by one of our trainees or an individual on an elective the same will apply.

5) Data will be maintained by the Residency and Fellowship Program Office including listing of all observers, hospitals or origin, activities, and length of visit.  This data will be reviewed by the Director of Medical Education.

6) All arrangements for entry into the United States local accommodations, transportation etc., are the responsibility of the observer and cannot be assumed by the Departmental or Divisional personnel.

7) May terminate observer at UPMC’s discretion without due process or appeal if the department mandates this.
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