Instructions for Educational Justification for Housestaff Expansion
1. Contact Mrs. Catrina Jones, Senior Administrative Assistant to VPAA, for forms and electronic format of “Educational Justification for Housestaff Expansion”.

2. Complete forms with accurate data.

3. Provide supporting documentation where requested. 

4. Review information with Department Chairman.

5. All forms must be reviewed with the Designated Institutional Official (DIO). 

6. Notify Mrs. Catrina Jones to place item on upcoming GMEC meeting.

7. Prior to submission to administration steps 1-6 must be complete and expansion form must be GMEC approved with signature from Chair of GMEC and DIO. 
8. After approval by GMEC, the Chair of the GMEC will submit to Administration for review and institutional approval. 

9. Once approved by all parties, the program director and DIO will submit to accrediting agency.

*These sequential steps are in accordance with the ACGME Institutional Requirements, July 2007. 

Failure to comply may risk loss of expansion possibility. 
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