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Les Kelley Clinic

Family Practice Resident Shadowing Program

Winter 2007 Rotation

Hospital Operator
(310)319-4000

Department Coordinator: Jennifer Peng
DC Phone:
(323)933-5734 (8PM-11:30PM)
Email:

CE_Jennifer@ yahoo.com

Website: 
To Be Announced via E-Mail Announcements
General Guidelines 

Shifts:
Monday-Sunday, depending on resident availability

Resident shadowing is 1:1 and will be at SM-UCLA Medical Center and Orthopaedic Hospital. 

1. Scheduling
Shift preferences are due via E-Mail (as announced) 

a. 1 shift required for this rotation*.  More are encouraged!

b. PLEASE DO NOT SIGN UP FOR A SHIFT IF YOU FORSEE ANY REASON (AT ALL) THAT YOU WILL NOT BE ABLE TO ATTEND THAT SHIFT. A conflict beyond your control, such as illness or death in the family, is required to be given an unexcused absence.

c. Include 1st choice and at least one alternate (Format: Day, Month, Date).  

i. Example: Tuesday, August 12th

                   Alternate- Wednesday August 13th
d. The schedule will be posted online & sent via e-mail.  

                  Minimum of 3 hours/shift; Maximum 8 hours/shift

IMPORTANT: Contact your shadowing resident the day before (prior to 4pm) your scheduled shift.  This is very important!!! Please alpha page the residents using the net page: 

http://pagenet.mednet.ucla.edu/pager.html so the resident will know it's not an emergency & call you back in a timely fashion. When you’re at the web page, type in the following information: 

1. Pager ID: Input Resident “Pager ID”
2. Message: Input “Please call Care Extender”
3. From: Input “Your full name”
4. Return Phone #: Input “The # where you can be reached at”
5. Click “PAGE” to send message

If the resident does not return the page, page them again. If he/she still doesn’t return the page after the 2nd time, DO NOT PAGE THE RESIDENT AGAIN. On the day of your shift call the hospital operator (310) 319-4000 and ask him/her to page the resident.  Ask to stay on the line with the operator until the resident returns the operator’s page. Talk to the resident on the phone and set up a time to meet that day (Mornings seem to be the most exciting with rounds and resident meetings)

Do not contact your resident after 4PM on the day prior to your shift.
Do not contact your resident before 7:30AM on the day of your shift.
If you forget to do so, your shift will be forfeited and it will be considered as an UNEXCUSED absence. This will result in a suspension. If you happen to shadow the same resident again, make a note to ask him/her when the best time to contact him/her is.
2. Uniform
 Wear CE scrubs to hospital for all shifts; volunteer badge required. 

3. Changing Shifts Only allowed in special circumstances. Contact me ASAP.

4. Missed Shifts
a. E-mail me within 24 hours of missed shift with explanation for missed shift or the absence will be counted as unexcused and automatically results in a suspension.

b. Shifts that were simply forgotten will result in suspension because there are a limited number of shifts and they are in high demand.   

c. Check the monthly schedule for available shifts and include a make-up shift request in your e-mail.  

5. Forms *All forms should be dated and submitted to Jennifer Peng’s mailbox in the sign in room.


a. Competency checklist
Due after 1st shift —signed by RESIDENT
This is mandatory.  If you do not receive a signature and submit your checklist after the first shift, then your shift will not be counted! 

b. SUMMARY FORMS: pick up and return to my mailbox in sign in office at the time of your shift.

c. Future Department Preferences: in sign-in binder in volunteer office

i. Weeks 2-6

ii. DUE: 

iii. POSTED: 

d. Extension Request form (req. to continue past 4th rotation-extension for one year)

e. LOA form (filled out when away for longer than 2 weeks)—if you will make-up all shifts in this rotation, do not need to fill this out.

f. Change of Info form
g. NEXT MANDATORY DEPT MEETING: 
LKC Department Hand-Out
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