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Welcome to the NYS Preventive Medicine Residency Program!

We hope the coming months will provide you with many exciting, informative, thought-provoking, challenging, and perhaps even life-changing experiences.

This handbook is designed to help you maximize your learning 

and minimize the headaches along the way.  

Please let us know if there are any gaps in the handbook,

and we’ll add another section.
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FACTS AT A GLANCE

New York State Preventive Medicine Residency Program

Sponsors:
University at Albany (SUNY) School of Public Health



New York State Department of Health (NYS DOH)
Program Director:  
                    
  Mary Applegate, MD, MPH

Associate Program Director:

  Debra Blog, MD, MPH

Program Coordinator:
          

  Irina Khmelnitsky, MS
Address:       University at Albany School of Public Health

                     One University Place, GEC Room 113
                     Rensselaer, NY  12144-3445
Phone:
(518) 402-0283 (Mary)

(518) 402-4751 (Irina)

Fax:
(518) 402-0329

School of Public Health

Dean:                                                  

   Philip Nasca, PhD (402-0281)
Associate Dean for Research


   Edward Hannan, PhD (402-0297)
Associate Dean for Academic Affairs:
   Mary Applegate, MD, MPH 
Assistant Dean for Student Affairs:  

   Anthony Torres (402-0283)
Asst. to Chair, Health Policy, Mant & Behr:     Linda Gauvain-McNulty (402-0333)
Asst. to Chair, Epidemiology & Biostatistics:   Nicole Malachowski (402-0372)
Internships and Career Services Center:
   Anthony Torres (402-0283)
Address:
One University Place, GEC 100


Rensselaer, NY  12144-3445

Phone:
(518) 402-0283
Fax:
(518) 402-0329

SUNY Administration

Personnel   (518) 437-4729 or 437-4700 

Travel
       (518) 442-3197 (Accounting office)

SUNY Research Foundation

Personnel   (518) 437-4500

Travel         (518) 437-3870                                            
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Key Contacts

	PMR Program Administration
	Phone Numbers

	
	

	Mary Applegate, MD, MPH

Director

mapplegate@uamail.albany.edu
	402-0283 

402-0329 Fax



	Debra Blog, MD, MPH

Associate Director

dsb06@health.state.ny.us   
	473-4437 (secretary – Michelle Coy, mbc01)

474-1495 Fax

	Irina Khmelnitsky, MS
Program Coordinator

ikhmelnitsky@uamail.albany.edu
	402-4751

402-0329 Fax

	Charlotte Druschel, MD, MPH

Co-Chair, Residency Advisory Committee

cmd05@health.state.ny.us
	402-7990 (secretary-Nancy Mahoney, nam03)

402-7769 Fax

	SPH Administration
	Phone Numbers

	Philip Nasca, PhD

Dean
	402-0281 

402-0329 Fax

	Mary S. Applegate, MD, MPH

Associate Dean for Academic Affairs

mapplegate@uamail.albany.edu
	402-0283 

402-0329 Fax

	Anthony Torres

Assistant Dean for Student Affairs

atorres@uamail.albany.edu
	402-0283

402-0329 Fax

	Anthony Torres

Internships and Career Services Center

atorres@uamail.albany.edu
	402-0283

402-0329 Fax

	Linda Gauvain-McNulty

Asst. to Chair, Health Policy, Management & Behavior

lmg@albany.edu
	402-0333

402-0414  Fax

	Nicole Malachowski

Asst. to Chair, Epidemiology & Biostatistics

nikkim@albany.edu
	402-0372

402-0380  Fax

	Caitlin Reid

Asst. to Chair, Environmental Health Sciences & Biomedical Sciences

reid@wadsworth.org

	473-7553

Rm WCLR/C236 (Coring Tower)


BRIEF PROGRAM DESCRIPTION

The New York State Preventive Medicine Residency Program is a two-year General Preventive Medicine/Public Health residency training program.  Founded and first accredited in 1991, it is jointly sponsored by the University at Albany (SUNY) School of Public Health and the New York State Department of Health (NYS DOH), with affiliated practicum sites at the Albany and Schenectady County Health Departments and the Eastern Division of the American Cancer Society. The overall goal of the program is to prepare physicians for leadership roles in public health and preventive medicine in state and local health departments or in academic and community settings.

Program structure:  The program director, associate director, and core faculty are full-time public health professionals at the NYS DOH and/or the School of Public Health (SPH).  Many have joint DOH/SPH appointments, and most of the physician faculty members are board certified in General Preventive Medicine/Public Health. 

Residents accepted into the preventive medicine residency program must have completed at least one year of accredited clinical residency training, although many are board-certified specialists or sub-specialists entering the program mid-career.  

Residents spend their first year taking coursework toward the Master of Public Health (MPH) degree with a concentration in Preventive Medicine or Epidemiology, Health Policy and Management, or Social Behavior and Community Health.
During their second year, residents complete three or four practicum rotations at NYS DOH and affiliated sites, each rotation lasting three to four months.  All residents are required to do a rotation at a local county health department, but other rotations (and the specific content of the county rotation) are selected based on the residents’ interests and career goals.  

Residents work closely with an advisor, chosen from among the program’s core faculty, to choose courses and practicum rotations.  Their choices are guided by the American College of Preventive Medicine’s Competencies for Preventive Medicine Residents, ensuring that every resident acquires knowledge and skills in a broad range of public health activities.  Within those constraints, individual residents are able to tailor their programs to their own interests and goals, for instance, maintaining a focus on maternal and child health throughout a program that includes coursework and practicum projects in epidemiology, administration, and behavioral sciences.

Residency Advisory Committee: A residency advisory committee serves to advise the Program Director on issues related to program development, policies and procedures, ACGME compliance, recruitment and funding.  
· A second year resident serves on the committee to represent the concerns of the program’s residents.

The residency program’s key educational objectives are:

· To enable residents to achieve all of the American College of Preventive Medicine (ACPM) Competencies for Preventive Medicine Residents, preparing them to serve as leaders in public health (Both years).
· To enable residents to achieve all of the Accreditation Council for Graduate Medical Education (ACGME) Competencies for physicians in training (Both years).
· To increase residents’ knowledge and understanding of the core disciplines of preventive medicine and public health (Yr 1).
· To enhance residents’ ability to apply academic skills in the development, implementation and evaluation of public health/preventive medicine programs 
     (Yr 2).
· To increase residents’ understanding of the role and function of state and local public health agencies and of other partners in promoting the public’s health (Yr 2).
· To familiarize residents with methods and findings of preventive medicine research, and enable them to apply that knowledge to specific health issues (Both years).
PROGRAM DETAILS

Goals & Objectives
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Overall Program Goal:                             

Develop exceptional leaders in public health and preventive medicine, who are prepared to assess critical health problems and to develop, implement, and evaluate policies and programs that address the need for health promotion, disease prevention, and access to quality health care.

Program objectives:

1. Provide an educational experience for physicians in preventive medicine and public health that explicitly links didactic teaching with practical training in state and local health departments and other community-based public health agencies.

2. Increase the number of competent physicians assuming leadership roles in the fields of public health and preventive medicine, both within New York State and nationwide.

3. Conduct a residency program in public health/preventive medicine which can serve as a model for other schools of public health and health agencies nationwide.

4. Increase awareness of public health and preventive medicine issues and careers among medical students and residents in other fields.

5. Increase the number of physicians from minority and disadvantaged backgrounds pursuing preventive medicine residency training and careers in public health.

Educational objectives:
1. Enable each preventive medicine resident to achieve all of the American College of Preventive Medicine (ACPM)  and the Accreditation Council for Graduate Medical Education (ACGME) competencies for preventive medicine residents (see Appendix 2). 
2. Enable residents to gain special competence in a substantive area of public health (such as maternal and child health or communicable disease control).

3. Increase residents’ knowledge and under​standing of the core disciplines of preventive medicine and public health.

4. Enhance residents’ ability to apply aca​demic skills in development, implementation, and evaluation of preventive medicine/public health programs and activities.

5. Increase residents’ knowledge and under​standing of the functioning of state and local public health agencies, and their understanding of the roles of other partners in promoting the public’s health.

6. Familiarize residents with methods and findings of public health and preventive medicine research conducted at the commu​nity level by public health agencies and others, and to enable them to apply that knowledge to specific health issues. 

Academic Year








Summer Curriculum

The academic year begins with a two-month orientation to public health and preventive medicine.  

A key component of the orientation is a weekly seminar featuring a series of population medicine teaching cases, developed by Dr. Lloyd Novick and colleagues at the SUNY Upstate Health Sciences Center in Syracuse, NY.  

Residents also participate in a seminar series titled: Introduction to Public Health and Preventive Medicine.  This 6-module Core Curriculum was developed by Dr. Joseph Nicholas during his practicum year as a NYS preventive medicine resident in 2005. In 2007 the 7th module was developed by a group of PM residents and in 2009 has been revised by Dr. John Silvernail, our current senior resident.
In addition to the teaching cases and seminars, residents spend a week at each of the major departments of NYS DOH and at selected affiliate agencies. The purpose is to meet with key staff to learn about the organizations’ functions and opportunities for future practicum rotations.  

Field trips are often taken during the summer.  Previous trips have included The State USAR Team, a county fair and the Regional Food Bank of Northwestern New York.
Residents are also encouraged to undertake a mini-practicum project under the supervision of program faculty.

Academic Program

After the completion of the summer orientation, residents begin coursework toward a Master of Public Health (MPH) degree.  Preventive medicine residents may choose a MPH concentration in PMR, Epidemiology, Health Administration, or Social Behavior and Community Health. The course requirements for each concentration are available at the departmental web pages. The PMR concentration course requirements are available from the Program Coordinator.
Residents generally complete all of their courses during the first year, but they may defer one or two courses to the second year in order to take electives that are not offered every year.
All courses require prior approval by a resident’s faculty advisor with documentation on a PMR Advisement Verification Form (Appendix 3).  Some elective courses also require approval by the department with a Section Key Number (SKN) issued by the assistant to the chair of the department.  Once these approvals are obtained, an Advisement Verification Number (AVN) is issued by the PMR Program Coordinator and the resident can register for classes.  All registrations are conducted electronically. Questions concerning course registration should be directed to the Program Coordinator.
Transfer of Credits
In order to complete all of the credits required for the MPH degree in only two semesters, residents may transfer up to 9 credits (three courses) based on courses taken in medical school (e.g., physiology, neuroscience, and microbiology).  The Request for Transfer of Credits Form (Appendix 4) should be completed and returned to the Office of the Dean for Student Affairs as early in the academic year as possible.  If the courses were completed more than six years prior to admission, a Request for Waiver of Statute of Limitations Form (hard copy available at the Program Coordinator’s office) will also have to be completed.  Core MPH courses that are substituted with other elective courses (e.g. Family & Community Health instead of Social and Behavioral Aspects of Public Health) require a request for course waiver (Appendix 4). 
Practicum Year


Summer Curriculum

The practicum year begins with a two-month review of public health topics. Second year residents are expected to attend, along with the first year residents:

· Weekly population teaching cases 

· Core Curriculum seminars (and may be asked to moderate a session)
· Field trips

· Overview sessions of the various departments within NYS DOH and the local health departments.

Second year residents begin their practicum rotations in the summer, however the summer curriculum takes priority over the practicum activities.  Residents are expected to advise their supervisors/mentors of any conflicts and to adjust their schedules to accommodate the curriculum.  Meetings and presentations that demand a resident’s attendance (e.g., the resident is giving the presentation) are exceptions.

Practicum Rotations

Typically, residents complete 3-4 practicum rotations, each lasting 3-4 months.  One rotation must be at a county health department, but the others are generally in various departments of NYS DOH or the American Cancer Society. Rotations at other sites can be arranged to meet a resident’s specific interests.  Previous residents have done rotations at a variety of sites, including the NYS Office of Mental Health, the NYS Office for Aging, Healthy Schools (a children’s environmental health advocacy group), and the Agency for Healthcare Research & Quality (within the Department of Health and Human Services).  

· Registration forms for practicum rotations, as well as evaluation forms are included in Appendix 5 (5A, 5C, 5D)  

Planning Practicum Rotations
Residents are expected to get as broad an introduction to public health and preventive medicine as possible.  In 1994, the American College of Preventive Medicine developed a set of “Competencies for Preventive Medicine Residents” which describes the full range of knowledge and skills that a resident should acquire in a PMR program.  Since then, the competencies have been updated and adopted by the Accreditation Council for Graduate Medical Education as the standard for guiding preventive medicine education.  We have used the competencies as the core framework for this program since 1995 (see Appendix 2).

The competencies are not specific as to how or in what setting a resident should acquire them.  Instead they help guide a resident’s choices throughout the program, particularly during the practicum year which presents an array of opportunities.  Using the competencies to structure an individual program ensures that a resident will be exposed to a wide variety of experiences, while allowing him/her to develop special expertise in a substantive field (e.g. maternal & child health, chronic disease prevention, or communicable disease control).  

Ideally, practicum rotations should include both a core project that can be pursued fairly independently AND some time spent shadowing the practicum supervisor to see first hand how public health works.  Appendix 6 contains guidelines for practicum supervisors/mentors.  It gives them a sense of how to design a good practicum rotation and what to expect of a preventive medicine resident (as opposed to a MPH intern).  These guidelines may be especially useful in practicum discussions with supervisors who have never worked with preventive medicine residents.

Resident Progress Record

The Resident Progress Record (Appendix 7) facilitates the documentation of academic and practicum year activities, course grades, extracurricular “integrative” experiences, completed projects, and achievement of the ACPM and ACGME competencies for preventive medicine residents. It lists all of the ACPM/ACGME competencies, provides examples of how each competency can be met and includes a section for faculty advisors and practicum supervisors to verify achievement of each competency. 

Residents must meet with their faculty advisors at least 5 times during the residency program to review their progress.  
1. At the start of the program to discuss which of the competencies (if any) have already been achieved through past experiences, and to plan the academic year.
2. At the conclusion of first academic semester to plan elective courses and to begin planning practicum rotations.
3. At the conclusion of the academic year to sketch out plans for the practicum year.
4. Midway through the practicum year to address any competencies not yet achieved, and to discuss career goals and objectives.
5. Near the end of the practicum year to review overall performance and discuss career plans.
Residents must also meet with the Program Director 5 times during the two year program.  These meetings should take place after having met with the faculty advisor.  

· Important: It is the residents’ responsibility to take the initiative to set up these review meetings with their advisors and the Program Director.
· Faculty advisors and the Program Director must sign the progress record as documentation of each review.

· Each resident is responsible for maintaining the original copy of the Progress Record, and keeping it updated.

MPH Internships (9 credits)
Residents enrolled in the MPH program (i.e. those entering without a MPH degree) must earn 9 credits of MPH internship experience.  The difference between MPH internships and PMR practicum rotations is that internships must be registered through the university’s course registration system and have an associated tuition fee. 

PM residents will waive all 9 credits of the MPH internships on the basis of significant past public health experience and/or preventive medicine practicum rotations, therefore the registration will not be needed. 
Waiver of MPH Internship Credits

Residents with previous public health/preventive medicine experience will be able to waive all MPH internship credits. (See Request for Waiver of Internship Credit form in Appendix 5E). For each internship credit waived, the resident must have completed roughly 80 hours of direct relevant public health work. Residents approved for a waiver of internship credit must make a presentation explaining the previous public health experience either at the MPH Capstone Seminar or at the Annual Student Poster Day, usually held in April of each year.
For 9 credits of MPH internship, PMR students will utilize 720 hours of practicum towards the “waiver”.  They will submit a waiver request application which consists of 2-3 pages (maximum of 5) pages to summarize their experience and a cover letter from the PMR program will be included.  The application for Waiver Requests will be submitted to the PMR program by February 1st in their practicum year and the PMR Department will provide their approval letter along with the student application to the Director of Internships & Career Services by February 15th.  The Waiver Committee will then provide an approval letter of the credit waiver to the PMR Department.  

Should a PMR student be graduating a semester early from the MPH program (December), the Waiver Request must be submitted by December 1st to the PMR Department and a special review process by the Waiver Committee will take place to provide final approval by the last day of grade submission.  

This is the process for PMR students moving forward pending final approval with the Waiver Committee.

Examples of previously waived internship projects include the development of a regional system for providing primary care to HIV-infected children in rural northeastern New York, investigation of an outbreak of Legionnaire’s disease while serving as an Epidemic Intelligence Service officer, conducting research into prevention of perinatal HIV transmission, and conducting outreach and community education for a Planned Parenthood center.  

· Provision of medical care with a preventive focus does not satisfy the MPH internship requirements.  

· All residents must complete 12 months of practicum rotations, so waiving a MPH internship does not shorten the residency.  

Detailed information on the criteria and procedures for internship waiver requests is also available in the MPH Internship Handbook on the SPH website at http://www.albany.edu/sph/information/pdfs/mph_internship_handbook.pdf
Regardless of the MPH internship waiver, during their second year residents are required to spend 12 months doing preventive medicine practicum rotations to be eligible to sit for the preventive medicine boards.
PMR practicum registration forms

Residents will submit three forms for each PMR rotation: internship registration form (5A), mentor evaluation form (5C), and resident evaluation form (5D). All these forms are available in Appendix 5. There forms are joint MPH and PMR forms and differ from MPH internship forms since they address both public health and preventive medicine competencies.  

Both Years

Topics in Public Health Practice Seminar (HPM 503)
Topics in Public Health Practice is a weekly seminar series conducted on Fridays throughout the 2-year program. 
The residency program also includes a 2-month orientation period at the beginning of the first year, during which residents spend a week in each of the major units of the NYSDOH and at the Albany County Health Department, getting a broad introduction to public health programs at both the state and local level.  During the orientation period, residents take on a small-scale project under the supervision of a program faculty member.  In addition, there are weekly seminars throughout the program's two years, which feature presentations by public health professionals, journal club presentations and practicum reports by the residents themselves, and occasional field trips to sites of public health interest (e.g. prison health facilities, wastewater treatment plants).  Residents are given a grade on the basis of their project, journal club presentations, and participation in the seminars.  
September-May seminar series sometimes also attended by DrPH and MD/MPH students and exposes preventive medicine residents and DrPH students to perspectives in public health and preventive medicine practice that complement their course work (see course description in Appendix 8).
. 
A monthly Journal Club is part of the seminar series. The journal club focuses on study design and validity with an emphasis on training in the critical review of public health/medical literature (see description in Appendix 8).
Field trips to sites of public health significance are also conducted as part of the seminar series.  Such trips have included a rural health network, the UNICEF headquarters in New York City, a school-based health center in New York City, and the NYS Bunker. 

A one-time registration for the 3-credit course (HPM 503) is required; however the course runs weekly throughout the 2-year program.

· Attendance is mandatory for both first and second year residents  

· The Program Director and Coordinator must be notified in advance of any anticipated absences.
MPH Capstone Seminar (SPH 685) – is a one credit course that residents need to register once during their practicum year. Residents will discuss how they achieved MPH and PM competencies during their practicum rotations. These discussions will take place at the time when residents present their practicum reports to the peer residents.  
Preventive medicine residents present the results of their practicum projects at a monthly seminar series.

· Residents are required to present the outcome of two practicum rotations, one of which could be of the waived for MPH credit and one PM rotation. 
· Two presentations are required, although one may be presented as a poster at the Annual Student Poster Day.
· A one page abstract must be prepared and distributed to the class.
· The presenting resident’s faculty advisor and practicum mentor must attend.
· A final report must be written and submitted to the Program Coordinator. 
Registration for this 1 credit seminar (SPH 685) is required once in the second year of the program.  Seminars are held once a month, and are scheduled as needed, usually immediately following PMR Friday morning seminar.  

· Attendance is mandatory for both first and second year residents.
· The Program Director and Coordinator must be notified in advance of any anticipated absences.
Preventive Medicine In-Service Exam
The Preventive Medicine In-Service Examination is offered annually during the second half of August. The material covered in the exam relates to the core (morning) portion of the American Board of Preventive Medicine (ABPM) certification exam. 
The exam is taken twice, at the start of each program year, enabling residents and program directors to determine if there are specific areas where more study and experience are needed. Although it is not intended to be an examination preparation tool, it can help gauge how well residents are being trained and prepared for the content of the Board examination. 
Advocacy letters

Advocacy is an important aspect of promoting public health initiatives (both policy and funding issues).  Legislative bills awaiting votes, local community board discussions, letters to editors, etc. are all forums through which public health issues can be addressed.

Residents are asked to write at least two (2) advocacy letters per year during their time in the program and to submit copies to the Program Coordinator for documentation of the activity.  
 Integrative Experiences

Residents are encouraged to attend other seminars, meetings, and educational sessions of interest offered by SPH or NYS DOH, activities referred to as “Integrative Experiences.”  

The program partially subsidizes each resident’s cost to attend at least one national meeting per 2-year program period (e.g. the annual meetings of the American Public Health Association, American College of Preventive Medicine, or other relevant meetings).

Several satellite broadcasts, web casts, and online courses are offered by the Continuing Education & Professional Development department of SPH. The broadcasts can be viewed in the auditorium at SPH as well as at  NYSDOH.  Free CME credit is available. The topics and schedules are available at:
· Public Health Live-(T2B2)-Third Thursday Satellite Broadcasts www.albany.edu.sph.coned 

· Center for Public Health Preparedness Grand Rounds www.ualbanycphp.org
SUNY’s ITS department conducts free, non-credit Computer Application Workshops for students, faculty, and staff.  Both introductory and advanced training is offered in Microsoft Access, Excel, Power Point, SAS and SPSS, and other software applications.  For additional information visit their website at: http://web.albany.edu/its/training/   

Documentation 
· Resident Progress Record (Appendix 7): All residents are expected to use the Progress Record to keep track of courses taken, rotations planned, activities completed, reports/papers completed, competencies met, etc.  The Progress Record is designed to be useful for residents, advisors, and practicum supervisors/mentors to plan academic and practicum programs and to document achievement of ACPM and ACGME competencies.  

· Practicum Rotation Forms (Appendix 5): Residents are required to submit the following forms for each practicum rotation:
· Internship/PMR Practicum registration (5A)
· Supervisor/Mentor’s evaluation (5C)
· Resident’s self-evaluation (5D)
· Residents’ Annual Program Evaluation Survey (Appendix 9): This form is to be completed at the completion of each year and submitted to the Chief Resident  - resident representative to the Residency Advisory Committee.
· Summary Resident Evaluation (Appendix 10): This form must be completed upon graduation from the program and submitted to the Program Coordinator.
· 360 Degree Evaluation form – (Appendix 10A) is a summative annual evaluation form which is completed by any person in the resident’s sphere of influence and includes other residents, PMR faculty, academic faculty, and program administrative staff. It also serves as the resident self-evaluation tool. 
Graduating Residents

Residents graduating from the MPH program in May must complete the documentation requirements specified in the SPH Student Handbook http://www.albany.edu/sph/information/pdfs/full%20version.pdf 
The following is a check-list of tasks to be completed by graduating residents and documents to be submitted to the Program Coordinator at least one week prior to graduation from the PMR Program (i.e. June 23rd)

· Progress Record – completed (all signatures collected) and submited to the Program Coordinator.
· Practicum Forms – all forms signed and submitted to Program Coordinator
· Residents’ Annual Program Evaluation Survey – completed and submited to the Chief resident (representative on the Residency Advisory Committee).

· Summary Resident Evaluation Form – completed courses and other relevant information completed and submit to the Program Coordinator for completion and signature by the Program Director.
· Vacation Balance (for state funded residents) – make sure SUNY time record system reflects a zero-balance.
· Alumni Paragraph for PMR website – submit electronically to the Program Coordinator.
· PMR library – return all borrowed books to the library.
· Laptop – return (with all attachments and manual) to the Program Coordinator.
· NYS DOH badge – turn in to DOH (Corning Tower, room 2230).
· Lotus Notes remote access token – turn in to DOH security (Corning Tower, room 1010)
[image: image4.jpg]






LOGISTICS
Note about PMR funding:  The residency program is supported by several different funding streams:  a grant from the American Cancer Society (ACS) and allocations from New York’s share of two federal block grants, the Maternal & Child Health Services Block Grant (MCH Block) and the Preventive Health & Health Services Block Grant (Prevent Block).  The ACS grant is administered by the SUNY Research Foundation, the private, non-profit organization that manages grants for the University.  The block grant funds are administered by the School of Public Health (SPH) through a Memorandum of Understanding (MOU) with the health department.*   There are slightly different rules and procedures attached to each of these funding streams, but we do our best to keep everybody’s compensation and benefits equivalent.  Where the procedures are different, we explain both below.


*  
 MCH, DOH, SPH, MOU – public health has a whole language of acronyms, and they’re almost all different from the ones you’re used to from medicine.  There’s a glossary in Appendix 16.  New additions are always welcome!

Getting Started

Employment paperwork

· Residents on SUNY funding must complete Form HRM-2.

· Residents employed by the Research Foundation must complete an appointment form.  

· If possible, employment forms should be submitted one month before beginning the residency.

· In addition, all residents must complete a W-4 tax form and an I-9 immigration/citizenship form.  For the latter, a passport (sufficient alone) or a driver’s license plus another form of government-issued ID, such as a social security card, is required for identification.  
Questions concerning employment paperwork should be directed to the Program Coordinator. 

SUNY Graduate Admissions

Candidates for the MPH degree must be accepted into the both the University at Albany School of Public Health and the PMR program.  These residents must complete an application for admission to the University at Albany School of Public Health (available at www.albany.edu/graduate/).  The PMR program will submit the application to the graduate admissions office along with the registration fee and all necessary documentation (transcripts, etc).

Tuition
The program pays all tuition and university fees for courses successfully completed.  Any tuition bills sent directly to residents should be submitted to the PMR Program Coordinator as soon as they are received so that they can be paid in time to register for classes.  

ID Cards 
NYSDOH ID – Residents on practicum rotations at NYS DOH will require an ID granting access to the Corning Tower and other DOH buildings.  The ID uses the NYS driver’s license photo and takes about 2 months to process.  Until the ID is obtained, residents on practicum rotations must have their department submit their names to security, check in at the visitor’s desk, present a driver’s license (or other government-issued photo ID), and obtain a one-day visitors’ pass each day (see Appendix 11 for application).
SUNY Student ID (SUNYCARD) – Grants access to the SPH computer room, shuttle bus, the university libraries, and other SUNY facilities.  It can also be used to obtain a Student Advantage Card (details at http://www.studentadvantage.com) for student discounts on bus/train/plane tickets, books, movies, and other retail items.  A SUNYCARD can be obtained from the SUNYCARD office (located in the basement of the campus center) on the Main Campus.
Wadsworth/DOH Labs ID- Grants after-hours and weekend access to the Dickerman Library at NYS DOH.  Residents in need of such access for research purposes should contact the Assistant to the Chair, Health Policy, Management & Behavior.

Business Cards

The program can provide each resident with a small supply of business cards.  The Program Coordinator should be contacted for further information, 

Professional Memberships
Applications for membership in the American Public Health Association and the Association of Preventive Medicine Residents are located in Appendix 12.  Once a SUNY ID card is issued, residents may apply for discounted student rates (paid by the program).  The forms should be completed and returned to the Program Coordinator with a photocopy of the student ID.  The memberships entitle residents to newsletters, electronic subscriptions to the American Journal of Public Health and the American Journal of Preventive Medicine, e-mail updates, and discounts on annual meeting registration fees. 

Salary & Benefits

Salaries

The salary for academic-year residents is $39,000 and for practicum-year residents is $43,000.  

Time & Attendance
The official work week is 37.5 hours long.  During the academic year, it is assumed that residents are spending at least that much time in class attendance or study.
· Residents paid by SUNY must report their monthly leave usage electronically via the electronic time card system on their MyUAlbany account.

· Research Foundation residents are not required to submit time records.

Vacation & Personal Leave
Residents are allowed 15 vacation/personal days per year.  Requests for vacation leave must follow the following guidelines:
· First clear plans with the practicum/internship supervisor/mentor or course instructors.
· Submit a PMR Leave Request Form (Appendix 13) to the Program Coordinator at least 30 days in advance.
· All leave requests must be approved by the Program Director.
· As a general rule, only one resident may be on vacation leave at a time.
· Since the Friday seminar series are mandatory, Friday vacation/personal leave should be avoided whenever possible.


Vacation Leave does not need to be used for days when there are no scheduled classes but residents are working or studying.  However, a long weekend trip (e.g., to the beach) counts as vacation even if no classes are missed.
During the practicum year, residents should follow the usual work hours of the practicum site:  generally 9 to 5 or 8:30 to 4:30.  Vacation leave does not need to be used for days when the office is closed, e.g. state holidays.
· Residents are responsible to keep track of their vacation leave balance.

· Full use of vacation leave by the time of graduation from the program is encouraged. Any unused balance will be lost. The program is not funded to monetary pay off vacation balances.

State funded residents (those who are not on Cancer Track) need to zero-out all vacation balance on My UAlbany by the end of the second year.  
Sick Leave

Residents are allowed 10 sick days per year. 

· The Program Coordinator and practicum/internship supervisor/mentor (if applicable) must be notified on the first day of illness if a resident is out due to illness.  
· The Program Coordinator must be notified on the first day of return to the program following an illness, and must also be advised of any medical restrictions
· If the situation warrants, the Program Director may require a medical clearance prior to return.
Health insurance
The program covers the cost of individual or family health coverage, with a modest contribution from the resident.   With any new health insurance coverage, there is a 42 day wait for benefits so some residents may want to purchase temporary coverage for that period, e.g. by extending previous coverage via the “COBRA” process.

· Residents on the SUNY payroll should contact Human Resources at 437-4729 to discuss health insurance options.  
· Residents on the Research Foundation payroll should contact the Foundation’s personnel office at 437-4500.

Malpractice insurance

SUNY and the Research Foundation both provide malpractice insurance for residents covering any activities performed as part of the residency program.  The insurance does NOT cover moonlighting activities.  Residents who moonlight will need to arrange their own malpractice coverage.

Outside Employment
Residents who are interested in moonlighting are advised to discuss their plans with and to get an approval from the Program Director (see Outside Employment Policy – attachment 15C).
Workspace
There is a study at SPH which is available for residents to use. Classrooms, conference rooms, the computer lab (see below), and even the lobby can be used for studying and doing homework. 

During the practicum year, residents are generally assigned a desk (with computer and phone) at their practicum sites.  

Lounge, Lockers, and Cafeteria

A comfortable lounge is available on the first floor of the SPH building.  Café tables and chairs make this a popular place for students.  Vending machines, a microwave oven, a coffee machine and an ATM machine are all available in the lounge.

Student lockers are available for temporary storage of books, lunch, etc. during the day, but items may not be left over night.  The lockers require a quarter, which is returned when the locker is re-opened.  These lockers are located near the student mailboxes opposite the PMR office.
A cafeteria is located on the lower level of the A wing of the complex. Since the buildings are connected, it can be easily reached without going outside. Salads, soups, and sandwiches are available during the lunch hour.

Computing & Communication

Computers
The SPH has a large computer lab with several PCs which residents use for much of their school work during the academic year. 

The computer lab also has four computers with direct access to the Dickerman Library catalog.
During the practicum year, residents are usually provided with computer access at their practicum sites.

In addition to these desk-top computer resources, each resident receives a laptop computer on loan from the program.  The necessary e-mail, word processing and data analysis software is already installed onto the computers.  If additional software is needed, the Program Coordinator should be contacted. The internet connection on the laptops is responsibility of the residents.
E-Mail
Residents are asked to supply the program coordinator with an e-mail address: either a personal account (e.g., Yahoo, Hotmail, AOL, RoadRunner) or the UAlbany account can be used.

The UAlbany account is automatically generated for each resident and can be used in order to facilitate professional communications.  The UAlbany account must be activated and instructions are provided at the SPH orientation in August.  Activation instructions are also available on the UAlbany ITS website.

Residents on extended practicum rotations at NYS DOH may also find it useful to have a Lotus Notes account.  This facilitates communication between residents and other DOH co-workers and staff.  

Internet access

No account is required to access the internet from SUNY computers.  The student ID card grants access to the SPH computer lab, and all of the computers in the lab are connected to the internet.

Free wireless service is also available at SPH to students and faculty, thus enabling residents to access the internet from their laptop computers.  Instructions on accessing the service are available on the wireless network.
Health Information Network (HIN)/Health Provider Network (HPN)

The HIN/HPN is a limited-access “intranet” that NYS DOH uses to share public health data and other information with county health departments, hospitals, and other users.  Having a HIN account will give residents access to data that may be useful for practicum projects.  To apply for an account, an e-mail note must be sent to hinhpn@health.state.ny.us.  A copy should be sent to the Program Coordinator who will then send HIN/HPN a follow-up note confirming the resident’s legitimate status as a HIN/HPN applicant.

Printing & photocopying
Limited free photocopying is available to preventive medicine residents at the SPH campus.  The password can be obtained from the Program Coordinator.

A photocopier is located on the first floor across from the student lounge.  

Free photocopying is available at the NYS Wadsworth Labs Dickerman Library.  Free printing is also available for articles retrieved during research. Many students rely on this library for their academic research needs.  

Residents on practicum rotations at NYS DOH may also print on DOH computers (for free) but should not abuse those privileges.

Getting around
Transportation and parking in the Capital District
SUNY shuttle bus – Runs approximately once an hour from SPH (East Campus) to DOH and to the main SUNY campus.  Schedules are available on University’s website.  The shuttle is free with a SUNY student ID.

CDTA bus routes – Serve the entire region for $1/ride.  Information on routes and schedules is available at www.cdta.org.  (One past resident didn’t own a car and got along fine using SUNY and CDTA buses her whole time in Albany.)

Parking at the SPH – There is a large parking lot for students across from the school building. Students are required to obtain and display a parking decal.  See Appendix 14 for the SPH Parking Policy and Vehicle Registration Form.  The application states a $5.00 fee, but there is no fee for SPH students. Violators of the parking policy are subject to be towed!

The student parking decal also permits free parking in the student parking lot of the University’s Dewey Graduate Library.

Parking near the Corning Tower – There are several paid lots – under the Tower in the “V” Lot, at the Pepsi Arena, on Madison Avenue between the cathedral and museum, and on the corner of Swan and Hamilton, to name a few.  The prices range $7.00-$8.00 per day.  There is also meter parking along Madison Avenue and Swan Street and free on-street parking throughout the neighborhood.  With a little patience, one can usually find a spot within a ~10 minute walk of the Plaza (good exercise).  Residents are advised to pay attention to posted “no-parking” times since cars are sometimes towed rather than ticketed! 

Non-local travel

Funding - The program subsidizes part (depending on availability of funds) of the travel expenses associated with attendance at national meetings.  At least one national meeting per resident per 2-year program period is subsidized.  All travel expenses associated with the rotation are responsibility of the office of the rotation.
· SUNY and Research Foundation residents use the same per diem rates and have similar reimbursement procedures.
· Travel Request and Reimbursement Forms are available from the Program Coordinator.  
Registration fees – May be paid with the program’s credit card.  Contact the Program Coordinator for further information.
Ticket reservations (plane and train) - Plane or train reservations must be made through offices of Child Travel (518-292-9020) or Advantage (518-426-0052). For state funded residents tickets cannot be ordered through the internet; E-tickets are not reimbursable. Research Foundation residents (cancer track) have a choice of either going through the agency or booking tickets on-line and be reimbursed after the travel. Residents must specify whether traveling on State Funds or Research Foundation and provide the travel agency with the account number to charge to. Account numbers are available from the Program Coordinator. 

Personal car usage – Mileage must be documented and recorded on the Statement of Automobile Travel forms (available from the Program Coordinator).  Mileage should be recorded from the place of departure to the destination; and on the return trip.  Receipts must be obtained for tolls and parking fees.

Taxis, shuttles, and rental cars – Residents must obtain receipts for all transportation costs.  Residents are asked not to use rental cars.  

Meals – are reimbursed at state per diem rates; lunches are not reimbursed.

Hotel accommodations – cannot be paid with the program’s credit card. Hotel costs are reimbursed at the state per diem rate (not the conference group rate).  When traveling in-state residents must use a tax-exempt form for hotel reservations (taxes will not be reimbursed). Forms are available from the Program Coordinator. Out-of-state travel does not require a tax-exempt form.

Planning - When planning to attend a conference, residents should keep the following in mind:

1. The program subsidizes the cost of conferences and travel and the amount of the subsidy depends on the availability of funds at the time of the request.
2. Hotel and meals are reimbursed at the state per diem rate so the actual cost of lodging and meals may not be covered in full; even if funds are available.
3. Residents should estimate the total cost of the trip, and how much will be the resident’s responsibility, prior to registering and making travel plans for any conference.
Documentation - At the conclusion of a trip, a completed Travel Voucher (and Automobile Travel Statement, if applicable) with all receipts must be submitted to the Program Coordinator, along with a copy of the meeting agenda.  The Travel Voucher can be obtained from the Program Coordinator, who can also assist with its completion.
The actual time of departure and return (from home or work) must be included on the voucher (not just the plane/train departure and arrival times).  This is because additional meal reimbursement may be allowed for very early or very late times of travel. 

Original receipts must be attached so residents should make a copy of all receipts for themselves. 
Travel policies and per diem rates; as well as a copy of the Statement of Automobile Travel are available at:
http://www.albany.edu/accounting/s_travel_general.shtml 

Note: State Funds travel vouchers are only available on paper and can be picked up from the Program Administrator.
POLICIES and PROCEDURES

(Appendix 15)
Grievance procedure (15A)
Impaired Physician Policy and PMR Behavior Report (15B)
Outside Employment (15C)
Admissions/Promotion/Dismissal Policies (15D)
APPENDICES

Program

1. Organizational charts and maps

2. ACPM/ACGME competencies for preventive medicine residents

Academic Year

3. PMR Advisement Verification Form

4. Request for Transfer of Course Credits Form

Request for Waiver of Statute of Limitations Form (for courses that are more than six years old)—obtain a hard copy from Program Coordinator

Practicum Year

5. Internship/PMR Practicum Rotation forms (Forms I – V)

6. Guidelines for practicum supervisors/mentors 

7. Resident Progress Record

8. Topics in Public Health Practice 

· Journal Club

9. Residents’ Annual Program Evaluation Survey

10. Summary Resident Evaluation

Administrative
11. NYS DOH ID application

DOH Remote Access Form

DOH Internet Access Form

12. Professional membership applications

· American Public Health Association

· Association of Preventive Medicine Residents (through ACPM)

13. PMR Leave Request form

14. East Campus Parking Policy and application for student parking decal

15. Policies & Procedures

· Grievance procedure

· Physician Impairment and PMR Behavior Report Form

· Outside Employment
· Admissions/Promotion/Dismissal 

16. Glossary
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