[bookmark: _GoBack]How to Request Permission to Participate in Moonlighting Activities - Instructions for Housestaff
All trainees who wish to participate in moonlighting activities must be in good standing and request written permission via the following process:
 
1. Download the “UCLA Moonlighting Request & Approval” document (available in the Moonlighting Information folder in the Resources/Documents section of your MedHub home page or from the GME website) and save as a PDF with another name before filling in completely.  

NOTE:  Internal moonlighting requests require input and electronic signature of the faculty member requesting your participation (must not be your program director) on this form.  After completing the fields for supervisor name, title, contact information and your own electronic signature, save and email or print the form making it available for the faculty member named as supervisor to complete the required “reason for staffing request” and “Level of post-….” fields.

2. All moonlighting requests include uploading the form completed in Step 1 to a short dynamic form in MedHub:
a. Log in to in MedHub and select Moonlighting Request Forms from the Request Forms section on the left-hand side of your home page. 
b. Select Submit New Moonlighting Request and complete the dynamic form, including the inclusive dates of your moonlighting activity (dates must be within the current academic year only). 	[image: ]
c. Select Choose File to upload the complete and saved version of the “UCLA Moonlighting Request & Approval” document.
d.  Select Submit
MedHub will route your request to your Program Director for approval, then to the GME Director or DIO for approval.  You will receive notification upon final approval of your request.
NOTE:  Hours worked in moonlighting activities must be logged as duty hours on your Resident Duty Hours timesheet.  Do this by selecting “Moonlighting” in the grey hours drop down box:
[image: ]
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| GMEC now allows both external and internal moonlighting; we’ve been working on definingthe process
which initially has been somewhat clunky and involved downloading multiple forms, obt: g
9 signatures, then scanningthe documentand attaching it to an online requestin MedHub that would
then be forwarded to the GME Office for the Director or DIO to approve. £
| A “streamlined” one page requestform that incorporatesthe “vital” informationfrom all of the required
formshasbeen created.
The process now should be:
~ External-
1 Residentcompletes form (open, type in info including “signature” acknowledgement”),
] saves form. ||
2 Residentselects “Moonlighting Requests” and completes the information on MedHub
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You are here: myHome » Moonlighting Requests » Submit New Moonlighting Request

Submit New Moonlighting Request

Use the form below to request a moonlighting request. For each requested activity, select the location first and then identify the description, start date, end date, and number of hours per week.

Once this request is submitted, it will be sent to the Program Director and GME Office for approval.

Location of activity: * J

Description of activity: *

Internal v

(MM/DDIYYYY)

End date: *
(MMDDIYYYY)

Max weekly hours: *

File(s):

No file chosen

® Add another file
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4. PD approval prompts GME Director to review, then approve or reject. GME checkpoints ou are here: mytome » Weekly Duy Hours (Psychiatry =

include max hours/feasibility, complete form, etc. GME doesn’t get request until the
b Program Director approves. Weekly Duty Hours
Resident: Week:
- Weekly Duty Hours Duty Hours History Duty Hours Statistics | Duty Hour Reviews Blair, Thomas (4) *|[ 71271812015 - | I
Instructions for Housestaff:

J Weekly Compliance Checklist June 2015 July 2015 [ Incomplete Duty Hours

1. Download “UCLA Moonlighting Request Form” and fill in completely and “save as” another Maximum of 80 total hours 565 hr(s) SUN[WON | TUE | weD [THU | FRi]sAT| = sz:z':"\\:’ h[;:"YDF:::y"ﬁoms

name so you can maintain a copy of your request form. Days off (1 required) 1 day(s) e ———

-~ 2. For Internal moonlighting requests, forward the request form to the physician supervisor Single work period - 24 hours duty/28 hours total maximum - Duty Hours History Report

8 hour breaks between work periods (must) -
10 hour breaks between work periods (should)

(im] Use Standard Interface
[ Help - Data Entry Demo

requesting your service. This faculty member must not be your program director. Once they
] complete the required section on the request form and return it to you, proceed to step 3.

19|20 [21] 22|23 |24| 25

Note: you must submit your duty hours to check for compliance issues

3. For all moonlighting requests, log in to in MedHub and select Moonlighting Request Forms, then Last Modified by Thomas Blair on 7/20/2015 at 11:44am
select “Submit New Moonlighting Request.” Complete the dynamic form, including the inclusive & Add Program Notes B
dates of your moonlighting activity (dates must be within the current academic year only).

4. Upload the saved version of the “UCLA Moonlighting Request Form.”

Sunday, July 12, 2015 10 hrs.

8:30am6:30pm (10hrs) 88

9 5. Select “Submit.” Standard Work Period v
12am 1am 2am 3am 4am 5am 6am 7am Sam AMSMCACUSKICCE, 1pm 2pm 3pm  4pm  5pm 6pm  7pm  8pm  9pm 10pm 11pm 12am
. " " . External Moonlighting
Your request will be forwarded to your Program Director then the GME Director or DIO for approval in Home Call (called in)
N the MedHub system. You will receive notification upon final approval of your request. Monday, July 13, 2015 Work from Home 0.0hrs

] NOTE: Time spent moonlighting must be identified on the Resident Duty Hours timesheet. Do this by
selecting “Moonlighting” in the grey hours drop down box

12am 1am 2am 3am 4am 5am 6am 7am 8am 9am 10am 11am 12pm 1pm 2pm 3pm 4pm 5pm 6pm 7pm 8m 9pm 10pm 11pm 12am

Tuesday, July 14, 2015 9 hrs

8:30am 5:30pm (9hrs) 88
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