
Policy Title: M-3 Clerkships and M-4 Senior Required and Elective Rotations Attendance 
Policy 
 
Policy Number (relate to LCME Element as applicable): UCF COM Policy 12.5.1 version 4 
 
Applies to: All third and fourth year medical students at the University of Central Florida College of 
Medicine (UCF COM). 
 
Date: 12/16/2016 
 
1.0 Purpose: 
To specify anticipated and unanticipated absences during the third and fourth year of medical school. 

 
2.0 Policy Statement: 
General Attendance Policy: 
 
As a member of a health care team during the third and fourth years of medical school, students are 
expected to attend all scheduled hours of clinical responsibilities and didactic instruction.  There is no 
guaranteed time off for secular holidays. Students are expected to follow the holiday practice of the 
clinic/hospital/site at which they are rotating.   Clinical responsibilities such as night call and rounding 
take precedence over holiday schedules.  If situations arise which require students to miss time from 
clerkship responsibilities, the guidelines below will be followed. Additional remediation may be required 
at the Clerkship Director’s discretion (e.g., the taking of extra call).  The Clerkship or rotation director 
should be notified prior to the start of the rotation of requests for absences for religious observances 
(see “Religious Observances” under “Absences/Attendance” in the UCF COM Student Handbook).  

Excused Absences: Definitions and Required Actions:  

Anticipated Absences: 
o Presentation of research at professional meeting 
 Maximum of one meeting per academic year; and 
 Same research project may not be presented at more than one meeting; and 
 Time away is only for presentation of data and travel time; and 
 Requests must be submitted to Clerkship Directors for approval no later than 6 weeks prior to date 

of presentation. 
 If approved, the student is responsible for notifying the attending/resident and their team in 

advance of all anticipated absences.   
 The student must complete the absence form, have it signed by the Clerkship Director and forward 

it to the Office of Student Affairs. 

 Requests for exceptions to this policy (e.g., for those on National Committees or those with 
compelling reasons to give additional research presentations) must be discussed with the 
Clerkship Director in advance. 

o Residency interviews 
 During interview months of October-January, students will be allowed to take time off for 

interviews.   
 On 4-week rotations, the maximum number of days allowed is 4 (no more than 3 consecutive 

days).   On 2-week rotations, the maximum is 2 days.  Requests for additional days must be 
discussed and approved by the rotation director.  If request exceeds the maximum number 
allowable, student may be required to repeat the rotation. 
 Requests must be submitted in writing to rotation director/s prior to the start of the affected 

rotation/s or within 24 hours of an interview offer during the course of the rotation. 



 Once approved, the student is responsible for notifying the attending/resident and their team in 
advance of all anticipated absences.   
 The student must complete the absence form, have it signed by the rotation director and forward it 

to the Office of Student Affairs.   

o Meeting with core advisor or Dean of Students 
 May schedule one meeting with advisor or Dean of Students during each clerkship/elective 
 Meeting/s must be approved in advance by the Clerkship Director; and 
 Meeting/s must be scheduled at a time that minimizes disruption of clinical responsibilities, 

didactics and other clerkship activities; and  
 Absence includes time for meeting and appropriate travel time only; and 
 Students are required to be present at clinical sites before and after meeting/s as dictated by their 

clinical schedules. 
o Health Care Visits (e.g., well visits, preventive care):  students should try to schedule these 

appointments when on vacation or not on clinical duty, but if this is not possible, they can apply for 
an excused absence:  
 Meeting/s must be approved in advance by the Clerkship Director; and 
 Meeting/s must be scheduled at a time that minimizes disruption of clinical responsibilities, 

didactics and other clerkship activities; and  
 Absence includes time for meeting and appropriate travel time only; and 
 Students are required to be present at clinical sites before and after meeting/s as dictated by their 

clinical schedules. 
Unanticipated Absences: 

o Hospitalization of student 
o Death of family member 
o Illness 
 An excused absence may be granted if you are ill.  
 An excused absence due to illness requires that a note from your physician be obtained and 

given to the Clerkship Coordinator within 24 hours of the first day missed if:  illness lasts 72 
hours or more at any time, lasts 24 hours during the final week of a rotation, or at the discretion 
of the Clerkship Director; and 
 The Clerkship Coordinator and the attending physician/resident physician on your clinical team 

are notified by you in a timely fashion (e.g., before the start of AM rounds); and  
 The student absence form is completed, signed by the Clerkship Director and forwarded to 

Student Affairs.   
 

 

Unexcused Absences: Definitions and Required Actions:  

o Unexcused Absences include:  
 Vacations, personal days or social events, including weddings, graduations or birthdays 
 Routine doctor/dental appointments 
 Taking Step 2 exams during the third year 
 If the student chooses to travel for personal reasons during the rotation (e.g., a weekend off), it 

is expected that the student will return to her/his clinical responsibilities on time.  Delays in 
returning (e.g., bad weather, missed flights) will be considered as unexcused.   
 Missing any portion of the Orientation to the Third Year, the M3 Capstone, the M4 Capstone or 

the Longitudinal Curricular Sessions 



o In the event of an absence from the clerkship without permission from the Clerkship Director, 
the student will lose 5 points for each unexcused day.  These points will be taken off the final 
clerkship grade.  

o Additional remediation may be required at the Clerkship Director’s discretion (e.g., the taking of 
extra call). 

o Unexcused absences impact upon assessment of a student’s professionalism and will be 
reported to the student SEPC. 

 

University of Central Florida 
College of Medicine 

 

3rd and 4th Year Attendance Agreement 
 

 

Student:           Class of:       

 

I have read and understand the policy on 3rd and 4th Year Attendance.  I understand that 
absence from the clerkship may require me to make up time, which could include additional call 
or a weekend shift. I also understand that failure to adhere to the Attendance Policy may affect 
my final grade. 

 

 

Medical Student Signature: ___________________________ Date: ________________ 

 

Clerkship Director Signature: _________________________  Date: ________________ 

 
3.0 Definitions: 
N/A 
 
4.0 Responsibilities: 
Clerkship and rotation directors are responsible for adherence to the policy. 
 
5.0 Monitoring Procedures: 

• After review of this policy during M3 Orientation, all students will sign the above 3rd and 4th Year 
Attendance Agreement.  Students can sign this policy electronically in WebCourses. 

 
6.0 Related Policies: 



“Religious Observances” under “Absences/Attendance” in the UCF COM Student Handbook. 
 
7.0 Key Search Words: 

Attendance  Anticipated absences Unanticipated absences 
Unexcused absences   

 
8.0 Revision History: 

Version Date Approved Modifications 
V1  Original 
V2 2-14-14 Additional information on 

anticipated and unanticipated 
absences, and compliance. 

 6-29-15 Additional information on 
reporting to the student SEPC. 

V4 Approved by M3/M4 
Subcommittee on 12-16-16 

Clarification regarding holidays 
and health care visits. 

 
9.0 References: 
N/A 
 
Responsible Office: Associate Dean, Faculty and Academic Affairs 
 
Policy Contact: Assistant Dean, Medical Education   
 
Supersedes: Attendance Policy 
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