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Faculty On-boarding Checklist
Updated May 4, 2018
	Faculty Member Information

	Name:


	SAP ID:


	Home/Cell Phone Number:


	Current Non-UAMS E-mail Address:



	UAMS Office/Room #:


	Target Start Date/Department: 


	RECRUITMENT OF CLINICAL AND BASIC SCIENCE FACULTY

(Assume the items listed below are complete before the on-boarding process begins)

	
	Person 

Responsible
	Date 

Completed

	1. Create an electronic and hard copy folder for the position which includes checklist and notes.  
	
	

	2. Complete and submit the Justification For Recruitment.
This requires filling out and uploading a Business Plan. 
The excel form can be found in the JFR system under “Useful Links” titled:  Financial Business Plan Template.
	
	

	3. Department may begin recruiting once you receive an approval email from JFR. 

Once candidate(s) have been identified, add their name(s), CV(s), and contact info to the JFR and your folders.
	
	

	4. Candidates may begin visits. Arrange visit (dates, hotel, and flights) and set up itinerary, which includes dinners and meetings with appropriate faculty members. 
	
	

	5. Once a candidate has been chosen, create the Offer Letter from the Chair addressed to the Dean and upload in the JFR for review. 
Be sure to have the offer letter reviewed by Faculty coordinator, SL, Division Director, and Dept. Chair before uploading into JFR.
	
	

	6. Once the candidate has signed the offer letter, mail a hard copy to the department and uploaded in the JFR as “candidate acceptance letter”.
	
	

	7. Next be sure to create an Appointment Letter from the Chair addressed to the Dean and upload in the JFR for review.  
There are different steps for Associate Professors/Professors than for Assistant Professors.  You can view the guidelines here: http://faculty.uams.edu/compromotionandtenure/ 
	
	

	Arkansas State Medical Board (ASMB)

2100 Riverfront Drive, Suite 200
Little Rock, AR 72202-179
Phone: 296-1802     Fax:296-1805
Website:  www.armedicalboard.org
	
	

	1. If the faculty member does not have an AR license, they will need to fill out an application on the ASMB website.  If your department has a Faculty Coordinator put them as a secondary contact.
***There should be one contact person in each department for the Board to give access to updated information.
	
	

	2. Request an updated CV from the faculty member.  It must include the UAMS appointment, education, and all other work activities since medical school.
Use the AAMC CV Guidelines as a reference. Find the AAMC template at: https://promotiontenure.uams.edu/UserGuide.aspx.  
	
	

	3. Confirm the completed packet was received by ASMB.  Once reviewed, the ASMB notifies the applicant of the status of the application or their designated contact.  Reps are assigned based on last name of the applicant.
licensemonitor@armedicalboard.org 
	
	

	4. Once the AR medical Board approves their license file their information in ApplicationXtender.  
***DEA requires that the permanent state license be issued prior to processing an application for a new DEA or effecting a change of address.
	
	


	UAMS MEDICAL CENTER PRIVILEGES / PHYSICIAN BILLING ENROLLMENT – 

 CLINICAL FACULTY ONLY

	IMPORTANT: Form must be completed in its entirety, including department section numbers for billing purposes.  Make sure the applicants start date allows time to a) obtain licensure (if applicable), b) complete and return the application, and c) allow 60 days for hospital Credentialing and Committee review.
PROFESSIONAL STAFF OFFICE (PSO):
Director: Cheryl Starnes 686-6328
Diana Sorce 
Phone: 526-4249              Fax:  603-1436         Slot:  738

PHYSICIAN BILLING:

Contact: Provider Enrollment Manager: Susan Ward
Phone: 614-2006
Fax: 603-1436
     Slot: 738

ARKANSAS CHILDREN’S HOSPITAL (ACH) PRIVILEGES:
Contact: Becky Foor 
Phone: 364-7548               Fax 364-6865  

VA HOSPITAL PRIVILEGES:
Contact: Diane Goggans, VAMC Medical Staff Office

Phone: 257-4002
Fax:  257-4004
NWA FGP Credentialing:
Provider Enrollment Manager: Susan Ward
Phone: 614-2006
Fax: 603-1436
Slot: 738

NWA Credentialing Process for Northwest Health System:
Contact: Cindy Cabaniss

Phone: 479-757-4059      Direct: 479-757-4015       Fax: 479-757-2946

ccabaniss@nw-health.com 



	**Refer to credentialing flow chart if more detail is needed.  
	Person

Responsible
	Date

Completed

	1. Once you add a candidate in the JFR, you can start the credentialing process.

The credentialing button can be found in the candidate section of the JFR.
	
	

	2. Will candidate need to be credentialed by ACH, VA or an outside hospital?  
	
	

	3. Retain a copy of the DEA certificate and license.  PSO may request a copy if a payor requires it. File in ApplicationXtender. 
**NOTE: 
UAMS practitioners are exempt from paying the DEA registration fees.
	
	

	4. Receive notification of hospital ID# and approval of hospital privileges from PSO following Credentials Committee approval.
	
	

	5. Check the status of the credentialing/privileging application on the Clinical Desktop Provider pending initial appointment.  
	
	


	MALPRACTICE INSURANCE

Faculty Group Practice

Contact: Business Manager of FGP Risk Management 614-2077, slot 764

	NOTE: All faculty members who provide clinical care within the hospital or clinics are required to have malpractice insurance.  Coverage cannot be effective until the physician has secured a valid Arkansas medical license.

	
	Person

Responsible
	Date

Completed

	1. Will faculty member need Malpractice Insurance?  If so, check the box indicating so in JFR.
	
	

	2. When you receive a copy of the malpractice certificate (face sheet), send a copy to the faculty member and file in ApplicationXtender.
If the dept. hasn’t received an emailed copy of the malpractice fact sheet, e-mail or call Risk Management.
	
	

	3. Is the prospective employee functioning as a Locum Tenen?  If so, do they need coverage through FGP or do they have proof of appropriate personal coverage?
	
	


	FACULTY GROUP PRACTICE FRINGE BENEFITS REGISTRATION

Expanded LTD and Umbrella Insurance Policies ONLY

Contact Person: Wanda Hinton 614-2084     Slot 528

	**Health, dental, life insurance and long term disability applications will be completed when the faculty member goes through orientation in HR.  
	Person

Responsible
	Date

Completed

	1. Will the faculty member receive FGP benefits?  If so, fill out the Faculty Information Sheet (FIS form) in the JFR.
	
	

	***If fringe benefits are to be effective on the first day of the month, the new faculty member must complete the paperwork and return it to HR on or before the first day of the month.  If not, the fringe benefits will become effective on the first day of the following month.
	
	

	2. If a portion of their salary is paid by the VA, details of the VA benefits/retirement plans can be obtained from the VA Human Resources Office.  
Contact Sandra Masterson (257-1760) or Judy Logan (257-1758).  Orientation at the VA is not scheduled until the faculty member has started.
	
	


	BEFORE ARRIVAL TASKS
	Person 

Responsible
	Date 

Completed

	1. Notify faculty member of moving process.  The form can be found at: http://www.uams.edu/supplychain/contract/menus/moving_menu.asp) The contact is Kyle his email is kyle.pryor@brandonmoving.com     
	
	

	2. Inform the faculty member about drug testing and schedule a testing date.  It has to be completed within 30 days of hire and at least 1 week before the start date.  Once the authorization form is faxed to the testing facility (MLA 202-7382 & HR 296-1825), the faculty member has 24 hours to complete the test.
	
	

	3. If employee will be working out of state, contact Payroll at 686-6810 at least 60 days prior to employment so that arrangement may be made with the local employment tax authorities.  Failure to perform this step may cause a delay in the pay check.  
	
	

	4. If necessary have the faculty member fill out the Non-Employee Information Form and confidentiality agreement in order to make them a non-employee in SAP.  This will allow them to gain computer access to begin required computer training.  http://www.uams.edu/ohr/Forms/Non-Employee_Information.htm 
	
	

	5. Notify clinics and divisions of clinical activities.  Work with clinic manager and clinical director to locate office space and support staff. 
	
	

	6. If office furniture and a computer needs to be ordered, work with procurement.  

Furniture - Contact La Harpes at 372.6684

Computer - Contact IT helpdesk at 686.8555
Cell Phone – Contact procurement specialist
	
	

	7. Work with the clinic manager to set up scheduling templates and meetings with clinical staff and/or OR staff. 
Also determine what Epic training will be needed and schedule it for the faculty member.
	
	

	8. MASTER TRAINING

Onboarding specialist will schedule faculty orientation in MyCompass.
	
	

	9. Remind faculty member that two forms of ID are required to complete I-9 Immigration paperwork (Arkansas driver’s license, original Social Security card, passport, etc).
NOTE:  ID badges can be acquired prior to start date, must have SAP #.
UAMS Media Services:  Monday 3-4:30, Tuesday 7:30-8:30, Thursday 8:30-9
	
	

	10. If the faculty member needs parking at UAMS, an online application will need to be filled out at http://www.uams.edu/parking/onlinerequest.htm 
	
	

	11. The faculty member needs to contact the Help Desk (686-8555) to acquire initial password to install applications on computer, and have Remote Access system set up. 
	
	

	12. Order pager by calling Telecommunications at 686-6420.  
Remember to transfer previously used pager numbers.
	
	

	13. If they need a cell phone, contact the department procurement specialist to order.
	
	

	14. Install office phone if it is a new office by calling Telecommunications at 686-6420.  
	
	

	15. Order name plates for desks and/or doors, as necessary. Put in a maintenance e-request for signage.
	
	

	16. Have the faculty member sign the background check form and return to HR manager.
	
	


	UPON ARRIVAL TASKS
	Person 

Responsible
	Date 

Completed

	1. Arrange an itinerary for the faculty members first week of work to meet with appropriate staff (OR, HR, IT, Docs, etc.).
	
	

	2. Order keys to office and other areas needed (lab space, hospital access, etc.) from the key shop.  

UAMS Engineering & Operations Key Shop:  Monday - Friday 7:30 am - 9:00 am, 11:30 am - 12:30 pm, 3:00 pm - 4:00 pm
	
	

	3. Order business cards from UAMS Creative Services, if requested.
	
	

	4. Email the faculty member instructions on how to use their office phone and set up the voicemail.  The instructions are located on the telecom website.
	
	

	5. Email the faculty member the Faculty Resources website (where they can obtain policies and information):  http://www.uams.edu/academicaffairs/facultyresources/.  
	
	

	6. Once entered in SAP, create FTE sheet in FacFacts and email faculty member for approval.
	
	

	7. Notify the department administrator to register for departmental orientation.
	
	

	8. Notify the department administrator to grant badge access to the building and appropriate areas.
	
	


	MyCompass
	Person 

Responsible
	Date 

Completed

	1. Create a requisition for the faculty members position upon appointment finalization (enter the JFR # and master req. number that Robin D. has created)
	
	

	2. Position number (if it is a replacement use the position number on hand, if it is a new position type allocate in the position number field)
	
	

	3. Offer Letter is to be loaded under justification
	
	

	4. Fund/Cost Center for each % of time (get from Div. Admin or Business plan in JFR…..enter in the justification area)
	
	

	5. Funding form completion (enter salary splits)
	
	

	6. SAP # (Completed in MyCompass)
	
	


	SAP Transactions

	
	Date

Completed

	1. PB10 – Obtain applicant #
	Applicant #:  
	

	2. PV00 – Schedule orientation
	

	3. ZHRHIRE – Place person in new position
	Position #:  
	

	       Fund/Cost Center:
	Workflow #:
	

	4. PA40 – Finalize position and salary
	Stat Order:
	

	***Under the “Additional Indicators screen in SAP,” be sure to check all that apply: TB Screening position, Drug Testable position, Practicing Physician, and/or Faculty Appointment.
	


	FTE % from Business plan (enter this percentage in MyCompass)
	Person 

Responsible
	Date 

Completed

	1. ICE FTE
	
	

	2. COM FTE
	
	

	3. GRANT FTE
	
	

	4. VA FTE
	
	

	5. ACH FTE
	
	





