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Introduction 

UNE Student Handbook 

The UNE Student Handbook is a university-wide handbook that describes how UNE works, where 

students should go, and who they should see to resolve questions and concerns. Policies, procedures, 

/student-affairs/student-conduct/student-handbook
/registrar/catalog
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Mission 
The University of New England College of Osteopathic Medicine fosters healthcare leaders across the 

continuum in undergraduate, graduate, and continuing medical education, to advance exceptional 

osteopathic healthcare locally and globally through practice, research, scholarship, education, and 

community health. 

Vision 

The University of New England College of Osteopathic Medicine will become a recognized leader in 

educating primary care physicians for Maine, New England, and the nation by developing into: 

¶ 
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AOA & AACOM Entrustable Professional Activities 

¶ EPA 1: Gather a history and perform a physical examination 

¶ EPA 2: Prioritize a differential diagnosis following a clinical encounter  

¶ EPA 3: Recommend and interpret common diagnostic and screening tests  

¶ EPA 4: Enter and discuss orders and prescriptions 

¶ EPA 5: Document a clinical encounter in the patient record  

¶ EPA 6: Provide an oral presentation of a clinical encounter 

¶ EPA 7: Form clinical questions and retrieve evidence to advance patient care  

¶ EPA 8: Give or receive a patient handover to transition care responsibility  

¶ EPA 9: Collaborate as a member of an interprofessional team 

¶ EPA 10: Recognize a patient requiring urgent or emergent care and initiate evaluation and 

management 

¶ EPA 11: Obtain informed consent for tests and/or procedures  

¶ EPA 12: Perform general procedures of a physician 

¶ EPA 13: Identify system failures and contribute to a culture of safety and improvement 

Curriculum Overview 

The UNE COM curriculum is designed to develop osteopathic primary care and other specialized 

physicians who are skilled in health promotion and illness prevention, as well as treating and caring for 

those who are ill. To that end, UNE COM provides an innovative, contemporary, patient- focused 

curriculum that fosters life-long, self-directed, evidence-based learning and professional development.  

 Our progressive, integrated four-year curriculum aligns educational activities with the principles of adult 

learning to maximize the attainment and retention of knowledge, skills and attitudes crucial to the 

delivery of healthcare in the 21st century.  

Please note: Medical education is continuously evolving in alignment with best practices for learning and 

teaching. To maintain the most up-to-date, productive learning environment for our students, UNE COM 

reserves the right to revise and amend as appropriate the policies and practices described in this catalog.  

Curriculum Phases 

Pre-Clinical Education 

UNE COM students spend the first two years of the program on the UNE campuses in Biddeford and 

Portland, Maine. The curriculum consists of a patient centered basic science curriculum integrated with 

osteopathic clinical skills learning activities which are applied to experiential learning in simulation, 

standardized patient settings, physicians’ offices, hospitals, extended care facilities, and health centers. 

Learning sessions include traditional didactic lectures, interactive problem-solving sessions, patient case 
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study discussions, hands-on laboratory exercises, panel discussions, demonstrations and clinically 

focused encounters with standardized, simulated and real patients. Our integrated curriculum offers 

learning activities to provide a strong foundation in the basic biomedical, medical, behavioral and social 

sciences as well as physical examination and clinical skills as they apply to the rapidly changing practice 

of medicine in the 21st century. A thorough grounding in the manual skills, characteristic of osteopathic 

manipulative medicine (OMM), is provided in the first two years and supplemented and reinforced and 
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academic standards and expectations for student performance or assessment; impose an undue 

burden to the College; or pose a direct health or safety risk to any other individual, including 

patients.  

D. In-person attendance is an essential and fundamental requirement of UNE’S COM program. 

Excessive absenteeism of the mandatory curriculum does not allow students the exposure, 

application, practice and development of the knowledge, skills and attitudes necessary to 

become an osteopathic physician. Students may miss 21% of the mandatory curriculum or less as 

defined in the course syllabus of any course. Students who exceed this threshold will not be 

allowed to proceed in the course and will be required to meet with the Committee on Student 

Progress (CSP) for review and recommendation and may be required to take a leave of absence. 

Abilities and Skills 

Reflected in the standards that follow are those abilities and skills that students must possess to engage 

safely and competently in all program activities, including those taking place in the classroom, 

laboratory, and clinical settings. A candidate for the Doctor of Osteopathic Medicine degree must have 

abilities, aptitudes, and skills of six varieties: (1) observation; (2) communication; (3) fine and gross 

motor; (4) conceptual, integrative and quantitative, cognitive; (5) behavioral and social/emotional; and 

(6) full participation in clinical and osteopathic training sessions. Students demonstrate their ability to 
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cardiopulmonary resuscitation, and suturing of wounds. At all times the ability to 

administer care to patients in a safe manner is paramount.   

4. Intellectual-Conceptual, Integrative and Quantitative Skills  

a. The student must be able to measure, calculate, reason, analyze, and synthesize 

information in a timely fashion. In addition, the student must be able to comprehend 

three-dimensional relationships and to understand the spatial relationships of structure. 

Problem-solving, the critical skill demanded of physicians, requires all of these intellectual 

abilities. These problem-solving skills must be able to be performed in the precisely 

limited time demanded by each specific clinical setting.   

5. Behavioral and Social/Emotional Skills  

a. Every student must have the ability to function both independently and part of a team in 

stressful, unpredictable environments for extended periods of time. 

b. Students must possess the psychological ability required for the full utilization of their 

intellectual abilities, for the exercise of good judgement, for the prompt completion of all 

responsibilities inherent to patient care, and for the development of mature, sensitive, 

and effective relationships with patients, colleagues, and other health care providers. 

c. Students must be able to tolerate physically taxing workloads and to function effectively 

under stress, sometimes for extended periods of time. They must be able to adapt to 

changing environments, display flexibility, and learn to function in the face of 

uncertainties inherent in the clinical problems of patients. As a component of their 

education, students must act professionally and maturely and demonstrate ethical 

behavior commensurate with the practice of medicine.  

d. Students must behave in a manner exhibiting high moral and behavioral standards 

reflecting the position and status of an osteopathic physician. Students need to show 

respect for individuals and groups without regard for age, gender, nationality, race, 

religion, sexual orientation, including gender identity or expression, physical or mental 

disability or veteran status. Students must possess the emotional health required for full 

utilization of their intellectual abilities, the exercise of good judgment, the prompt 

completion of all responsibilities attendant to the diagnosis and care of patients, and the 

development of mature, sensitive and effective relationships with patients.   

e. Students must be able to measure, calculate, reason, analyze and synthesize information 

effectively in a precisely limited time demanded by each specific clinical setting, while 
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CSP will recommend what actions should be taken. The appropriate Associate Dean will render a 

decision. 

It is the responsibility of all UNE COM students to: 

1. Uphold and have knowledge of university policy including the Conduct Rules and Regulations as 

defined in the UNE Student Handbook  

2. Abide by the UNE COM Student Code of Ethics  

3. Abide by the UNE COM Student Professional Conduct Policy 

4. Abide by the American Osteopathic Association (AOA) Code of Ethics 

https://osteopathic.org/about/leadership/aoa-governance-documents/code-of-ethics/  

UNE COM Student Code of Ethics 

¶ A UNE COM student will: Act honorably and honestly at all times  

¶ UNE COM will not tolerate dishonest or deceptive actions  

¶ Confront or report any dishonest behavior 

Guidelines and Procedural Safeguards  

Any student, faculty, or staff member, administrator, or clinician who witnesses any violation of the 

Code of Ethics has the responsibility to ensure resolution by taking one or more of the following actions 

within 48 hours of obtaining knowledge of the violation: 

1. Confront the individual (s) regarding the incident;  

2. 

https://osteopathic.org/about/leadership/aoa-governance-documents/code-of-ethics/


   
 

  21 
 

Standards for Professional Behavior  

A. Behav



   
 

  22 
 

orientation, socioeconomic status and religion, and respects the privacy and individual choice of 

others; 

J. Consistently demonstrate respect for administrators, faculty, staff, and fellow students of the 

University in all settings on and off campus, and the Clinical Sites;  

K. The same behaviors are expected for on-line classes and experiences (see Appendix B); 

L. The professional student/future physician adheres to the American Osteopathic Association 

(AOA) Code of Ethics as published by the AOA as well as any applicable College or University 

standards for conduct; 

M. Students are expected to follow the University of New England Code of Conduct as outlined in 

the UNE Student Handbook: https://www.une.edu/studentlife/handbook  

General Administrative Policies 

Registration 

The University conducts a registration confirmation for students during the initial days of each term. 

Students are expected to have finalized payment of tuition and related fees, including filing appropriate 

documents and photos with the Offices of the Registrar, Financial Aid, Business Affairs, and Recruitment, 

Students & Alumni Services by their respective due dates. 

Individuals who fail to confirm program registration by the established process and deadline may be 

administratively withdrawn from the program. Students may request special consideration and if 

approved will be assessed a late registration fee and will not be allowed to participate in any learning 

activities until the requirement is completed.  

Students must be cleared by a background check and immunization compliance prior to matriculation. 

Additional background checks will be required 

/studentlife/handbook
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¶ A UNE COM student who carries less than 11.99 credits/term and/or are enrolled in Academic 

Enrichment or the Clinical Support Priority Course will pay the per credit rate for tuition.  

¶ All UNE COM Students must complete the course of studies leading to the D.O. degree within six 

(6) years of matriculation (or within 150% of the standard time to obtain the degree). 

Student Identification 

UNE COM has two (2) types of student identification: ID Cards and Name Tags.  

1. ID Cards: A standard University of New England ID Card is issued to all UNE students. This ID card 

should be with the student at all times while on campus.  

2. Name Tags: Students are provided with a name tag, which identifies them as a UNE COM 

student. This name tag must be worn at all clinical assignments, unless instructed otherwise by 

the clinical supervisor. Students will be charged for replacement name tags. 

Physical Exam Requirement 

All newly admitted COM students must complete a medical questionnaire and provide evidence of 

having had a complete physical examination within 12 months immediately preceding matriculation. 

Until this requirement is completed, students will not be permitted to participate in any learning 

activities and may be administratively withdrawn from the program. 

Immunization Requirements 

A list of required immunizations may be sent to students before the beginning of each academic year, 

must be completed and documented according to the published schedule to continue with the academic 

program. Failure to comply with the UNE COM Immunization Requirements policy will result in 

suspension of a student’s privilege to continue in the academic program. Students who have not fulfilled 

all vaccination requirements by the first semester start date of the year of matriculation, may be 

restricted from participating in certain curricular and co-curricular activities. 

All UNE COM students must meet the appropriate immunization requirements for physicians and 

physicians-in-training of the state and/or site where they will train. Clinical, and experiential learning 

sites may also require students to meet these and additional vaccination requirements, in order to 

participate in clinical placements or experiential learning activities at those sites. The UNE COM program 

will most likely have difficulty finding clinical placements for those students who do not meet 

vaccination requirements, Thus, failure to meet UNE and State vaccination requirements may prevent a 

student from fulfilling their curriculum requirements and graduating from the University of New 

England.    



/student-health-insurance
/student-health-insurance
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5. Provide your insurance card at point of treatment or promptly file a claim with your insurance 

carrier to ensure payment of associated/covered costs. Students are responsible for the cost of 

evaluation and treatment not covered by their insurance. 

Contact the UNE Student Health Center (207-602-2358) if you have questions about protocol and/or 

follow-up. 

Where to obtain Psychological or Medical care 

A. UNE Biddeford and Portland campuses: 

a. UNE Student Health Center: https://www.une.edu/student-health-center  

b. UNE Counseling: https://www.une.edu/studentlife/counseling  

i. Offers individual counseling, conflict resolution, consultation, and crisis response 

1. A student on rotations may consult with UNE counseling personnel if the 

student previously established a therapeutic relationship with someone in 

that office 

2. Counseling personnel cannot establish a new relationship via phone or 

email, it must be done in person 

3. The student also can seek one-on-one assistance at their core clinical 

clerkship sites or with a community counselor of their choosing  

ii. Crisis Response:  

1.

--

/student-health-center
/studentlife/counseling
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Timing 

All students must complete the course of studies leading to the D.O. degree within 6 years of 

matriculation (or within 150% of the standard time to obtain the degree). 

Transportation 

Students must have an available and reliable means of transportation to participate in all academic 

activities in the pre-clinical years (1 and 2) and clerkship years (3 and 4). 

UNE COM Dress Code Policy 

Attire and Grooming 

Dress is a personal form of expression, which conveys how we see ourselves in the world. There are 

times when a different standard of dress is required for different activities. The form of dress shows 

respect for the people with whom we interact, their perspective of the world, and the role we play 

within it. As professionals, students need to understand and respect that their manner of dress sends a 

message to patients and other professionals. At all times, all individuals in the UNE COM community, 

including students, faculty and staff, are expected to show good judgment in their attire and grooming. 

Generally, everyday attire should be neat, clean, and conservative, neither too tight, nor overly 
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Preceptor Dress 

Generally defined as dress pants, dress shirts and tops or conservative length skirts/dresses. In all cases, 

footwear should be closed toed and appropriate for clinical or laboratory activities. Your white coat may 

be required.  

Casual Dress 

Permitted in settings where the public is not expected to be present. Dress should be appropriate to the 

https://library.une.edu/
https://library.une.edu/library-materials/find/research-by-subject/medicine/
https://library.une.edu/library-materials/find/research-by-subject/medicine/
https://library.une.edu/library-resources/find/databases/using-clinical-mobile-apps/
https://library.une.edu/library-resources/find/databases/using-clinical-mobile-apps/
https://library.une.edu/library-resources/find/databases/
https://library.une.edu/library-resources/find/databases/
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UNE Student Academic Success Center (SASC “Sass-ee”) 

SASC has a presence on the Biddeford and Portland campuses and online. The offer COM peer tutors, 

1on1 learning specialist appointments: https://www.une.edu/SASC/  Please note: the college cannot 

guarantee the availability of tutors. 

Accommodations and the UNE Student Access Center (SAC) 

Accommodations under the Americans with Disabilities Act, Maine Human Rights Act, or other 

applicable law must be requested by students through the UNE Student Access Center (SAC “S.A.C.”) 

http://www.une.edu/studentlife/student-access-center.  

The SAC exists to ensure that qualified students with a disability (ongoing or temporary) have equitable 

access to and equal opportunity throughout the entire educational process. No student will be granted 

any accommodations in a course until the accommodation request has been approved by the SAC and 

the accommodation letter has been given to the Course Director(s). This must be done before the 

activity in question begins. Any student that is granted accommodations will need to meet with the 

Course Director(s) to discuss how their accommodations will be met. Requests will be accommodated to 

the greatest extent possible, but the accommodation cannot compromise the fundamental learning 

goals of the curriculum for the student or their peers.   

Remote Learning Policy 

Zoom sessions and remote e-learning or virtual sessions are comparable to on-campus, in-person classes 

and should be treated as such in regard to behavior, as outlined in the University Code of Conduct and 

Professional Student Conduct Policy. 

A. Students should use their full name as their Zoom name on the screen. 

B. Computer cameras should remain on throughout the duration of mandatory Zoom calls.  

C. Calls should be taken in a place that is conducive to learning. There should not be major 

distractions present that would limit someone’s ability to pay attention or contribute. This 

includes being seated in an appropriate location, as well as not being engaged in outside 

activities.  

D. Students should not Zoom while driving. 

E. The Zoom chat function should be utilized for academic purposes only.  

F. Campus appropriate dress is required during all mandatory zoom sessions, such as exams, 

quizzes, and integrative sessions. In specific outlined Zoom calls, participants are expected to 

dress professionally, in preceptor attire with or without white coats.  

G. Participants should be engaged, with outside activities limited. Breaks are permitted as needed, 

but the expectation is to be present and in front of the camera.  

/SASC/
http://www.une.edu/studentlife/student-access-center
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H. Students who have a known reason to need to step away or turn their camera off should make a 

request to their Course Director.   

Student Records 

The University Registrar maintains all UNE COM students’ official academic records. These records are 

subject to the Family Educational Rights and Privacy Act (FERPA). For further information about 

accessing these records, please consult the UNE catalog: https://www.une.edu/registrar/catalog  

Health Insurance Portability and Accountability Act (HIPAA) 

The University of New England College of Osteopathic Medicine is required by law to ensure that all UNE 

COM faculty, staff, and students receive training regarding national HIPAA regulations. Every hospital 

and clinical office in the USA are bound by the same regulations. The UNE COM Office of Academic 

Affairs notifies students in Years 1 and 2 of requirements and procedures for annual HIPAA training. In 

years 3 and 4, the UNE COM Clinical Education Office will notify students of the requirements and 

annual procedure for HIPAA training. Failure to comply with this requirement within the specified time 

fram

/registrar/catalog
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Exception Policy 

The purpose of this policy is to provide a framework for evaluating and granting exceptions related to 

scheduling or participation requirements of the mandatory curriculum in situations where students 

present compelling reasons. This Exception Policy does not apply to students requesting accommodation 

under ADA. Requests for ADA accommodation will continue to be evaluated by the UNE Student Access 

Center (SAC). 

This policy applies to all students enrolled in the first and second-year curriculum.  

The college recognizes that there may be situations where students cannot fulfill mandatory curriculum 

requirements as scheduled or participate as required due to reasons that fall outside of the typical ADA 

considerations, such as religious observance, issues of boundaries and consent, or significant life 



/research/integrity/irb
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Assessment Policies 

General Guidelines 

The type, content, and frequency of examinations for any course/rotation are published in the course 

rotation syllabi prior to the beginning of the course/rotation. Subsequent changes to these published 

guidelines may be made under unusual circumstances, after review by the Curriculum Advisory 

Committee (CAC) and approval of the Associate Dean. All students should abide by the honor code for all 

assessments. Please reference each course/rotation syllabus for details. 

Administration of Examinations 

Years 1 and 2:  

A. On-Campus Testing ExamSoft  

a. Students: 

i. must download all exam files by the date and time noted in the course syllabus.  

1. If students have not downloaded the exam prior to the exam download 

deadline, they will assess a test taking time penalty up to 5 minutes, and 

they will need to upload the exam file 5 minutes prior to the exam time 

limit.  

2. If students have technical difficulties with downloading their exam, they 

must contact the Academic Assessment Technician and the Course 

Directors prior to the exam download deadline, otherwise the test taking 

time penalty applies. The Academic Affairs staff will work with students to 

resolve exam technical issues or provide a loaner laptop if 

needed/available.  

ii. Must present to the testing site promptly, 15 minutes prior to the start of the 

examination, and be prepared to begin at the appointed time.  

1. If a student arrives late for an exam, they will forfeit the time that they are 

late by uploading their exam at the scheduled exam end time and may 

have to sit in a designated area to take the exam. If the student arrives 

later than 10 minutes after the start of the exam, the student will need to 

follow the COM Absence Policy and Procedures as outlined here in the 

Handbook as well as the course syllabi.  

iii. Must arrive at the testing site with their laptops and charger cords.  

iv. Cell phones, smart watches, recording devices (audio or visual), and electronic 

(smart) pens, must be turned off and secured in backpacks/bags against the wall 

and are strictly prohibited during the exam session. Notes, hats, and food should 
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be secured in 
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f. 

/about/cancellation-delay-policy
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¶ Monitor GenAI output for bias and risks for vulnerable populations and underrepresented 

groups.  

Failure to abide by these parameters will result in a referral to the UNE COM Committee on Student 

Progress 
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b. All absences except optional curriculum involved both an absence form(s) and 

communication to the specific Course Team members as outlined in the syllabi 

c. Absence requests that require a decision are made by the COM Absence Team 

d. Students should not submit forms based on guesses/uncertainties  

i. To be proactive in the meantime, students should email the COM Absence Team 

and necessary Course Team members until the details are certain  

e. All absence forms can be found on SharePoint (COM > RSAS > Student > Absence Forms & 

Info): 

https://une1.sharepoint.com/teams/COM/RSAS/Student/SitePages/AbsenceForm.aspx   

i. Every absence form submission activates an automated email receipt to the 

submitter and populates the SharePoint Absence Summary Record/List: 

https://une1.sharepoint.com/teams/COM/RSAS/Student/Lists/StudentProgressRe

port/AllItems.aspx   

f. Routine appointments (i.e. with a healthcare provider, auto servicing, etc.) should be 

scheduled on days other than mandatory curriculum. Unavoidable planned appointments 

should be submitted at the beginning of the term or as soon as the date(s) are known  

g. Students are encouraged to take an absence when they are experiencing illnesses that 

may be transmitted to other COM community members  

h. Non-critical illnesses of a dependent family member or unexpected school/program 

closures are not considered emergencies, but its understood that these may pose a 

challenges for students. Accordingly, students should proactively anticipate these 

challenges can occur and make backup arrangements in advance for unexpected 

circumstances. When absence is unavoidable, follow the procedures outlined below. 

i. Jury Duty: Notify the COM Absence Team and they will assist in providing documentation 

needed in hope of excusing the student from duty. If not excused, follow the procedures 

below.  

j. Multi-day absences are discouraged. If a student is considering, you are strongly 

encouraged to reach out to your Course Director(s) to talk through implications before 

solidifying plans.  

k. COM Holidays and breaks differ from those for UNE. Students in year 1 and 2 will follow 

the holiday and break schedule outlined in the COM Academic Calendar  

2. 21% Mandatory Curriculum as defined by each course syllabus  

a. PRIOR to the absence (and as soon as is known):  

i. Submit a COM Absence Form (AF) for each date (multiple components can go on 

one form)  

ii. Contact the specific Course Team members as required and noted in the syllabi  

b. It is the student’s responsibility to keep track of their absences  

c. Reason for absence: 

https://une1.sharepoint.com/teams/COM/RSAS/Student/SitePages/AbsenceForm.aspx
https://une1.sharepoint.com/teams/COM/RSAS/Student/Lists/StudentProgressReport/AllItems.aspx
https://une1.sharepoint.com/teams/COM/RSAS/Student/Lists/StudentProgressReport/AllItems.aspx
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2. A student must also be in good standing for consideration of approval as 

well as at the time of the event.  

vi. Major Life Event  

1. ARF(s) must be submitted as soon as event is known. Details to include: 

why this major life event should be considered for exception, travel plans, 

and any other specifics that would be helpful.  

2. A student must also be in good standing for consideration of approval as 

well as at the time of the event. 

c. Submit one ARF for each date  

d. After applicable ARF(s) are submitted:  

i. Student will receive an automated request submission receipt and the entry will 

populate the SharePoint Absence Summary Record/List  

ii. The COM Absence Team will receive an alert to review the request. In some cases, 

this may take some time if there are further questions/more information needed  

e. Once a decision is made:  

i. The student will receive an email notification with an explanation  

ii. The SharePoint Absence Summary Record/List will be automatically updated  

iii. If approved, the student should forward the notice to the Course Director(s) and 

Academic Coordinator(s)  

iv. If denied, students must be present for the activity. Students who choose not to 

be present will meet with the Course Director and may be referred to CSP 

f. If the COM Absence forms are down, email both the COM Absence Team and any 

impacted Course Team members. Be sure to include the following information: 

i. The date  

ii. The mandatory/required activities to be missed;  

iii. Other staff/faculty contacted (if applicable); and  

iv. Reason for absence  

1. Details should be more specific when it is an exception request  

v. As soon as the site/forms are working again, submit your official forms 

Attendance Policy and Processes for Years 3 & 4 (Clinical) 
As a physician in training, you must be acutely aware of timeliness and attendance at rotations and all 

related activities. Your supervisors, peers and patients depend on you to be present as scheduled.  

Mandatory Activities 
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Training sites may designate certain educational activities mandatory. Examples of such activities may be 

maintaining medical activity logs or attending morning report, noon lectures, and/or academic day. The 

student must complete all activities that the training site designates as mandatory. 

Students are excused from clinical activities: 

1. following their End of Service (COMAT) exam on the last Friday of each Core clerkship (IM – only 

after completion of 12 weeks) 

a. Each core clinical clerkship sites can set its own release and exam times  

mailto:comclinicaleducation@une.edu




   
 

  45 
 

Third Year Two-Week Break Block   

The third-year clerkship schedule includes a designated break two-week block in scheduled core 

rotations between Block 4 and 5 (typically in December) that the student may use for study time or 

other non-credit activity. In the fourth year, students desiring non-credit study time in December must 

submit a Clerkship Registration and Approval (CRA) form for “free” time and must arrange it so that 

there is no break in the middle of a rotation. 

UNE Holidays and Spring Break 

Third and fourth year students on rotations do NOT follow the UNE holiday schedule and do NOT have a 

spring break. Students must comply with the local hospital or institution schedule and continue on their 

clinical schedule throughout the spring.  

Holidays 

Holidays are designated by each hospital. These may be different from one hospital to the next, and 

each student will follow the schedule of the hospital at which they are rotating at the time. Typically, 

students will follow the same holiday schedule as the hospital’s medical education office personnel. 

Religious Holidays 

UNE COM respects the observation of religious holidays by medical students. A student must request 

time off for a religious observance that is not factored into UNE COM’s or the hospital’s regular 

schedule. 

1. complete an Absence Request form well in advance (at least 60 days) of the holiday.  

2. ensure with the supervising physician that there is adequate clinical coverage by another student 

or a member of the hospital’s physician staff 

3. 



/student-affairs/student-conduct
/student-affairs/student-conduct
/student-affairs/student-conduct/student-handbook
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participate in co-curricular activities; hold leadership positions; attend outside events and/or 

conferences; and/or represent UNE COM.   

Student Promotions 

A student will be promoted from one academic year to the next when all requirements for the 

precedent year are successfully completed and the Committee on Student Progress (CSP) has formally 

recommended the student for promotion to the Dean.  

No student may concurrently take units of study that are scheduled for credit in a different academic 

year or semester (with the exception of clinical education curriculum).  
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¶ Students must achieve a score >450 on a timed and proctored COMSAE within 30 days of their 

scheduled COMLEX Level 1 examination 

o A student who is unable to achieve a score >450 on a timed and proctored COMSAE(s) 

offered in the spring term of 2nd year in a timeframe that will generate COMLEX-USA 
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Academic Probation 

/registrar/registration/registration-forms
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Leave of Absence (LOA) 

If a student is considering a Leave of Absence (LOA), they should first have a conversation with their 

faculty advisor or Course Director. If the student wishes to proceed with a leave request, the advisor or 

course director will refer the student to the Assistant Dean of Student Success (ADSS) or Associate Dean 

of Recruitment Student, & Alumni Services (ADRSAS) to begin the process of requesting a leave. 

¶ A student granted a leave of absence for any reason will have a Withdrawn (W) on their 

transcript opposite those units of study not completed because of the leave. 

¶ The leave request can be up to one academic year, equivalent to two consecutive semesters 

¶ Failure to return as scheduled will result in the student being administratively withdrawn and 

subject to readmission procedures 

¶ While on an approved LOA, students: 

o are classified as “active/not enrolled”  

o cannot enroll in courses for credit at another institution 

o must follow the timelines and requirements as outlined on their approval letter 

Academic Leave of Absence  

Students will meet with the Associate Dean of the appropriate office as well as the AADSS or ADRSAS 

whenever considering a leave of absence as noted above. If the student decides to move forward with a 

leave request, the student will complete the University Withdrawal and LOA Request form found on the 

Registrar’s website in consultation with the ADSS or ADRSAS. 

https://www.une.edu/registrar/registration/registration

/registrar/registration/registration-forms
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/student-affairs/student-conduct/student-handbook
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review committee may be appealed by the subject student(s) or Complainant(s) to the COM 
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perceived by any party involved, the Appeal Review Committee will decide whether any member 
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Student Feedback and Evaluations 
UNE COM considers student participation in the course/system/rotation, peer and faculty evaluation 

process a professional responsibility and expects all students to participate. 

Years 1 & 2 

Following each course, students complete online evaluations of both the course and participating 

faculty. For pre-clinical courses, these evaluations form the basis of post-course discussions involving 

student representatives, faculty course directors, and the ADAA. Participation in course evaluations are 

also discussed in each course syllabi. 

Years 3 & 4 

/student-affairs/student-conduct/student-handbook
/student-affairs/student-conduct/student-handbook
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Class Officers and the SGA Executive Committee and provides feedback regarding issues 

and concerns that have been introduced.  

3. Any issue of concern can be brought through the SGA to the Dean’s Roundtable Meeting which is 

open to all students. The agenda is determined by the Student Government Association based on 

a consensus of student input, and the meeting is attended by the Dean, all Associate Deans and 

mailto:predoc@osteopathic.org
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All of us here at UNE COM can assist you as you complete your curricular requirements and assist you in 

achieving a position in a residency training program, while developing knowledge and skills to thrive as a 

lifelong learner. Your clinical experiential training (years 3-4) occurs in a system of affiliated educational 
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mailto:comclinicaleducation@une.edu
/catalog/
mailto:comclinicaleducation@une.edu
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o 
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/com/predoc/clerkships/clinical-campuses
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details for the process in AY 2024-25 may be subject to change. All changes will be shared with the class 

prior to the assignment process. 

1. 
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during the third-year core curriculum. Unless otherwise specified, all students must attend these 

didactic sessions. Please note that there is no reimbursement for travel. Some core sites may 

provide a regularly scheduled OMM didactic experience which may be considered in lieu of the 

OMT updates.f the 
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a. This will ensure that the student is covered by professional liability insurance throughout 

the entire rotation. 

b. Additional time must be a continuation of the same service at the same site. 

c. Failure to notify the Department of Clinical Education in advance of the extended time 

will be considered an unauthorized scheduling, and no credit will be given for the 

additional time. 

4. A student may not make ANY change to a scheduled Core, Selective or Elective rotation (dates, 

discipline, etc.) without prior written approval from the COM Clinical Education Office 

5. The student is responsible for communicating via UNE email to their COM Clinical Education 

Coordinator any necessary change to a scheduled rotation initiated by the training facility. This 

includes changes to dates, specialty or clinical supervisor. 

Core Elective Rotations – Third Year 

1. In conjunction with the third-year core rotations, students are provided the opportunity to 

schedule up to six (6) weeks of elective time. Students are strongly encouraged to schedule a 

rotation rather than taking time off during this time. Multiple electives may be scheduled, with a 

minimal length of two (2) consecutive weeks required. 

2. Core elective rotations should be scheduled at assigned clinical site based on availability. 

a. Some core sites may have limited availability in scheduling specific electives – please 

contact your site’s Student Coordinator and/or Medical Education Department for 

available electives. 

3. CUP AHEC scholars must comply with requirements as established by that program. 

A student who engages in unauthorized rotation activity is not covered by professional liability insurance 

and will not receive credit for the rotation and will be referred to the COM Committee on Student 

Progress for possible disciplinary action. 

1. 
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a. There are four (4) required, four (4)-week Selective rotations:  

i. Internal Medicine (or Pediatrics) 

ii. Surgery 

iii. Emergency Medicine 

iv. Osteopathic Manipulative Medicine 

b. All Selective rotations must be completed within the United States. 

c. Selective rotations are scheduled for a minimum of two (2) consecutive weeks at one site 

on one service 

d. May not be scheduled with a family member as the primary preceptor 

2. Internal Medicine (or Pediatric) Selective 

a. The selective may be general or subspecialty, either hospital or office based. It may be, 

but does not have to be, a sub-internship. (See below for more about Sub-

Internships/Acting Internships) 

b. Appropriate subspecialties:  

i. Addiction Medicine, Adolescent Health, Allergy/Immunology, Cardiology, 

Critical/Intensive Care, Dermatology, Endocrinology/Diabetes/Metabolism, 

Gastroenterology, Genetics, Geriatric Medicine, Hematology/Oncology, Infectious 

Disease, Internal Medicine, Neonatology, Ne/
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team participation. This rotation is an excellent way to show program directors that you are ready for 

residency. 

Scheduling Selective and Elective Rotations 

COM Clinical Education Office 

1. Contact the medical facility for tentative approval 

a. Make first contact a minimum of two-three months before you plan to start the rotation 

b. Identify yourself and your level of training 

c. State the rotation (e.g., cardiology) and the start and end dates you’d like. Be ready to 

consider alternate dates if offered 

d. Ask about housing if you need it; not all hospitals have housing for visiting students 

2. Submit the UNE COM Clerkship Registration and Approval (CRA) form 

a. If rotation is office-based, include the name and address of each hospital at which the 

physician has privileges. Clinical Education must send duplicate paperwork to each facility 

so that you can accompany the physician into the hospital 

b. The CRA must be received a minimum of 45 days prior to the intended start of the 

rotation 

c. Complete and submit the CRA. Failure to submit a CRA will result in no credit for time 

spent in clinical activity and may result in disciplinary action by the Committee on Student 

Progress (CSP) 

d. Include the hospital’s application materials and/or additional required documentation (if 

applicable) 

e. Complete all documents that are your responsibility and send the packet to the Clinical 

Education Office 

f. Email submission preferred, but if sending via U.S. mail, notify your Clinical Education 

Coordinator first 

g. Student will determine if the training site requires an affiliation agreement with UNE 

COM and will facilitate by providing both the site and Clinical Education Office with their 

contact’s name, phone number and email. NOTE: It can take several weeks or months for 

an agreement to be reviewed and approved by attorneys for the hospital and university. 

Plan accordingly. 

3. The Clinical Education Office verify the following 

a. Student’s current BLS, ACLS, OSHA and/or HIPAA status 

b. Summary of results of the student’s most recent background check 

c. UNE COM’s professional liability certificate for clinical activity (will send document) 

d. The following documents are not sent automatically; student must request if required by 

the training site:  

i. UNE COM transcript 
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ii. COMLEX scores 

iii. Background check report 

4. As specified by the training site, student will provide the following to the COM Clinical Education 

Office for inclusion with the CRA, or provide directly to the training site:  

a. Proof of personal health insurance  

b. Documentation of recent health assessment 

c. Additional medical records required by the site, if not available from UNE Student Health  

d. Drug screen – the student will cooperate with the medical facility and is responsible for 

any costs  

e. BLS, ACLS, OSHA and/or HIPAA cards/certificates 

5. Clinical Education will review your CRA and, if approved, forward all documentation, as noted 

above, to the training site 

a. Approval is subject to all applicable pre-requisites, including valid BLS, ACLS, OSHA, 

HIPAA, immunization and PPD status 

b. Contact will be via email if we have questions or if your request is denied 



   
 

https://students-residents.aamc.org/visiting-student-learning-opportunities/visitingstudent-learning-opportunities-vslo
https://students-residents.aamc.org/visiting-student-learning-opportunities/visitingstudent-learning-opportunities-vslo
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about 20 minutes, including pre-test instructions. There is no cost to the student for this 

test. 

f. Signed authorization allowing the UNE Student Health Center to release immunization 

records and physical report to COM Clinical Education and the student’s clinical training 

sites. 

g. Signed UNE forms relating to release of student records to rotation sites and student 

representation regarding exclusion from participation in government health care 

programs. 

h. Documentation of health insurance coverage. Students may choose either the UNE 

offered coverage or coverage from an alternate insurer. Students must have valid 

insurance in the state in which rotations occur. 

4. Compliance with such additional standards as may be required by the clinical site at which the 

student will rotate, including but not limited to:  

a. Application materials 

b. Report of recent physical examination 

c. Drug screen (referral available from Verified Credentials, Inc. 

Continuing Requirements for Clinical Training 

The Clinical Education Office will provide a Letter of Good Standing to your rotation site(s) confirming 

that you are current with all the above requirements and any others that may apply at a specific site. 

You must be compliant as stated above to begin core clerkships. You will receive a reminder from our 

office as expiration nears. Follow the instructions for each requirement. 

Individual sites may have additional requirements (e.g., physical exam, drug screen, flu vaccine, and/or 

COVID-19 vaccine within a stated period prior to rotation), and it is your responsibility to coordinate 

with and provide these to the training site with a copy to COM Clinical Education for your file and UNE 

medical record. 

Renewal Requirements to Continue in Fourth Year 

1. Health Insurance Portability and Accountability Act (HIPAA) 

a. Annual recertification required via the UNE sponsored web-based course. 

i. You will receive an email from our HIPAA training service when it is time to 

complete the yearly HIPAA training and it will provide you with access instructions 

ii. 



mailto:comclinicaleducation@une.edu
https://cpr.heart.org/en/courses/basic-life-%20support-course-options


https://cpr.heart.org/en/courses/advanced-cardiovascular-life-support-course-options
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Rotation Attire/Dress Code 

Students will maintain a critical awareness of personal hygiene and dress in a neat, clean, professional 

manner.  

¶ Unless specifically instructed otherwise by the hospital or service, students also will wear clean 

white clinical jackets with UNE COM identification 

¶ Individual supervising physicians may request students to make reasonable alterations in dress 

¶ On services where scrubs are required, these will be provided by the hospital 

¶ Students wishing to purchase new white jackets (cost is the student’s responsibility) with UNE 

COM logo can contact Office of Recruitment, Student and Alumni Services, comsa@une.edu for 

more information.   

Title/Demeanor 

¶ Students may refer to themselves as student doctor or student physician 

¶ Students will address clinical faculty with terminal degrees (e.g., D.O., M.D., Ph.D.) as Doctor 

unless invited to use a less formal address 

¶ It is inappropriate for students to represent themselves, in any medium or venue, as doctors until 

after they receive the D.O. degree. This includes email addresses 

Professional Fees for Medical Care 

As a student, you may not accept any fee for providing medical care. To do so is a violation of school 

policy and will result in disciplinary action, up to and including dismissal from UNE COM. Accepting 

financial compensation also may constitute the unlawful practice of medicine without a license, thereby 

resulting in civil and/or criminal sanctions against the student. 

Meals/Housing 

UNE COM does not require our core affiliates to provide meals to students. Provision of meals is within 

the discretion of the site. 

Core sites are not required to provide housing for students. At those clinical sites where housing is 

available through the hospital (student only, no pets), the student is responsible for all related costs, 

including rent, utilities, and the cost of repairs or extraordinary cleaning, which may be necessary in 

connection with the student's use of such housing. If a student fails to honor such bills, the cost will be 

added to the student's UNE account and must be paid before the student can receive a diploma. 

All costs associated with student housing are the sole responsibility of the student. 

Housing must be within an appropriate range from the clinical site the student is assigned. Housing 

should be no more than one-hour travel time away from the site, as the weather may impact travel time 

and student schedules can be very demanding. 

mailto:comsa@une.edu
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Workers' Compensation  

Students are not employees and, therefore, are not covered

/campus/riskmanagement
/global


/campus/risk-management
/campus/risk-management
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liaison, if appropriate. Contact the Associate Dean for Clinical Education if the problem remains 

unresolved or is of significant gravity. 

¶ There is a syllabus for each core clerkship. They are posted on Brightspace, Clinical Education 

Essentials course. The student should review the syllabus with their attending at the beginning of 

the rotation to ensure that goals and objectives are understood 

¶ Students must attend all assigned activities related to their rotation and/or the clinical site 

educational program.  

¶ Students should attempt to attend other conferences or educational programs of interest, only if 

they do not interfere with required duties. Hospital administration will make available to the 

student a schedule of the hospital’s educational programs. 

The 
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¶ Respond as directed by local emergency management personnel and/or supervisory personnel at 

your rotation site. If you are advised to go home or leave the area, tell several individuals at your 

training site (preceptor, residents, administrative staff) before you leave the building. 

¶ If you must evacuate, make every reasonable effort to take your pets with you, or arrange to 

leave them with someone who can safely care for them. 

¶ As soon as you are able, communicate with your emergency contacts, including at school, 

regarding where you are and where you are going. Update them every few hours, if possible, at 

least until you arrive at a safe location. 

¶ When the University is notified of an emergency situation or critical incident they will attempt to 

contact those affected to establish and maintain direct communication during the incident. 

¶ When you are settled, communicate with your training site regarding when you can expect to 

return to your rotation. Ensure that they know how to contact you. 

¶ Most hospitals have an emergency preparedness plan, and the hospital where you are rotating 

may expect you to participate. 

¶ If your participation is not expected, and your safety and that of your family is not at risk, 

consider offering your assistance to the medical personnel in charge at a hospital or local shelter. 

As a health care professional in training, you may be able to provide valuable support. 

¶ Contact UNE COM as soon as you can. We will communicate with each other if you are able to 

connect with only one person, and we will keep in touch with you as well. 

o Clinical Education Emergency Contact Information  

▪ https://brightspace.une.edu/d2l/le/content/9991/viewContent/955165/View 

(student access only) 

Extended Leave from Rotations 

A student may wish to consider an extended period away from rotation activities due to prolonged 

illness or personal matters of significant gravity. A student on rotations will confer with the COM Clinical 

Education Office regarding the reason for requesting time away from rotations. It will then be 

determined how to proceed, and the appropriate context for any time off, whether “free” time, other 

academic activity or an official leave. 

Free Weeks 

Each fourth year rotation schedule includes several “free” weeks. Calculate the number of free weeks in 

the schedule by deducting 83 weeks (82 weeks of clinical requirements + 1-week Senior Week prior to 

commencement) from the total number of weeks from the first scheduled day of rotations to the date 

of graduation.  

https://brightspace.une.edu/d2l/le/content/9991/viewContent/955165/View


https://brightspace.une.edu/d2l/le/content/9991/viewContent/56964/View
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10. Work collaboratively with liaisons from all clinical sites to compile information about the liaison’s 

role, and to forward written recommendations to the Academic Coordinator in the COM Clinical 

Education Office at the end of third year. 

If the primary liaison is unable to fulfill their responsibilities, the alternate will assume the role of liaison. 

A list of current student liaisons can be found on the Clinical Education Essentials Brightspace page. 


