GOLD HUMANISM HONOR SOCIETY (GHHS) 

INDUCTION PROCEDURES
Medical School Responsibility:

Complete and check off the following seven-item list and return by email with the Excel Inductee Template three weeks prior* to induction to harriet@gold-foundation.org:
□   1.  Register onto GHHS Directory current chapter adviser/s, liaisons 
and each inductee with current contact information and member type 
(see instructions below)
     □  2.  School name   ______________________________________________

  Contact name and email_______________________________________________


  Mailing address _____________________________________________________

  Phone _____________________________________
□  3.  Class of (year)   _____________________________
□    4.  Date of induction* ________________________________
□  5.  Name and title of head dean of the medical school (as it is appear on certificates)
  ________________________________________________

  ________________________________________________
□  6.  Number of inductees
     
   ________________________________________________
Please note: Using a reliable nominating and voting process (similar to one developed by Dr. Wayne McCormack of U Florida SOM) up to two faculty may be included in the induction.  If your chapter participates in the Leonard Tow Humanism in Medicine Award, one of the faculty members is the Leonard Tow Humanism in Medicine recipient. 
If you participate in the Student Clinician Ceremony, please include the names of your recent Humanism and Excellence in Teaching awardees on the inductee spreadsheet.  These residents should be inducted in your GHHS ceremony.
□  7.  On the Excel Inductee spreadsheet (see GHHS Inductee template) list inductee names as they should appear on certificates including gender, email addresses and status (students, residents, faculty), etc.
Directory Registration Instructions:
Previously registered GHHS members – click here 
http://directory.ghhs-apgf.org/goldfoundation/Main.aspx
Unregistered Chapter Advisors – click here to register 
http://directory.ghhs-apgf.org/GoldFoundation/Registration/ChapterAdvisorSignUp.aspx


Instructions for Chapter Advisers to Enter New Members 

1. Click on Members 
2.  A list of all members elected from your school will appear 
3. Click on Add New 
4. A window will open to allow entry of the new member 
5. Click on Member Type and select the current status of the newly elected member:  Student, Resident or Faculty 
6. Type in the newly elected member.  (In order to avoid re-entering someone who was elected at some previous time, click on the Check for Members with Same Last Name and a list of already elected members with the same last name as the one you entered will appear along with the individual’s City, State and Member Type.  If your “elected” member appears on the list, click on Cancel at the bottom of the page.  If you are uncertain, click on Cancel and check with the individual and/or the Foundation to determine whether an entry should be made. It is particularly important to check for a prior entry for those individuals who are elected as faculty or residents.) 
7. If no prior entry exists for your elected member, proceed to complete the remaining entries for the information you have available. 
8. If you enter a check in the AOA box, an additional box will appear for you to enter the year that the individual was elected to AOA. 
9. If you enter a check in the Dual Degree Pgm box, a selection will appear for you to indicate the additional degree program and a box for you to enter the year in which that degree will be awarded. 
10. Be sure to Click the Update button at the bottom of the window to save your entries. 
GHHS Responsibility:
Upon receipt of your completed checklist, GHHS will:

1. Prepare a letter of congratulations and certificate of membership for each inductee
2. Send letter, certificate and jacket and pins

*Turnaround time is 21 days.  If you cannot complete and submit the Procedures within three weeks of the event, please provide your Federal Express or UPS number to expedite delivery of your package.

 ________________________________________________________
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