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City of Portland, Maine Building or Us~:'PermitApplication 389 Congress Street, 04101, Tel: (207) 874-8703, FAX: 874-8716 

Location of Construction: ~owner: 

Phone: 

I Phone: IPermit No: 99 0 .
Owner Address: I~sseelBuY~\Name: IBusinessName: I 7 9 0 JPhone: 

Contractor Name: Address: '/,,;1 

PERMIT FEE:Past Use: Proposed Use: ~,[ ~~.~ ;~:~r~r$ 

FIRE DEPT. [J Approved INSPECTION: : i. ~/ r~ ,-.- l :.~- ---, --~ ! 
o Denied Use Group: Type: 

Signature: ISil!nature: 
Zoning Approval: Proposed PrOJect Description: PEDESTRIAN ACTIVITIES DISTRICT (P.A.D.) 

l .... '~'ft~.- , ."
Action: Approved 0 Speciai Zone or Reviews: 

Approved with Conditions: 0 o Shoreland 
Denied 0 DWetland 

o Flood Zone 
o SubdivisionSignature: Date: 
o Site Plan maj Dminor Omm 0Permit Taken By: Date Applied For: 

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

2. Building permits do not include plumbing, septic or electr' al wo. ~. o Conditional Use 
o Interpretation3. Building pennits are void if work is not started within six ( ) 7\th 'anee, False infonna
o Approvedermi

tion may invalidate a bUildinz.p 15all,' U {}t~\} o Denied 

Historic Preservation 
o Not in District or Landmark 
o Does Not Require Review 
o Requires Review 

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 

, -~-~~~\\~; \~;- \ w,~E~~1:~~~~~fSkrf
 
Action: 

:~j,1~! ;\:S-" 

~ \. CERTIFICATION l See- ktfAClAeU\. 
o Deniedauthorized by the owner to make this application as his authorized agent and I agree to conform to all applicable laws of this jurisdiction. In addition, 

if a permit for work described in the application is issued, I certify that the code official's authorized representative shall have the authority to enter all 
Date: _

areas covered by such permit at any reasonable hour to enforce the provisions of the code(s) applicable to such permit 

SIGNATURE OF APPLICANT 

RESPONSIBLE PERSON IN CHARGE OF WORK, TITLE 

ADDRESS: DATE: PHONE: 

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 West Street - Thqmas House - R-4 zone - 63-£-1 

Dear Mike, 

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on July 26, 1999, is no long~r valid and has been revoked in order to comply with the Board ofAppeals ruling.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

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

Please note, as outlined at t~e Board ofAppeals meeting that you do have a right to appeal the Board's decision 
thru Superior Court. 

~:;S:4A_~A 
Marge Schmuckal 
Zoning Administrator 

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

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



8748716	 P."':':::
MAR-02-99 03:43 AM INSP. SERVICES 

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

: Building or Use Permit Pre-Application 
AJttached Single Family DweUiDllITwo-Family DwelltDI 

MUlt~F.mffy or Commercial Structures and AdditioDs Thereto 
In the interest of processing Y0uF application in the quickest possible manner. plelLSo complete the Information below for. Building or 

. Use Permit. 
NOTE*-Uyou or tbe propert~ owner Owes real estate or perioRal property lases or uler c:bal'ltl Oil ANY PROPERTY wlthlD 

the City, pa,~mellt arrangements must be made before penults of any ktDd are accepted. 

LaoltionlAddressofCOl1JO'Uetion (inC~ude Portion ot'Buildins) : 

Tax AMwor's Chart. Bloclt a: Lot N~mber 

~ 63 BJockil E LotlY 1 

Owntr. 

Maine Medical Center 

Te1epbo_: 

871-2447 
Cost OfWork: 

.. $ 
N/A 

t"seelBU)'eT1 ~.me (If Appli,able)Owuer'1 Address: 

22 Bramhall Street 
Portland, ME 0410~ 

PtopotedProjec:tOacription:(PI_rocUspegiffC&lpoIIible) Minor renovations to the interior of the First Fl. 
to accol1l11Odate ~tMC'ls Medical Education Dept offices. Renovations include new paint, 
floor refi ni shi ng, icarpeti ng, and new data/tel eCOfilil wi ri ng. There are no structural 
exit route chanoes.1 One new elec. outlet 

Conm.cto~sName. Addreu " Telep~one 

CUrrelIt Uw 

S~l'&tt pennits are required far Internal &. External P1Llmbinl, HV AC and EIOI:trica1 installation.
 
-All conltruction mUlt be ~onducted 'n c:omplianc:e with the 1996 B.O.C.A. BUildlnc Code a.amaDded by Section 6-Art II.
 

-AU PIU~bIDg fOUlt be eoaducted in ~ompU.nce with the State orM.IDe Plumblaa Code.
 
-All Electric.l IDtta atioD must comply with the 1996 National Eleetrtcal Code as amended by SectIoD 6-Art Ill•
 

•HVAC(Heating t VeJlt atlon aDd Air Conditioning) lnltanadon must comply with the 1 banltll Code. 
You must Include the rollowi	 g with you application: c(f: BUILDING INSPECTION 

: t) ACopy of Your Deed or Purchase and Sale A.reemeDt ,...---..QEEORTLAND. ME 
. 2) A Copy of your Construction Contract t if available 

3) A Plot PlanlSlte Plan 
Minor or Mljor sice plan revi'...·W will be required for the above proposed projects. The attac:hed 
cbecklist outlines the minimuin standards for a ~ite plan. 

4) Building Plans 
. Unlell exempted *Stlte Law, ~onltrudloo documents mUlt be detllDed by. reetmftt"'iIMl"'_:dIII1IIL!!t...!:~ 

A complete set of constructi~ drawings showing all of the following elements of con!truetion: 
Cross Sections WI raming details (including porches. decks wi railings, and accessory structures) 

Floor Plans &: Ele tions 
Window and door hedulcs 
Foundation plans ith required drainage and dampproofing 
Electrical and plu bing layout. MechBni¢al drawings for any specialized equipment such as furnaces, c:ltimne)'s, glS 
equipment, HVA equipment (air handling) or other types of work that may require special review must be included. 

Certiftcation 
I Mtcby certifY that I am the Own~ ofrecord afthc named property, or that 1M SV'OpoJed work ilauthoriPd b)'1be owner ot'record ~ that 1haw bien ."~ by ~ 
owner tQ make mil application asEr .,uhorized ...~t. I &Fee to coofbnn to allal')PHcablp; laW! ofthis jutiaiiation. In addition. ,fA perm~ Sbr wwk detcribed In 11\'$ 
appUc.tion II issued. I certify that c Code om~ilr, authoriud ~presentali...e shall have me authority to eater III areu covered. by this permit at ~ reaaonable hour to 

enthrce the grovilions of die cod-. wrnabte to this DerIl1tt.
 

Date; ) • J -<) 3
 

m 
-'c;;--:;:-:::--~~_.J 

it Fee: 525,00 for the 1st S1000.cost plus $5.00 per $1,000.00 construction cost thereafter. Building .[I'c 
Additional Site review and related fees are attached on aseparate add.ndum 

~ 



BUILDING PERMIT REPORT 
I 

DATE:~)J{5S ADDRESS:_-.:J~J~o~l:...lol"~I'..Ld...J.--Jl[:.....r	 CBL:---:Q~",-34--......:~F--_O::....;(;~) _ 
I 

tREASON FOR PERMIT:__~(-.Jb~5~h",,";......~C''-L~-l{,IL.'L-{'1......:....-	 +! _ 

BUILDING OWNER: -l:~~-'-C)-->-~c...	 _+!--------- 
) 

PERMIT APPLICANT:	 ..:../C=on=tr:.;:;a=ct=o..:...r--L.M-L...I/l...:k~£'___S~~.,..4:......-;-zI---_-----. ..:I

USE GROUP :"i:? - R..c:< BOCA 1996 CONSTRUCTION TYPE (;£?- B I
--~~I I 

CONDITION(S) OF APPROVAL 

This permit is being issued with the understanding that the following conditions are met: 

Approved with the following conditions:Y/ ;) Q I ;;) I I ;;) 3 ~41» 2 ;::Jf 3/ 4(.au._-+- _

J ( ~ j

i 

~l. This permit does not excuse the applicant from meeting applicable State and Federal rules and laws. J 
2.	 Before concrete for foundation is placed, approvals from the Development Review Coordinator and Inipection Services must be obtained. 

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

10 percent material that passes through a No.4 sieve. The drain shall extend a minimum of 12 inche 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 ase under the floor, and that the 
top of the drain is not less than 6 inches above the top of the footing. The top of the drain shall be co ered with an approved filter 
membrane material. Where a drain tile or perforated pipe is used, the invert of the pipe or tile shall t be higher than the floor 
elevation. The top ofjoints or top ofperforations shall be protected with an approved filter membran material. The pipe or tile shall be 
placed on not less than 2" ofgravel or crushed stone, and shall be covered with not less than 6" ofthe/·same material. Section 1813.5.2 

4.	 Foundations anchors shall be a minimum ofY2" in diameter, 7" into the foundation wall, minimum ofl2" from comers of foundation and 
a maximum 6' o.c. between bolts. (Section 2305.17) . 

5.	 Waterproofing and damp proofing shall be done in accordance with Section 1813.0 of the building c~e. 
6.	 Precaution must be taken to protect concrete from freezing. Section 1908.0 . ,_ 
7.	 It is strongly recommended that a registered land surveyor check all foundation forms before concretel is placed/This is done to verify 

that the proper setbacks are maintained. . 
8.	 Private garages located beneath habitable rooms in occupancies in Use Group R-l, R:.2,R-3 or I-I s111 be separated from adjacent 

interior spaces by fire partitions and floor/ceiling assembly which are constructed with not less than -hour fire resisting rating. Private 
garages attached side-by-side to rooms in the above occupancies shall be completely separated from e interior spaces and the attic area 
by means of ~ inch gypsum board or the equivalent applied to the garage means of ~ inch gypsum bpard or the equivaleryt applied to the 
garage side. (Chapter 4, Section 407.0 of the BOCA/I 996) . 

9.	 All chimneys and vents shall be installed and maintained as per Chapter 12 of the City's Mechanical! Code. (The BOCA National
 
Mechanical Code/1993). Chapter 12 & NFPA 211 .
 

10.	 So~nd transmission control in residential building shall be done in accordance with Chapter 12, Sec~ion 1214.0 of the City's Building 
Code. 

11.	 Guardrails & Handrails: A guardrail system is a system ofbuilding components located near the oper sides ofelevated walking surfaces 
for the purpose of minimizing the possibility of an accidental fall from the walking surface to the lo\yer level. Minimum height all Use 
Groups 42", except Use Group R which is 36". In occupancies in Use Group A, B, H-4, I-I, 1-2, M ~d R and public garages and open 
parking structures, open guards shall have balusters or be of solid material such that a sphere with a! diameter of4" cannot pass through 
any opening. Guards shall not have an ornamental pattern that would provide a ladder effect. (Han~rails shall be 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 $ize shall have a circular cross section 
with an outside diameter ofat least I W' and not greater than 2". (Sections 1021 & 1022.0) - Hand~ails shall be on both sides of 
stairway. (Section 1014.7) 

12.	 Headroom in habitable space is a minimum of 7'6". ( Section 1204.0) 
13.	 Stair construction in Use Group R-3 & R-4is a minimum of 10" tread and 7 %" maximum rise.! All other Use Group minimum 11" 

tread, 7" maximum rise. (Section 1014.0) i 

14.	 The minimum headroom in all parts ofa stairway shall not be less than 80 inches. (6'8") 1014.4 i 

15.	 Every sleeping room below the fourth story in buildings of Use Groups R and I-I shall have at leastlone operable window or exterior door 
approved for emergency egress or rescue. The units must be operable from the inside without the ufse of special knowledge or separate 
tools. Where windows are provided as means of egress or rescue they shall have a sill height not n10re than 44 inches (l118mm) above 
the floor. All egress or rescue windows from sleeping rooms shall have a minimum net clear openihg height dimension of24 inches 
(61Omm). The minimum net clear opening width dimension shall be 20 inches (508mm), and a mi~imum net clear opening of 5.7 sq. ft. 
(Section 10 18.6) . 

16.	 Each apartment shall have access to two (2) separate, remote and approved means of egress. A sin~·le exit is acceptable when it exits 
directly from the apartment to the building exterior with no communications to other apartment un·ts. (Section 1010.1) 

17.	 All vertical openings shall be enclosed with construction having a fire rating of at least one (I) hou ,including fire doors with self
 
closer's. (Over 3 stories in height requirements for fire rating is two (2) hours.) (Section 710.0)
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Depa~ent of Urban Development Zoning Division 
. Joseph E. Gray, Jr. Marge Schmuckal 

DirectorZoning Administrator 

CITY OF PORTLAND 

Land Use Zoning Report 

Address: 120 West Street - Thomas House Date:/
i

July 23, 1999 
I 

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

Building Owner: Maine Medical Center C-B-t: 063-E-001 

Permit Applicant: Mike Swan 

APPROVED WITH THE FOLLOWING CONDITIONS: 

1. This permit is being approved 0!1 the basis ofplans submitted. Any deyiations shall require a
 
separate approval before starting that work.
 

I 

2. The offices (Medical Education) being approved are based on a custqmary accessory use to 
this previously approved dormitory based upon the job descriptions p~ovided with your 
application. The principle use has not been changed nor enlarged so a~ to increase the cubical 
content of this structure. Typically dormitories at most colleges or teaphing 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 ltvels and also a change 

in staffmg responsibilities. This is not an approval for general Maine ¥:edical Center office 
space. 

3. The parking spaces required shall not be diminished without notice t this office for approval. 
Any future allowed increases in the office area shall require parking r views. At this 
location 5 off-street parking spaces were required under the 1961 bu lding permit approval for 
the allowed dormitory use. This accessory permit for medical educat on offices requires 4 off
street parking spaces. The total presently required for off-street park 19 is.2 spaces. 

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

I 

389 Congress St Portland, Maine 04101 (207) 874-8700 FAX 874-871611TY 874-8936 



I 

I 

I 

I 

actions you may take for the installation of the offices within that time frakne may be reversed 
by the Board of Appeals or, if further appealed, Superior Court. Please ble aware that you 
would be proceeding at your own risk. 

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

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

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 04101 (207) 874-8700 FAX 874-8716 TTY 74-8936 



~A' Maine Medical Centtt
 

August 17, 1999 b~- E- 00/ 
Sam Hoffses Chief Building Inspector 
Lt. McDougal Fire Prevention Officer 
Portland City Hall 
389 Congress 8t. 
Portland, :ME 0410 I 

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

Dear Sirs; 

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

We agree that the building is a "Mixed Use Group" as defined by the :$OCA building
 
code. We are following the guidelines that define a "Nonseparated us¢ group", and must
 
meet the code requirements based on the most restrictive use group ofIthe 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 require1nents, and does
 
not need a 2-hour fire separation between occupancies.
 

MMC will proceed to furnish the ground floor level for Medical Educ~tion 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) 87 -0111 

The MaineHealth Family 
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JOB DESCRIPTION
 

ASSOCIATE VICE PRESIDENT FOR MEDICAL EDUFATION
 

MAINE MEDICAL CENTER
 

1. Qualifications: 

The Associate Vice President for Medical Education (AVPME) 

shall be a physician with a broad experience in cl~nical medicine 

and health education and demonstrated teaching and administrative 

atility. This experience sha~l be a~ a level whicH would allow the 

p~~MS to cevelop meaningful relations~ips with clitiical c~iefs of 

service, Gu~sing administration withiD the Maine M~dical Center, 

adsinistra~ors and physicians from o~her hospitals and academic 

leadership in the medical school and other academiq institutions 

and agencIes. The AVPME shall be responsible to t~e Vice President 

for Medical Affairs for the coordination of all ungergraduate, 

graduate, and postgraduate medical education and t4aining programs 

in the Center and Center programs as they relate other 

hospitals, agencies and the community and State at large. The 

AVPr1E shall have experience in development and administ~ation of 

funding fc~ research and educa:ion. 

2. Funct~ons: 

The F:!P~1E stall coordinate all ffiedical educat~on and training 

programs in the Center, gUlded generally by the EdUcation, Patient 

and Research goals of the c2~ter and, specifically, by t~e Vice 

President for Medical AffaIrs In accc~dance with Litutional 



priorities. Specific areas of involvement and obj tives within 

those areas would in part include: 

2.1 Medical Education 

2.11 Undergraduate. 

To provide an interface between the Maine Medipal Center 

clinical faculty and medical schoo~ faculty in defiring goals and 

objectives as well as content of the clinical component of their 
I 

training consistent with the resources available tolthe Maine 
I 

Medical Center and other clinical resources throughfut the state. 
I 

To develop a program of education a~ the undergradu~te level which 

would effectively utilize the prac~icing physician ~nd provide the 

support to the physicia~-teacher t~at would maximiz$ the 

effectiveness of his available time. To develop ed~cational 

programs which would address the oDjective of improving the skills 

of the physician as a teacher. To support a system dealing with 

student affairs issues, such as career counseling, earning 

difficulties, and other personal problems. 

2.12 Gra9$te medical educa~:2n. 

To work with chiefs of service a~d directors 0 training 

programs in the review of training programs against priorities 

reflecting institutional constraints, institutional Irequirements, 

and health manpower needs as deter8ined by accrediti~g agencies, 

for the region and the State. To ~cr~ with director~ of tra:ning 

programs in defining traini::~ gca_s and objectives ahd performance 

g~idelines whlch woule resu~~ In a~ objective evalua ion of 



performance of trainees in satisfaction of the requ~rements of 

professional societies, accrediting agencies and spJcialty boards. 

2.13 Continuing education. 

To work with the medical staff both within theiMaine Medical 

center and, as appropriate, in other institutions tnat relate to 

the Maine Medical Center in defining continuing eduqation needs, 

developing programs of continuing medical education which would be 

responsive in content and format to these needs, anq ensuring 

compliance wi~h accrediting CME agencies. To work with other 

hospitals i~ the region and ~h~ougho~t the State, as approp~la~e, 

, . liD satisfying cOhtinuing meClcaJ... education requirem~nts th~ough t~e 

appropriate use of Maine Medical Center staff who ndw function as 

consultants to these referring hospitals. To develqp and fund 

appropriate linkages including technology which wou~d facilitate 

interhospital corrIDunications, consultation and educ~tion throughoGt 

the region and state. 

3. Patient and Public Education: 

3.1 To ""lork wi th medical staff in defining patient leducation
 

requirements. To develop appropriate medical staff !input in
------- p~og~am requirements and ih developingdefining public education 

appropriate content for these programs. 

3.2 To act as a resource for cornmuni ty and public aigencies in 

I ,

development of public education programs and models 0hlch would 

~-------;--~~~---' 
agenc~es and lDstitutions to assume on-


responsibility for delivery of these programs.
 



4. Evaluation: 

4.1 To work with clinical chiefs, training progra~ directors at 

all levels, and other agencies in developing meani~gful evaluation 

ins~ruments which would assess nee,i, adequacy of cd!ntent, 
! 

pe~formance of participants and impa~t on patient ~are. 

I 

4.2 To continually assess ~~e responsiveness of t~aining programs 

to patient care problems and the ~equirements as aslsessed by the 
! 

Ed'J.ca tion Comrni ttee and as ~e fleeted in pa tient car1le audi ts . 

5. Regional and Statewide Coord~~a~ion:
 

5.~ To wcrk with regiona~ 2~i S~a~2N~de agencies, 
I 

ischools and
 
I 

I 

hospitals in defining medi~a~ educa-:~on requirement]s as a 
I 

! 

re£lection of pa~ien~ p~oc~e~ reqL~re5ents and deve~op a plan to
 

approac~ these medical educa-:icn req~irements on a Statewide basis,
 

effectively utilizing availa~le resources.
 

5.:2 To work 'fIli th the ~nedic2.~ sta:£ and adrninistratiion of the Maine
 

I 

Medical Center in de:ini~g -:~e appropriate role of the Center In 

such programs. 

6. Developmen~ of suppcr~ :'0 wo~k ~ith medical stbff, agencies 

and institutio~s throughou~ -:~e Sta-:e In developmen~ of appropriate 

fu~jing to suppor~ medical ejucatio~ programs. 

7. Develop~en-: of Resources: 

7 . ~ To invento~y medica~ eG~catic~ activities and sources at the 

Ma~~e Medical CeGter, -:he re~ic~, a~j in the State. 

7.2 To develop a mec~a~~s~ ~~ere~v :.hese medical etlucation 

ac-:ivitiescar. be effect~~Je~·.: pub~ic2-zed, delivered and 



coordinated, not only at the Maine Medical Center bpt In the region 

and throughout the state so as to most effectively ptilize our 

resources and maximize impact of programs from the ~tandpoint of 

quality, cost effectiveness and satisfaction of def~ned needs. 



MAINE MEDICAL CENTER
 

JOB DESCRIPTION
 

JOB TITLE: Administrative Secretary FLSA STAtUS: Nonexempt 

DEPARTMENT: Health Education JOB GROUP: Professionall 
Techniqal/Administrative 
Suppor~ 

DATE: 1/20/94 JOB CODE:I 

PAY GRAD~: 

GENERAL SUMMARY 

Under general supervision, relieves the Associate Vice President, Medical 
Education of the day-to-day administrative details of 'the institutional 
education program. Provides secretarial support as required. Primary 
responsibilities include: 

a) Coordinates continuing medical education, residen9' and medical student 
non-clinical administrative details. 

b) Interprets institutional education policies and p~ocedures to staff of 
other departments, current and prospective residents/medical students, and 
other health professional students. 

c) Coordinates the use of Thomas House, Chisholm House, and other student 
housing. I 

Work is performed with considerable independence requ~ring initiative, 
discretion, good judgment and strong interpersonal and organizational 
skills. 

PRINCIPAL DUTIES AND RESPONSIBILITIES 

1. Acts as a liaison with DVM regarding student affa~"rs; independently 
coordinates rotations, resolves problems, and assures appropriate 
evaluation. Coordinates annual faculty appointment a d reappointment 
process with DVM and MMC clinical departments, assist'ng departments with 
adherence to protocol. Maintains faculty advising pr gram. 

2. Screens applicants for residency and student elec~ives in terms of 
eligibility and credentials according to institutionall policy. 

3. Orients medical students at MMC regarding non-cliqical matters such as 
housing, meals/ and institutional and community facililties. 

4. Interprets institutional educational policies and Iprocedures to 



Administrative Secretary 
Department of Medical Education 

Page 2 

PRINCIPAL DUTIES AND RESPONSIBILITIES (Cont.) 

staff of other departments, current and prospective re$idents, medical 
students, and other allied health professional student$ and hospital 
departments. Monitors programs to assure compliance with these policies. 

5. Serves as primary contact for all house officers c~ncerning 

administrative matters such as payroll, vacation and c~nference time, loan 
deferments, uniforms, and use of on-call space. Maint~ins all records 
related to these, as well as personnel file for each r~sident. 

6. Organizes orientation program for new residents, wlliich assists them 
with licensure, payroll, institutional benefits, polictes, and 
responsibilities. Initiates contracts and required petsonnel action forms 
for all residents. 

7. Coordinates the use of Thomas House, Chisholm HousJ, and other student 
housing; assigns space according to priority and polic1. Addresses, on a 
daily basis, problems raised by residents and studentSj 

8. Authorizes disbursement of funds, maintains record of and monitors all 
expenditures; assists with development of operational, capital, and grant 
budgets. 

9. Composes and types correspondence. Types,. from d~ctation or 
handwritten copy, all non-routine memos, reports, and qorrespondence. 
Maintains correspondence files and records as required iby the various 
residency review committees. 

10. Opens and processes incoming mail, responding when appropriate and 
referring non-routine correspondence to Associate Vice :President for his 
action or response. 

11. Organizes meetings and conferences. Prepares ageqdas, locates meeting 
sites, and types and distributes minutes. Schedules a~pointments, 

completes travel arrangements, and maintains Associate iVice President's 
appointment schedule, providing him with appropriate m~terials in 
conjunction with participation at meetings. 

12. Receives and screens visitors and telephone calls.; Responds to most 
non-clinical inquires independently, referring clinically related questions 
or those requiring policy decisions to Associate Vice President or other 
appropriate personnel. 

MINIMUM KNOWLEDGE, SKILLS AND ABILITIES REOUIRED 

1. One to two years of progressively most responsible isecretarial work 



experience; graduation from high school including or s~pplemented by 

Administrative Secretary 
Department of Medical Education 

Page 3 

MINIMUM KNOWLEDGE. SKILLS AND ABILITIES REOUIRED (Conti.) 

up to one year of course work in secretarial science ot business subjects; 
or any equivalent combination of experience and trainitg which provides the 
following knowledge skills and abilities. 

2. Knowledge of business English, spelling, grammar a*d punctuation. 

3. Knowledge of office practices, procedures and equi~ment. 

4. Knowledge of medical terminology. 

i

5. Ability to maintain confidentiality in the perform~nce of duties. 
I 

6. Ability to plan, organize and prioritize own work to ensure timely 
completion of all work assignments and to respond in a 'flexible manner to 
unanticipated situations. 

7. Ability to handle public relations matters in a cou~teous, tactfully 
manner. 

8. Ability to establish and maintain effective working
I 

relationships with
' physicians, residents, supervisors, other employees at ~ll levels of the 

organization and the general public. 

9. Ability to concentrate and pay close attention to d~tail when typing, 
filing, proofreading, etc. up to fifty percent of work time. 

10. Ability to supervise, delegate tasks, and train departmental staff. 

WORKING CONDITIONS 
I 

I 

1. Normal office environment with little exposure to e~cessive nose, dust, 
temperature, etc. 

2. Generally sedentary work but requires standing and ~alking 
approximately ten per cent of work time. 

REPORTING RELATIONSHIPS 

1. Reports to the Associate Vice President, Medical Ed~cation. 

1 ~ _
 



~A' Maine Medical Cent~r 

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 Ifor permission 
to occupy the first floor of our Thomas House property, 120 Westl St., with the 
offices of the Associate Vice President for Medical Education. A~ you are aware 
the primary use for this building is for the housing of medical stu!nts. 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 .edical 
Education Office as an accessory use of the property. 

The office of the Associate Vice President for Medical Education Includes 5 
individuals: /) 

IV Associate Vice President for Medical Education (20' Jour Rosition, 
responsible for coordination of all undergraduate'~duat~ and 
postgraduate medical education and training programs at aine Medical 
Center. This person provides an interface between Maine Medial Center 
and the University of Vermont Medical School (UVM) in de ining goals, 
objectives, and content of student training. This includes s~pport for 
student affairs and issues such as career counseling, learnling difficulties, 
and other personal problems. 

J/) Administrative Secretar}( -~our position, assists the Ass~ciate Vice
IJ President for Medical EduCation in the day-to-day administ~ation of the 

institutional education program. Includes coordinating the gse of the 
Thomas House, Chisholm, and other facilities as student h using. This 
person is the liaison with UVM regarding student affairs an orients 
medical students regarding non-clinical matters such as ho~sing, meals, 
and institutional and community facilities. Addresses, on a Idaily basis, 
problen1s raised by residents and students. . 

22 Bramhall Street, Portland, Maine 04102-3175 . (207) 8711-0111 

The MaineHealth Family 



fY Medical Education - Secretary II ~ position, assist~nt to the 
Administrative Secretary performing general secretarial d~ties in support 

'\ of the office of the ~ssociate Vice preSi.dent for~dical ~d~cation, 

, {}Department of Medicine - Program Assistant -~our PO~ltlon
 
coordinating the assignment of medical students and res;lents to
 
community based outpatient medical rotations. Works cI sely with
 
community hospitals' adrrlinistration regarding housing an legal
 
requirements for students and residents.
 

~Department of Medicine - Ethics Coordinator -~our pJsition 
responsible for development and coordination of Ethics tr,ining 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, indidating intended 
uses 

I 

I 

3. Job performance standards for the Associate Vice Pre~ident for 
Medical Education, Administrative Secretary, Medical Edupation 
Secretary II, the Department of Medicine - Program Assist~nt. These are 
included to demonstrate their association with the medicallstudents at the 
Thomas House. 

I 

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

I 

5. Copy of an interoffice memorandum, dated October 6, ~997, from you 
to the Chairman and Members of the Board of appeals indIcating your 
belief that dorm related offices, as an accessory use, coulq be located at 
the Thomas House. 



I hope that this will assist you in your evaluation of this request. lPlease 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 EducaUon--Secretary II
 

KEY RESULIS AREA STANDARDS RATING 

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

Typing 

L. 

ItAccurately types and proofreads all 
correspondence/documents within 
assigned timeframes. 
*Designs forms and composes 
mUltiple 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. 

-_.- f-*SlTares computerKnoWTedge--w1ffi 
others in department and assists in 
problem solving equipmenUsoftware 
problem when necessary. 

..- ~_. -



Telephone Communication *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. 

Coordination of Paper/Information 
Flow 

'---

Special Projects 
. 

*Reviews incoming mail, sorts 
according to priority, takes neceesary 
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 treatmenLQl 

- --f

sensitive information. 

*Tracking of Integrated Institutional 
Agreements for renewal. 

,,,, 



"
 

Coordination of Customer Needs *Organizes daily 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-to-date records 
of specific activities. 
*Takes initiative to clarify 
projectslwork 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 
secretary(ies) and demonstrates 
flexibility in providing such coverage. 
*Adapts and responds to changes in 
assignment when necessary. "
 



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

Revised June 1997 
RATING 

Administrative 
KEY RESULTS AREA STANDARDS 

Coordinate administration of the MPN, working with schedules of 30 + sites, 17 
A) Maine Practice community hospitals, 46-50 students from 3 medical schools, and MMC's 1M residents. 
Network (MPN) 

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. 

* 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. 

* Coordinate site visits for six site visiting preceptors, with the goal of having each 
community visited annually. 

B) Maine Chapter Administrate operation of 400-member state chapter of internists' organization, reporting 
American College of to chapter Governor. Work closely with Chapter Services at national office. 
Physicians (Maine ACP) 

* Organize, annually, 2-3 Governor's Advisory Council (GAC) meetings. 

* Complete nationally required chapter reports and income tax returns. 

* Monitor ACP & Governors' Forum on CompuServe; communicate in email and forums of 
with Governor, national office and physician members. 

C) Department of * Support staff for David E. Wennberg, MD, MPH - Division of Health Services Research 
M~diciD~ SCJ1~ correspQn~.pl Jrchasi~. ~p.erformotherfollow.-11P-task.s1iS.needed I-

miscellaneous 
* Other projects, as assigned. 

D) Department of Schedule Rural Outpatient Months for: 
Pediatrics * 6 Pediatrics Interns, January - June. 

* 1-2 occasional Pediatrics residents. 

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



KRA and Performance Standards 
POSITION: Department of Medicine - Program Assistant - Page 2 

KEY RESULTS AREA 
Meeting Planning 
A) Maine Practice 
Network (MPN) 

STANDARDS 
Coordinate annual meeting of the MPN; 35 attendees: 
.. Schedule conference sites and organizing all aspects of meeting planning with 
conference sales at conference site - A/V, meals, room assignments, etc . 

RATING 

.. Invite participants . 

.. Prepare meeting materials for Governance Board, annual meeting and Faculty 
Development 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 registration specifics, working closely with national chapter 
services to ensure chapter's needs are met . 

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

.. Write drafts of Award Brochure and coordinating other contributors to brochure . 

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

* Prepare meeting materials. 

~ 

* Coordinate 20 + exhibitors. 

f-

* Attend meeting and maintain ongoing communication with hotel staff for duration of 
meeting . 

1- -J-

.. 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 meeting revenue, including registration fees & educational stipends . 

.. Negotiate and pay all expenses and honoraria . 

.. Communicate evaluation results to GAC for suggestions for future meetings. 



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

KEY RESULTS AREA 
Budget 
A) MPN 

STANDARDS 
Coordinate disbursement of stipend funds to preceptors from either the medical schools 
(students) or MMC Department of Medicine (residents) . 

RATING 

.. Monitor meeting expenses and request hospital funds when needed. 

B) Maine ACP Disburse funds and maintain records of income and expenditures. 
payments using chapter checking account . 

Authorized to make all 

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

.. Prepare chapter Federal Income Tax Return . 

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

Communications 
A) Maine Practice 
Network (MPN) 

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

.. Maintain recruitment efforts for 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 membership and distribute to 
all sites and interested institutional and external parties. 

B) Maine ACP Maintain Governor, Committee and Chapter communications. 

-I--'-wrrre--quarterry-cnapfer -newsletters and-work -closely with News Bureau at national 
office regarding format and distribution and return ballots/surveys. 

--+
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