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A Word from our Dean 

 

 

 

 

Dear Pharmacy Students, 

The experiential component of our curriculum is a significant and important part of the pharmacy 

program.  This is where you will have the opportunity to see pharmacy practice in action, test out 

your beliefs about practice in a variety of settings, and bring these experiences back to the 

classroom. While your goal is to learn as much as possible while you are at your site, please 

remember that they will be learning from you as well.  You will be bringing with you the latest 

information about drug therapy, and how the profession of pharmacy is practiced today and will 

be practiced tomorrow.   

 

Your first set of experiences will be more observatory in nature, but they will become much 

more participatory as you progress through the program.  Take advantage of this opportunity to 

fine tune your career goals as you explore the avenues pharmacists can take within the 

profession.  Such an opportunity to explore a wide variety of career options seldom presents 

itself, so take advantage of it and make the most of it.      

 

Also, remember that you are representing the Husson University School of Pharmacy.  What you 

do and say reflects on the entire school, and the profession as a whole.  Do your best to go above 

and beyond the minimum to get the grade you desire for a particular experience.  If you do, the 

rewards will be far greater than just a satisfactory grade.  Good luck!   

 

Sincerely, 

 

 

Rodney A. Larson, Ph.D., R.Ph. 

Dean 
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PREFACE 

This manual represents a guide for the Introductory Pharmacy Practice Experience (IPPE) and 

the Advanced Pharmacy Practice Experience (APPE) at Husson University School of Pharmacy.  

It is intended to be used as a planning tool, guide, form repository, and reference for you. 

Through the collaborative efforts of preceptors, students, the Director of Experiential Education, 

administrative team, and faculty, an academically sound, practice experience can be provided 

that facilitates achievement of the introductory and advanced competencies expected in 

pharmacy practice. 
 

The Pharmacy Practice Experiential Education program is designed to provide experiential 

education opportunities through supervised participation in pharmacy practice. The rotations 

were developed in accordance with the mission and vision of Husson University School of 

Pharmacy, the mandates of the Maine State Board of Pharmacy regarding Internship 

requirements, and the “Standards 2007” set forth by the Accreditation Council for Pharmacy 

Education (ACPE). Students will receive both academic credit and Internship hours toward the 

1,500 hours required for licensure by the Maine State Board of Pharmacy. 
 

One of the primary purposes of the IPPE curricular components is to facilitate your transition 

from a didactic learner to a competent, caring professional, who provides patient-centered care 

and assures optimal patient outcomes. During this transition, you will be expected to acquire the 

knowledge, skills, attitudes, and values that are important to the pharmacy profession. 
 

Pharmacy students taking part in the IPPE and APPE courses will work under the direct 

supervision of selected preceptors, who are either full-time, adjunct, or voluntary faculty 

members of the School of Pharmacy. Preceptors are expected to guide and mentor students in 

applying knowledge learned in the classroom, techniques learned in the laboratory, and 

compassion learned through life experiences, with the ultimate goal of improving the health of 

their patients. The ideal preceptor mentors students in finding a pathway within the profession 

for achieving their personal and professional goals. 
 

Comments and suggestions are always welcome. Please feel free to contact the Director of 

Experiential Education with any ideas, questions, or concerns. 
 

Ahmed Abdelmageed, PharmD 

Director of Experiential Education 
Assistant Professor 
Husson University 
School of Pharmacy 

One College Circle 
Bangor, ME  04401-2999 
Phone: 207-992-1960 

Fax: 207-992-1954 
abdelmageeda@husson.edu 

mailto:abdelmageeda@husson.edu
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Code of Ethics for Pharmacists 

 

A pharmacist respects the covenantal relationship between the patient 
and pharmacist. 

 

A pharmacist promotes the good of every patient in a caring, 
compassionate, and confidential manner. 

 

A pharmacist respects the autonomy and dignity of each patient. 

 

A pharmacist acts with honesty and integrity in professional 
relationships. 

 

A pharmacist maintains professional competence. 

 

A pharmacist respects the values and abilities of colleagues and other 
health professionals. 

 

A pharmacist serves individual, community, and societal needs. 

 

A pharmacist seeks justice in the distribution of health resources. 

 Adopted by the membership of the American Pharmaceutical Association October 27, 1994. 
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I- Introduction 

The primary goal of the Pharmacy Practice Experience is to make the transition to become ardent 

practitioners in a safe and effective manner under the guidance and mentorship of a licensed 

pharmacist. This transition is not a passive process but rather requires active participation and 

communication. You should recognize that the preceptor‟s responsibility is to guide your thought 

process through real life situations and to pass on to you critical thinking techniques used in 

making a sound therapeutic decision. It should also be recognized that the optimum learning 

experience requires mutual respect and courtesy between both preceptor and student. You must 

accept the responsibility for learning and seek to be engaged in situations that would facilitate 

learning. You are encouraged to communicate with all persons involved in your training 

including pharmacists, physicians, technicians, other health care professionals, and patients. 

 

The experiential component of the curriculum will consist of introductory experiences beginning 

in the first professional year, cumulating in the final professional year consisting of 6 six-week 

advanced pharmacy practice experiences. You will be exposed, under the direct supervision of 

an approved pharmacy preceptor, to a variety of institutional and community-based practice 

settings through a variety of required and elective options. For electives, setting types will be in 

the areas of research, management, education, managed care, long-term care, hospice, and home 

health care. Only one of the six experiences can be of a non-patient care type (e.g., state 

association, research, academic, etc.). 

 

II- School’s Mission 
 

The mission of the Husson University School of Pharmacy (HUSOP) is an extension of the 

institutional mission stating: “Graduates of the Husson University School of Pharmacy will be 

capable of providing patient- and population-centered pharmaceutical care. The educational 

outcomes of the program encompass disease management, health promotion, systems 

management, communication, problem solving, and professionalism. The School of Pharmacy is 

committed to delivering these outcomes by learned and diverse faculties who excel in teaching 

and contribute to the profession and community through scholarly activities and service.” 

 

III- Experiential Education: 
 

Experience is not what happens to a man; it is what a man does with 

what happens to him. 
- Aldous Huxley, Texts & Pretexts: Introduction 
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A- What is experience
1
? 

Experience refers to the nature of the events someone has undergone.  Experience is what is 

happening to us all the time - as we long we exist. 

- Experience, used in the present tense, refers to the subjective nature of one's current 

existence.  Humans have a myriad of expressions, behaviors, language, emotions, etc. 

that characterize and convey our moment-to-moment experiences. 

 

- Experience, used in the past tense, refers to the accumulated product (or residue) of past 

experiences e.g., after many hours of training and practice building furniture out of 

wood, we now consider him/her to be an experienced wood craftsman. 

These two emphases of the word experience (present and past) emerge from a critical 

connection and philosophical issue: To what extent do one's past experiences influence one's 

current and future experience? 

 

The idea that past experiences influence future experiences was termed continuity by John 

Dewey, an American psychologist, philosopher and educator.  All experiences, argued Dewey, 

impact on one's future, for better or worse.  Basically, cumulative experience either shuts one 

down or opens up one's access to possible future experiences. 

B- What is experiential learning1? 

Experiential learning denotes two different types of learning: 

1- Experiential learning by yourself 

Learning from experience by yourself might be called "nature's way of learning".  It is 

"education that occurs as a direct participation in the events of life". It includes learning 

that comes about through reflection on everyday experiences.  Experiential learning by 

yourself is also known as "informal education" and includes learning that is organized by 

learners themselves.   

2- Experiential education 

Experiential education is a philosophy and a methodology in which educators 

purposefully engage with learners in direct experience and focused reflection in order to 

increase knowledge, develop skills, and clarify values
2
. It is often contrasted with 

didactic education, in which the teacher's role is to "give" information/knowledge to 

student and to prescribe study/learning exercises which have "information/knowledge 

transmission" as the main goal. Principles of experiential learning are used to design 

experiential education programs.  

  

An experiential educator's, or a preceptor‟s, role is to organize and facilitate direct experiences of 

phenomenon under the assumption that this will lead to genuine (meaningful and long-lasting) 

learning.   
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C- What to expect from your preceptor: 
 

You should always appreciate the time and expertise that preceptors are providing for your 

education and training and should understand that often preceptors will provide reference 

concerning your knowledge, skills, and attitude in a positive and constructive manner as means 

and tools of education and mentoring. 

1) The preceptor shall explain his/her expectations of you and ensure that you are in compliance 

with the site‟s specific requirements; e.g. HIPAA requirements, professional appearance, 

responsibilities, parking etc.  

 

2) The preceptor shall review rotation schedule with you and set dates for completion of 

activities. Ask your preceptor for a rotation calendar. 

3) The preceptor shall orient you to the site with appropriate introduction to staff. 

 

4) An alternative person should be identified for you to report your attendance on the days the 

preceptor is not on site.  

 

5) The preceptor shall be familiar with rotation objectives and be willing to assist you in 

achieving such objectives.  

 

6) The preceptor shall remain positive and constructive in their criticism/evaluation of you and 

should do so privately and continuously throughout your rotation. 

 

7) The preceptor is expected to be familiar with and be able to utilize provided tools for 

assessment and shall give you feedback on ongoing basis. 

 

D- Professionalism: 

Professionalism is defined as the active demonstration of the traits of a professional. These traits 

include: knowledge and skills of the profession, commitment to self-improvement of skills and 

knowledge, service orientation, pride in the profession, covenantal relationship with client, 

creativity and innovation, conscience and trustworthiness, accountability for his or her work, 

ethically sound decision making and leadership.  

Ten Traits that Distinguish a Professional - As defined in the 1999 APhA-ASP/AACP White 

Paper on Student Professionalism, pharmacists and pharmacy students act professionally when 

they display the following behaviors as categorized into 10 broad traits: 

1- Professional Knowledge, Skills and Behaviors 
2- Commitment to Self-Improvement and Life-Long Learning 

3- Service Orientation/Altruism 
4- Continuing Commitment to Excellence and Pride in the Profession 
5- Covenantal Relationship with the Patient and Respect for Others 
6- Creativity and Innovation 

7- Conscience and Trustworthiness 
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8- Accountability 
9- Ethically Sound Decision-Making 

10- Leadership 

Pledge of Professionalism 

As a student of pharmacy, I believe there is a need to build and reinforce a professional identity 

founded on integrity, ethical behavior, and honor. This development, a vital process in my 

education, will help ensure that I am true to the professional relationship I establish between 

myself and society as I become a member of the pharmacy community. Integrity must be an 

essential part of my everyday life and I must practice pharmacy with honesty and commitment to 

service. 

To accomplish this goal of professional development, I as a student of pharmacy should: 

DEVELOP a sense of loyalty and duty to the profession of pharmacy by being a builder of 

community, one able and willing to contribute to the well-being of others and one who 

enthusiastically accepts the responsibility and accountability for membership in the profession. 

FOSTER professional competency through life-long learning. I must strive for high ideals, 

teamwork and unity within the profession in order to provide optimal patient care. 

SUPPORT my colleagues by actively encouraging personal commitment to the Oath of 

Maimonides and a Code of Ethics as set forth by the profession 

INCORPORATE into my life and practice, dedication to excellence. This will require an 

ongoing reassessment of personal and professional values. 

MAINTAIN the highest ideals and professional attributes to ensure and facilitate the covenantal 

relationship required of the pharmaceutical care giver.  

The profession of pharmacy is one that demands adherence to a set of rigid ethical standards. 

These high ideals are necessary to ensure the quality of care extended to the patients I serve. As a 

student of pharmacy, I believe this does not start with graduation; rather, it begins with my 

membership in this professional college community. Therefore, I must strive to uphold these 

standards as I advance toward full membership in the profession of pharmacy.  

Developed by the American Pharmaceutical Association Academy of Students of Pharmacy/American 

Association of Colleges of Pharmacy Council of Deans (APhA-ASP/AACP-COD) Task Force on 

Professionalism; June 26, 1994 
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E- Cultural Competence:  

In its “Achieving Cultural Competence” paper, the department of Health and Human Services 

defines culture and its effects as "the shared values, traditions, norms, customs, arts, history, 

folklore, and institutions of a group of people…Culture shapes personal and group values and 

attitudes, including perceptions about what works and what doesn‟t work, what is helpful and 

what is not, what makes sense and what does not”. 

In promoting the good of every patient and ensuring equity in distribution of health care to all 

patients it is essential for a pharmacist to acknowledge the diversity of the patient population 

he/she serves. Knowledge, sensitivity and respect to patient‟s set of core value and beliefs are 

necessary tools for achieving optimal patient safety and treatment success.  

 

IV- General Policies 

 

You are expected to abide by the policies established in this manual, your handbook, the 

University Catalog along with the policies established specific to the School of Pharmacy 

students. It is the mutual responsibility of both you and the preceptor to familiarize you with the 

policies and procedures of the site where the preceptor practices pharmacy. 

A preceptor may expel a student from the rotation site, if a student violates the policies and 

procedures of the facility/site where he/she is receiving training. The preceptor must immediately 

notify the Director of Experiential Education of expulsion or pending expulsion from a site. If, 

for any reason, you are expelled from a facility/site then you must make an appointment with the 

Director of Experiential Education and the Pharmacy Practice Chair for further evaluation of the 

situation. After full review of the circumstances leading to student‟s dismissal from a site, a 

decision will be made in regards to the grade and credit hours pertaining to the rotation.  

A- Professional Appearance: 

You will be recognized by professionals and patients as representatives of Husson University 

School of Pharmacy and the profession of pharmacy at the practice site. Therefore each student 

MUST conform to the following dress code in addition to any dress codes required by the 

practice site: 

(i) All students must maintain good hygiene; wear a bright white, clean and freshly 

ironed laboratory jacket, and a Husson University School of Pharmacy student 

nametag. Nametags from places of employment are unacceptable. If the rotation site 

requires its own student nametag, you will be expected to wear both nametags unless 

otherwise directed by the Director of Experiential Education or designee. Preceptors 

may require an alternate dress code in portions of the site in compliance with special 

areas of practice (e.g. Psychiatry). 

(ii) White coats and name tags will be worn for all rotation activities and seminars. 

Students will not be allowed to participate if not dressed in appropriate attire. 

Rotation time missed due to inappropriate attire must be made up. 

(iii) Female students may wear skirts, dresses, or dress slacks with appropriate hosiery 

and/or socks and shoes. Leggings are not permissible. 
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(iv) Male students must wear dress slacks, collared shirts, ties, socks and appropriate 

shoes. 

(v) Jeans, shorts, mini-skirts, thongs, T-shirts, jogging suits, hats, caps, etc., are 

considered inappropriate dress and are not allowed. 

(vi) Open toed shoes are inappropriate and not permitted.  

(vii) Tattoos, any body piercing other than the ears, and other forms of body art, are to be 

covered while at experiential sites.  

 

B- Registration as a Pharmacy Student/Intern: 

Prior to participating in an IPPE or APPE rotation, you are required to register with the Board of 

Pharmacy of the state where the rotation will take place.  You must provide a copy of the valid 

license to the Director of Experiential Education no later than December 1
st
. You must comply 

with the State Board of Pharmacy Rules and Regulations.   

C- Site consideration request: 

If you identify a site that is not an affiliate with HUSOP, you may submit a request for 

consideration to the Director of Experiential Education. The Director will then take the necessary 

steps to ensure that you will get a quality experience at the requested site and, if approved, 

establish an affiliation with the site and preceptor. All requests must be submitted no later than 

October 15
th

.  

See Appendix A.  

D- Compensation:  

You shall not, under any circumstances, receive financial compensation from the experiential site 

while participating in either an IPPE or an APPE. Failure to adhere to this policy may result in 

suspension and removal from the rotation and receipt of a failing grade (F) in the course. 

E- Transportation and Other Financial Obligations: 

All financial obligations associated with IPPE or APPE education are your responsibility. These 

responsibilities include transportation, parking, food, lodging, and any other incidental costs 

related to off-site assignments.   

F- Assistance for Students with Disability: 

If you have a disability, you are entitled to reasonable accommodations that will allow you 

access to University‟s programs, services and activities. You are encouraged to contact the office 

of the Dean of Student Affairs at the start of your academic career at HUSOP or within 

reasonable time from onset of a disability during your program of studies for accommodations 

prior to start of rotations. 
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G- Attendance and Hours: 

Attendance is a grading criterion as well as a requirement for certification of experiential hours 

to the Maine State Board of Pharmacy. Experiential Hours are to be granted only for time spent 

at the experiential site or for assignments/projects scheduled by the preceptor and are not 

awarded for travel to and from the site, study time, or class time.  

 

Students are required to contact their preceptor at least two weeks prior to the start of the 

rotation to determine the time and place to report. Students are expected to be punctual and 

adhere to the rotation schedule agreed upon with the preceptor and must check-in and check-out 

with their preceptor, or an identified designee, every experiential day. At the end of each week 

during the rotation, the preceptor is required to validate hours completed on the Duty Hours 

Calendar in E*value.  

H- Excused Absence: 

This is an absence from the assigned site where the preceptor and the Director of Experiential 

Educations, or designees, were notified in advance and approved. The time missed maybe made 

up at a time agreeable to both the preceptor and the Director of Experiential Education.  

 

If excused absence is to be on three or more occasions, you must submit an “Absence Request 

Form” (Appendix B) to and make an appointment with the Director of Experiential Education to 

discuss the circumstances surrounding such absences.   

I- Unexcused Absence: 

Unexcused absence is defined as an absence from the assigned site without advanced notification 

to the preceptor and Director of Experiential Education. You will be required to make an 

appointment with the Director of Experiential Education to discuss the situation and to determine 

need for corrective action.  

 

Students may lose one letter grade for the first unexcused, unjustified, absence. After the second 

unexcused absence, you may be dropped from the course and/or assigned a failing grade. 

 

J- Tardiness: 

Attendance is mandatory and punctuality is expected. Any student who is tardy, delayed beyond 

the expected or proper time, on any two occasions will be considered as earning an unexcused 

absence and must make an appointment with the Director of Experiential Education.  

 

Four (4) such absences will be considered excessive tardiness and will equate to two unexcused 

absences which may result in you being dropped from the course and/or assigned a failing grade.  

K- Dismissal from a Site: 

You are expected to conduct yourself in a courteous and professional manner. If, for any reason, 

a preceptor asks that you be removed from the site, you will be required to make an appointment 



13 
 

 

with the Director of Experiential Education and the Pharmacy Practice Chair for further 

evaluation of the situation. Following a complete review of the circumstances leading to your 

dismissal from a site, a decision will be made in regards to the grade and credit hours pertaining 

to the rotation.  

L- Communication: 

You should take the initiative in communicating with healthcare providers and patients in a 

manner consistent with professional courtesy and under the supervision and guidance of the 

preceptor until competence and confidence are established. 

 

Familiarize yourself with the laws and regulations that govern pharmacy practice in the state 

where the rotation site is based. If clarification of any issue is needed then you must actively seek 

clarification and better understanding of the laws/rules regarding the particular issue.  

 

You should not seek free medical advice or treatment for yourself or family members through 

medical staff or other personnel at assigned sites; nor should you ask for a discount to purchase 

prescription or nonprescription medications or services. It is however acceptable to utilize 

discounts if provided by the site and are not requested/solicited by you.  

 

M- Information confidentiality HIPAA: 

Out of respect for patients and in compliance with the Health Information Portability and 

Accountability Act (HIPAA), you will respect confidences revealed during your assignment 

including patient medical records, pharmacy records, fee systems, etc. Patient names, medical 

record numbers, social security numbers, dates of birth, and other patient identifiers will not be 

used in any and all forms of communication or discussion of cases outside the private setting of 

the practice site. 

In addition, you will not discuss patient care or patient cases with anyone, including other 

healthcare providers, who are not participating in the patient‟s care, except for permissible 

communication on behalf of the patient‟s continuity of care or for permissible educational 

purposes. You must be careful to discuss permissible case information in private areas only.  

Proprietary information of the site, including fees and special formulations, must also be kept 

confidential. Students must pass a HIPAA Compliance learning module in their first year and 

may be required to complete site specific HIPPA Compliance module.  

N- Insurance: 

All students taking part in IPPEs/APPEs are required to have health insurance and professional 

liability coverage. Per University Policy, a student‟s Accident and Sickness Plan is compulsory 

for all Husson students unless signing a waiver form that provides proof of alternate coverage. A 

brochure describing the insurance and premium rate is available at the Office of Student Affairs 

upon request. 
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You will also be required to obtain general and professional liability insurance which covers you 

and HUSOP faculty while at an experiential site. You must have a copy of the liability insurance 

card available at all times. 

 

O- Background Checks and Drug Screening: 

All students are required to undergo a criminal background check through an approved vendor 

per School of Pharmacy admission procedures. Criminal background checks and/or drug 

screening prior to participation as a health care worker, a trainee, student, or as an instructor is a 

prerequisite of most experiential sites. You are responsible for obtaining and paying for 

background checks, immunization certification and drug screens. Refusal to submit to the 

required background check, immunization certification or drug screening may impact continued 

enrollment in the professional curriculum.. 

P- Substance Abuse: 

It is a violation of law, professional practice standards and University policy for any student 

enrolled in the School of Pharmacy or any program under the jurisdiction of the School of 

Pharmacy to engage in the synthesis, manufacture, distribution or sale of a controlled substance 

for unlawful purposes. Any student found to have violated this policy may be dismissed from the 

School of Pharmacy and any program administered by its departments.  

 

Alcoholism and drug abuse are recognized as treatable illnesses and such treatment is 

encouraged by the University. Any student requiring assistance with an alcohol or other chemical 

dependency problem is encouraged to contact the Medical Professional Health Program (MPHP) 

by calling 207-623-9266.  MPHP is a confidential, proactive program that advocates for 

colleagues whose health problems may compromise their professional and personal lives and the 

lives of their patients. This program is in compliance with all applicable state laws. All requests 

for information and/or assistance are held in strict confidence. An individual‟s chemical 

dependency problem is not reported to the board unless the impairment may result in patient 

harm.  

 

Q- Vaccine Requirements: 

You are responsible for complying with each site‟s policies, the guidelines set forth by the 

School of Pharmacy and state law concerning infection control. You should have a copy of your 

immunization records readily available and must be able to provide this information upon the 

request of proof of immunization status by your site, clinical coordinator, or preceptor. 

 

Medical/philosophical/religious exemptions:  Submit a dated, signed statement from your doctor 

requesting a medical exemption. Other reasons for exemption must be written in a formal request 

and attached to this form. It must be understood that all students who are exempt for any 

reason will be required to leave the university/site if there is an outbreak of any disease for 

which an exemption has been given. 
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Required immunizations or immunity documentation for each student prior to registration for the 

first academic semester are listed below. 

Tetanus/Diphtheria/Pertussis   

One dose of vaccine within the past 10 years (valid through projected graduation date) 

 

 

Measles   

Two doses of measles vaccine administered since January 1, 1968, and on or after your first 

birthday and at least 28 days apart 

 

Rubella 

One dose of rubella vaccine administered on or after your first birthday 

 

Mumps 

One dose of mumps vaccine administered on or after your first birthday (serological 

confirmation of immunity is acceptable in lieu of vaccination series) 

 

Varicella    
One dose for students, who received this vaccine prior to 13 years of age; OR two doses for 

students who were not vaccinated before their thirteenth birthday; OR proof of exposure or a 

positive titer 

 

Hepatitis B  
A completed series of 3 doses of vaccine (the third dose of the vaccine must be completed by 

January 1 of the P1 year; serological confirmation of immunity or serological evidence of 

infection is acceptable in lieu of vaccination) 

 

PPD 

Results of annual tuberculosis (TB) skin test are required by the first day of classes for theP1, P2, 

and P3 years. This test must be received and read no later than June 1st or the first day of class. 

Students progressing to the P4 year must receive their TB test during the month of May of the P3 

year 

 

Polio 

Proof of vaccine is required 

 
* Exceptions require medical documentation.    

** Note: Students with immune compromised conditions or chronic diseases such as cardiovascular disease or 

diabetes mellitus are strongly encouraged to consider obtaining pneumococcal vaccinations and annual influenza 

vaccinations (to be taken when available each fall). All costs associated with obtaining immunizations are the sole 

responsibility of you. 

*** Female students are advised that pregnancy is a contraindication to administration of certain vaccinations and 

should consult their physician for specific and additional information regarding vaccine administration. 

**** If a student has a positive skin test, additional diagnostics steps are required. Contact the Director of 

Experiential Education for more information. 
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R- Evaluations: 

Within 2 working days following the last day of each rotation, each student must submit the 

following documents: 

 

 Evaluation of the preceptor 

 Evaluation of the site  

 Evaluation of the rotation 

 Self-assessments and other requested information. 

 

S- Plagiarism: 

As defined in your Handbook, Plagiarism is using, stating, offering, or reporting as one‟s own, 

an idea, expression, or product of another without the proper credit to its source. As defined by 

Webster, plagiarism is “an act or instance of stealing or passing off the ideas or words of another 

as one‟s own, using a created production without crediting the source, or presenting as new and 

original an idea or product derived from an existing source.” (Webster’s Collegiate Dictionary). 

A direct quote should be cited and placed in quotation marks. However, the student should also 

know that if the ideas of others are used, these must be referenced or the student is guilty of an 

act of plagiarism. 

 

T- Appeal Process: 

If you believe that you received an improper grade for a rotation, you may submit an appeal, 

with supportive evidence and rationale, to the Director of Experiential Education within one 

week of the completion of the rotation. The Director of Experiential Education will then discuss 

the appeal with the Chair of Pharmacy Practice and the Associate Dean. If the matter is not 

resolved to your satisfaction within two weeks of receipt of the materials, you may appeal the 

matter to the Dean of the School of Pharmacy. The Dean will consider only issues of procedure 

and fair treatment and will not review the academic judgment used in determining a grade. The 

Dean‟s decision on matters pertaining to grade appeals is final. See Appendix D for form. 

 

References: 

1- http://wilderdom.com/experiential/ 

2- http://www.aee.org/about/whatIsEE 

 

 

http://wilderdom.com/experiential/
http://www.aee.org/about/whatIsEE
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E*Value 

What is E*Value? 

 

E*Value is a web-based evaluation system designed to help manage one's medical education 

program.  Being completely web-based, important information about evaluations, procedures, 

and the schedule is available to authorized users 24 hours a day from any computer with Internet 

access. E*Value was developed to help manage, collate, and analyze the overwhelming volume 

of information associated with a medical education program.  Most users will be able to submit 

this information conveniently from their place of work or from home.  It is hoped that E*Value 

will be easy for all to use, allow for a better rate of compliance, provide useful information to the 

program and its participants, and save everyone time in the process. 

  

Managing Quality: E*Value allows you to submit required program evaluations 

electronically.  Electronic submission can reduce paperwork as well as send evaluation 

information directly to the appropriate person in a more timely fashion.  The evaluation 

information submitted through E*Value is placed into a database from which valuable 

reports are produced and informative analyses made.  

  

By providing feedback about the pharmacy education program and its participants, you play 

an important part in shaping and improving the quality of the pharmacy education program.  

One of the most important goals of the program is to provide you with a valuable learning 

experience.  Your feedback plays a vital role in being able to meet this goal.  

Logging into E*Value: 

 

To enter E*Value, you must first connect to the Internet with a browser.    

Once the browser has opened, type E*Value's web address, https://www.e-value.net, into the 

address locator space near the top of the browser screen and press Enter or Go. 

Since E*Value is a secure web-site, you may be warned about its secure nature.  Click Continue. 

Once E*Value's web-site appears, take a moment to bookmark this site.  

 

                             

1. Type in your E*Value ID and Password, and then click the Login button. 

javascript:BSSCPopup('Browsers.htm');
http://e-value.net/
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2. If your institution has provided you with an institution code you will need to enter this 

information. If applicable enter in your E*Value ID, Password, and Institution Code 

combination, then click the Login button.   

  

Forget Your E*Value ID or Password? 

If you have forgotten your login/password click on the link labeled Forget your login 

information? 

 

Clicking this link will open the below screen: 

  

 

  

1. Type in the characters that appear in the colored box.  In this case the characters are 

’rukzzrh’.  This is a security measure that prevents your email address from being copied by 

other sites. 

2. Enter in your email address.  This must be the email address on file for you in E*Value.  
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3. Click the Request Login button. 

 Once you have clicked Request Login you will receive an email from Client Service.  

This email will contain a link that includes your encrypted login and password.  When you click 

on this link you will be logged in and directed to the Password Change screen so that you can 

create a new login and/or password.  

Here is a sample of the email you would receive: 

  

Dear E*Value User, 

  

You have requested an automatic login link from E*Value. If you did not make this request 

change your E*Value password IMMEDIATELY. If you find that you can no longer login, 

contact your E*Value administrator IMMEDIATELY and have him or her change your 

password. 

  

The following automatic login link will remain active for one day OR until you change the 

E*Value account password. Once you are logged into the system, change the password 

IMMEDIATELY to something you will remember. 

  

In program Internal Medicine Residency, AI University for account Dr. Paul FM Abraham M.D. 

Click HERE to login. 

  

Please note that the link in the email is live for only 24 hours.  If you do not log in and change 

your password you will need to go back to the login screen and request your login again. 

 

Changing Your Password 

 

One of the security measures of E*Value is password protection.  Only users who have an 

authorized login name and password are allowed into E*Value.  Changing your password 

frequently helps deter anyone from guessing your password.  It is strongly recommended that 

you change your password the first time you enter E*Value and frequently thereafter.  

  

To change your password and/or login name, click on the "Password Change" menu button on 

the left side of your screen.  On this screen you can change either your login, your password or 

both. 

Type in your new password twice being careful to type it exactly the same way both times.  
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Passwords should be at least 6 digits in length and no more than 20, and must contain both 

numbers and letters. Passwords are not case sensitive. Next, click on the "Update Password" 

button.  E*Value will let you know whether or not you have successfully changed your 

password. 

  

You may also change your login name using the same procedure.  E*Value will notify you if 

someone else is already using your desired login and will ask you to choose another one. 

Duty Hours 

  

A program may want to track their trainee duty hours in order to avoid any ACGME violations.  

This tool allows you to indicate the time that you clocked in, the time you clocked out, the task 

that you were doing during that time and the rotation or activity that you were on.  The 

administrator can view and/or edit this information, if necessary. 

  

If you are required to track duty hours and are delinquent in doing so you may receive an email 

reminder something like this: 

  

-----Original Message----- 

From: Admin Tester 

Sent: Tuesday, April 26, 2005 10:47 PM 

To: hlewis@advancedinformatics.com 

Subject: E*Value Work Hours Logging Reminder 

  

Dear Suzette Tester , 

  
This email is being sent to you to remind you to enter your work hours data into the E*Value system.   
  
You have not started to log your work hours in the system yet.   
  
This is a requirement of the program. If you have not entered your work hours within the next few days, 
you will be receiving a phone call from the program to inquire about the reason for your delinquency. 
  
Please log into E*Value by clicking on the following link: 
  
https://www.e-value.net/index.cfm 
  
If you feel this email was sent in error, please let me know as quickly as possible. 
  
Thank you for your attention to this matter. 
  
Admin Tester 
E*Value University 
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Begin by clicking the Duty Hours menu item to bring up the Duty Hours calendar view. 

 

2. To create a new time entry, click the date number on the day for which you wish to track 

time.  That will pop up the time entry form. The start and end dates will automatically 

default to the selected date.    

 

3. Time may be entered in military time (0001 - 2359) or regular time format (12:00 AM - 

11:59 PM).  AM/PM values are automatically interpreted by the system for military time; 

regular time AM/PM values must be specified. 

  

4. Some programs may wish to have trainees identify the specific work task performed 

during the tracked time period, such as Patient Care, Administrative Time, etc.  For other 

programs, a default task such as "Planned Workhours" may apply to all tracked time.  

The default task list is Workhours Planned, Called in from Home, In-House Call and 

Vacation.  The appropriate task option should be selected from the box on the right. 

  

5. You may also be required to indicate the Activity or Rotation that you were on at the 

time. This field will automatically fill with all of the Activities that your program has 

listed. 
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6. You will also have the ability to enter a comment.  This is useful if you were on duty for 

longer than 30 hours, for example, and wish to indicate why.  If you enter a comment an 

icon will appear on the calendar for that day. 

  

7. Click Save.  The time entry will be recorded, but the popup box will remain open, 

allowing you to enter another time entry, if needed. 

  

8. If you consistently work the same hours you can select to make this entry your default.  

Once you click Save the popup screen will refresh and show you the next consecutive 

day.  Your time entries will have been saved because you made them the default.  You 

need to then simply click the Save button for each day you worked. 

  

Please note that it is generally recommended that you log your duty hours in your home program.  

Duty hour entries, however, that are made in other programs will be viewable and editable from 

any program into which you are linked. 

Editing an existing time entry 

1. Click the task name for the time entry to edit.  The time entry form will pop 

up pre-loaded with the specified entry's time and date information.   

  

2. Make changes as necessary and click the "Update Time Entry" button. 

Deleting an existing time entry 

1. Click the task name for the time entry you wish to delete. 

   

2. Click the "Delete Entry" button that appears in the upper right corner. 

Validating an automatically populated time entry 

Your program may be using the Schedule Duty Hour Feed feature, which automatically 

populates duty hour entries based on shift schedule information entered by your program 

administrator.  

  

The duty hour entries appear ONLY on your calendar until you validate them, confirming that 

the schedule entry was correct.  Once an entry is validated it will flow through to the Duty Hour 

Reports section. 

  

To validate a duty hour entry click on the red „V‟ next to the entry. 

 
  

You can edit an automatically populated time entry in the same manner as you edit a manually 

entered time entry.  Note that an email notification will go to the Administrator to alert them that 

the schedule entry may need to be modified. 
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Because work shifts of longer than 30 hours are against ACGME resident duty hours rules, you 

will be asked to confirm all time entries between 30 hours and 48 hours.  The system will not 

accept time entries 48 hours in length or longer.  In the case that you must enter a 48+ hour time 

entry, contact your program E*Value administrator. 

  

 

Calendar 

 

The calendar is primarily used by trainees and educators to view rotations or conferences 

into which they have been scheduled.   

 
  

1. If you are scheduled in to an activity (Administration | Schedules | Add/Edit Schedules) 

you will see the activity listed here. 

2. If you are scheduled to attend a conference (Administration | Conferences | Schedules) 

then the conference will appear on the appropriate date.   

  

You can click on the rotation name in #1 or the conference in #2 to see additional 

information: 
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3. Clicking on Print Calendar will display the calendar in a printer friendly format so that 

you can use your browser Print command to print it. 

4. You can add an event by clicking Add Event.  You will see the following form.   

     You will have the option to define this as a program wide event if you have the 

role of Administrator.  Normally it is assumed that any event that is added is a 

personal event and only shows on your personal calendar. 

     The only required fields are those in red. 

                

5. You can edit/remove an event that you have manually added.  Clicking on this link will 

display a list of those events that you have added.   
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     If you wish to edit/remove a conference or an activity you will need to do so by 

modifying the conference or Add/Edit Schedule section as is appropriate. 

6. You can view only those events into which you have been scheduled by clicking on My 

Calendar.  To view all of the events that have been created for your program, click 

Program Calendar. 

7. If your program is using OnCall you can jump to the Amion website by clicking this 

link.  You will be asked to enter your OnCall password. 

  

Evaluations 

Completing an Evaluation 

To complete an evaluation 

1. Click on the "Pending" button in the Evaluations submenu on the left side of your 

screen. 

  

You will be shown the list of evaluations you have for each activity during 

specific time periods. Evaluations not yet completed will have an "Edit 

Evaluation" link. 

  

If you are required to complete your oldest evaluations first, then your newer 

evaluations will remain in queue until your older evaluations are completed. 

  

 
  

2. Click on one of the "Edit Evaluation" links to open an evaluation and begin 

answering the questions. 

  

Some questions may require a response.   Mandatory questions are indicated by the word 

"Mandatory" next to the question number.  You cannot submit an evaluation until at least all the 

mandatory questions are answered. 
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You will notice at the top of the evaluation form that you are given the option of whether or not 

you want to auto-scroll through the evaluation.  Auto-scrolling is a feature that brings you to the 

next question once you have chosen a response for the question. Your choice of whether or not to 

auto-scroll will be saved for subsequent evaluations. 

  

Creating On-The-Fly Evaluations 

On-the-fly evaluations are utilized in situations in which an evaluation is appropriate but is not 

otherwise scheduled.  Examples of on-the-fly evaluations include Praise or Concern Cards for 

exemplary or concerning performance respectively and mini-CEX evaluations.  If your program 

has elected to do on-the-fly evaluations, you will see a menu button for this option under 

Evaluations.   

  

To create an On-The-Fly go to Users | Evaluations | On-The-Fly. 

1. Indicate which type of evaluation you wish to create 

2. Select the subject of the evaluation 

3. Choose the activity this evaluation is occurring within 

4. Indicate the time period 

5. Enter the date of the evaluation  

  

Once you have chosen these parameters, click the "Next" button.  Your evaluation will appear 

and is ready to be completed.  

  

 

Suspending An Evaluation 

If an evaluation was incorrectly assigned to you or you did not interact with the person for an 

adequate amount of time, you may click the "Suspend" link next to the evaluation of interest  
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When you suspend an evaluation, E*Value asks that you enter a reason for suspending the 

evaluation. This reason will be sent to your E*Value Administrator who will then determine if 

the evaluation should be deleted or re-activated for you to complete.  

  

Once you have entered the reason for suspending the evaluation, click the "Suspend Evaluation" 

button. If you decide you have made a mistake and should not suspend the evaluation, click on 

the "Cancel” button.  

  

 
  

In your list of pending evaluations the word "Suspended" will appear in the Edit/Status column 

next to the evaluation you suspended  

 

 

  

Printing an Evaluation 

Because browsers do not reliably print the evaluation forms, E*Value offers a read-only option 

to either view or print an un-submitted evaluation prior to submission.  To print an evaluation 

you have not yet submitted, click on the "View/Print" link next to the evaluation of interest in 

your list of pending evaluations. 

  

1. Once the evaluation appears, you may click the gray "Print This Report" button to print 

the evaluation immediately from a printer linked to your computer.  

2. Alternatively, you could click the gray “Email Me the Report” button to have the 

evaluation sent to you in PDF format as an e-mail attachment.  This latter process 

generally takes a few minutes longer than printing to your printer, but is reliably 

formatted.   
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Saving an Evaluation 

If you are unable to complete your evaluation, or wish to wait to submit it, you may click the 

“Save for Later” button at the bottom of the evaluation form.   E*Value will let you know that 

you have saved your answers.   

  

 

  

Your saved evaluation will continue to appear on your list of pending evaluations until you 

submit it (see Submitting an Evaluation on).   You will continue to receive reminder notices for 

any un-submitted evaluations according to the frequency determined by your program. 

  

Submitting an Evaluation 

Once you have completed an evaluation, you may submit it. To submit an evaluation, click on 

the "Submit" button at the bottom of the evaluation form. If you have not answered one or more 

of the mandatory questions, E*Value will highlight the unanswered mandatory questions in red.  

  

Once you have successfully submitted your evaluation, E*Value will give you a message 

indicating your successful submission. Once submitted, evaluations may no longer be edited. 

  

After you have completed an evaluation, you will be able to view it by clicking on the 

Completed button on the Evaluations submenu (see Viewing Your Submitted Evaluations). 

  

Viewing Your Submitted Evaluations 

Once you have completed an evaluation, you may view it. To view evaluations you have 

submitted, click on the "Completed" button in the "Evaluations" submenu on the left side of your 

screen. All of the evaluations you have been assigned and their status will be listed  
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To view a specific evaluation, click on the link next to the evaluation in the column titled 

"Evaluation Type". The single evaluation will then appear. 

  

Documents 

Any documents that have been uploaded into E*Value can be found by clicking on the 

Documents button. 

1. Simply indicate the document collection (such as conferences for conference handouts) 

2. Enter any key words, or leave blank to pull up the entire list of documents for that 

collection 

3. Click on search  

  

 
  

You will then see a list of document links that most closely resemble your search criteria.  Click 

on the link to view the document. 

  

Curriculum Documents 

If curriculum documents have been uploaded for you to review, you will receive a notification 

email. The email may simply contain a message letting you know that the documents are 

available. The email may also contain a link to the documents or the email may have the 

documents attached. Setups vary dependent on the preferences of the program and the technical 

limitations of the institution. 

Once you have received the email notification you can view the documents by going to Users | 

Documents | Curriculum Documents. 

From there you will see the activity name, the document name, the size of the document and the 

date you accessed it.  Simply click on the document name to view and print it. 
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MyJournal 

 

MyJournal reflective journaling (blogging) features the standard components of blogging 

software: ability to write journal entries, create entry categories, and comment on existing 

entries.  

 

The initial visit to MyJournal will give the user an option of setting up their journal. During setup 

the user will be asked to designate those within a program who can view and comment on their 

journal. The new journal writer will choose their audience from groups of users (by rank, role, 

people group) or individual users. When a user is assigned to the journal audience, they will be 

assigned access rights of viewer or commenter. Commenters cannot only view the journal, but 

also comment on it. 

 

To create a journal go to Users | MyJournals and click Create New Journal. 

 

You will be asked to name your journal.  Once the journal is named you can: 

1. Cancel and return to journal listing 

2. Save the journal name and designate the audience.  When you click on this button you 

will be directed to a screen which allows you to indicate the users that should be 

allowed to view this journal. 
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Use the group select box at the top to narrow down your list of Available Users.  

Then select whether the user can comment or not and click Add to make that user a 

Journal Audience Member.  In this way you can may certain journals available only 

to research mentors or peers, etc. 

3. Click Save Journal to go to the Entry screen for that journal. 

The Entry screen is the navigational hub for your journal.  Here you can create and view journal 

entries, view comments and create categories. 

Begin by clicking Add Entry: 

 

There are 2 tabs to the Entry Editor: Main and Additional Settings. 

On the Main tab you can entry the body of your journal entry. 
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1.  Give the journal entry a title or name. 

2. Enter in the body of the journal entry 

3. If applicable, upload any images you would like to appear with your journal entry. 

4. Indicate the category that this entry falls into.  Note that you can select a pre-existing 

category or simply type in a new one. 

5. If you have supporting documentation that you would like to make available for 

download with this entry, simply browse and upload the document. 

6. Once you have these piece defined go to the second tab Additional Settings 

 

1. You can indicate whether or not comments will be accepted for this entry. 

2. You can indicate whether or not you would like your journal entry to be emailed to all 

of the members of your journal audience. 

3. You can choose to not release the journal entry at this time. 

 

On either tab you have the options of cancelling the journal entry, previewing it or saving it. 
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Clicking Save will return you to the entries screen.  Your newly created entry will display in a 

table on the screen.  

 

1. Click on the Title to edit your journal entry. 

2. Click on the View link to view the journal entry. 

3. You will note that you have the ability to search for an entry by entering a keyword 

into the filter provided. 

4. When navigating through the various entry screens you can return to this screen by 

clicking Entries. 

5. Entries can be deleted by clicking on the checkbox next to those entries that should be 

removed and then clicking . 

 

 

Click on Categories to see the categories that you are utilizing.  

 

1. Click on the category name to edit the name or the alias of the category name.  The alias 

field is used when creating SES (Search Engine Safe) URLs. If you leave the field blank, 

one will be generated for you. If wish to create it yourself, do not use any non-

alphanumeric characters in the alias. Spaces should be replaced with dashes. 

2. The number of entries for each category will be listed for your reference. 

3. You can add new categories by clicking on this link and providing a category name and 

alias. 

4. Categories can be deleted by clicking on the checkbox next to those entries that should be 

removed and then clicking . 
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Click on Comments to see all of the comments made about your entries. 

 

On this screen you will see 

1. The name of the commenter 

2. The entry about which the user is commenting 

3. The date and time the comment was posted 

4. The comment itself.  You can click on it to see the comment in its entirety. 

5. Click View to see the comment with the original entry. 

6. Comments that you have entered can be deleted by clicking on the checkbox next 

to those entries that should be removed and then clicking . 

 

Clicking Go To Journal will take you to the journal. 

 

1. The name of the journal appears at the top. 

2. Below the name is the title of the journal entry, the date and time posted, the user who 

posted the entry, any related categories and any documents uploaded for this entry. 
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3. Below the entry is displayed the number of comments as well as the options to print or 

email this entry. 

4. Clicking Add Comments pops open a text box for comments to be entered about an entry. 

5. The footer to the entry contains a link that when clicked opens up an email form to send a 

message directly to the journal owner. 
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Appendix A 

 

Site Consideration Request 
Please submit your completed form to the Departments‟ Administrative assistant before October 

15
th

 of the rotation year 

  

 

Student Name: ___________________________________________________________________ 

Rotation: __________________________________________________________________________ 

Requested Information: 

Pharmacy Name:______________________________________________________________________ 

Street Address: _______________________________________________________________________ 

City: ________________________________State: _________   Zip Code: _______________________ 

Phone Number: __________________________________ Fax Number: _____________________ 

Preceptor’s Name: ____________________________________________________________________ 

Contact number: ______________________________________________________________________ 

Preceptor’s Email Address: __________________________________________________________ 

Reason for request: ___________________________________________________________________ 

__________________________________________________________________________________________

__________________________________________________________________________________________ 

For office use only:     

Date Submitted (MM/DD/YY) __________________ Received By__________________ 

 
Approved [    ]   Not Approved [    ] 

 
_________________________________________      _______________________________________ 
Director of Experiential Education   Chair of Pharmacy Practice 
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Appendix B 

 

Absence Request Form 

 

Date (MM/DD/YY) __________________ 

Student Name: ________________________________________________________________________ 

From Date (MM/DD/YY) __________________ To Date (MM/DD/YY) ________________ 

Total Hours Requested: _____________________ 

Reason for Requested Time Off: 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 

Approved [    ]   Not Approved [    ] 

 

____________________________ _______________________________________ 
Preceptor    Director of Experiential Education 
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Appendix C 
 

 

Student Rotation Grade Appeal Form 
All completed forms must be submitted with supportive evidence and rationale to the Director of Experiential 

Education within one week from the beginning of the next regular rotation/semester.  

 

For office use only:    Date Submitted (MM/DD/YY) __________________ Received By__________________ 

Student Name: ________________________________________________________________________ 

Rotation Name and Period___________________________________________________________ 

Reason for Appeal: 
Use the provided space to state the reason why you contest your grade. You may add any relevant and/or supporting 

documents to this form.  

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

 


