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

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

Methods
A policy was enacted creaƟ ng a centralized process in which students submit excused 
absence requests to the Offi  ces of Academic Aff airs and Student Aff airs. The two offi  ces 
decided to track data related to requests in a dedicated web-based system instead of email 
or paper records.

View the policy:

Process
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 acƟ viƟ es that will be missed, and any supporƟ ng documentaƟ on or further 
explanaƟ on.

Once submiƩ ed, an email noƟ fi caƟ on that contains only the student name and dates of 
possible absence is sent to instructors of the aff ected courses. The associate deans of 
Academic Aff airs and Student Aff airs are able to post comments seen only by them regarding 
each request in the system. They may also choose to request addiƟ onal informaƟ on, such as 
supporƟ ng documentaƟ on, from the student.

Once a decision is made, the system sends an email noƟ fi caƟ on to the student as well as 
all instructors whose courses are aff ected. This informaƟ on is also used within Academic 
Aff airs to assist with makeup assessments and to verify that all students who completed a 
computer-based assessment uploaded their submission.

The system also allows exportaƟ on of data for reporƟ ng aggregate data, such as type of 
request and length of absence. It also can help idenƟ fy students who may be inappropriately 
using requested absences.

Conclusions
Centralizing excused absence request handling in an administraƟ ve offi  ce can be 
accomplished with a relaƟ vely low amount of iniƟ al eff ort. In addiƟ on to increasing aggregate 
analyƟ c capabiliƟ es as outlined above, recording the history of student requests in a 
dedicated space improves insƟ tuƟ onal memory.

Future DirecƟ ons
• A large percentage of absence requests did not fi t under any predetermined category; we 

are exploring how to beƩ er characterize these.
• Improve responsiveness to students at risk of academic diffi  culty and cases where a long-

term leave of absence may beƩ er support academic progression.
• BeƩ er support career development and job-seeking acƟ viƟ es by evaluaƟ ng student 

aƩ endance of professional organizaƟ on meeƟ ngs.

Personal/Death in Family (16)

Dangerous to AƩ empt Trip (10)

Medical (83)

Event/Professional MeeƟ ng (64)

Other (40) Religious Observance (2)

Spring 2018 Semester UsageWorkfl ow

Why did students request an absence?

Excused (185)

Withdrawn (19)

Not Excused (11)

What decision was made regarding each request?

21% 37%49%

Exam or Quiz Lab Other AcƟ vity

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

You may view at it:

<reviewer url>

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

The absence you requested for 2/1/18 has been ruled 
excused by the Associate Deans of Academic Aff airs and 
Student Aff airs. The course managers of the courses you 
indicated were aff ected have been notifi ed 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.

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

Please retain this email for future reference.

The Associate Deans of Academic Aff airs and Student 
Aff airs have decided that the absence John Smith 
requested for 2/1/18 should be considered excused. John 
Smith has been notifi ed 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.

Please retain this email for future reference.

What graded acƟ viƟ es did students miss?

A PharmD student completes and 
submits the web-based form.

An email noƟ fi caƟ on is sent to the 
associate deans of Student and 
Academic Aff airs.
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An email noƟ fi caƟ on is sent 
to course instructors and 
administraƟ ve staff .
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An email noƟ fi caƟ on is sent 
to course instructors and 
administraƟ ve staff .
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An email noƟ fi caƟ on is sent to the 
PharmD student who made the 
request.
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215 requests made by 155 students 
(24.8% of all PharmD students)

Length of Request Number of Requests
1 day 153

2-4 days 46
5-10 days 10
10+ days 6The associate deans review the 

request and make a decision.4
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