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(A) PURPOSE  
 
The purpose of this Policy is to specify the appointment of, minimum qualifications for, 
and the responsibilities of all faculty who oversee the implementation of the curriculum 
and student assessment, and to highlight the specific expectations of Course Directors, 
Module Dyad Leaders, Clinical Experiential Directors, Clerkship Site Directors, and Clinical 
Site Directors within the College of Medicine COM.   The policy also references adherence 
to important curricular standards of the LCME, specifically the following elements:   
 

•  Element 8.2 Use of Medical Educational Program Objectives 

•  Element 8.3 Curricular Design, Review, Revision/Content Monitoring 

•  Element 8.5 Medical Student Feedback  

•  Element 8.6 Monitoring of Completion of Required Clinical Experiences 

•  Element 8.7 Comparability of Education/Assessment 

•  Element 8.8 Monitoring Student Time 

•  Element 9.1 Preparation of Resident and Non-Faculty Instructors 

•  Element 9.2 Faculty Appointments 

•  Element 9.4 Assessment System  

•  Element 9.6 Setting Standards of Achievement 
 
(B) SCOPE  

 
This Policy is applicable to all faculty who direct and oversee all required credit-bearing 
courses in the College of Medicine.  
 

(C) DEFINITIONS  

(1) Course Director refers to the appointed faculty member who is responsible for 

the overall design, delivery, student assessments, evaluations, and accreditation 

compliance of any credit-bearing course (M1 – M4 years). 
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(2) Module Dyad Leaders are appointed faculty members who are responsible for the 
overall design, delivery, student assessments, evaluations, and accreditation 
compliance of a module, a type of credit-bearing course in the M1 M2 curriculum.  
Each module is directed by a two-person dyad, composed of a physician/clinician 
and a non-clinical faculty member, who are jointly responsible for leading the 
module.  Clinical Site Directors are responsible for the overall coordination of 
teaching activities at a clinical site for selected M1 and M2 courses, such as 
Patient, Physician, and Community courses, and serving as the liaison among the 
students, the clinical site and NEOMED. 

 
(3) Clinical Experiential Directors are appointed faculty members who provide 

oversight for clinical discipline-specific credit-bearing courses (i.e., required 
clerkships) in the M3 and M4 years.   
 

(4)  Clerkship Site Directors are faculty who provide general oversight and direction 
for a discipline-specific clerkship rotation at their hospital or site.  

 
(5) Credit-bearing Course refers to a course offered by the COM in which a student is 

enrolled, the course appears on the student’s transcript with either contact hours 
or credit-bearing acknowledgment, and a grade is assigned. Modules and 
clerkships are types of credit-bearing courses. 

  
(D) POLICY STATEMENT 
 

(1) The courses, modules and clerkships that comprise the curriculum leading to the 
MD degree are centrally managed by the COM Curriculum Committee and its 
subcommittees according to college bylaws and accreditation standards.  

 
(2) Course Directors 

 
(a)  Appointment  

 
(i) Jointly recommended by the Department Chair and the Senior 

Associate Dean of Medical Education or designees; 
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(ii) Approved by the COM Curriculum Committee (after initial 

endorsement by the Pre-clerkship Curriculum Subcommittee 
and/or the Clinical Curriculum Subcommittee, depending on course 

placement in the curriculum);  
 
(iii) Appointed by the Office of the Dean, College of Medicine; and 
 
(iv)   Remain in position throughout the entire span of the course for the 

academic year. 
 

(a) Unless there are unusual circumstances, the Course 
Director may not change in the middle of the year/course 
for the academic year.  

 
(b) At the end of each academic year, Course Director’s 

appointment to the position is renewed through joint 
agreement between the Course Director, the Senior 
Associate Dean of Medical Education and the 
corresponding department chair, with consultation by the 
Senior Associate Dean of Academic Affairs.  

 
(c)  Course Directors may be removed for just cause by their 

Department Chair and the Senior Associate Dean of Medical 
Education with consultation by the Senior Associate Dean 
of Academic Affairs. 

 
(i) Just cause for the purposes of this policy can 

include, but is not limited to, failure to fulfill 
responsibilities outlined in Appendix A; failure to 
meet course performance improvement goals 
established as part of the regular course review 
process and created collaboratively by the Course 
Director, the associate dean(s) of medical education 



NEOMED ACADEMIC POLICY 

 

Policy No:    3349-AC-425 
                       

 

ACADEMIC POLICY TITLE:   
    COM - Course Director and Module Dyad Leader Qualifications and 

Responsibilities 

EFFECTIVE DATE: 
     01/01/2019 
REVISED:   
     03/16/2021 

RESPONSIBLE DEPARTMENT: 
Medical Education, College of Medicine  
 

Approval Authority: 
Dean, College of Medicine 

Responsible Office:   
Office of the Dean, College of 
Medicine 

 

4 

 

and the COM Curriculum Committee or its relevant 
subcommittees; misconduct; and/or loss of faculty 
appointment. 

 
(b) Minimum qualifications   

 
(i) Appropriate discipline and educational knowledge and expertise 

commensurate with the course including course content, 
instructional delivery methods and student assessment methods. 

 
(ii) NEOMED faculty appointment in the related discipline at a 

minimum of Clinical Assistant Professor or Assistant Professor. 

(c)  General responsibilities  

(i) General responsibilities of all Course Directors are specified in 
Appendix A. 

 
(ii) The authority of a Course Director is derived from the COM 

Curriculum Committee as outlined by the NEOMED Curriculum 
Management Charter. Course Directors and the courses that they 
oversee are subject to the decisions and actions of the COM 
Curriculum Committee. 

 
(3)       Module Dyad Leaders  
 Module Dyad Leaders are governed by the same general expectations detailed 

above for Course Directors, with the following specifications: 
 

(a)  Appointment  
 

(i) Any qualifying faculty member with an interest in serving as a 
Module Dyad Leader may self-nominate for the role or be 
nominated by a faculty peer, and/or his or her chair, with 
concurrence from the Senior Associate Dean of Medical Education.   
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(a)  To submit a nomination for Module Dyad Leader, the 
nominator should provide the candidate’s name and a copy 
of the candidate’s current Curriculum Vitae to the chair of 
the NEOMED COM Curriculum Committee.   

 
(b) Before acting on the nomination, the COM Curriculum 

Committee chair should obtain verification from the 
candidate’s department chair of the amount of protected 
time that the candidate will be allotted to perform the 
Module Dyad Leader’s role.  

 
(ii)  Any individual selected to serve as a Module Dyad Leader must 

have 
  

(a) Approval from his or her department chair or designee; 
 

(b)  Approval from the Senior Associate Dean of Medical 
Education or designee;  

 

(c) Approval by the COM Curriculum Committee; and  
 
(d) Sufficient protected time (defined by the COM Curriculum 

Committee to effectively fulfill the duties described in this 
document).   

 
(iii) Module Dyad Leaders for all required modules must be approved 

by the COM Curriculum Committee (after initial endorsement by 
the Pre-clerkship Curriculum Subcommittee and/or the Clinical 
Curriculum Subcommittee)      

 
(a)  Appointment as a Module Dyad Leader is not official until 

the Dean of the College of Medicine or designee conveys a 
signed letter of appointment to the Module Dyad Leader.  

 
(b) Module Dyad Leaders serve on an annual basis.  
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(c) At the end of the academic year, appointments will be 

renewed by the COM Curriculum Committee if 
performance has been deemed satisfactory as part of the 
annual evaluation process, with mutual agreement of the 
Module Dyad Leader, the Senior Associate Dean of Medical 
Education, and the relevant department chair.   

(b)  General Responsibilities  

(i) General responsibilities of Module Dyad Leaders are specified in 
Appendix B. 

(4)        Clinical Site Directors  

 (a) Appointment  

(i)  Clinical site directors are selected by a Course Director.   

(ii)  Clinical site directors serve on an annual basis.     

(b) Minimum qualifications  

(i)  Board-certified physician 
 

(ii)  Faculty rank at NEOMED at a minimum of clinical assistant 
professor or assistant professor 

 

(iii)  Minimum of two years teaching experience; experience as 
seminar leader preferred but not required 

(c) General Responsibilities  

(i) General responsibilities are specified in Appendix C.   



NEOMED ACADEMIC POLICY 

 

Policy No:    3349-AC-425 
                       

 

ACADEMIC POLICY TITLE:   
    COM - Course Director and Module Dyad Leader Qualifications and 

Responsibilities 

EFFECTIVE DATE: 
     01/01/2019 
REVISED:   
     03/16/2021 

RESPONSIBLE DEPARTMENT: 
Medical Education, College of Medicine  
 

Approval Authority: 
Dean, College of Medicine 

Responsible Office:   
Office of the Dean, College of 
Medicine 

 

7 

 

(5) Clinical Experiential Directors (CEDs) 
 

                          (a) Appointment  
 

(i) CEDs are selected by the Associate Dean of Clinical Affairs and the 
Associate Dean of Experiential Education or designees.  

 
(ii) CEDs of required clerkships must be approved by the COM 

Curriculum Committee (after initial endorsement by Clinical 
Curriculum Subcommittee).  

 
(iii) Appointment as CED is not official until the Dean of the College of 

Medicine or designee conveys a signed letter of appointment to the 
CED.  
 

(iv) CEDs serve on an annual basis. At the end of the academic year, 
appointments will be renewed by the COM Curriculum Committee 
if performance has been deemed satisfactory as part of the 
annual evaluation process, with mutual agreement of the CED, 
Senior Associate Dean of Medical Education (or designee), and the 
relevant department chair (or designee).   

 
(b)     Minimal Qualifications  
 

(i) M.D. or D.O. degree with a NEOMED faculty appointment at the clinical 
assistant professor or assistant professor level or higher 
 

(ii) Board certification in the appropriate discipline  
 

(iii)  Experience in the education of medical students and curriculum 
development 

 
(iv)    Current, regular educational interaction with NEOMED M3 student 

 
(v)   Ability to dedicate .10 FTE to the position 



NEOMED ACADEMIC POLICY 

 

Policy No:    3349-AC-425 
                       

 

ACADEMIC POLICY TITLE:   
    COM - Course Director and Module Dyad Leader Qualifications and 

Responsibilities 

EFFECTIVE DATE: 
     01/01/2019 
REVISED:   
     03/16/2021 

RESPONSIBLE DEPARTMENT: 
Medical Education, College of Medicine  
 

Approval Authority: 
Dean, College of Medicine 

Responsible Office:   
Office of the Dean, College of 
Medicine 

 

8 

 

 
 (c)  General Responsibilities   

 
(i) Position responsibilities of Clinical Experiential Directors are 

provided in Appendix D. 
 

(6) Clerkship Site Directors 
 

(a)  Appointment  
  

(i) Clerkship Site Directors are selected by the Associate Dean of 
Clinical Affairs and Associate Dean of Experiential Education or 
designees.  

 
(b) Minimal Qualifications    

                                                                                                         
(i) M.D. or D.O. degree and eligible to apply for a NEOMED faculty 

appointment at the clinical assistant professor or assistant 
professor level or higher 

 
(ii) Board certification in the discipline of clerkship that he/she will be 

supervising  
 

(iii) Academic experience and/or training to enable him/her to 
function effectively as a clerkship site director   

 
(c)  General Responsibilities    

 
(i) Position responsibilities of Clerkship Site Directors are provided in 

Appendix E. 
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REFERENCES 
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 Not applicable. 
  
CROSS-REFERENCE  

NEOMED Academic Policy 3349-AC--257: University/VPAA Final Grade Submission Policy  
NEOMED Academic Policy 3349-AC-405: COM – Grade Dispute Policy 
NEOMED Academic Policy 3349-AC-408: COM - Clinical Supervision 
NEOMED Academic Policy 3349-AC-407: COM - Formative and Mid-course Feedback 
NEOMED Academic Policy 3349-AC-409: COM - Curriculum Contact Hours 
NEOMED Academic Policy 3349-AC-411: COM - Narrative Assessment 
 

REVISION HISTORY  
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Curriculum Management and Assessment Committee (reviewed 
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M1/M2 Curriculum Subcommittee (reviewed 10/18/2018) 
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   Subsequent Approval(s): 
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endorsed 6/23/2020)   

                                        Dean’s Leadership Group (approved 3/16/2021)   
                                        Curriculum Committee (approved 3/23/2021) 
 

Next Scheduled Review: (May 2024) 
 
RULE PROMULGATED UNDER 
 Not applicable. 
   
LEGAL  
 Not applicable. 
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Appendix A 

 
Northeast Ohio Medical University 

College of Medicine 
Position Responsibilities  

Course Directors 
 

 
Position Responsibilities: 

• Course Leadership and Representation 
o Provide academic leadership for the course 
o Represent the course on all related academic committees 

▪ Participate as a member of the corresponding curriculum sub-committee 
 
All course directors report to the Curriculum Committee and the associate dean(s) for medical 
education designated to oversee the segment of the curriculum to which the course is assigned.  Data 
regarding performance of course director job duties will be shared on an annual basis with the faculty 
member’s chair. 
 
Curricular  

• Course Design and Approval 
o Course Design 

▪ Use course learning objectives that link directly to the College of Medicine 
Educational Program Objectives and align with the College of Medicine Strategic 
Plan and curricular guiding principles 

▪ Design course instructional strategies and ensure all students achieve the same 
learning objectives  

▪ Ensure that teaching event (session) learning objectives link directly to the 
course learning objectives 

▪ Determine the standards for student achievement for each required learning 
experience and for the course overall. 

▪  Design student assessments that measure student learning of course objectives 
▪ Adhere to the College of Medicine Academic Policy regarding curriculum contact 

hours (NEOMED Academic Policy 3349-AC-409) 
▪ Prepare a course syllabus following the standard format 
▪ Review/approve course instructional materials 
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▪ Make course delivery available, as appropriate, using videoconferencing or 
recording as a curriculum delivery method. 

 
o Course Budget 

▪ Prepare and submit, by the established deadlines, a budget for course delivery 
indicating expenses to be allocated to the College of Medicine and those specific 
to student fees 

• Make any adjustments based on the approved budget 
▪ Monitor expenses throughout the conduct of the course to ensure adherence to 

the budget 
o Course Approval 

▪ Prepare and submit required course approval and review documents in a timely 
manner. 

 
Student Assessment  

• Student Feedback and Assessment 
o Schedule time to meet with students on an as-needed basis regarding learning in the 

course 
o Ensure that students are provided with formative feedback, midcourse feedback, end-

of-course feedback (NEOMED Academic Policy 3349-AC-407) 
o Follow the prescribed policy in the event of a grade dispute (NEOMED Academic Policy 

3349-AC-405) 
o Provide narrative assessment, as indicated by the nature and structure of the course 

(NEOMED Academic Policy 3349-AC-411) 
o Ensure that end-of-course grades are submitted within four (4) weeks of the end of the 

course (NEOMED Academic Policy 3349-AC-257), or in accordance with policies 
established by the Registrar 

o Design and execute remediation plans for those students eligible for remediation 
 
Administrative 

• Student Safety 
o Ensure that students are being trained in an environment that ensures their safety in all 

learning situations, to the best of the ability of the Course Director (NEOMED Academic 
Policy 3349-AC-408) 

o Ensure that students in all learning situations are supervised by a faculty member or 
otherwise qualified individual who is doing so within the scope of his/her practice 
(NEOMED Academic Policy 3349-AC-408) 
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• Course Evaluation 
o Participate in the collection and monitoring of student feedback regarding the course  

▪ Provide input to the Office of Academic Services regarding course evaluation 
questions specific to the course 

▪ Respond to student feedback 
▪ Share with students changes that have been made to the course in response to 

student feedback at the orientation to the course and in the syllabus 
o If the course involves small group teaching, ensure that comparability data are collected 

and reviewed annually, and that data are used to drive changes that lead to 
comparability  

o Participate fully in all aspects of the regular course review process conducted by the 
COM Curriculum Committee and its relevant subcommittees 

o Establish annual course improvement goals that directly address concerns raised during 
the regular course review process, concerns that arise from results of assessments of 
student learning, and concerns regarding accreditation  
 

• Course Faculty 
o Ensure that all faculty who teach in the course do so in their area(s) of expertise 
o Provide orientation and/or faculty development for course faculty 
o Share relevant course evaluation feedback with faculty and address concerns related to 

this feedback 
o Ensure that all course faculty who contribute in a substantive way to a student’s grade 

in the course have a NEOMED faculty appointment  
 

• Curriculum Support 
o Assist in orienting the designated course coordinator to course requirements and 

expectations of the coordinator for that course; assist with or provide any course-
specific training  

o Contribute annually to the course coordinator’s performance goal setting and 
performance review 
 

• Self-preparation 
o Remain current in best practices in medical education and student assessment 
o Complete required bi-annual FERPA training 

 

• Feedback to and assessment of Course Director performance 
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o Feedback about the course is provided regularly via the course evaluation 
protocol administered by the Office of Academic Services. 
 
▪ Feedback is provided to the corresponding Department Chair for 

consideration as part of the standard faculty performance review in the 
administrative category. 
 

o Course Director performance is reviewed by the COM Curriculum Committee as 
part of its regular course review process.  
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Appendix B 
 

Northeast Ohio Medical University 
College of Medicine 

Position Responsibilities  
Module Dyad Leaders  

 
Responsibilities: 

The modules and clerkships that comprise the curriculum leading to the MD degree are centrally 
managed by the Curriculum Committee (CC) and its subcommittees according to college bylaws and 
accreditation standards. The authority of module leaders is derived from the CC as outlined by the 
NEOMED Curriculum Management Charter. Module leaders and the modules that they oversee are 
subject to the decisions and actions of the CC. 

In addition to the general expectations of all course directors, the following detail the expectations of 
Module Dyad Leaders under the newly adopted Charter and curriculum structure. 

Module Dyad Leaders report to the Curriculum Committee, specifically through the Pre-clerkship 
Curriculum Subcommittee, and to the associate dean for medical education assigned to oversee the 
M1 and M2 Curriculum.  Data about performance of job duties will be shared with the faculty 
member’s chair on at least an annual basis. 

Module Dyad Leaders : 
 

1. serve on the college curriculum committee and subcommittees as described in the curriculum 
charter. Module leaders are responsible for attending scheduled meetings of the COM 
Curriculum Committee and/or its subcommittees, and staying abreast of curriculum committee 
decisions, directives, requests, and updates. 

2. meet with their module faculty regularly while the module is taking place;  
3. collaborate with students, staff, faculty, residents, other module leaders, and the medical 

college administration to offer a high-quality educational experience and foster a positive 
learning environment. Any negative factors, influences, or behaviors (e.g., student 
mistreatment) that take place within a module must be reported immediately to the associate 
dean for student affairs. 

4. be familiar with all applicable college policies and procedures related to their module.  
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5. follow and ensure to the best of their ability that all module personnel follow university policies 
intended to safeguard student educational record information and prevent the unauthorized 
distribution or disclosure of confidential student educational data (e.g., exam grades) as 
required by the Family Educational Rights and Privacy Act.  

6. have the prerogative to (1) determine module content based on assigned Educational Program 
Objectives (EPOs) and approved module objectives, (2) identify appropriate learning materials 
(textbooks, software, supplies, etc.) that students will need in order to achieve module 
objectives; (3) implement a module design consistent with CC guidelines, (4) select instructors 
for the module, in consultation  with each instructor’s department chair, (5) implement a 
module delivery strategy consistent with CC guidelines and subject to CC approval, and (6) revise 
the module based on the results of the evaluation process defined by the CC.  

7. serve as an educational liaison with their department chair and faculty. This includes providing 
periodic updates regarding module planning, delivery, and outcomes. 

8. submit a budget request for all materials needed for module delivery according to a timetable 
established by the dean’s office. 

Module leaders are encouraged to contact the College of Medicine Dean’s Office and Senior 
Associate Dean for Medical Education for any questions about these duties. 

Module Delivery 
 
Module Directors  

1. are familiar with the College of Medicine Educational Program Objectives (EPOs) and ensure 
that their module or clerkship addresses the EPOs assigned by the CC to confirm that  i) the 
module objectives and their linked EPOs are those approved by the CC, ii) the appropriate 
content is associated with the module objectives and linked to EPOs, and iii) assessment data 
are aligned with competency domains and EPOs and are collected and reported to the CC. 

2. ensure that the instructional methods used in all sessions (e.g., peer instruction, labs, small 
group sessions) are guided by appropriate weekly and/or session objectives (i.e., detailed 
objectives for individual sessions) provided to students. All weekly and session objectives must 
be clearly aligned with module objectives and their appropriately linked EPOs. 

3. ensure that student assessment methods are closely aligned with module objectives, weekly or 
session objectives, module content, and EPOs.  

4. are expected to attend applicable conferences and faculty development sessions as needed to 
revise and enhance module content and delivery. 

5. ensure that the teaching faculty and other instructional staff in the module (e.g., invited 
presenters, residents or graduate teaching assistants) clearly understand their teaching role and 
expectations and provide instruction that is appropriately integrated with content covered by 
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other modules. Module leaders are expected to select, assemble, and maintain a cadre of 
effective instructors as measured by instructor evaluations, and student performance. 

6. are expected to observe all sessions provided by instructors whenever possible. If the director is 
unable to observe a session, he or she can designate a proxy to observe that session. 

7. must develop an overall schedule according to the established timeline and process. Specifically, 
module leaders must work within a process defined by the CC and its subcommittees to develop 
a module schedule that is appropriately balanced, coherent, and integrated. 

8. must develop and use a syllabus and learning objectives that are compliant with the syllabus 
and learning objective standards established by the CC. All module policies and practices must 
be consistent with accreditation standards and university and college policies and practices. 

9. must provide an orientation for students at the beginning of the module that includes module 
policies, the module schedule, important dates, assignments and requirements, procedures, 
professionalism expectations, and grading standards. The director is responsible for conveying 
the expectations to all module faculty (including preceptors). 

10. must avoid changing module policies, assessment activities, or grading practices after the 
module has begun. Any changes to a module must occur at the beginning of an academic year or 
semester, except in extraordinary circumstances.  

11. are responsible for the development and delivery of all student assessments (e.g., quizzes, 
exams, etc.). Module assessment activities must be based on established college assessment 
practices and policies and must be clearly aligned with module objectives and content. Module 
leaders may ask for assistance in constructing module examinations by requesting faculty to 
submit questions for specific tests. The module leaders must work with faculty and any relevant 
exam writing or exam review committees to develop and refine exam questions. National 
standardized examinations may be used in selected modules when applicable.  

12. must be familiar with the United States Medical Licensure Exam question formats and general 
content areas.  

13. must provide mid-module formative feedback (using any of a variety of methods) to students by 
the mid-point of the module, conducted in a way that is sufficient to satisfy LCME 
requirements.  

14. must be accessible to students for module-related questions, counseling, and advice.  
15. must identify and support students experiencing academic difficulty. Any student experiencing 

unsatisfactory (i.e., failing or marginal) academic performance and/or personal problems must 
be referred to the associate dean for student affairs.  

16. must ensure that final module or clerkship grades are accurately developed, calculated and 
submitted within four weeks as mandated by the LCME, and in accordance with university 
policies and practices. 

17. must design and implement remediation plans for those students who are eligible for 
remediation according to the guidelines set forth by the CC. 
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18. must refer any student suspected of academic misconduct or unprofessional behavior (as 
described by college and university policies) to the associate dean for student affairs. 

19. recognize that the CC and its standing subcommittees are responsible for ensuring that modules 
including clerkships undergo formal evaluation in accordance with the College of Medicine 
Curriculum Evaluation Plan. Module leaders must review module evaluation data and make 
improvements as appropriate. Module leaders must address recommendations issued by the 
CC. Module leaders may be asked to submit module status reports (or other types of reports) 
periodically to the curriculum committee or appropriate subcommittee. 

20. must document their response in accordance to the CC evaluation process to observations or 
suggestions for change resulting from student evaluations of the module or clerkship. 

21. must report potential changes in module content, scope, delivery, objectives, prerequisites, 
assessments, grading system, or directorship to the chair of the CC.Major changes must be 
approved in advance of the academic year and semester, unless needed as a result of 
extraordinary circumstances and as permitted by the chair of the CC.  Changes in content, 
module objectives, or weekly/session objectives may also be reported through annual updates 
to the college’s curriculum database. Other changes must be brought to the attention of the 
Chair of the CC or its subcommittees. 

22. must respond to periodic requests for information issued by administrative staff in the dean’s 
office, when such information is needed for institutional operations (e.g., documentation for 
accreditation purposes). This includes requests associated with module policies, content, 
delivery, faculty, assessment, comparability, etc.  

23. must ensure that all instructors (including physicians who teach, assess, or supervise students ): 
i) have faculty appointments (e.g., a regular or volunteer faculty appointment, except for 
residents and non-physicians who serve as teaching assistants) and ii) receive the information 
and materials as described in the college policy for faculty and non-faculty instructors. Any 
problems or challenges associated with a non-faculty instructor's teaching quality or interaction 
with students must be addressed by the module director. 
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Appendix C 
 

Northeast Ohio Medical University 
College of Medicine 

Position Responsibilities 
M1 and M2 Clinical Site Directors 

 

 
M1 and M2 Clinical Site Directors report to the appropriate Course Directors who have oversight by 
Curriculum Committee, specifically through the Pre-clerkship Curriculum Committee and who report 
to the associate dean(s) for medical education assigned to oversee the M1 and M2 segments of the 
curriculum. 
 
Responsibilities:  
 
Supervision and recruitment of faculty and instructors 

• Serve as a seminar leader at the clinical site 

• Recruit and schedule physician faculty to serve as seminar leaders (or oversee the site 
coordinator performing this process with). Provide seminar leader information to NEOMED. 

• Support training of seminar leaders  

• Recruit faculty to deliver teaching sessions at the clinical teaching site (or oversee this process 
with the site coordinator). Provide this information to NEOMED. 

• Notify NEOMED of any changes in scheduling for a seminar meeting or lea 

• Ensure that students in all learning situations are supervised by a faculty member or otherwise 
qualified individual who is doing so within the scope of his/her practice (NEOMED Academic 
Policy 3349-AC-408) 

• Ensure appropriate delegation of tasks and appropriate supervision of students. (NEOMED 
Academic Policy 3349-AC-408) 
 

Support of students and student learning at the site  

• Monitor each student’s progress in interviews and seminars by keeping an open line of 
communication with all seminar leaders 

• Provide extra practice opportunities for interviews, data recording and seminar skills in 
conjunction with staff at NEOMED for any student in need of such experiences 

• Monitor each student’s progress in physical diagnosis laboratories (PDL) by keeping an open line 
of communication with instructors 

• Assist instructors in providing any necessary extra practice or remediation opportunities 
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• Preferably, but not required, conduct one or two meetings with each student assigned to the 
site to review student progress and goals in the pre-clerkship clinical courses 

• Report student absences, tardiness and other student conduct and/or professionalism concerns 
to NEOMED in a timely fashion 

 
Serve as site representative in communications with course directors 

• Attend Clinical Site Directors meetings (mid-semester (30 minutes touch base) and end of 
semester (2 hours)) or send designee if unable to attend.  

• At the end of each course compile the assessments and feedback from seminar leaders and 
instructors to verify that each student is meeting course objectives and to identify students who 
are experiencing difficulties. Plan to report this information at the Clinical Site Directors 
meetings. 

 



NEOMED ACADEMIC POLICY 

 

Policy No:    3349-AC-425 
                       

 

ACADEMIC POLICY TITLE:   
    COM - Course Director and Module Dyad Leader Qualifications and 

Responsibilities 

EFFECTIVE DATE: 
     01/01/2019 
REVISED:   
     03/16/2021 

RESPONSIBLE DEPARTMENT: 
Medical Education, College of Medicine  
 

Approval Authority: 
Dean, College of Medicine 

Responsible Office:   
Office of the Dean, College of 
Medicine 

 

20 

 

Appendix D 
Northeast Ohio Medical University 

College of Medicine 
Position Responsibilities 

M3 Clinical Experiential Directors 
 
Reporting/Supervision: 
All Clinical Experiential Directors report to the Curriculum Committee, specifically through the Clinical 
Curriculum Subcommittee and to the Associate Dean of Experiential Education 
 
Position Responsibilities: 
Curricular: 

• Core Curricular Content 
o Ensure all medical students have access to the appropriate curricular content in the 

CED’s clinical discipline. 
i) Make recommendations for M3 and M4 curricular content revisions annually- 
including input on content for courses that are prerequisite to M3 core clerkships, 
the core clerkships and the M2 required and elective rotations;  
ii) review and approve updates to corresponding syllabi and course learning 
management systems. 
ii) Assess content accessibility (ex., patient encounters, required text, streaming 
video lectures, web-based clinical cases) 

o Support the assurance that teaching is comparable among clerkship teaching sites 
o Review overall student performance and curricular content effectiveness annually 

utilizing standard measures, e.g., NBME subject examination, USMLE Step 2, course 
evaluation, AAMC Graduate Questionnaire 

• Teaching 
o Participate, as needed, in the delivery of the curriculum, including, but not limited to, 

clerkship related sessions during prerequisite courses. 

• Clinical Skills Experience Portfolio (CSEP) 
o Review the assigned essential clinical skills for patient encounters and procedures at 

least annually. 
o Ensure that these essential clinical skills support the clerkship/course learning objectives 

Review and assess completed student logs for compliance with established guidelines 
and adherence to comparability standards 
Ensure that all students taking the clerkship  

i) are observed performing a patient physical examination and taking a patient 
history relevant to the objectives of that clerkship;  
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ii) have opportunities to complete all required clinical experiences (CSEP); and  
iii) confirm that all students in the clerkship comply with the college’s duty hour 
policy. 

o Affirm proper completion of the CSEP on the students’ final grade report forms, 
including review of contents, as indicated 

i) Identify and track completion of clerkship- or elective-specific critical skills  
ii) Identify site-specific deficiencies including but not limited to curricular 
content, patient volume and case mix 

• Clinical Skills Assessments (CSA) 
o Support the clinical skills assessments in the M3 and M4 years 

i) Identify appropriate content based on the CSEP and curriculum objectives 
ii) Support development of case content in collaboration with the course 
directors and/or the Wasson Center 
iii) Make recommendations for revisions to case content 
iv) Serve as assessor and identify other faculty to serve as assessors for the CSAs  
v) Participate in related faculty development, as needed 
vi) Assist in dissemination of student performance results to clerkship site 
directors, as needed 

• M3 Student Performance Evaluation Forms (SPEF) 
o Review all site-specific final grade report forms for accuracy, completeness and 

compliance with established assessment and grading guidelines, including 
appropriateness of final comments to be used for the Medical Student Performance 
Evaluation (MSPE) 

i)  forms to clerkship site directors for corrections and or additions, as necessary 
ii)  Communicate with clerkship site directors regarding any completion 
deficiencies; conduct faculty development as needed 

o Participate, as needed, in grade disputes for M3 and M4  
 

• Formative feedback to students 

• Ensure that sites are compliant with the provision of mid-clerkship and end-of-clerkship 
feedback to students and the provision of narrative assessment 

 
Administrative: 

• Faculty Development 
o With Clerkship Site Directors, facilitate the delivery of student feedback to individual 

clinical preceptors across clinical sites  
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o Identify need, deliver/facilitate and/or attend discipline specific faculty/resident 
development related to teaching and student assessment for clerkships and electives 

• M3 Clerkships 
o Meetings 

i) Schedule, with assistance of the Course Coordinator, chair and participate in 
clerkship-specific site director meetings  
ii) Participate in Clinical Curriculum Subcommittee meetings 
iii) Assist in planning and participate in related in-depth clerkship reviews, 
implement related clerkship-specific recommendations and communicate 
proceedings to related clerkship site directors 
iv) Participate in orientation/training (or retraining) of clerkship-specific Clerkship 
Site Directors 
v) Meet with site directors as needed to ensure that clerkship requirements are 
being accomplished. 

o Student Assessment  
▪ Ensure that SPEFs are submitted in a timely manner from related Clerkship Site 

Directors, no later than four weeks after the end of the rotation 
▪ Ensure that competency ratings of “below expectations” are supported by 

comments 
▪ Ensure that the summary/global comments are robust and appropriate for 

inclusion in the MSPE 
▪ Ensure “Incomplete” SPEF requirements are completed by students 
▪ Participate, as needed, in grade disputes for M3 and M4  

o Course Evaluation  
▪ Ensure implementation of curriculum is consistent across teaching sites – assess 

for site specific discrepancies 
▪ Review end-of-clerkship site evaluations by students and address concerns with 

the specific sites 
▪ Address concerns that are identified outside of formal course evaluation 

processes with clerkship site directors 
▪ Conduct an annual evaluation of the performance of their clerkship site 

directors using the Clerkship Score Card. 

• Communication 
o Communicate with the Associate Dean of Experiential Education or the Senior Director 

of Clinical Experiential Learning with information regarding Clerkship and Elective Site 
Director(s), student(s), faculty, teaching site concerns, etc. 

o Collaborate with Clinical Experiential Directors from other disciplines 
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o Gather discipline specific information from clerkship and elective site directors as 
necessary 

o Seek Clerkship Site Director and Elective Director feedback/input and communicate to 
Clinical Curriculum Subcommittee and the Associate Dean of Experiential Education as 
necessary 

• General Oversight  
o Identify student issues and communicate them to the Associate Dean of Experiential 

Education or the Senior Director of Clinical Experiential Learning.  
o  Identify site specific issues and communicate them to the Associate Dean of 

Experiential Education or the Senior Director of Clinical Experiential Learning  
o Provide oversight for implementation of Clinical Curriculum Subcommittee 

recommendations for the specific clerkship 
o Provide oversight for annual modification and implementation of core curriculum 

initiatives 
o Collaborate with students, staff, faculty, residents, other module leaders, and the 

medical college administration to offer a high-quality educational experience and foster 
a positive learning environment. Any negative factors, influences, or behaviors (e.g., 
student mistreatment) that take place within a module or clerkship must be reported 
immediately to the Director of M3 Clinical Experiences and the Associate Dean of 
Student Affairs.  Assist in the mitigation of factors that negatively impact the learning 
environment. 
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Appendix E 
 

Northeast Ohio Medical University 
College of Medicine 

Position Responsibilities 
M3 Clerkship Site Directors  

 
Report to Clinical Experiential Directors and associate dean(s) for medical education and to the 
Curriculum Committee through its Clinical Curriculum Subcommittee. 
 
Responsibilities: 
Curricular: 

• Site-specific Clerkship Delivery 
Establish a site-specific curriculum delivery structure in line with the overall clerkship curriculum 
structure and comparability standards to enable students to achieve the clinical curriculum as 
detailed in the clerkship’s Syllabus and Clinical Skills Experience Portfolio.  
o Student Scheduling 

i) Create student schedules of activities prior to the start of each clerkship rotation, 
often with the assistance of hospital educational support. Schedules can include, but are 
not be limited to, call, didactic sessions and outside clinical rotations.  
ii) Assure that each student’s schedule is balanced and consistent with clerkship 
curricular and comparability requirements. 

 

• Clinical Teaching 
o Orient students to clerkship roles and responsibilities in general as well as any site-specific 

requirements 
o Ensure that when students are in clinical learning situations that involve patient care, they 

are appropriately supervised- at all times to ensure patient and student safety, that the level 
of responsibility delegated to the student is appropriate to his/her level of training and that 
the activities supervised are within the scope of practice of the supervising health 
professional (NEOMED Academic Policy 3349-AC-408 Clinical Supervision) 

o Participate in clinical teaching – rounds, presentations, small group discussions, clinical skills 
reviews, etc. 

o Oversee and assess student ability to communicate appropriately in writing (ex., history, 
physical examination, SOAP notes) and verbally (ex., case presentations); review materials 
on an on-going basis to gain insight into cognitive growth 

o Provide mentoring for students throughout the clerkship 
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o Use educational techniques, based on the adult learning paradigm to enable students to 
become self-driven, life-long learners 

o Teaching techniques can include weekly independent student group study sessions with 
specified educational topics 

i) Support students in arranging for reviews/discussions of the focused review topics 
 

o Core Curricular Content 
o Identify faculty for teaching presentations as needed 
o Review web-based case content 
o Share core curricular content as a teaching resource for clinical teachers at the site. 

 
o Practice Based Learning and Improvement (PBLI) Project (all clerkships except Emergency Medicine) 

o Review expectations with students, including the focus on the PPICONS approach 
o Approve each student’s clinical question/topic 
o Schedule presentations 
o Identify other appropriate faculty for presentation review 
o Assess presentations each clerkship cycle and communicate the assessment to each student 

 
o Clinical Skills Experience Portfolio (CSEP) 

o Ensure that students are have opportunities to complete all required clinical experiences 
o Review completion expectations with students at the inception of the clerkship 
o Review individual student logs, including content and timeliness of data entry, on ongoing 

basis and provide feedback about completeness and deficiencies in exposure or practice to 
each student at least twice during the rotation – at a mid-clerkship review and at the end of 
the clerkship 

o Ensure that each student has an adequate volume of patients and an appropriate case mix 
o Document completion of the log on each student’s final grade report form 
 

o Clinical Skills Assessment (CSA) 
o Participate in the CSA assessment at the NEOMED Wasson Center as part of the M3 

curriculum 
o Serve as rater and assist the course director with identifying other faculty from your clinical 

site to participate in CSA rating 
o Make recommendations regarding development of new and/or modification of existing CSA 

case content to the ACM Course Director 
 

o Palliative/Hospice Care 
o Identify if your site/clerkship has students assigned to this teaching session 
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o Review expectations with students as part of clerkship/site orientation 
o Family Medicine Clerkship: Schedule clinical site visits  

 

• Student Assessment and Grading: 
o Notify the Associate Dean of Experiential Education, Senior Director of Clinical Experiential 

Learning and/or Clinical Experiential Director as soon as a student is identified as performing 
below expectations 

o Student Performance Evaluation Form (SPEF) 
o Distribute all student clinical performance assessment forms 

i) Assure that an adequate number of faculty assess each student’s performance 
throughout the clerkship 
ii) Assure that assessment forms are completed accurately and constructively 

o Complete SPEFs 
i) include narrative comments as required for competencies assessed as “below 
expectations”  
ii) provide Site Director Summary that will be used for the student’s Medical Student 
Performance Evaluation (MSPE) 
iii) apply failure, pass, and pass with commendation criteria appropriately to 
determine the student’s grade for the clinical portion of the clerkship 
iv) ensure overall ranges for pass and pass with commendation fall within 
acceptable percentages as recommended by the COM. 
v) Submit SPEFs in a timely fashion – no more than four (4) weeks after the 
conclusion of the clerkship 

o Student Feedback 
i)  informally on an ongoing basis throughout clerkship 
ii) Pursue/clarify any “needs development” concerns from residents and faculty to 
determine whether isolated or recurring in nature 

o Communicate any concerns about student performance to CEDs or Associate Dean for 
Experiential Education 

i) Provide formally at a mid-clerkship review and an exit face-to-face assessment 
summary; clearly communicate deficiencies to the student, particularly if an overall 
grade of “fail” is being assigned  
 

o Grade Dispute 
o Serve as the point of first contact for a student disputing his/her clerkship grade 

i) Provide a written summary of the discussion within 5 working days that includes 
the recommended resolution 
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Administrative: 

• Faculty Orientation and Development 
o Provide orientation and faculty development for faculty, residents and staff, with assistance 

from NEOMED, pertaining to clerkship procedures, requirements, curriculum content, 
teaching techniques and/or student assessment, to ensure that the site’s educational 
procedures and educational outcomes are comparable with other sites; information 
provided annually via a NEOMED-conducted student evaluation of the clerkship 

o Help ensure resident completion of NEOMED resident/faculty orientation module at your 
site. 

o Facilitate the delivery of student feedback to individual clinical preceptors at that clinical site 
o Complete annual comparability survey  

 

• Clerkship Evaluation 
o Participate centrally, with NEOMED and clerkship academic leadership on an ongoing 

critique of the clerkship curriculum (clinical, didactic, assessment), including content, 
procedures and delivery, and effectiveness in accomplishing clerkship goals and objectives 

o Participate in annual clerkship review with CED  
o Develop and report to Curriculum Committee plans that address any identified deficiencies 
o Attend to the in-depth evaluation of the specific clerkship that is held every three years 

 

• Meetings and Communication 
o Participate in discipline-specific Clerkship Site Director meetings 
o Work collaboratively and constructively with the Clinical Experiential Director and Associate 

Dean of Experiential Education.   Communicate site-specific concerns to the clerkship 
administrative team including the Associate Dean of Experiential Education and clerkship-
specific Clinical Experiential Director. 

 

• Clerkship Support 
o Participate, when able and as required, in centralized educational activities that can include, 

but not be limited to, Clinical Skills Assessments (specified above), the Prerequisite to the 
Clinical Curriculum course, M3 orientation activities, etc. 

 

• Performance Review  
o Participate in an annual review of performance with the Clinical Experiential Director  
o Review site-specific faculty feedback and address concerns. Develop and implement 

remediation plans when necessary.  
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• Follow all Clerkship policies and procedures according to the Clerkship Site Director Manual 
 

• Provide site-specific, and discipline-specific information as requested by the Senior Associate 
Dean of Medical Education, Associate Dean of Experiential Education, Senior Director of Clinical 
Experiential Learning, or Clinical Experiential Director, which may be needed for accreditation 
reports 

 


