COORDINATOR CHECKLIST

How to Use This Form? 
This form serves as a reference for the Program Coordinator to compile data BEFORE the CCC meeting. 
Step 1. Compile all the data (applicable to your program) 3 weeks before the CCC meeting. 
Step 2. Deliver the data to the CCC members to review.

Metric Checklist
	Metric
	Data Path
	Comments

	Milestone Summary
	**MedHub: Evaluation->Milestone Summary
	Average level of each sub-competency based on the evaluation completed in the past 6 months.

	Evaluation by Faculty
	
All evaluations are stored in MedHub. Reports with averages can be generated.
**MedHub: Aggregate Evaluation Report, Aggregate Evaluation Report, Evaluation Completion Summary
	Average milestone evaluations by faculty and qualitative comments.

	Evaluation by Peers 
	
	Evaluations by peers and qualitative comments.

	Evaluation by Staff
	
	Evaluations by nurses and qualitative comments.

	Evaluation by Patients
	
	Evaluations by patients and qualitative comments.

	Evaluation by Self (Trainee Self-Assessment)
	
	Compare self-evaluations to evaluations by others to look for discrepancies and consistencies. 

	Rotation 
	Stored in MedHub 
**MedHub: Resident Rotations Report
	Is the trainee on track with the required rotation counts?

	Case/Procedure Logs 
	Stored in MedHub or reported to the ACGME WebADS system
	Is the log up-to-date and meeting minimum requirement?

	Scholarly Work
	
Option1: Self-reported
Option2: MedHub
	Has the trainee done any scholarly work in the past 6 months?

	QI Projects
	
	Has the trainee done any quality improvement work in the past 6 months?

	Work Hours Logged
	Stored in MedHub
**MedHub: Work Hours Summary
	

	Work Hours Violations
	
	

	Absences Logged (LOA and sick)
	
	

	Conference Attendance
	**MedHub: Conference Attendance by Resident
	

	Grant Rounds Attendance
	
	

	In-Service Exam
	
	

	Other Metric
	
	

	Other Metric 2
	
	

	Other Metric 3
	
	


Use MedHub’s “Resident Dashboard” function to consolidate and present information (tutorial on next page).

Resident Dashboard Tutorial
Note – Only program administrators (e.g. program coordinators) can run resident dashboards
Setting up Resident Dashboard
1. From MedHub home, go to Resident Dashboard and then tab Dashboard Setup
2. Create “New Resident Dashboard” and select* your report date, PGY level, and channels
a. Aggregate Evaluation Comments, Evaluation Completion Summary, Milestones Summary, and Work Hour 
Submissions are recommended channels. Click on “Add Dashboard” after selection.
*Hold Ctrl + clicking to select nonadjacent channels.












Generating Resident Dashboard report
1. [image: ]Click on “Generate”

2. View your report from View Dashboards and click on “View Report”
[bookmark: _GoBack][image: ]
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