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• Be Organized

• Planning

• Support Program Director (PD)

• Residents

• Program Coordinator (PC) – Yourself

How to Manage a Residency



• List of Major Program Events

• Include Plastic’s National Conferences to 
avoid scheduling conflicts.

• https://www.plasticsurgery.org/for-medical-
professionals/education-and-resources

• Calendar

• Automatic Reminders

• Set it at Yearly or Monthly Recurrence

Good ways to stay Organized



• Master Login Sheet

• Logins and Passwords

• Include Web Links

• Outlook Contacts

• In Contacts, create pre-written excerpts

• Where to go for broken pagers

• How to access W-2, paystubs

Good ways to stay Organized





• Start at least 6-months in Advance

• Once you know, block it off on calendar

• PD, PC, Chair, Faculty

• Book the conference rooms right away

• Email out SAVE the DATE!

• Time Line

• Checklist

Planning





• Things to Do List

• Bulleted - ease of getting through things

• Check Boxes - quick decision making

• Recurring Weekly Meetings 

• Special Colored Folder

• Add Deadlines to their Calendar

How to Best Support your PD



• Forms

• Designate a place in Database

• Hard Copies

• Email Reminders (re-attach the form)

• Be There at the end of Weekly 
Conference

• Paperwork, signatures, questions, etc.

How to Help your Residents



• Pre-Filling Out any Paperwork

• Caution: Remind them it is Their 
Responsibility and this is a COURTESY

• When it’s Service Related, guide them 
to talk to their teams

• Emphasize Importance of a Complete 
Circle of Communication

How to Help your Residents



• Remind them to always CC you

• You can only help if you are in the loop

• Avoids any disconnect with residents, 
faculty, or PD

• Always to send you a copy of their 
health clearances

• For their sanity when processing privileging 
for off-site rotations

How to Help your Residents



• Anonymous Comment Box

• Post Institution’s Hotlines where easily 
accessible.

• Healthy Snacks/Treats nurtures

• Dark Chocolate

• Granola

• Nuts

Things For Residents



• Develop a Good Relationship with 
General Surgery Coordinator (for 
integrated programs)

• Stay Positive & Remain Calm

• Laughing with your Colleagues

• Be a Team Player, it pays off later

How to Help Yourself



• Jot things down when you suddenly think 
of it at home, then completely let go of it 
bc at home it’s time to detox 

• Occasionally take a DEEP Breath, to help 
get oxygen to the brain

• Remember to Stretch at your desk

• Take a Break when looking at computer 
too long

How to Help Yourself



• Pre-Fill/Pre-Complete All Forms 

• “Hand Holding”

• Don’t be their personal secretary

• Always clean up after them

• Having “Favorites”

Do Not Recommend Doing for 

Residents



• LOCK filing cabinets at End of Day 

• Have a Filing System

• Group things in Categories 

ie. Boards, Graduation, Visiting Professors, Approve Resident 
Conference Attendance, etc.

• Electronic Files

• Scans

• File whenever possible

Good Habits



• AAPS 
(American Association of Plastic Surgeons)

• ABPS 
(American Board of Plastic Surgery)

• ACAPA
(American Cleft Palate-Craniofacial Association)

• ACAPS
(American Council of Academic Plastic Surgeons)

• ASAPS 
(American Society for Aesthetic Plastic Surgery)

• ASPS 
(American Society of Plastic Surgeons)

• ASMS 
(American Society of Maxillofacial Surgeons)

• ASRM 
(American Society for Reconstructive Microsurgery)

Knowing Acronyms
• PSRC

(ACGME Accreditation Data System)

• AAMC(Association of American Medical College)

• ERAS (Electronic Residency Application Service)

• GME Track (Graduate Medical Education 

Track)

• ACGME ADS
(Accreditation Council for Graduate Medical Education Accreditation 
Data System)

• AMA (American Medical Association)

• FREIDA (Fellowship and Residency Electronic 

Interactive Database)

• SF Match 
(American Society for Aesthetic Plastic Surgery)

• NRMP
(National Resident Matching Program)



• Your GME Office

• ERAS Help Desk (202) 828-0413

• SF Match (415) 447-0350

• ACGME ADS webads@acgme.org

Good Phone Numbers to Have

mailto:webads@acgme.org

