Pediatric [division] Annual Schedule - Major Milestones
	Item
	July
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May 
	June

	Div chief and med dir review job descr, feedback, status update
	
	
	
	
	
	
	
	
	
	
	
	

	Set top 1-3 priorities for annual division focus – big and small ideas for reaching our vision
	
	
	
	
	
	
	
	
	
	
	
	

	Send Clinical Meeting Invites to Tessa Martin and Josh Ross (Feb, May, Aug, Nov)
	
	
	
	
	
	
	
	
	
	
	
	

	Discretionary fund reminders
	
	
	
	
	
	
	
	
	
	
	
	

	Update FTE master and div contact lists on d-ops. 
	
	
	
	
	
	
	
	
	
	
	
	

	Update DOP website (and research pages)
	
	
	
	
	
	
	
	
	
	
	
	

	Reserve division meeting rooms, writing and data group rooms
	
	
	
	
	
	
	
	
	
	
	
	

	D-ops review / update
	
	
	
	
	
	
	
	
	
	
	
	

	Review ideas, dreams, aspirations spreadsheet w/ division, check in on readiness to act
	
	
	
	
	
	
	
	
	
	
	
	

	Update calendars/ - holidays
	
	
	
	
	
	
	
	
	
	
	
	

	Plan for division fall / spring retreat
	
	
	
	
	
	
	
	
	
	
	
	

	Clinical schedule and FM retreat coverage
	
	
	
	
	
	
	
	
	
	
	
	

	Fellow offboarding – ensure the checklist we created is complete (if fellowship exists)
	
	
	
	
	
	
	
	
	
	
	
	

	Review peds xxx division email distribution and add fellows / staff / faculty and remove old names
	
	
	
	
	
	
	
	
	
	
	
	

	Scholarly meeting schedule creation
	
	
	
	
	
	
	
	
	
	
	
	

	Review committee participation
	
	
	
	
	
	
	
	
	
	
	
	

	Review xxx division patient experience comments in Qlikview with division
	
	
	
	
	
	
	
	
	
	
	
	

	Review / revise service triage documents with our division and with other divisions’ leads
	
	
	
	
	
	
	
	
	
	
	
	

	Plan Nov meeting time for mandatory annual training (UW health compliance training)
	
	
	
	
	
	
	
	
	
	
	
	

	Review student / resident rotation feedback (incl SMH) as division (ask Kirstin, Dan, Ann)
	
	
	
	
	
	
	
	
	
	
	
	

	MPA organize faculty promotion mtg and annual review / IDP / Y processes 
	
	
	
	
	
	
	
	
	
	
	
	

	ABP MOC annual renew remind (Erin Ryan), PALS/BLS spreadsheet review/ remind & schedule 
	
	
	
	
	
	
	
	
	
	
	
	

	Strategic plan review with division
	
	
	
	
	
	
	
	
	
	
	
	

	Contribute to Paypal Slush Fund if one exists 
	
	
	
	
	
	
	
	
	
	
	
	

	Renew division communication principles, minimum standards
	
	
	
	
	
	
	
	
	
	
	
	

	Review / update this (annual schedule) document with division
	
	
	
	
	
	
	
	
	
	
	
	

	Division retreat, Division Photo! 
	
	
	
	
	
	
	
	
	
	
	
	

	Nurse Appreciation Activity - UW and SMH
	
	
	
	
	
	
	
	
	
	
	
	

	Division Party (winter/holiday and summer) - Plan for Door Decorating!
	
	
	
	
	
	
	
	
	
	
	
	

	Annual reviews
	
	
	
	
	
	
	
	
	
	
	
	

	Use mtg to write conf abstracts (oct) posters (apr)
	
	
	
	
	
	
	
	
	
	
	
	

	Coding/billing review twice yearly (Jen Meier now runs)
	
	
	
	
	
	
	
	
	
	
	
	

	Schedule PAS social event
	
	
	
	
	
	
	
	
	
	
	
	

	Residency and fellowship leaders align schedules to thoughtfully match seniors / fellows
	
	
	
	
	
	
	
	
	
	
	
	

	Update contacts, orient docs, bios (D-ops, HealthLink , website (in flex mtg), and MPA-faculty pref’s
	
	
	
	
	
	
	
	
	
	
	
	

	Review / Revise division CPGs
	
	
	
	
	
	
	
	
	
	
	
	

	Mtg time for resident kudos
	
	
	
	
	
	
	
	
	
	
	
	

	Education topics review (see inventory on d-ops)
	
	
	
	
	
	
	
	
	
	
	
	

	Remind faculty to review remaining spending balance and rules for spending by end of FY
	
	
	
	
	
	
	
	
	
	
	
	

	Orient chief residents (send materials / meet)
	
	
	
	
	
	
	
	
	
	
	
	



	
	
	



