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City of Portland, Maine Building or Use'Permit Application ·389 Congress Street, 04101, Tel: (207) 874-8703, FAX: 874-8716 

Location of Construction: 

Owner Address: 

Contractor 

Past Use: 

Owner: 

Address: , 

Proposed Use: 

LesseelBuy~'s Name: 

Phone: 

PERMIT FEE: 

BusinessName: 

Phone: 

COST OF WORK: 

Permit No: o 

$$ 

ting applicable 

FIRE DEPT. 0 Approved INSPECTION: 
o Denied Use Group: Type: 

Signature: ISignature: 
Proposed Project Description: PEDESTRIAN ACTIVITIES DISTRICT (P.A.D.) 

Action: Approved 0 Special Zone or Reviews: 
Approved with Conditions: 0 o Shoreland 
Denied 0 DWetland 

o Flood Zone 
Signature: Date: o Subdivision 

o Site Plan maj Ominor Omm 0Pemlit Taken By: Date Applied For: 

Zoning Appeal 
o Variance1. This permit application does not preclude the Applicant(s) from m· 
o Miscellaneous 

2. Building permits do not mclude plumbmg, septIc or elect'flal wo o Conditional Use 
3. B",ldmg p"mi', 're 'o,d ,I wo,k" 00' ",,,ted w'thm ", ( ) i\'h' l"tt, F,I" 'olmm', o Interpretation 

o Approved
Itoo 'my m,~'d"", bu,ld"'JlJ"nntt ,od >;/r ,II "(mL U o-t~\J, o Denied 

Historic Preservation 
o Not in District or Landmark 
o Does Not Require Reviewo~ ~. ~lllqt::h PERMIT ISSUED o Requires Review 

Action: 

o Appoved
 
I hereby certify that I am the owner of record of the named property, or that the proposed work is authorized by the owner of record and that I have ~n o Approved with Conditions
 

o Deniedauthorized by the owner to make this application as his authorized agent and l agree to conform to all applicable laws of this jurisdiction. Ln addition,
 
if a permit for work described in rhe application is issued, I certi fy that the code official's alllhorized representative shall have the authority to enter all
 

Date. _
areas covered hy such permit at any reasonable hour to enforce the provisions of the code(s) applicable to such permit 

RESPONSIBLE PERSON IN CHARGE OF WORK. TITLE 

SIGNATURE OF APPLICANT ADDRESS: 

- -- ­

DATE: 

PHON 

PHONE: 

CEO DISTRICT D 
White-Permit Desk Green-Assessor's Canary-D.P.W. Pink-Public File Ivory Card-Inspector 





Zoning Division Department of Urban Development 
Marge Schmuckal Joseph E. Gray, Jr. 
Zoning Administrator Director 

CITY OF PORTLAND 

Mike Swan, AVP, Operations September 20, 1999 
c/o Maine Medical Center 
22 Bramhall St. 
Portland, ME 04102-3175 

RE:	 120 \Vest Street - Thomas House - R-4 zone - 63-E-1 

Dear Mike, 

As you know, the Board of Appeals overturned my interpretation concerning the proposed offices at Thomas 
House during the September 16, 1999 meeting. Please be advised that your permit #990790 which was issued 
on July 26, 1999, is no longer valid and has been revoked in order to comply with the Board of Appeals ruling. 
The building shall only be used for a dormitory use as allowed by their previous permit. Any office furniture or 
equipment shall be removed. 

Thank you for your cooperation in advance. Ifyou have any questions regarding this matter, please do not 
hesitate to contact me. 

Please note, as outlined at the Board of Appeals meeting that you do have a right to appeal the Board's decision 
thru Superior Court. 

~r:;S:~ ~G.-1'-------Y 
Marge Schmuckal 
Zoning Administrator 

cc:	 Chris Vaniotis, Bernstein, Shur, Sawyer & Nelson, P.A., P.O. Box 9729, Portland, N1E 04104-5029 
Charlie Lane, Corporation Counsel 
File 

389 Congress St Portland, Maine 04101 (207) 874-8700 FAX 874-8716 TTY 874-8936 



P.I<)28748716I NSP. SER"/ ICESMAR-02-99 03:43 AM 

THIS IS NOT A PERMIT/CONSTRUCTION CANNOT COMMENCE UNTIL THE
 
PERMIT IS ISSUED
 

Building or Use Permit Pre-Application
 
Attached Single Family DwelJingsITwo-FamUy DweUlng
 

Multi.Family or Commercial Structures and Addition! Thereto
 
In the interest of processing your application in the quickest possible manner, please complete the Information below for Ii Building or
 

Use Permit.
 
NOTE**Uyou or the property owner Owes real estate or penonal property taxes or uaer charges on ANY PROPERTY wlthln
 

tbe City, payment ar ...ngemenh must be made before penults of any kind are accepted.
 

LowionlAddrew>fConlllJ'Uction (include Portion ofBuiKlin8l. 

TotaJSqu~F~ofPro~Struet\lre 15 397 s 

Tu AMc$.Ior's Cbut. Blod .t LO! !'lumber Owner. 

ChW 63 BlocU E Lotll 1 Maine Medical Center 871-2447 
Con OfWor\(: 

$ 
N/A 

lnsoe/Buyal ~ilm.: (If Appliclble)oWller's Address: 

22 Bramhall Street 
Portland. ME 04102 

Connctor'J N&mc. ,,'ddres& ,. Telephono No r~a u E1ec t ri c 

P1QposedProje-tDescriptian:(PleasebtaH~if1cup<»sible) ~Iinor renovations to the interior of the First Flo 
to accon~odate NNC's Medical Education Dept offices. Renovations include new paint. 
floor refinishing. carpeting. and new data/telecomr~ wiring. There are no structural 
exit route chan es. Une new elec. outlet s a 

Currenl u~ 

Sep&r&!C permil! ale require<! for Internal & External Plumbina, HY .-'.C and Elcctrical inBUllation.
 
.AII construction must be tonducttd In complianc~ wIth the 1996 B.O.CA. Building Code as amended by Section 6-Art n.
 

-AU plumblog I11IUI be conducted in compliance with the State of' MaIne Plumbin& Code.
 
-AU ElectriCilI Initallation must comply with the 1996 National Electrical Code as amended by 5ect.IOD 6-Art Ill.
 

• HVAC(Heating. Vebtllllatlon aDd Air Conditioning) Installation must comply with the 1 Q Mechanical Code. 
You must Indude the following with you application: 

1) ACopy of Your Deed or Purchase and SllleAlreement 
2) A Copy of your Comtructlon Contract, If available 

3) A Plot PlanfSlte Plan 
Minor or Major site plan review will be required for the above proposed projects. The attached 
checklist outlines the minimum standards for a ~lte plan. 

4) Building Plan§ 
Unlesll exempted by Stat~ Law, con!ltructlon documents must be des1ined by. r~ils~eftt:toa_rjb-Pi:01l~~~~b:U 

A complete set of construction drawings showing all of the following elements of construction: 
Cross Sections wiFraming details (including porches, decks wI railings, and accessory structures) 
Floor Plans & Elevations 
Window Bnd door schedules 
Foundation plang with required drainage and dampproofing 
Electrical and plumbing layout. Mechanical drawings for any specialized equipment such as furnaces, chimneys. gas 
equipment, HV AC equipment (air handling) or other types of work that may require special review must be inetude<i, 

Certlncatlon 
I ~ ClIrtllY thaI! am ~ O'MIer ofroootd ofthc named propert)', or that tM propoged wort 18 Iuthoriuo:! by !be ovmer ofreoord and thaI I have been I~tho~ by ~ 
O'Wllel'!O nwke thiJ applicatioo is hiJlher authofizecla8<:Jl!, I agree to conrorm to Ill) app\icable la""-l aflhls juti~iotion. In IU1dinon. Ih permit fix ~ ~n~ In thll 

appllC41ion is muDd, I certify thac the Code Offi~iilrs authorized f1:1x~\Ivc wall have \he lulhonty 10 cnler allll'e&I ooverod by \his ~itl\ any rtaaoaable hour ttl 

entbrc:e ~ rovisioru of the ~ 

11: BUILDI G INSPECTIO 
r r' T NO M .

W 
-r.;;-~-;::~::-~_..J I 

i I Ole to lhi3 it. 

Building errolt Fee: S25.00 for the 1st SIOOO,cost plus $5.00 per SI,OOO.OO cOrcitruetion cOSt thereafter. 
Additional Site revie ..... and related fees are attached on a separate addendum 



Applicfl!II: I'VIA I J\l t:-- It\ f3- /), ~c Date: 

. "2 - f -Cc; - ~ 60C-13-L:Address. 12» lDc:.St s~y 
CHECK-LIST A GAINST ZONING ORDINANCE 

Da(e-~ ~~ . 

Zone Location - ?
/------­

Interior or corner lot-,
L-

Proposed Use/Work - TD {~~ ~-

Sewage Disposal ­

Lot Street Fron (age ­

Fro II t Yard -

Rcar Yard ­

Side Yard-

Projections -

WIdth ofLot ­

Height ­

Lot Area ­

Lot Coreragel IllIperllioils Sllrface ­

Site Plan ­

Flood Plains - ~-----""1--,---c 



----

Zoning Division Department of Urban Development 
Marge Schmuckal Joseph E. Gray, Jr. 
Zoning Administrator Director 

CITY OF PORTLAND 

Land Use Zoning Report 

Address: 120 West Street - Tho as House	 D te: July 23. 1999 

Reason For Permit: Change of use from Dormitory to Dormitory with Medical Ed. Offices 

Building Owner: Maine Medical Cent r	 C-B-L: 063-E-OOl 

Permit Applicant: Mike Swan 

APPROVED WITH THE FOLLOWING CONDITIONS: 

1.	 This permit is being approved on the basis of plans submitted. Any deviations shall require a 
separate approval before starting that work. 

2. The offices (Medical Education) being approved are based on a customary accessory use to 
this previously approved dormitory based upon the job descriptions provided with your 

application. The principle use has not been changed nor enlarged so as to increase the cubical 
content of this structure. Typically dormitories at most colleges or teaching facilities have 
offices for dorm directors and counselors, and some student services. Please be aware that 

any changes to the accessory offices shall require a separate permit prior to expansion within 
the existing building. This includes a significant increase in staffmg levels and also a change 

in staffmg responsibilities. This is not an approval for general Maine Medical Center office 
space. 

3. The parking spaces required shall not be diminished without notice to this office for approval. 
Any future allowed increases in the office area shall require parking reviews. At tl 's 
location 5 off-street parking spaces were required under the 1961 building permit approval for 
the allowed dormitory use. This accessory permit for medical education offices requires 4 off­
street parking spaces. The total presently required for off-street parking is 2. spaces. 

4. Please be aware that this decision may be appealed within 30 days of my decision. Any 

389 Congress St Portland, Maine 04101 (207) 874-8700 FAX 874-8716 TTY 874-8936 



actions you may take for the installation of the offices within that tinle frame may be r versed 
by the Board of Appeals or, if further appealed, Superior Court. Please be aware that you 
would be proceeding at your own risk. 

5. Any exterior work shall require a separate review from Historic Preservation. 

6. If you have any questions regarding this matter, please do not hesitate to contact me at 
874-8695. 

muckal, Zooin Administrator 

cc:	 Gordon Simonds, 104 West St., 10402 
Charlie Lane, Corporation Counsel 
Mark Adelson) Housing & Neighborhood Services 
Joseph Gray, Jr., Dir. of Planning & Neighborhood Services 
File 

389 Congress St Portland, Maine 0410 J (207) 874-8700 FAX 874-8716 TTY 874-8936 



Maine Medical Center
 

August 17, 1999 {3- E- 00/ 
Sam Hoffses Chief Building Inspector 
Lt. McDougal Fire Prevention Officer 
Portland City Hall 
389 Congress St. 
Portland, ME 04101 

Subject. Fire Separation Review of 120 West St., the Thomas House 99083-2.2 

Thank you for taking the time to visit the Thomas House, and review the "Mixed Usc"
 
occupancy code requirements of that building with me.
 

We agree that the building is a "Mixed Use Group" as defined by the BOCA building
 
code. We are following the guidelines that define a "Nonseparated use group", and must
 
meet the code requirements based on the most restrictive use group of the building
 
The most restrictive use group would be a "Dormitory" use.
 
The building is currently following the guidelines of a type "3 b" structure, and falls with­

in the guidelines for height and area limitations.
 

Based on those guidelines, the building meets the current code requirements, and does
 
not need a 2-hour fire separation between occupancies.
 

MMC will proceed to furnish the ground floor level for Medical Education Offices, and
 
complete the telecommunications wiring to accomplish this.
 

Please feel free to contact me with any Issues that you have.
 

22 Bramhall Street, Portland, Maine 04102-3175 (207) 871-0111 

The .\1(/i,,~Hftlllh Filmtly 
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MAINE MEDICAL CENTER
 

JOB DESCRIPTION
 

JO TI LE: Administrative Secretary Fi,SA STATU 

DEPART. ENT: Health Education JOB GROD: PrQfes~ionall 

Technical/A i, lstrative 
Support 

DATE: 1/20/94 JOB CODE: 

PAY GRADE: 

GE. ERAL SUMM R':' 

Unde :::. eral superv':';:,' on, relieves the:: .ssociate Vice Preside..t, e. iea=. 
El _'"3.t':'on of the day-to-day adm'nistra ive details of the ins i u_ 'c::.al 
edu~aeicn p~ gram, Pr vides sec~etar~al support as requ:red. P~imary 

resoL~s:tili ies include: 

a) Coor inates continuing medical education, resident, and med~ca_ se de::.t 
non-cli~ic3._ admin~strative details. 

b) I te~_rets i st'tut'o al education policies and procedures to staf_ o~ 

ocher depart ents, current and prospective residencs, medical stlde~ts, and 
ot .e . he3.1t . professi nal stlden s, 

c) Coordinates the use of Thomas House, Chisholm House, and other stuaent 
10L sing. 

Wc~~ is ~erformed wjeh co siderable independence requiring initia iv~, 

lscret~cn, oood judgment a~d s~rons int~rpersona and rganizationa 
."ills, 

l. A::ts as a liaison with DVM regarding student affairs; i depende~~ly 

coer i.ate.s rocatio s, resolves problems, and assures appropriace 
evalt...ation. Coordi..a es an ual faculty a_~poim:ment and reap90intme.. t 
p:coCess tJ" th UV1V! and MMC clinical departments, assisting departments wi :, 
adherence to protoco_. Mai tains faculty advising program. 

2, Scree.s a plicants for res'dency and student electives i cerns 
eligiti_icy and ere ent~als according to in _'tutional poli y. 

3. Orients medical stu en~s ac J'vIMC rega~di 9 non-clinical maLcers sucr: as 
housing. meals, and i stit ttio al and community facilities. 

4, I~tEr~rees inscitucional e~.cat~r~-l 0 ~cies and proce'ures tc 



dmin'strative Secretary 
Deparc~e it of ~cdical Edu~atio 

Page 2 

PRINCIPA:::'" UTIES AND RESPONSIBILIT->::S (Cant,) 

staff f ocher departme ts, current and prospective res'de~ts, med~cal 

studel~S, ard other allie" heal~h professional stu ents and hosp~t 

depaycments. .. nitors p~ograms to ass r comp_can~e with these policies. 

5. Serves as p~ima~y contac for all house office~s co. ce~ning 

a ~'nis:rat~ve atters suc. as paY~0~l, vacation ana co. ference t~m~, loa. 
def"2.rme .. ts, un~fo~ms, a d use of o,,-::::all spa e. Mai..tain~ all :-er:ord 
relate~ ~o these, as well as personn~l f'le for each residerrt. 

6. Or~a .~zes orien:ati~n program ~or new re8~den~s, w~ic. assig~s t~em 

wi~h ~~=ensure, payro:l, insti-ucic~al be~ef~~s, .olieies, arr 
responsiL:"liti:::.:. Ini_ia-:e c n racts a. d requi- ed personnel aC'_~Gn :'<:Jrms 
for a: r~side~ts. 

7. Cocrdinaces the use of T:cmas ~ouse, Chisholm HOUSE, and other student 
hous~ng; assigns space according to prioricy and policy. l-.ddresses, or. a 
dai y asis, p~ob_~~3 ~a~3ed by res:den s ~nd studenc5. 

8. Authoriz~s disbu~semenc of fu~~s, mai~tai~s records of an wanit .~s a 1 
expen~ic~~es; assis_s wi h evelo.ment of operation 1, capital, and grant 
b gets. 

9. Com ases a~d types c~rrespo.~e~ce. Type q ,. from dictaticn or 
har-dw~itcel co_y, all ~c~-rcut~ne [~e os, ~eports, ar. correspondence. 
Main~ai~~ crresp nden~e fi~es a~G reco~'q as required by t.1 variou~ 

res~dency _evi~w ~ommittces. 

11. Oper.a and rocesses incomi~ m-~l, respondi 9 when appronr ate a~d 

re_errir.g nOI -roucine co ~eSDO der.~e ~o Associate Vice Pres~den fer nis 
aL~i0~ or response. 

11. Organizes meetings and c nferer.~es. Prepares age.. s, locates meeting 
s~tes, ::":'.d tyr;:e- a:-:d d"::Lri' uLes m:':1. 1jtes. Sch-2d 'les appo:" t,er.ts, 
cornpl~tPs tro've:" arr3.rlgerr.eI1~sI ani rn:- i. tair.s A.. ssc::ciate "ice _l~esi. er:,- 1-. 

ap ,~i .. tment se.led - e, provi ~: 9 him Vv·:th ap" ro: riate materia_s in 
conjl!fl=t:!-~n wi:.h par(.icipa~ion at- rr.eeting::>. 

12. eCE:ivE:s a d scre;;:r,s visi~ors and telep' .o..e ells. Respo::ds .... o 1 st 
~~o-c:i ical i~g~~res inje~~~ eo~:y, referr:"lg clini~ally ~la ed q' scions 
o t cse 'eq '-=-~inJ pC'1:'cY~-::':::"s,:,-c:-:3 to A.::s 'cio.'::.e Vi-e Freside.-=. 0_- ct~2r 

apP~Of-r:"3.t8 persc ..o-=-l. 

1. O~~ _0 _wo ye rs of ~ro9ressive!y mos~ responsi Ie _ecretaria wcr~ 



pxper'e.. e; g~aduation from high schocl including or supplement d by 

Adminis r tive secretary 
Deparcme t of Medical Ed cation 

Page 3 

OWLEDGE, SKTT LS AN ABIT,ITIES REOUIRED (Cont.) 

up 0 one year of course work in secretarial science or b sines s~bjects; 

or any equivalent combination of experience and trai ing which provides the 
f llowing kn wledge skills and abilities. 

2 . owledgc: of bL' si ess Engl i sh, sell ing, gratTiT'1a r a.. p nct: t . on. 

3. ~n w:edge or 8ffice practices, prJcedures an eq ipme t. 

4 . K..ov.::e.~ge 0: medical term' nology. 

5. P-J::::'l:--:y to maint.ain confidentiality in the performance f duc':'-es. 

6 . AD 2- ] it Y co pI n, organi ze and priori t . Z~ own 1N0rk to enSl re t i-me y 
cumple":lon c= al- work assignme .. ts a d to respond in a flexible manner to 
'1 a.--.c:ici~a:'ed sic~ati,.)ns. 

7 ..~iliy to h ndle public reI tions matters n a courteous, ta~tfully 

ma._ er. 

8. Ab~lit:.y to esta lis' and maintain ef£ee._ive working relatio .ships with 
~. ysicia~s, residen~ , Stl er isors, other employees at all levels of the 
orgariza ion a~d he ger-eral p b ie. 

9. ACllity:=.o c neenerate and pay close attention to detail wben typi .g, 
filing, p-t·o :reading, etc. u to fifty perce .. t of work tile. 

10. lilli L .. ty to u_ ervist::, delegate task , ar:d .... l .. ain depart e t 1 sta::f. 

1. orm3lo==iee nviro ment i h :ittle exposu~e to exc~ssive nose, dust, 
te llpe a ure, et". 

L. GeneT lly s~ el tary work bue requires standing an walk:ng 
approximate~y ten per e~nt of wor- ti e. 

1. Repc·-\:s to the Asso .... iate Vic.:::. i?resid_I1t., Me'.J· cal E.:l.uca ien. 



Maine Medical Center
 

March 4, 1999 

Marge Schmuckal 
Assistant Chief of Codes/Zoning 
Administrator 
City of Portland, Maine 
389 Congress St. - City Hall Room 24 
Potrland, Maine 04101 

Dear Marge: 

As we have discussed, Maine Medical Center would like to apply for permission 
to occupy the first floor of our Thomas House property, 120 West St., with the 
offices of the Associate Vice President for Medical Education. As you are aware 
the primary use for this building is for the housing of medical students. The 
duties of this office directly relate to the coordination of education and training 
programs for the students that occupy the house. We view the Medical 
Education Office as an accessory use of the property. 

The office of the Associate Vice President for Medical Education includes 5 
individuals: 

\:;)	 Associate Vice President for Medical Education '20 tiour position, 
responsible for coordination of all undergraduate, graduate, and 
postgraduate medical education and training programs at Maine Medical 
Center. This person provides an interface between Maine Medial Center 
and the University of Vermont Medical School (UVM) in defining goals, 
objectives, and content of student training. This includes support for 
student affairs and issues such as career counseling, learning difficulties, 
and other personal problems. 

10 Adm~nistrative Secretary - iQ~~ho~r position, assists the.Assoc.iate Vice 
l·	 President for Medical EducatIon In the day-to-day administration of the 

institutional education program. Includes coordinating the use of the 
Thomas House, Chisholm, and other facilities as student housing. This 
person is the liaison with UVM regarding student affairs and orients 
medical students regarding non-clinical matters such as housing, meals, 
and institutional and community facilities. Addresses, on a daily basis, 
problems raised by residents and students. 

22 Bnmhall Street, Porrbflcl. ;Vlaifle 04102-.117::' . (207) 87t OJ 1.1 



( j) Medical Education - Secretary II ~o r position, assistant to the 
Administrative Secretary performing general secretarial duties in support 
of the office of the Associate Vice President for M dical Education. 

-4 )Oepartment of Medicine - Program Assistant -(20 our position 
coordinating the assignment of medical students and residents to 
community based outpatient medical rotations. Works closely with 
community hospitals' administration regarding housing and legal 
requirements for students and residents . .~ Q

(:"JDepartment of Medicine - Ethics Coordinator - ,2Q,hour position 
responsible for development and coordination of Ethics training for 
University of Vermont students. 

Enclosed with this letter are the following documents: 

1. Use Permit Application 

2. Floor Plan for the first floor of the Thomas House, indicating intended 
uses 

3. Job performance standards for the Associate Vice President for 
Medical Education, Administrative Secretary, Medical Education ­
Secretary II, the Department of Medicine - Program Assistant. These are 
included to demonstrate their association with the medical students at the 
Thomas House. 

4. Copy of the Certificate of Occupancy for the Thomas House for 
medical students at Maine Medical Center. 

5. Copy of an interoffice memorandum, dated October 6, 1997, from you 
to the Chairman and Members of the Board of appeals indicating your 
belief that dorm related offices, as an accessory use, could be located at 
the Thomas House. 

Z I 
40 l.­
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I hope that this will assist you in your evaluation of this request. Please let me 
know if you have an questions. I can be reached at Tel. 871-2944. Thank you 
very much for your time and consideration. 

Sincerely, 

Mike Swan, AVP, Operations 

Enclosures: 8 



KRA and PERFORMANCE STANDARDS
 
POSITION: Medical Educatlon--Secretary II
 

KEY RESULTS AREA STANDARDS RATING 

Scheduling ·Schedules meetings involving 
multiple people/groups. 
"Coordinates room assignment, 
catering and preparation of materials. 
"Ensures complete and accurate 
Information. 

Typing •Accurately types and proofreads all 
correspondence/documents within 
assigned timeframes. 
"Designs forms and composes 
mulliple documents to meet specific 
needs of customers. 
"Performs accurate data entry to 
track department specific 
Information and to obtain 
reports/statistics. 
"Utilizes available resources in the 
institution to improve/maintain 
computer skills. 
"Shares computer knowledge with 
others in department and assists in 
problem solving equipmenUsoftware 
problem when necessary. 



Telephone Communication 

Coordination of Paperflnformation 
Flow 

Special Projects 

*Responds to all calls In a courteous 
and helpful manner. Follows through 
with customer requests to 
completion. 
*Takes accurate messages, 
determines urgency, and relays 
information to appropriate person. 

*Reviews incoming mail, sorts 
according to priority, takes neccesary 
action and delivers to appropriate 
individual in a timely fashion. 
*Labels outgoing mail accurately and 
distributes in a timely manner. 
*Organizes and maintains filing 
system (paper/electronic) so that 
material is current and easily 
accessed. 
*Photocopy materials so that they are 
neat, accurate, in correct sequence 
within deadlines. 
*Revises/formats manuals, reports 
and other documents. 
*Assumes confidential treatment of 
sensitive information. 

·Tracking of Integrated Institutional 
Agreements for renewal. 



\ 

Coordination of Customer Needs 'Organizes dally work, revises 
priorities as necessary and makes 
supervisor aware if deadlines cannot 
be met. 
'Balances work requests and 
completes according to priorities. 
'Keeps accurate, up-ta-date records 
of specific activities. 
'Takes initiative to clarify 
projects/work assignments to ensure 
that outcome meets customer's 
expectations. 
'Organizes and maintains 
supplies/forms so that sufficient and 
current materials are available. 
·Provides coverage for other 
secrelary(ies) and demonstrales 
flexibility in providing such coverage. 
•Adapts and responds to changes in 
assignment when necessary. 



I<RA and Performance Standards 
OSITIOr\): Department of Medicine - Program Assistant 

Revised June 1997 

KEY RESULTS AREA 
Administrative 
A) Maine Practice 
Network IMPNI 

STANDARDS 
Coordinate administratioll of the MPN, working with schedules of 30! sites, 17 
community hospitals, 46-50 students from 3 medical schools, and MMC's 1M residents. 

Schedule Community-Based Outpatient Medicine Rotations for: 
.. 46·50 2nd-, 3rd- and 4th'year medical students yearly . 
.. 10-12 MMC PGY·2 & PGY·3 Medicine reSidents yearly 

RATING 

.. Work closely with community hospitals' administration regarding housing and legal 
requirements for students and residents . 

.. Coordinate revision and renewal of legal contracts between MMC, precepting sites, 
community hospitals and medical schools . 

.. '"'oordinate site visits for six site visiting preceJjtors, with the goal of having each 
community visited annually. 

B) Maine Chapter 
American College of 
Physicians (Maine ACPI 

Administrate operation of 400-memlJer state chapter of internists' organization, reporting 
to chapter Governor. Work closely with Chapter Services at national office 

.. Organize, annually, 2-3 Governor's Advisory Council (GACl meetings . 

.. Complete nationally required chapter reports and income tax returns . 

.. Monitor ACP & Governors' For~Jm on CompuServe; communicate in email and forums of 
with Governor, national office and physician meml)ers. 

C) Department of 
Medicine, 
miscellaneous 

.. Support staff for David E. Wennberg, MD, MPH - Division of Health Services Research 
Scheduling, correspondence, purChasing, mail; perform other follow-up tasks as needed. 

.. Other projects, as assigned. 

Dl Department of 
Pediatrics 

Schedule Rural Outpatient Months for: 
if 6 Pediatrics Interns, January - June . 
.. 1-2 occasional Pediatrics residents . 

.. Work closely with same community Ilospitais' administration regarding housing and 
legal requirements for residents. 



KRA and Performance Standards 
POSITION: Department of Medicine - Program Assistilnt - Page 2 
KEY RESULTS AREA 
Meeting Planning 
A) Maine Practice 
Network (MPN) 

I STANDARDS 
Coordinate annual nleetlng of the MPN; 35 attendees~ 

• Schedule conference sites and organizing all aspects of meeting plalH1ing with 
conference sales at conference site - AN, meals, room assignments, et 

RATING 

.. Invite participants. 

repare meeting matenals fur Governance Board, annual meetirlg and Faculty 
velopment session. 

B) Maine ACP Coordinate annual 3-day scientific meeting of the Maine ACP; 85 attendees: 
.. Schedule conference sites and organizing all aspects of meeting planning with 
conference sales at conference site - A/V, meals, room assignments, etc . 

.. Invite speakers . 

.. Coordinate the Scientific Program Committee . 

.. Write brochure and reuistration specifics, working closely with national chapter 
services to ensure chapter's needs are f118t. 

.. Assist Chapter ACEL in writing application for Category I CMEs . 

.. Write drafts of Awar'd Brochure and coordinClting other contributors to brochure . 

.. Coordinate room assignments and registration for guest speakers and Committee . 

.. Prepare meeting materials . 

.. Coordinate 20 + exhibitors, 

.. Attend meeting and rnaintain ongoing cOlllmunication with hotel staff for duration of 
meeting . 

.. Initiate and follow-up fund raising by letters and phone to existing companies that 
traditionally support the meeting and determine new sources of income . 

.. Collect & deposit meetillg revenue, includin(J registration fees & educational stipends 

.. Negotiate and pay all expetlses and honoraria . 

.. Communicate evaluation results to GI\C for suggestions for future meetings. 



KRA and Performance Standards 
POSITION: Department of Medicine - Program Assistant - Page 3 

KEY RESULTS AREA STANDARDS RATING 
Budget 
A) MPN 

B} Maine ACP 

Communications 
A) Maine Practice 
Network (MPN) 

B) Maine ACP 

Coordinate disbursement of stipend funds to preceptors from either the medical scllools 
(students) or MMC Depimment of Medicine (residents). 

" Monitor meetil~g expenses and request hospital funds when needed. 

Disburse funds and maintain records of income and expenditures. Authorized to make all 
payments using chapter checking account . 

.. Monitor CD accounts and their roll-over dates. 

6 Prepare chapter Federal Income Tax Return . 

.. Prepare and submit Annual Report to Secretary of State, State of Maine. 

.. Coordinate production arid updates of promotional brochure: booklet and inserts 
regarding site descriptions. faculty roster and curriculum Serve as liaison between Dent 
of Medicine and Audio/Visual Resources . 

.. Maintain recruitment efforts lor new sites and community hospitals . 

.. Correspond with participants of MPN and prepare correspondence for Co-Chairs of 
Governance Board . 

., Write semi-annual newsletters of MPN, solicit input from membersl,ip and distribute to 
all sites and interested institutional and external parties. 

Maintain Governor, Committee and Chapter communications. 

* Write quarterly chapter newsletters and work closely with News Bureau at national 
office regarding format and distribution and return ballots/surveys. 



BUILOI G PERMIT REPORT
 

ADDRESS:_-,IC-"Jo-:o"-.-'-eL::.;v<..:.-~---,\-,--f~J,,-·_r- CBL: 0 Cd - i:- 0(7 I
 

REASOr FOH PER.l\tJT:__--->(....:\o~5-"',,_'j,-,-'...-J:.c-'..l~"-'L(/..L/~~~ _ 
) 

BUILDING OW ER: _'I.A-\'-'--'---'-C:"\...:...L--"C _ 

PERi\HT APPLI ANT: /Contractor t1 J k-e
----------------_"'-""=.:.'-"-'==_'--l~~~_=_=_~~~_----__ 

USEGROUP -=~~~--~f?:~PZ~· BOCA 1996 COl STRlJCTIO 'TYPE \E- B 
I 

This permit is being i sued with the understanding thaI the following cODditions arc met: 

Appro"d'~ththefullo~ngrondhion :_(~Z~-__~J~Q~J-'J~I+J-'~~3L~~~~~~2~~-f--~3~1-~~~t~------------
J	 ( 

J.	 This permit does not excuse the applicant from meeting applicable St:lte and Federal rules and laws. 
2.	 Before concrete for foundation i placed, approvals from the Development Review '.'.·oordinator and inspection Services must be obtairlcJ. 

(A 24 hour notice is required prior to inspection) 
3.	 Foundation drain shall be placed around the perimeter of a foundation tilut consists of gravel or crushed stone containing not more than 

10 percent material ttl I passes through a No.4 sieve. The drain shall extend ami nimum of 12 inches beyond the outside edge of the 
footing. The thickness shall be such that the bottom of the drain is not higher than the bottom of the base under the floor, and that the 
top ofthc drain is not less than 6 inches above the top of the footing. The top of the drain shall be covered with an approved filter 
membrane material. Where a drain tile or pcrforated pipe is used, the invert of the pipe or tile shall not be higher than the floor 
elevation. The top ofjoints or top of perforations shall be protccted with an approved filter membrane material. The pipe or tilt: shall be 
placed on not less than 2" of gravel or crushed stone, and shall be covered with not less than 6" of the same material. Sc\.'.tion 1813.5.2 

4.	 Foundations anchors shall be'1 minimum of y," in diameter, 7" into the foundation wall, minimum or 12" from comers of foundation and
 
a ma,imum 6' o.c. betwecn boilS. (Section 2305.17)
 

5.	 Waterproofing and damp proofing shall be done in accordance with Section 1813.0 of the building code. 
6.	 Precaution must be taken to protect concrete from fr..:ezing. Section 1908.0 
7.	 It is strongly recommended thal a registercd land surveyor chcck all foundation forms bcfore concrete is placed. This is done to verify
 

that thc proper setbacks are maintained.
 
8.	 I rivate garages located beneath habitable rooms in occupancies in Usc Group R-I, R'2, R-3 or 1-1 shall be separated from adjacent 

interior paces by fin: partitions and floor/ceiling asscmbly which arc constructed with not less than I-hour fire resisting rating. Privat 
garaees attached side-bv-side to rooms in the above occupancies shall be completely separated from the interior spaces and the attic area 
by means of Y, inch gypsum board or the equivalent applicd to the garage means of '12 inch gypsum board or the equiva1cr.lt applicd to the 
garage side. (Chapter 4. Section 407.0 of the BO N 1996) 

9.	 All chimne)-s and \cnts shall be installed and maintained as pcr Chapter 12 of the City's Mechanical Code. (The BOCA National 
Mechanical Code/1993). Chapter I & NFPA 211 

10.	 Sound transmission control in residential building shall be done in accordance with Chaptcr 12, Section 1214.0 of the Cit;. 's Building
 
Code.
 

II.	 Guardrails & Handrails: A guardrail s)stem is a system of building components located ncar the open sides ofelev ted walking surfaces 
for the purpose or minimizing the possibility of an accidcntal fall rrom the walking surface to the lower level. Minimum height all Use 
Groups 42". except Ise Group R \\ hich is 36". in occupancies in Use Group A, B, H-4, I-I, 1-2. M and R and public garages and open 
parking structures, open guards shall have balustcrs or be of solid material such that a sphere with a diameter of4" carmot pass through 
any opcning. Guards shall not havc an ornament I pattern that IVould provide a ladder cfTecl. (Handrails shall bc a minimum of3e4" but 
not more than 38". Use Group R-3 shall not be less than 30", but not more than 38".) Handrail grip size shall have a circular cross section 
\\ith an olltside diamrter of at least I y." and not gTcater than 2". (Sections 1021 & 1022.0) - Handrails shall be on both sides of 
stairway. (Section 1014.7) 

12.	 Headroom in habitable space is a minimum of 7'6". ( Section 1204.0) 
J3. Stair construction in se Group R-3 & R-4i a minimum of 10" tread and 7 ~ .. maximum rise. All other Use roup minimum II" 

tread. 7" ma:-.:imum risco (S ction 1014.0) 
14.	 The: minimum headroom in all parts of a stairway shall not bc less than 80 inches. (6'8") 1014.4 
15.	 Every slc..:ping room below the fourth story in buildings of Use Groups R and [-I shall have at least one operable window or exterior door 

appro\ed for emergency egress or rescue. The units must be operable from the inside without the use of special knowlcdge or separ t: 
tools. \\fJ1cre windows are provided as means of e2.TeSS or rescue tht:y shall have a sill height not more than 44 inches (J 118mm) above 
thc floor. All egress or rescue windows {rom sleeping rooms shall h~lVe a minimum net clear opcning height dimension of24 inches 
(610mm). The minimum net clear opening width dimension shall be 20 inehcs (508mm). and a minimum net clear op~ning of 5.7 sq. ft. 
(Scction 1018.6) 

16.	 Each apartment shall have access to t\\O (2) separate, remote and approved mcans of egress. A single exit is acceptable when it exits 
direct!) from th :lpartment to the building e,tcrior with no communications to othcr apartment units. (Section 1010.1) 

17.	 All vertic<ll openings shall be cnclosed with construction having a fire rating of at least one (1) hour, including fire doors with self 
closer's. (Over stories in height requirements for lire rating is two (2) hours.) (Section 710.0) 



-----

18.	 The boiler shall be protected by enclosing with (I)hour fire rated construction including fire doors and ceiling, or by providing automatic 
extinguishmcnt. (Table 302.1.1) 

19.	 All single and multiple station smoke detectors shall be of an approved type and shall be installed in accordance with the provisions of 
the City's Building Code Chapter 9, Section 920.3.2 (BOCA National Building Code/I 996), and NFPA 101 Chapter 18 &19. (Smoke 
detectors shall be installed and maintained at the following locations): 
•	 In the immediate vicinity of bedrooms 
•	 In all bedrooms 
• In each story within a dwelling unit, including basements 
In addition to the required AC primary power source, required smoke detectors in occupancies in Use Groups R-2, R-3 and I-I shall 
receive po\\"er from a battery when the AC primary power source is interrupted. (Interconnection is required) Section 920.3.2. Gi) A portable fire extinguishcr shall be located·as per NFPA # IO. They shall bear the label of an approved agency and be of an approved 
type. (Scction 921.0) 
TIle Fire Alarm System shall maintained to NFPA #72 Standard. ® 

22.	 The Sprinklcr Systelll shall maintained to NFPA # 13 Standard. 
@	 All exit signs, lights and means of egress lighting shall be done in accordance with Chapter 10 Section & Subsections 1023.0 & 1024.0 

of the City's Building Code. (The BOCA National Building Code/1996) 
24.	 Section 25-135 ofthc Municipal Code for the City of Portland states, "No person or utility shall be granted a pennit to excavate or open 

any street or sidewalk from the time of November 15 of eaeh year to April 15 of the following year". 
25.	 The builder ofa facility to which Section 4594-C of the Maine State Human Rights Act Title 5 MRSA refers, shall obtain a certifiC<ltion 

from a design professional that the plans commencing construction of the facility, the builder shall submit the certifiC<ltion the Division of 
Inspection Services. 

26.	 Venti lation shall meet the requirements of Chapter 12 Sections 1210.0 of the City's Building C-od~. (Crawl spaces & attics). 
¥;-'l7.	 All electrical, plumbing and HVAC pennits must be obtained by a Master Licensed holdefS of their trade. No closing in of walls until 

all electrical (min. 72 hours notice) and plumbing inspections have been done. ­
28.	 All requirements must be met before a final CertifiC<lte of Occupancy is issued. 

All building elements shall meet the fastening schedule as per Table 2305.2 of the City's Building Code (the BOCA National Building 
Code/l996). 

~. 

30.	 Ventilation of spaces within a building shall be done in accordance with the City's MechaniC<ll CodeCONational Mechanical he BOC 
Code/1993). (Chapter M-!6)	 jl_ILq

YI?~)	 Please read and implement the attached Land Use Zoning report requirements. ~~T\ ITr C i 

~.	 Boring, cutting and notching shall be done in accordancc with Sections 2305.4.4, 2305.5.! and 2305.5.3 of the City's Building Code. 
33. 

~4. 

)6. 

Glass and glazing shall meet the requirements of Chapter 24 of the building code. 
FiV"e 'r€?Sls/QJ?C..eraTJtJCf re<?uU"'p !h.p/V..... 

~~~~~~~:D:;l.l~~r 
. McDougall, PFD 

Marge Sehmuckal, Zoning Administrator - ... _____ 

Psf[ 12 "	 . _.---"'19' [i-.l:J \... , 9y 

~ tho h"is of pl'ns submitted 'nd conditio", pl'''d on those pl'ns ,ny d,vi"ions sh,1I 'equi" , s'P",t, 'ppcov,!. I 

~ / 


