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Background

The University of Maryland School of Pharmacy has long had a policy regarding student
absences. Implementation of the excused absence policy has historically been the
responsibility of individual instructors. With no central tracking of absence data, it was
difficult to assess the impact of student absences both on a programmatic and individual
basis across the School’s two campuses.

e Assess absences requested by students and the reasons given for them.
e Ensure that policies related to student absences are enforced consistently.

A policy was enacted creating a centralized process in which students submit excused
absence requests to the Offices of Academic Affairs and Student Affairs. The two offices
decided to track data related to requests in a dedicated web-based system instead of email
or paper records.
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A PharmD student completes and
submits the web-based form.
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PORTAL / EXCUSED ABSENCE REQUESTS

Excused Absence Request
Please review the Excused Absence Policy carefully before making your request. Failure to provide the necessary information may cause a delay in approval.
Dates and Courses
What semester is your requested absence occurring in?
p— . [ [ ]
Spein | 2018 [he associate deans review the
What courses will your absence affect? Choose all that apply. This process only applies to didactic courses.
e L]
[ pring 2018 PHAR 5006 - AST 6 Endocrine, Geritourinary, and Women's Healt reque st and make a decision
[ Spring 2018 PHAR 5010 - Health Policy and Systems e
[0 Spring 2018 PHAR 5017 - Infectious Diseases Therapeutics 2
[ Spring 2018 PHAR 5021 - AST 7: Psychiatry & Toxicology
[ Spring 2018 PHAR 5022 - AST 8: Substance Abuse & Neurology
[J Spring 2018 PHAR 548 - Abilities Lab 4 UN[VERS[TYWMARYLAND
[ Spring 2018 PHMY 516 - Geriatric Imperative "l SCHOOL OF PHARMACY EXPERTISE. INFLUENCE. IMPACT.
[ Spring 2018 PHMY 539 - Special Projects: Formulary Management | ~~
O This requested absence occurs on a single day.
(O This requested absence occurs on more than one day. PORTAL / EXCUSED ABSENCE REQUESTS
) ) . ' of i P )
Will your requested absence cause you to miss any of the activities below? Choose all that apply. John Stntth BE05s
[0 An exam or quiz nobody@umaryland.edu
OAlab Date(s) of Absence: 2/1/2018-2/2/2018
[J Another type of graded activity Semester: Spring 2018
Request Submitted: 1/20/2018
Reason for Absence Type of Absence: Medical Procedures, Childbirth, lliness, or Accident
Generally speaking, what is the reason for your requested absence? This information will be kept confidential and only seen by the Associate Deans of Academic Affairs and

Student Affairs. Courses Affected Internal Review

: & hese are only visible to the Associate Dean of Academic Affairs and the Associate
— Please Choose — ~ | PHAR 5019 01 Abilities Lab 6 Cynthia Boyle, Nicole Brandt, Andy Coop, Joey Dean of Student Affairs.
Mattingly

Please explain the reason for your requested absence in detail. This information will also be kept confidential and only seen by the Associate Deans of Academic Affairs and 5 1 Pharm aw Lisa Lebovitz, Frank Palumbo Dab
Student Affairs. 1/20/18 4:03PM  John Smith set the status of this request to submitted
John indicated he will miss: 1/20/18 448 PM Andy Coop set the status of this request to needs info
®» An ex Ii
e Could you email Dr. LW and myself documentation. Thanks. AC
1/25/18 2:06 PM Andy Coop set the status of this request to excused

Student Explanation

This request is locked from further review.
I am having a medical procedure during these dates.

: : ; ) ) Documentation 1 Other Requesl By This Student
Please attach any supporting documentation for this request, such as doctor's notes. These will also be kept confidential and only seen by the Associate Deans of Academic Affairs

and Student Affairs. There is no documentation currently recorded for this request

Spring 2018  PHAR 5014 1/29/18 1/24/18 excused & VIEW

Only the following types of files may be added: JPEG images, PNG images, PDF documents, or Microsoft Word documents.

Browse... | No file selected.

Spring 2018 Semester Usage

215 requests made by 155 students
(24.8% of all PharmD students)

What decision was made regarding each request?

Length of Request | Number of Requests . Excused (185)
1 day | 153
2-4 days | 46 . Withdrawn (19)
5-10 days | 10
10+ days | 6 Not Excused (11)

What graded activities did students miss?

21% 37%

Exam or Quiz Lab Other Activity

Why did students request an absence?

What happens when you submit this request?

* The course managers of the courses you selected above will be immediately notified via email that you've made this request. This notification will only include your name and
the date of your requested absence. They will not see any other information, and you will be cc'd on the email.
* The Associate Deans of Academic Affairs and Student Affairs will also be immediately notified via email. They will review your submission in full. Once a decision is made, you

will receive a second email notification.

Personal/Death in Family (16)

O I'm sure | want to submit this request, and understand it cannot be changed.

. Medical (83)

. Event/Professional Meeting (64)

v SUBMIT ABSENCE REQUEST

An email notification is sent
to course instructors and
administrative staff.

Dangerous to Attempt Trip (10)

[=]),
A web-based form and associated tracking system was created to manage absence requests.
The form prompts the student for the dates and reason for the absence, courses and types
of academic activities that will be missed, and any supporting documentation or further
explanation.

. Religious Observance (2)

Conclusions

The Associate Deans of Academic Affairs and Student
Affairs have decided that the absence John Smith
requested for 2/1/18 should be considered excused. John
Smith has been notified separately via email regarding
this decision. The student should be in touch with you
if they are missing required activities such as required
classes and assessments (eg. exams, practicals, quizzes,
etc) to arrange a make up. If you or the student have
any questions regarding this, please contact the
Associate Deans directly.

An email notification is sent
to course instructors and
administrative staff.

John Smith has made an oficial request regarding an
absence taking place on 2/1/18 that affects Spring
2018 PHAR 548 - Abilities Lab 4. The Associate Deans
of Student Affairs and Academic Affairs will review
this request and make a decision in the near future.
When a decision is made, you will receive a separate
notification with the result. You do not need to take
any action at this time.

Centralizing excused absence request handling in an administrative office can be
accomplished with a relatively low amount of initial effort. In addition to increasing aggregate
analytic capabilities as outlined above, recording the history of student requests in a
dedicated space improves institutional memory.

Future Directions

Please retain this email for future reference.

Once submitted, an email notification that contains only the student name and dates of
possible absence is sent to instructors of the affected courses. The associate deans of
Academic Affairs and Student Affairs are able to post comments seen only by them regarding
each request in the system. They may also choose to request additional information, such as
supporting documentation, from the student.

An email notification is sent to the
PharmD student who made the

request.

The absence you requested for 2/1/18 has been ruled
excused by the Associate Deans of Academic Affairs and
Student Affairs. The course managers of the courses you
indicated were affected have been notified separately via
email regarding this decision. It is your responsibility
to contact your course managers regarding missing
required activities such as required classes and
assessments (eg. exams, practicals, quizzes, etc) to
arrange approved make-ups.

An email notification is sent to the
associate deans of Student and
Academic Affairs.

John Smith has submitted an excused absence request
that is ready for review.

e Alarge percentage of absence requests did not fit under any predetermined category; we
are exploring how to better characterize these.

e |mprove responsiveness to students at risk of academic difficulty and cases where a long-
term leave of absence may better support academic progression.

e Better support career development and job-seeking activities by evaluating student
attendance of professional organization meetings.

Once a decision is made, the system sends an email notification to the student as well as
all instructors whose courses are affected. This information is also used within Academic
Affairs to assist with makeup assessments and to verify that all students who completed a
computer-based assessment uploaded their submission.

You may view at it:

<reviewer url>

The system also allows exportation of data for reporting aggregate data, such as type of
request and length of absence. It also can help identify students who may be inappropriately
using requested absences.

If you have any questions, please contact the Associate
Deans directly.

Please retain this email for future reference.



