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GME Process of Hiring Clinical Fellows, and Dental, Optometry & Psychology Residents 

Dept.:
Inquiries, 

Applications
Interviews

Dept. Checks Offer Letter for 
Accuracy (PL level, salary, 

start date, etc.)

GME Office creates 
profile in MedHub, &

generates
Institutional Letter of 

Offer*

Program Director 
Gives Verbal Offer to

Applicant

Offer Letter is signed by the 
Program Director and

Dr. DeWitt (DIO) 
then mailed to new 

fellow./resident

Fellow Returns
Acceptance Form. 

Copy Must be Given to 
GME Office.

Annual Fellow Status Report 
Form Distributed by GME Office 
for Completion by Departments 

(February)

GME and Departments 
Are Notified of 

Next Fiscal Year
Salary Levels (Dec.)

Dept. Instructs Fellows to Apply 
for Ohio License (ASAP) /
Training Certificate (Jan.). 

Contact GME re. Visa Process
for IMGs

GME Office sends electronic 
Contract Packet, including HR new 
hire paperwork & Employee Health 

forms. (late March)

By May 1st Fellows
submit all forms to 

GME, HR and 
Employee Health

Personnel Requisition
Completed by Dept. in PeopleSoft

(by April 1 for fellows 
starting in early July)

Dept. Selects/Matches 
with Fellow(s) for 
Open, Approved 

Positions

When SAF is 
processed and user 
ID received, Dept. 

enters it into 
MedHub.

MANDATORY 
FELLOWS 

ORIENTATION
(usually July 5 & 6)

Questions?
Call GME 

Office 6-8069

Dept Notifies GME and 
Provides All Required 

Information and 
Documentation ASAP.

Note if candidate is IMG.

GME Office 
Begins J-1 visa 

Process 
(January)

GME Office coordinates all 
final on-boarding processes 

with HR, Employee Health, I.S., 
Epic, etc. (May-July)

Dept. Submits Systems 
Access Form (SAF) for New 

Fellows by May 1st

in order to become 
effective by July 1

Dept. updates Contact 
Info in MedHub with 
CCHMC email.  Save 

initial email in 
Comments box.

Requisition 
processed by 

H.R.

GME receives 
Employee ID#s 

from HR &
enters #s in 

MedHub




