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NOTICES                                                                         
 
Student Handbook and Catalog Notice 
 
The College of Dental Medicine Doctor of Dental Medicine Student Handbook and Roseman Student Catalog are hereby 
presented. Both are available on the Roseman University website under the student tab. 
 
University policies and procedures are included in the University Catalog or may be found on the University website 
(http://www.roseman.edu/students/students-students/policies-



 

  
  

 

DEAN’S WELCOME AND EXPECTATIONS  
 
Welcome to the Doctor of Dental Medicine Class of 2026! 
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ACADEMIC CALENDAR  
 

 
COLLEGE OF DENTAL MEDICINE ACADEMIC CALENDAR –  2023-2024 

 
 

  
Orientation June 19 - 23, 2023 
Classes Begin  
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GUIDELINES FOR STUDENT ATTIRE 
 
At the CODM, students will be engaged in educational activities that will give them frequent contact with the public who 
are visiting the campus, receiving treatment in our clinics, or through community-based activities. Student attire is one 
way in which to represent the dental profession in an appropriate manner. Throughout the course of study at the CODM, 
student appearance and attire are assessed as part of the professionalism standard established by the CODM. To progress 
towards competency, it is expected that the guidelines regarding appearance and attire are followed. If remediation is 
required in this area, progress towards graduation could be delayed. 
 

STUDENT ATTIRE IN SIMULATION LAB AND CLINIC  
 

1. Identification 
a. Students must always wear a visible Roseman CODM ID 

2. Scrubs 
a. Clean and proper fitting scrubs will be worn for all activities in the simulation lab or clinic, including 

after hours.  
b. The condition of scrubs should be maintained so that a professional appearance is preserved. 
c. Each incoming class selects one scrub color to be worn by the entire class until graduation.  
d. A short or long sleeve solid colored t-shirt under the scrub top is permitted. Sweaters or coats may not be 

worn over scrubs in the sim lab.  
e.  Students are strongly encouraged to always keep an extra set of scrubs in their lockers in order to 

accommodate unforeseen changes in the schedule. 
3. Shoes  

a. Must be closed-toed 
b. No sandals. 

      4.    Personal Protective Equipment (PPE)  
                   a.  Eye protection, gloves, masks, disposable lab jackets, etc. as specified in the Clinic Manual and                                                
      as directed by attending faculty.  

      b.  These requirements are informed by CDC, state and local health department guidelines and are                     
 subject to change.  

      5.   Other Considerations 
     a.   Scented Products 

i. Due to chemical sensitivities of patients, students, faculty and staff (i.e. perfumes, colognes, room 
scents, deodorizers, and other aromatic compounds), minimal use of these products is 
encouraged. 

      b. Personal Hygiene 
ii. Students are expected to maintain personal and oral hygiene in all CODM sponsored functions 

and activities. 
c. Fingernails 

i. It is recommended that individuals involved in direct contact with patients refrain from wearing 
artificial nails, keeping natural nail tips to no longer than ¼ inch in length. 

ii. In addition to maintaining short nails and avoiding artificial nails, oral health care providers and 
staff should avoid wearing nail polish. While freshly applied nail polish on short nails is not 
linked to increased bacteria around the fingernail area, chipped nail polish can harbor 
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CLASSROOM & CLINIC PROTOCOL  
 
CLASSROOM PROTOCOL  
 
1. Class Start Time, Assessment Start Time and Class Hours 

The stated class hours for the didactic and simulation portion of the curriculum are found in each course syllabus. In 
observance of these posted times, students and all faculty who are scheduled to teach will be expected to be present at 
the scheduled start time, except when otherwise approved by the curriculum committee and the faculty. This is not 
intended to impede the flexibility that faculty may appropriately demonstrate in conducting their courses. Faculty has 
the latitude to allow students to study in their groups or work on special projects; however, that time must be defined 
and structured, and faculty should be available to assist and facilitate students in their learning activities. 

 
Assessments are usually scheduled to begin at 9:00 a.m. Start times and days for the team assessment, post-
assessment review, additional learning opportunity (ALO), and reassessment will be clearly communicated by the 
Office of Academic Affairs to the students in accordance with the Assessment Policy.  
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d. Oral Exam - Students present information regarding a patient and answer questions from faculty 
members. Outcomes are defined with a rubric. 

 
2. Shows - 
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D. Team Assessment 
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i. Due to the nature of these deadlines, students who experience problems with the Prometric Testing 
Center that impact on their compliance with the above deadlines must report these problems 
immediately to the Office of the Associate Dean for Academic Affairs. 

  
c. To Register for INBDE: 

i. Log on to www.ada.org 
ii. 
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An end-of-block action plan developed by the PCL will identify reason(s) for the Professionalism “No Pass” (NP) and the 
conditions to successfully remediate the Professionalism “No-Pass” (NP).  The table shown below summarizes the 
grading process for the didactic and clinic blocks. 
  

  DIDACTIC BLOCKS  

All blocks other than those noted under “Clinic Blocks”  

CLINIC BLOCKS  
 DMD 5401, 5402, 5403, 6401, 6402, 6403, 7401, 7402, 7403, 8401, 8402  

Incomplete  Student has not completed requirements necessary to issue a grade 
of Pass or No Pass
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one (21) calendar days, may automatically be terminated from the program. A student who is terminated in this manner 
will not be considered for re-admission later. 
 
7. Leave of Absence 
A student in good academic standing (i.e., not on academic probation) may request a leave of absence due to occurrence 
of medical problem(s), pregnancy, or other extenuating circumstances. 
  
Students requesting a leave of absence must apply in writing to the Associate  Dean of Student Progress and Curriculum. 
In the event of a medical problem, the request must be accompanied by a letter from a physician on their  letterhead 
describing the nature of the condition(s) for which the leave is requested, and the estimated length of time needed for 
recovery. The Associate Dean of  Student Progress and Curriculum shall convene a meeting with the Associate Dean for 
Academic Affairs, Associate Dean for Admission and Student Affairs, the Assistant Dean for Clinical Education and 
Patient Care, the Senior Associate Dean for Administration to discuss the request for a leave of absence. The Senior 
Associate Dean discusses the recommendations of the Assistant and Associate Deans with the Dean who then shall 
determine whether the leave is to be granted and the conditions under which the student may return to school. 
  
Leaves of absence requested for a full academic year will be for one year only with expected reinstatement at registration 
for the following year and may only be requested within one month of registration for that academic year. Leaves of 
absence requested more than one month after registration for any given academic year will be granted for a period not to 
exceed the number of months remaining until the registration date for the next academic year. 
  
Leaves of absence will not be granted for a term of less than one month. No more than two leaves of absence will be 
granted during one academic year. If additional recovery time is necessary, the term of the second leave of absence will 
automatically be extended to the registration date for the next academic year. 
  
A student who is granted a leave of absence for an entire academic year must submit a letter of intent to return to classes 
to the Associate Dean of Student Progress and Curriculum at least three (3) months prior to the requested date of return. It 
is the student’s responsibility to keep the Associate Dean for Admissions and Student Services informed of any change of 
address and contact information while on a leave of absence. 
  
If the student has not paid 100% of the tuition and/or fees during the year in which the leave is granted, the balance of the 
tuition plus any increase in tuition or fees will be payable in the next year of attendance. 
  
Students on an approved leave of absence will be considered withdrawn for Federal Student Aid and enrollment reporting 
purposes. 
  
The procedure for obtaining a leave of absence is as follows: 

a. The student makes a written request to the Associate Dean of Student Progress and Curriculum for a leave 
of absence. If the leave is for medical issues, the letter from a licensed medical practitioner must be 
provided with the request. 

b. The Associate Dean of Student Progress and Curriculum will convene a meeting of the Associate Dean 
for Academic Affairs, Associate Dean for Admissions and Student Affairs, the Assistant Dean for 
Clinical Education and Patient Care (as appropriate), the Senior Associate Dean for Administration to 
discuss the request for the leave of absence.  The Senior Associate Dean discusses the recommendations 
of the Assistant and Associate Deans with the Dean who then shall determine whether the leave is to be 
granted and the conditions under which the student may return to school. The decision is communicated 
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to the Associate Dean of Student Progress and Curriculum who will prepare the necessary leave of 
absence documents. 

c. The Associate Dean of Student Progress and Curriculum , The Associate Dean for Academic Affairs, The 
Associate Dean for Admissions and Student Affairs and The Assistant Dean for Clinical Education and 
Patient Care meet with the student (in person or virtually) to discuss the conditions and terms of the leave 
of absence. 

d. If the request is granted, the student shall complete, sign, and date the leave of absence documents. The 
student shall then return the completed documents to the Associate Dean of Student Progress and 
Curriculum who shall sign, date and forward the completed forms to the Dean for signature. Once all 
required documents are signed and dated, the leave of absence process is complete. For purposes of 
calculating tuition reimbursement, the official date of the leave of absence will be the original date of 
receipt of the student’s request, provided that the leave is granted. 

e. 



   
 

  
COLLEGE OF DENTAL MEDICINE STUDENT HANDBOOK 2023-2024        
(EFFECTIVE DECEMBER 1, 2023) REV. 12/1/2023 

33 

 

Only the items clearly designated by the proctor are permitted at the desk. All other personal items not explicitly 
designated as acceptable by the proctor(s) must be kept in a place designated by the proctor(s) and may not be retrieved 
until all teams have completed the post-assessment review. When designated for use, scientific calculators may be used 
during the assessment. However, the use of programmable or graphing calculators is prohibited during assessments. 
Possession of class-related materials, cell phones and “smart” watches and similar digital devices, including ear buds, are 
always prohibited during an assessment, team assessment or reassessment. 
 
A student in the possession of any materials not explicitly designated as acceptable by the proctor(s) between the start of 
the assessment and the completion of the post-assessment review will forfeit their right to participate in the assessment 
and team assessment and will receive no credit for either assessment. 
 
In addition, when a student is in the possessieasses.3 (i)81(n a)-1(se.7 (t)-4.674l9 ( pos)8.6 (s)-2.yBcmnDhg6 (s)-2.3]TJh3)10.9 (i)-4.6
i7 (s)-2.-5
am TJ
0.0T*
05 Tc -0.0.1 (t( a)-1.6s)]TJ
0 it 
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least 85%. This opportunity occurs immediately after the reassessment scores are released. Students will receive 
a report detailing which questions they missed on the reassessment. After receiving this report, a student scoring 
at least 85% on the reassessment will submit a written response consisting of no more than 500 words for every 
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iv. If a student does not take the assessment for any reason at the scheduled time, they forfeit any 
team points.  

2. Non approved absence 
i. If a student misses the assessment without one of the approved reasons described above: a 

medical issue, bereavement, personal or family emergency, religious observance or required 
attendance at a professional meeting , they receive a No Pass on the assessment and will be 
scheduled for the reassessment.    

 When a student missed the Additional Learning Opportunity (ALO) 

3. Preapproved absence 
i. 
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10. Student-Initiated Clarifications during Assessments 

A. Students may not ask questions of proctors during the assessment unless it is to clarify a typographical error.  
 
11.  Faculty-Initiated Clarifications during Assessments 

A. If a clarification is necessary as determined by the question author or their designee, a faculty member may issue a 
clarification during the assessment. The faculty member shall clearly convey the change(s) in an appropriate 
manner. Such clarifications must take place prior to the submission of the first completed assessment. 

 
12. Emergency Communications 

A. 
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15. Additional Learning Opportunity and Reassessment 

Following each summative assessment, an Additional Learning Opportunity session is held for all students. 
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A. Appeal of Assessments/Reassessments 
If, after a student has participated in a class assessment, review, and reassessment, the student feels that the 
assessment/reassessment has been evaluated unfairly or in error,  they should submit the appeals form, provided by 
the Office of Academic Affairs, stating  their reasons for the dispute. This form must be submitted before 5 P.M of the 
fifth (5) business day following the reassessment. 

 
The Office of the Academic Affairs shall forward all appeals to the Student Assessment Appeals Committee. 
Normally, the committee convenes as needed during the academic year. There may be meeting time exceptions based 
on need. The committee is composed of a minimum of five faculty members appointed by the Dean or designee. The 
appointed faculty members can elect the chair of the Committee. Only members of the Committee who are not 
personally involved with the appeal at hand will be involved in Committee deliberations concerning an appeal. 

 
The following policies will be in effect for all assessment/reassessment appeals submissions. Failure to follow the 
appeals policies will result in the submission being deleted from the system without review thus resulting in the denial 
of the appeal. 

 
The policies for appeals submissions are: 

1. Appeals may not be submitted for any assessment until the reassessment has been completed and 
grades have been released. Consequently, no appeals will be accepted until the day after the 
reassessment or if the student wishing to appeal has a pass on the assessment or reassessment. 

 
2. Appeals must be submitted to the Office of Academic Affairs by the deadline of 5 business days 

following the reassessment. 
 

The Student Assessment Appeals Committee will consider both the students’ and the faculty points of view. The 
Committee will decide and will communicate that decision to the student within 5  business days following the 
submission of the appeal. The decision of the Student Assessment Appeals Committee is final. If the appeal process 
(acceptance, deliberations, and decision) is not completed within the 5 -day time limit stated above, the appeal will be 
considered resolved in favor of the student. 
 
Students may not contact members of the committee during the appeals process. 
 
B. Appeal of Withdrawal Decisions 

If a student feels they have been treated unfairly in a matter involving Withdrawal, they may appeal that decision to 
the Dean. The written appeal must be submitted to the office of the Dean within five (5) business days of notification, 
The Dean shall consider the appeal and render their decision which shall be final and effective immediately. The Dean 
shall communicate this decision in writing to the student and the College Associate/Assistant Deans. A copy of the 
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immediately. The Dean shall communicate this decision in writing to the student and the College Associate/Assistant 
Deans. A copy of the decision will be provided to the Vice President of Student Services. 

 
If the issue does not involve patient care, the student shall have the right to continue to attend classes, continue 
clinical activities, and participate in all sanctioned College activities until such time as any/all probation appeals are 
exhausted. Otherwise, all appeals involving patient care will require the student to obtain the written permission of the 
Assistant Dean for Clinical Education and Patient Care through a recommendation by the Dean to continue patient 
care activities during the time that the appeal is being considered. The Assistant Dean for Clinical Education and 
Patient Care will consider and be assured that patient safety will not be compromised. 

 
D. Appeals of Suspension Decisions 
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shall consider the appeal and render their decision. The Chancellor shall communicate this decision in writing to 
the student and the Dean. The decision of the Chancellor shall be final and effective immediately. A copy of the 
decision will be provided to the Vice President for Student Services. 
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OTHER POLICIES AND PROCEDURES 
 
Criminal Background Check 
Each student must complete a criminal background check prior to admission and annually thereafter on or before the date 
specified by the Office of Admissions and Student Affairs. If a student’s criminal background check shows a conviction 
for a misdemeanor or felony, or reveals any other adverse information, it may preclude them  from participating in 
experiential rotations. The affiliated training sites may refuse to allow the student to complete their  experiential training 
at their facility/facilities. External rotation sites may request additional background checks. Criminal background reports 
are retained in the Office of the Associate Dean for Admissions and Student Services. Students are required to update 
their reports on an annual basi
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FINANCIAL RESPONSIBIL ITIES AND CONTINUED 
ENROLLMENT  
 
 
 
Students must fulfill their financial responsibilities to the University to remain enrolled in the program. Students 
who have not satisfied the appropriate financial aid requirements and/or who have not paid their tuition and fees 
will not be allowed to continue to progress through the curriculum. Students who are late paying their tuition 
and/or fees will receive notice stating that payment is past due, and they must fulfill their financial 
responsibilities to the University to continue their enrollment. Students will be referred to the Dean/Program 
Director or their designee. Consequences for non-payment include but not limited to not eligible to sit for an 
assessment, the receipt of a grade of ‘No Pass’ for a period of non-payment, attend or complete the clinical 
rotation/professional experience, suspension, or termination. 
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POLICIES AND PROCEDURES PERTAINING TO 
STUDENT PROFESSIONALISM 
 
 
Honor Code 
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Behaviors consistent with being Lifelong Colleagues who abide by the Honor Code include but are not limited to: 

a. Acting with honesty and integrity in all academic, professional, and personal activities. All  of us are expected 
to behave in accordance with CODM’s Honor Code and related standards of professional conduct taught in our 
curriculum (i.e., ADA Principles of Ethics and Code of Professional Conduct, aka “ADA Code,” and Roseman 
CODM protocols). Students are held to the ethics and professionalism 
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Professional student organizations can act independently of the College to review and enforce their own professional 
codes of conduct. Therefore, members of a dental student organization acting unprofessionally in any setting are subject to 
appropriate sanctions, within reasonable limits, that have been imposed by their respective student organization. CODM 
reserves the right to review incidents that are related to the reputation of the University and CODM and/or are potential 
violations of its policies and procedures. 

 
Education Use 
Violations of professional and ethical conduct may be used for educational purposes by the Roseman CODM Assessment 
Team or similar group without personal identification information. 
 
Process for handling alleged violations of the Honor Code, Lifelong Colleague Commitment, Roseman CODM 
Protocols or ADA Code of Professionalism Standards 
A defining quality of a profession is its ability to police itself. To that end, it is the duty and responsibility of each member 
of our academic community to use their professional judgment when addressing potential violations of the standards of 
professional conduct. To assist in identifying potential violations, reference the behaviors consistent and inconsistent with 
the Honor Code and Lifelong Colleague Commitments in addition to the professionalism standards set forth in the ADA 
Code. Depending on the 
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imposing a sanction that would result in 1) a delay in the student’s expected graduation date, or 2) the 
student being suspended from the College that would result in a delay of the student’s expected 
graduation date, or 3) the student being dismissed/expelled from the College, the student will be 
referred to the University Student Professionalism Board (USPB). 

 
 
Investigation  

1. If the student does not accept responsibility for an allegation of misconduct during the inquiry phase, the 
Investigation Team will investigate which can include, but is not limited to, interview the student(s) reporting the 
allegation or concern, the accused student(s), witnesses, and review available printed or digital records as well as 
any other information available to them. 

 
a. The accused student will meet with the Investigation Team upon conclusion of the investigation. The 



   
 

  



   
 

  
COLLEGE OF DENTAL MEDICINE STUDENT HANDBOOK 2023-2024        
(EFFECTIVE DECEMBER 1, 2023) REV. 12/1/2023 

49 

 

i. Information collected during the Investigation will be digitized and maintained by the Associate Dean 
of Student Progress and Curriculum Some physical records, that cannot be easily digitized, may be 
retained in their original form.  

 
j. Depending on specifics of the matter, it may be necessary to report Corrective Actions on requests to 

confirm disciplinary history received from rotation sites, educational institutions for post-doctoral 
education, licensing boards and others with a legitimate need to know this information for decisions 
about the student.  

 
Protecting Due Process 
The Associate or Assistant dean will inform students involved in an investigation that retaliation of any kind towards an 
individual who reports a potential violation and/or who participates in an investigation will not be tolerated by the 
College. Allegations of retaliation must be reported immediately to the Associate or Assistant dean or the Vice President 
of Student Services. 

 
 
 
 
 
 

 

STUDENT GOVERNMENT  
 
Student Government 
 

1. Class Officers  
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Family Education Rights and Privacy Act (FERPA) – Access to Educational Records 
For information regarding the University’s policies regarding Family Educational Rights and Privacy Act (FERPA), 
please see the University Catalog. 
 
Student Guest Policy 
For information regarding the University’s policies regarding the Student Guest policy, please see the University Catalog. 
 
Multimedia Recording by Student(s)/Resident(s), their agents, representatives and/or guests  
See University Catalog or http://www.roseman.edu/students/students-students/policies-1  
Photos, videos, or other types of recordings of Roseman students, Roseman employees, adjunct faculty, preceptors, 
patients, and guests in dental clinics on campus and at affiliated external sites are not permitted without written permission 
from the Associate Dean for Clinical Affairs & Patient Care. A release must be signed by all individuals (or their 
guardians) who will be in the recordings, photos or videos before photos or videos are taken. 
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