
 

 

 

 

 

Dear Dr. <Last_Name>: 

We are delighted to offer you a posi;on as a PGY- <Level> Resident in <Title of Program> Residency program 
through the Office of Graduate Medical Educa;on. This leJer sets forth the terms that will govern your 
employment by Vanderbilt University Medical Center (“VUMC”).  Your appointment as a resident will be for an 
ini;al term of <Date>, and may be renewed for successive one (1) year terms.  Your renewal and/or 
progression through the program will be subject to the applicable provisions of the House Staff Manual and 
dependent upon whether you have met the requirements of your clinical training program and the applicable 
provisions of the House Staff Manual.  Comple;on of the program is not a guarantee of applicable Board 
eligibility. You must verify the specific requirements of the Board to which you seek cer;fica;on for eligibility 
requirements.  

If you elect to discon;nue your employment for any reason, we request you provide wriJen no;ce in advance 
of your departure from VUMC to allow for the appropriate transi;on of your responsibili;es.  

You will be proposed for appointment as a resident with full-;me status. Your primary appointment will be in 
the Office of Graduate Medical Educa;on under the direc;on of <Program Director> and <Designated 
Ins;tu;onal Official>.  

Your annual base salary during the ini;al term of your residency appointment will be in accordance with your 
PGY level and will be $ < >. Your compensa;on will be paid in accordance with standard VUMC payroll 
procedures and will be subject to all applicable withholdings. You understand that you will not be en;tled to 
be paid by VUMC in the event the military, the NIH or other third party compensates you for your 
postgraduate clinical training. 

During the term of your employment, you will be subject to the terms and provisions of the VUMC House Staff 
Manual (which can be found at the following website hJps://www.vumc.org/gme/house-staff-manual) and 
other applicable policies and procedures. Addi;onally, your du;es will be defined as per program-specific 
delinea;on in your training. In all clinical encounters, you should clearly present your role and approved scope 
of prac;ce as a resident (as delineated by your program). As a VUMC employee, you will also be subject to all 
applicable VUMC policies each of which is contained on the VUMC Power Policy website 
(hJps://policy.app.vumc.org ). Your acceptance of this offer will affirm that you have reviewed and agree to be 
bound by these policies for the dura;on of your employment by VUMC, including any periods of employment 
beyond this ini;al term appointment.  

You will be expected to spend your ;me as a resident in your respec;ve training program, focusing on this 
specialized area of prac;ce with supervision as designated in your training program policy, in accordance with 
your delineated scope of prac;ce, and as set forth in the VUMC Medical Staff Bylaws and/or Rules and 
Regula;ons. As a resident, your responsibili;es include, without limita;on:  

• Par;cipa;on fully in the educa;onal ac;vi;es of your clinical training program. 



 

 

• Par;cipa;on in quality pa;ent care, commensurate with the responsibility delegated to you by virtue of 
your level in the clinical training program. 

• Rendering to your pa;ents safe, efficient, and the most cost-effec;ve medical care possible. 

• Par;cipa;on in official VUMC programs and ac;vi;es involving the medical staff, including ins;tu;onal 
commiJees and councils, to the extent requested. 

• Par;cipa;on in educa;onal and/or research programs as specified by your department and/or by your 
training program’s policies. 

• Rota;on, when required to do so by your program, to the designated affiliated hospitals, and 
adherence to the established procedures, policies, and regula;ons of these affiliated ins;tu;ons. 

• Abiding by the VUMC Graduate Medical Educa;on CommiJee policy on clinical and educa;on work 
hours. 

• Accurately repor;ng all clinical and educa;on work hours, including any hours spent in internal or 
external moonligh;ng. 

• Demonstra;ng an understanding and acceptance of your personal role in a) the safety and welfare of 
pa;ents entrusted to your care; b) the provision of pa;ent- and family-centered care; c) responsibility 
for your personal fitness for duty; d) management of your ;me before, during, and aeer clinical 
assignments; e) monitoring of your pa;ent care performance improvement indicators; and f) accurate 
repor;ng of pa;ent outcomes and clinical experience data.  

Grievance and appeals processes for issues including Correc;ve Ac;on and/or other concerns are outlined in 
the applicable provisions of the House Staff Manual and/or VUMC policies. 

To ensure pa;ent safety, VUMC employees must meet immuniza;on and screening requirements set forth in 
VUMC Policies. Compliance with the screening program is mandatory. You must undergo screening by the 
Vanderbilt Occupa;onal Health Clinic prior to receiving your VUMC ID badge. You may bring your 
immuniza;on records and any per;nent laboratory test results to your screening or submit the per;nent 
records to Occupa;onal Health before you arrive on campus 
(hJps://redcap.vanderbilt.edu/surveys/?s=4AY3LKEXRC). Aeer reviewing your records, the Occupa;onal 
Health Clinic will provide any addi;onal services you may require at no cost to you. VUMC’s current 
requirements, which are subject to change, include screening and/or immuniza;on for tuberculosis, measles, 
mumps, rubella, varicella, influenza, hepa;;s B and COVID-19. Current Medical Center immuniza;on 
requirements can be found at VUMC immuniza;on hJps://www.vumc.org/health-wellness/all-aboard/vumc-
immuniza;on-requirements. 

Your employment and appointment will be con;ngent upon your mee;ng VUMC’s requirements for and upon 
VUMC’s decision that the results of a mandatory pre-employment background check are acceptable. This pre-
employment background check is required by VUMC. This will be performed at no expense to you, and the 
results will be reviewed only by those persons specified under VUMC’s policy governing pre-employment 
background tes;ng for prospec;ve employees. Should you accept this offer of employment, you will be 
provided with specific instruc;ons on how to proceed with this mandatory background check. Failure to 
submit to this background check may result in a rescission of your offer in accordance with applicable VUMC 



 

 

policies. Because VUMC par;cipates in federal and state-funded programs, including Medicare and Medicaid, 
VUMC is required to check all program applicants against the Department of Health & Human Services Office 
of Inspector General's (“OIG”) List of Excluded Individuals/En;;es (“LEIE”), which is a database lis;ng those 
who are excluded from par;cipa;on in, or provision of services to individuals covered by federal healthcare 
programs. Excluded individuals are not eligible for VUMC employment. VUMC, or a vendor hired by VUMC, 
regularly searches federal and state databases, including the OIG’s LEIE, to determine if VUMC employees are 
listed as excluded. Your ini;al and con;nued employment will be con;ngent upon you not being excluded from 
par;cipa;on in programs funded by state and federal governments. 

Prior to the commencement of your employment, you will be required to provide proof of U.S. ci;zenship, 
permanent resident status, or documenta;on of a valid visa that permits your employment at VUMC. 
Maintenance of appropriate work authoriza;on is required as a condi;on of your con;nued employment at 
VUMC.  

As a VUMC employee, you are eligible to par;cipate in the VUMC benefits package and as may be outlined in 
the House Staff Manual and applicable VUMC policies and programs. You (and eligible dependents, where 
applicable) will be eligible for employment-related benefits according to the terms of applicable plans as they 
may exist from ;me to ;me, including, without limita;on, health insurance, life insurance, short and long-term 
disability insurance, accidental death and dismemberment insurance, and re;rement benefits. You will also be 
eligible for paid vaca;on and leave for which you may qualify (e.g. sick leave, FMLA, personal, etc.), subject to 
the applicable provisions of the House Staff Manual. Please reference the House Staff Manual for how leave 
and other absences may affect the fulfillment of program comple;on and Board requirements, if applicable. 
VUMC retains the right to modify or rescind any por;on of the benefits package in effect at any ;me. If you 
have any benefits ques;ons you wish to discuss while you are considering this offer, you may contact the 
VUMC Benefits Office and/or the GME Office for further informa;on.  

Moonligh;ng may be permiJed, subject to the guidelines in the House Staff Manual and per departmental and 
program policies, and subject to approval by the GME Office. If you wish to moonlight, you recognize and agree 
to obtain approval for moonligh;ng, as outlined above and in the House Staff Manual. 

Your professional liability coverage will be provided through the VUMC Office of Risk and Insurance 
Management during the term of your VUMC employment, for ac;vi;es at VUMC. For ac;vi;es related to your 
training program at other affiliated ins;tu;ons, professional liability coverage will be provided as per that 
ins;tu;on’s policy. The occurrence-based professional liability coverage is for claims occurring in connec;on 
with your official du;es as a member of the House Staff. If you have been engaged in medical prac;ce for 
compensa;on outside of and/or subsequent to comple;ng your formal training, you will be expected to 
provide, at no cost to VUMC, evidence of tail coverage acceptable to VUMC with regard to any medical prac;ce 
ac;vi;es over the past three years. 

The offer described in this leJer is subject to and made in reliance on the accuracy and completeness of the 
informa;on you have provided regarding your prior educa;on, training, employment, and professional history. 
If you agree with the terms of this offer, please acknowledge in the Learning Exchange. If you have any 
ques;ons about the terms of this offer, please contact me as soon as possible. 

We are looking forward to having you con;nue your professional training at VUMC. 



 

 

If you accept this offer as outlined above, including any aJachments, and agree that it represents the en;re 
agreement of the par;es with respect to your employment and supersedes all prior agreements, whether 
wriJen or oral, please complete the Learning Exchange acknowledgment of this offer within the next 30 days.  

 

Sincerely, 

 

Kendra Parekh, MD, MHPE  

Vice President for Educational Affairs 

ACGME/NRMP Designated Institutional Official 

Vanderbilt University Medical Center 

Associate Professor of Emergency Medicine, Associate Dean for GME 

Vanderbilt University School of Medicine  

 

 

 

 


