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Who’s Who, What’s What and Where to Find It

Location Department/Area
Lower Level (LL) Anatomy Lab

Student Lockers
Student Mailboxes
Housekeeping Office
Maintenance Office
Game Room
Fitness Center
Multi-Purpose Meeting Room
Cafeteria
Main Dining Room
Food & Beverage Vending
Lecture Halls

1st Floor Library
Media Center
Group Study Rooms
Quiet Seating Lounge

Student Services Office
Student Affairs

Dean of Students
Admissions
Financial Aid
Recruiting

Educational Resources/Tutoring
Office of Graduate Placement

Clerkships, Residency
Student Records

Evaluation & Testing
Information Desk

Operator
Visitor Reception
General Information
IT Support Request
Copying Services

Histology Lab
Simulated Patient Lab
Radiology Room
Bone Room

2nd Floor Computer Lab
Faculty Offices
Secretary Services
PodMed Skills Lab
Surgical Skills Lab

Mock OR

3rd Floor Office of the President
Office of the Executive Vice President
Office of the Vice President/Dean of Academic Affairs
Bursar Office (Rotunda)
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Who’s Who, What’s What and Where to Find It

Board Room
Office of Institutional Advancement

Alumni Relations
Office of Continuing Education

Business Office
Student Loans
Controller
Payroll
Human Resources
Physical Plant Office

Student IDs
Parking Permits
Student Food/Vending Cards

Purchasing
Accounts Payable
Accounting

4th Floor Information Technology
Print Shop
Mail & Package Services

If you need…
Academic Appeals Student Records

Academic Status Academic Affairs

Checks Cashed Bursar Office

Copy Machine/Fax Library

Counseling Student Affairs

Defer Loans Student Records

Excused Absence Academic Affairs

Exercise Fitness Center

Financial Aid Student Affairs

Leave of Absence Academic Affairs

Library Books Library

Loan Disbursements Bursar Office

Pay Checks Business Office

Pay Tuition Bursar Office

Transcripts Student Records

Tutoring Educational Resources

Withdrawal Academic Affairs



8

Telephone Directory

Albert, Lori J.
Executive Assistant, EVP
ext. 7468
lalbert@ocpm.edu

Anderson, Stephanie Starks
Office Manager – CFAI
216.231.5612
sanderson@ocpm.edu

Barkley, Diane
Secretary, Student Affairs
ext. 7486
dbarkley@ocpm.edu

Barstow, Tom
Web Master – PC Specialist
ext. 7521
cbarstow@ocpm.edu

Belovich, Stephanie
BS Assistant Professor
ext. 7451
sbelovich@ocpm.edu

Berger, Aaron
Recruiter
ext. 7487
aberger@ocpm.edu

Blazer, Marie
CS Assistant Professor
ext. 7472
mblazer@ocpm.edu

Bodman, Myron
CS Associate Professor
ext. 7462
mybodman@ocpm.edu

Bryant, Susan
Payroll Coordinator
ext. 7511
sbryant@ocpm.edu

Burnside, Samantha
Institutional Advancement Specialist
ext. 7547
sburnside@ocpm.edu

Caldwell, Bryan
CS Professor
ext. 7461
bcaldwell@ocpm.edu

Canales, Michael
Assistant Professor
216.231.5612

Carlson, Jon
Vice President Finance
ext. 8076
jcarlson@ocpm.edu

Carroll, Jill
Director of Research
ext. 7549
jkawalec@ocpm.edu

Chiunda, Stella
CS Assistant Professor
ext. 7473
schiunda@ocpm.edu

Cruz, Alexander
Print and Mail Services Coordinator
acruz@ocpm.edu

Cummings, Alice
Purchasing Director
ext. 7516
acummings@ocpm.edu

Darnell, Aaron
Asst. Network Administrator / PC Tech
ext. 7522
adarnell@ocpm.edu

Deetz, Marsha
Computer Center, PC Technician
ext. 7523
mdeetz@ocpm.edu

DeMore, Matthew
CS Associate Professor
ext. 7471
mdemore@ocpm.edu

DiLoreto, Rita
Accounts Payable Coordinator
ext. 7512
rdiloreto@ocpm.edu
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Telephone Directory

DiPalma, Kristy
Student Services Coordinator
ext. 7489
kdipalma@ocpm.edu

Dixon, David
Human Resources Director
216.231.3300
ddixon@ocpm.edu

Duffy, Michele
Receptionist – CFAI
216.231.5612
mduffy@ocpm.edu

Dwulat, Kelli
Secretary Services
ext. 7484
kdwulat@ocpm.edu 

Eble, Joann
BS Instructor
ext. 7453
jeble@ocpm.edu

Franck, Lorie
Recruiter, 
ext. 7488
lfranck@ocpm.edu

Gaither, David
Assistant Network Administrator/PC Tech
ext. 7524
dgaither@ocpm.edu

Gaston, Garrett
Director of IT
216.231.3300
ggaston@ocpm.edu

Gerhard, Michelle
Receptionist – BFAC
216.591.1311
BFAC@ocpm.edu 

Goscinski, Nichole
Info Desk Attendant
ext. 8011
ngoscinski@ocpm.edu 

Gray, Jennifer
Student Records Assistant
ext. 7492
jgray@ocpm.edu

Hart, Howard
Housekeeping Supervisor
ext. 7543
hhart@ocpm.edu 

Haywood, Morris
Pod Med Assistant Professor
ext. 7463
mhaywood@ocpm.edu

Hetherington, Vincent
Dean/Academic Vice President
ext. 7496
vjh@ocpm.edu

Kelly, Brian
Mortician/Embalming
ext. 7429

Kenney, Jennifer
Graduate Placement Coordinator
ext. 8068
jkenney@ocpm.edu

Koblenz, Marilyn
Coordinator, Educational Resources
ext. 7493
mkoblenz@ocpm.edu

Kyllonen, Kay
BS Course Coordinator
ext. 7454

Landers, Michael
BS Associate Professor
ext. 7455
mlanders@ocpm.edu

Lannoch, Joan
Medical Illustrator
ext. 7527
jlannoch@ocpm.edu
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Telephone Directory

Lantz, Robert P.
Lead Tech – Rockside Campus
ext. 7542

Larzelere, Carolyn
Student Loan Coordinator
ext. 7513
clarzelere@ocpm.edu

Lott, Lois
Dean of Student Affairs
216.231.3300
llott@ocpm.edu

Mabiala, Grace 
Graduate Placement Assistant
ext. 7497
gmabiala@ocpm.edu

Maddamma, Giovanna
Bursar
ext. 7514
gmaddamma@ocpm.edu

Mallias, Leo
Librarian
ext. 7507
lmallias@ocpm.edu 

Mason, Gina
Receptionist – CFAI Huron
216.231.5612
amason@ocpm.edu

Matejcik, Mark
Accountant
ext. 7515
mmatejcik@ocpm.edu

Melillo, Thomas
President
216.231.3300
tvm@ocpm.edu

Mooney, Mary
BS Assistant Professor
ext. 7456
mmooney@ocpm.edu

Nicolanti, David
Executive Vice President
216.231.3300
drn@ocpm.edu

Novack, Brian
CS Associate Professor
ext. 7475
bnovack@ocpm.edu

Osbourne, Abe
CS Assistant Professor
ext. 7464
aosbourne@ocpm.edu

Osher, Lawrence
CS Professor
ext. 7465
losher@ocpm.edu

Osting, Ralph
Adjunct Clinical Faculty
ext. 7476
rosting@ocpm.edu

Patitucci, Laura
Executive Assistant, President
216.231.3300
lpatituc@ocpm.edu

Perzeski, Donna
Manager, Library
ext. 7506
dmp@ocpm.edu

Peterson, Ted
Adjunct Clinical Faculty
216.761.8661
tpeterson@ocpm.edu

Petrozzi, Rocco
Assistant Professor
ext. 7474
rpetrozzi@ocpm.edu 

Putman, David
Director, Student Records
ext. 7491
dputman@ocpm.edu
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Telephone Directory

Redding, Arianna
Receptionist – CFAI Midtown
216.231.5612
aredding@ocpm.edu

Ridgway, Daniel N.
Facilities Director
216.231.3300
dridgway@ocpm.edu

Robinson, Edweana
CS Associate Professor
ext. 7481
erobinson@ocpm.edu

Schumacher, Mary Sharon
Executive Assistant, Academic Affairs
ext. 7496
mschumacher@ocpm.edu

Sevilla, Maria
Lab Coordinator
ext. 7457
msevilla@ocpm.edu

Siesel, Kathy
CS Associate Professor
ext. 7466
ksiesel@ocpm.edu

Solomon, Brenda
Secretary – Surgery Department
ext. 7483
bsolomon@ocpm.edu

Spencer, Scott
CS Associate Professor
ext. 7467
sspencer@ocpm.edu

Strong, Barbara
Coordinator – Secretary Services
ext. 7482
bstrong@ocpm.edu

Syroney, Mark C.
Director of Institutional Advancement
ext. 7546
msyroney@ocpm.edu

Valyko, Carla
Institutional Development Coordinator
ext. 7548
cvalyko@ocpm.edu

Voroselo, Katie
HR Office Assistant
ext. 7531
kvoroselo@ocpm.edu

Whittingham, Tim
BS Associate Professor
ext. 7458
tsw@po.cwru.edu

Wright, E. Ron
BS Professor
ext. 7452
rwright@ocpm.edu

Wright, Katherine
Financial Aid Specialist
ext. 7490
kwright@ocpm.edu

Yavuz, Metin
Assistant Professor
Research Associate
ext. 7458
myavuz@ocpm.edu
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Institutional Information and Services

Bulletin Boards
The bulletin boards are strategically placed
throughout campus for class-specific and
student informational purposes. All posted
announcements must be approved by the
Office of Student Affairs prior to posting
and are to be posted only in sanctioned
locations. All unauthorized announcements
will be removed.

Bursar Office
The Bursar Office is located on the third
floor of the rotunda to assist students
with their account.

Payment for tuition and fees is due at 
the beginning of the semester.  Payment
may be made by cash, personal check,
certified check or money order, payable
to the Ohio College of Podiatric Medicine.

Overpayments are refunded through the
OCPM Debit Card or by check.
Electronically disbursed Stafford and
Graduate PLUS loan funds are credited
directly to the student’s account.  

Tuition and fees are considered past due
if not paid-in-full thirty days from the first
day of the semester.  Balances not paid
when due shall be assessed late fees. 

Your OCPM Tuition and Fee Statement
may be viewed by logging into your
NetClassroom account.

Personal Counseling
Students may seek personal counseling
through the Office of Student Affairs or
counseling is available through Case
Western Reserve University Counseling
Service.

Dining Facilities
The dining facilities are located on the
lower level. Hours of operation are
Monday through Friday from 7:00 a.m. 
to 1:30 p.m. during the school year. In 
addition, vending machines are located
in the main dining room. 

As a policy, no food, beverages or snacks
are permitted in the lecture halls (except
in OCPM approved, spill-proof containers),
library, computer center or labs at any time. 

Microwave ovens, coffee pots and hot
plates are prohibited in all unauthorized
areas of the facility.

Fire Alarm Procedures
Fire evacuation routes are posted in
common areas throughout the building.
In case of fire, evacuate the building
immediately. If the fire alarm sounds,
evacuation of the building is mandatory.

Fitness Center
The student fitness center is located on
the lower level, adjacent to the dining
facilities and game room. It is open only
during designated hours. Supervisors
will post schedules for unsupervised and
student-supervised hours of operation. 
If you have any questions, please contact
the Office of Student Affairs.

Fitness center lockers are to be used in
conjunction only with the campus fitness
center.

At no time are the fitness center, study
lounges, parking lots, or any other campus
area to be used as a domicile, whether
temporarily or permanently.

All students will have a Bally’s membership
(at no cost), good at all Bally’s locations
nationwide. Brecksville and Brook Park
are the closest to the OCPM campus.
Family members will have to pay an extra
fee for use. See the Bally’s website for
more information about the club. 
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Graduate Placement Office
The Graduate Placement Office is located
on the first level. This office was the first
full-time Graduate Placement Office of
the national podiatric medical colleges.  

Established in 1986, the main responsibility
of this office is to provide students with
residency program information, guide
students to the appropriate residency,
inform students of trends in podiatric
residencies, encourage more residencies
to open, prepare students for the interview
process and place 100% of each class.
It’s never too early to inquire about
residencies!

The Graduate Placement Office will
make every effort to assist student
placement in a residency program. The
Office of Graduate Placement cannot
guarantee placement, especially in
specific residency programs or geographic
locations. The majority of states and/or
hospitals require passing Parts I & II of
the National Boards, which is the
students responsibility.

Housing
Housing information may be obtained
through the Office of Student Affairs. The
office sponsors at least one fair during
the summer to assist those students
looking for housing and/or roommates.
For more information, contact the Office
of Student Affairs.

International Students
Recent federal legislation has increased
screening of student visas by the Student
& Exchange Visitors Information System
(SEVIS).  Students most affected by these
modifications will include, but are not
limited to, nationals of Canada, Cuba,
Iran, Iraq, Libya, Mexico, North Korea,
Sudan and Syria.

Students requiring assistance with
immigration status or forms should
contact the Dean of Student Affairs.

Morton and Norma Seidman
Memorial Library
Located on the 1st floor, the OCPM Library
has a collection of over 14,000 volumes
comprised of basic medical and scientific
texts, with emphasis on literature relating
to the lower extremity. Approximately
100 medical and podiatric print journals
are currently received in addition to a
substantial collection of bound journal
volumes. The library subscribes to several
full text databases offering books and
journals via the Internet. An interlibrary
loan service and MEDLINE computer
searches for obtaining medical and
scientific research, bibliographies and
abstracts are available by contacting 
the librarian.

The Library houses a Media Center 
with facilities for viewing DVD’s and 
video cassettes on various podiatric and
medical subjects.  The Library loans
laptop computers for use in the Library,
and iPods, loaded with lecture recordings,
for overnight use.
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Computer Center
A state-of-the-art Computer Center is
fully equipped with PC’s, color printers,
scanners, CD-ROM, and DVD. General,
educational and medical software is
available for users.  Students have full
access to both the Internet and E-mail.

Multimedia Resources
As part of OCPM’s IT department, a
multimedia facility is maintained for 
the production of video, multi-image
presentations, clinical and lecture
material and MP3 files of class lectures.
Most class lectures at OCPM are recorded
and available on the school’s website for
student use, and are subject to lecturer
and the possibility of malfunction. They
are not a substitution for attending
lectures, but a supplement to the lecture.
Each classroom is equipped with video
and audio playback equipment, computer
and video camera projection equipment.

Lost and Found
All lost and found inquiries should be
directed to the Info Desk in the Rotunda or
the Physical Plant Office on the 3rd floor.

Mailboxes
Students may receive individual 
or organizational intercollegiate
communications in their student
mailboxes. These boxes are located 
on the lower level and are maintained 
by the Office of Student Affairs.

It is the responsibility of each student to
periodically check their mailboxes. These
mailboxes are considered a reliable
method of communication by the staff,
faculty and administration. Student 
mailboxes are for OCPM mail only. No
U.S. Postal Service mail will be accepted,
and student mailboxes are not an official
local address.

Student mailboxes may be utilized for
direct communication to student organi-
zations from external resources via the
Office of Student Affairs.

Parking Rules 
and Regulations
Any faculty, staff or student at OCPM
who parks on college property consents
to the enforcement of parking fines or
charges through payroll and student
account deduction, withholding of grades
and transcripts, or such other measures
as the institution prescribes.

No student parking is ever permitted in
the main circle. Students must park in
designated areas. 

Unless otherwise directed by the parking
monitor, all vehicles must be parked in
marked parking spaces. No vehicle shall
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be parked to extend beyond one space.
Except for flat tires, jump-starts, and
similar unavoidable problems, vehicle
maintenance/repairs are not permitted in
the parking areas. OCPM parking is not
intended for overnight or extended term
parking. If a car, for some reason must
remain in the lot for a night, the student
must request permission in writing, from
the Physical Plant Office, 3 days in
advance, stating the reason why the 
car will be left in the lot over night.

All permit holders must display a
hangtag, or current sticker or decal on
the lower driver’s side corner of front
window. The college shall exercise due
care in operating the parking areas, but
assumes no responsibility for the loss,
theft, or damage to parked, towed, or
stored vehicles. 

In the rare event that a temporary or rental
car is driven to and parked on campus, it
is the student’s daily responsibility to leave
information about the car (make, model,
color, and license plate number) at the
front desk to avoid a parking violation.

OCPM does not maintain reciprocal
parking agreements with the City of
Independence or our neighboring
businesses.  OCPM students are NOT
authorized to park in any location other
than our lots.  Parking off campus is
done at your own risk and may subject
you to fines and/or towing charges.

Please visit the Physical Plant staff for
student IDs and parking needs. 

After-Hours, Weekend, 
and Holiday Parking
All students are required to park in their
designated areas 24/7, 365 days per year.

Student parking areas are not to be used
for long-term parking while on clerkship
or vacation. Parking rules and regulation
will be enforced at all times, and the
college assumes no responsibility for
loss, theft or damage to such vehicles.

Violations and Fines
For first violation, a fine of $15.00 will 
be assessed and $30.00 for a second
violation. For the third infraction, a wheel
lock may be placed on the vehicle. Cost
to remove the wheel lock will be $65.00.
All subsequent infractions will result in
the towing of the vehicle.

Persons negligently or intentionally
damaging gates, fences, signs, lawns,
landscaping or other property shall pay
all costs of restoration or replacement.  

Replacement of card for whatever reason
will cost $25.00 payable at the Business
Office. (Pay first, and then bring receipt to
the Physical Plant Office). Defective cards
will be replaced at no cost. Replacement
of lost cards will incur a charge of $25.00
payable to the Bursar at the Business
Office on the third level (Please pay first,
and then bring receipt to the Properties
Manager for replacement). 

Vehicles parked in fire lanes or
obstructing traffic or walkways will 
be towed at the owner’s expense.

In cases where a state’s Bureau of Motor
Vehicles must be contacted to determine
vehicle ownership, all costs incurred will
be added to the assessed fine. 

Parking is available to students for a fee.
Only one sticker will be issued to a student.
Students, at their option and discretion,
may purchase a plastic placard from the
Physical Plant Office for $5.  This card
allows parking sticker use on all cars
listed on the Parking Registration Form.
Loss of this card/sticker will result in a
$75 Parking Registration Replacement
Fee.  Parking stickers are to be placed
on the lower driver’s side corner of the
front window.



16

Institutional Information and Services

Violation Appeals
Any faculty, staff or student charged and
fined has the right of appeal to the OCPM
Physical Plant Office located on the third
level. Each appeal should be in the form
of a written memorandum or letter
accompanied by the ticket and should
include payment for the penalty to act as
bond. Valid permit holders do not need
to post bond. The amount posted as bond
will be refunded if the appeal is waived
or granted. Each appeal requires a full
name, return address and permit
number (for permit holders) in order for
the appeal to be processed. No oral
appeals will be considered.

A written response to the appeal will be
sent to the name and address listed on
the appeal within thirty (30) days after
receipt of the appeal by the Physical
Plant Office.

Appeals will not be considered and will
be discarded in the following circum-
stances:

1) Bond is not posted or permit holder
did not include their permit number 
in lieu of bond.

2) The appeal is received by the 
Physical Plant Office after the tenth
(10th) calendar day after the date 
of violation.  (Weekends and legal
holidays are counted in the above 
ten (10) calendar day limit.)

3) The appeal is illegible.

Print Shop
OCPM offers limited printing services
through our on-campus print shop.
Individuals and student organizations 
may have materials duplicated on a cash
basis, providing that at least five (5)
copies of each original be made. Please
see the information desk in the rotunda
for printing information and to place an
order. Copying equipment is also 
available to students. Coin operated
machines are located in the library and
the lower level by the fitness center.

Print services are made available through
discount pricing at FedEx/Kinko’s. Please
visit the Office of Student Affairs for details.

Public Transportation
Transportation from downtown and
suburban areas is available on Regional
Transit Authority (RTA) buses and trains.
Schedules for trains and buses are
available at certain stops on the routes,
by mail, telephone, or at www.gcrta.org.  

Smoking and Tobacco
No smoking or tobacco products are
permitted in any areas on campus
including outdoor areas and parking lots.
Use of personal smoking and/or tobacco
products performed off-site on other
private or corporate property may be
deemed trespass or litter violations and
be fully punishable by law.
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Building Hours
Hours for the OCPM campus building
will be as follows: The building will open
at 6:30 a.m. and close at 12:00 a.m.
during non-exam times. Exam hours 
are 6:30 a.m. to 2:00 a.m.

Anyone attempting to remain in the
building after regular hours will be
escorted out by the guard. This is for
your safety and to prevent any potential
liability issues.

Student Advances
Two Cash Advance Loans of up to $1,000
each will be permitted per academic year.
An Advance may be granted only to the
extent there is sufficient financial aid that
has yet to be received by the student that
will cover any outstanding tuition, fees
and the Advance, as determined by the
information on the Financial Aid Award
Letter at the time of the Advance request.
In order to obtain the second Advance, the
first Advance and the previous semester’s
tuition and fees must be paid.  Advances
may only be granted to students who are
registered for the semester in which the
Cash Advance is requested.  Advances
are subject to late fees after thirty days.
A promissory note must be signed for a
Cash Advance Loan.  Cash Advance Loan
applications are available from the
Bursar Office.  

An Emergency Loan is a privilege, which
is granted to a student in immediate need
to the extent funds are available in the
Emergency Loan Fund.  An Emergency
Loan of up to $500 may be granted to
students who are registered for the
semester in which the Emergency Loan
is requested. An Emergency Loan may
only be granted when a prior Emergency
Loan balance has been paid.  Emergency
Loans are subject to late fees after thirty
days.  A promissory note must be signed
for an Emergency Loan.  Emergency
Loan applications are available from the
Bursar Office.

Student Lounge
Located on the lower level, the student
lounge is designed to provide an 
opportunity for students to relax in a
comfortable environment. There is no
food, smoking or tobacco products
permitted in the student lounge.

Student Lockers
Lockers for students are available in
designated areas, according to class
year. Locker access information must be
on file in Student Affairs.

Telephones
Students are not permitted to use college
phones for personal calls unless author-
ized by a member of the college faculty
or staff. 

In case of an emergency, calls will be
routed to and handled by the Office of
Student Affairs.

Emergency Phone Calls
The Office of Student Affairs handles all
emergency phone calls for students. If
the situation warrants, the student will
be notified while in class. Otherwise, 
the student will be left a message near
the appropriate campus mailboxes
and/or classroom. Dial 911 for 
emergencies (fire, police, ambulance).
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Tutoring
During the first, second, or third year 
of study, tutoring is provided at no
charge to any OCPM student who either
desires this service or who has been
recommended for the service by the
Course Instructor and/or the Educational
Resource Coordinator. Students averaging
a grade of “C” or below on a course
examination are encouraged to seek
either group or individual tutoring. In
addition, students who wish to improve
their time-management or other
learning skills are encouraged to access
the services provided by the Office of
Educational Resources on the first level.

University Health Services
All students receive their primary
healthcare through University Health
Service (a mandatory fee is charged each
fall and spring semester).  There is no
charge for visits to any practitioner within
the Health Service itself. These include
MD’s (Internal Medicine, Family Practice &
Adolescent Medicine), nurse practitioners
and nurses.  Students are seen, usually
on an appointment basis, for illness,
injury, or simply for health advice (e.g.,
information about sexually transmitted
infections, family history of high choles-
terol, problems with sleeping or difficulty
concentrating).  Appointments may be
made by calling 216-368-4539.  Same
day appointments are available for acute
illness; the earlier you call, the better
your chances of getting a same day
appointment.  Students who have estab-
lished a relationship with a primary care
practitioner will then also have access to
that practitioner via e-mail.

Emergency assistance is available on
nights and weekends during the regular
school calendar by calling 216-368-2450.
The answering service will reach the
nurse or physician on call, who can then
assist with the emergency.  All students
with life threatening emergencies
should, of course, go immediately to the
closest emergency room.

All registered students at OCPM,
regardless of what insurance they use,
are eligible to use the Health Service and
the on call Emergency Service during the
regular school year (fall and spring
semesters).  There is a small, one-time
fee charged for students wishing to use
the Health Service over the summer.

Needle Stick Hotline:  216.368.6635

All services and records of the Health
Service are confidential and may not be
released to anyone without the signed
written informed consent of the student.
For additional information, pick up a
brochure at OCPM’s Office of Student
Affairs or visit the website at http://
studentaffairs.case.edu/health/

Women’s Health
Annual exams (with Pap smears) for
women are offered at no additional cost to
students.  To schedule an appointment,
call 216-268-2453.  Information is avail-
able about all methods of birth control,
about sexually transmitted infections (for
women whose partners are men, women
or both), and about pregnancy.  Students
also may be seen for irregular or painful
menses, problems with hair growth,
questions about fertility, etc.  
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Additional Services
An allergy clinic is available so that
students receiving allergy shots may
continue to do so while at OCPM.  The
student wishing to do this will need to
provide his/her own bottles of antigenic
extract, as well as information from the
treating physician about how to administer
the extract.  Questions?  E-mail Connie
Crihfield at cxc5@case.edu.

Nutrition information/advice is available
for students wishing to lose weight or
follow a special diet (e.g., low cholesterol,
vegetarian, low salt, lactose-free).

Services not provided in the Health Service
itself (e.g., laboratory tests, x-rays,
consultations) are often provided at
University Hospitals of Cleveland.
Students will be billed for any such
outside services they receive and then
must submit those bills for reimburse-
ment to either the Student Medical Plan
or another health insurance plan.

University Counseling
Services & Center for
Collegiate Behavioral Health
The University Counseling Services (UCS)
and the Center for Collegiate Behavioral
Health (CBH) help OCPM students and
their spouses or partners with their
personal counseling and behavioral
health needs from two locations in
University Circle.  Services include
individual, group and couples counseling,
psychological testing and learning
disability screening, psychiatric medication
evaluation, and substance use and abuse
consultation.  In general, these services
are offered on a short-term basis (usually
12 or fewer sessions) to help OCPM
students make adjustments to their
personal, social, educational and
professional areas of life.

There are two locations where appoint-
ments can be made: the CBH center on
Adelbert Road, which is located on the
second floor of the University Health
Service Building, 216-368-2510 or the
Counseling Service in Sears Building,
Room 201, 216-368-5872.  Both services
are staffed with professional social
workers, counselors, psychologists and
psychiatrists who are experienced 
in helping OCPM students with their
concerns.  For your protection, please
note that discussions with a UCS or CBH
staff member are considered to be confi-
dential.  Therefore, we will not disclose
information to any other party, e.g.,
faculty, parents, future employers
without the permission of the student;
the release of information without
written consent would only occur at times
of imminent harm or when compelled by
law or court ruling to do so.  Free work-
shops and seminars are also offered
each semester on topics including test
anxiety management, stress reduction,
couples enrichment, overcoming shyness,
and eating disorders.  Contact the UCS
for more information.  For additional
information, visit our website at
www.case.edu/stuaff/ucs or e-mail us 
at wecounsel@case.edu

Medical Plan Option
This insurance plan is a supplement to
what is offered within the Health Service.
Within certain stated limits, the insurance
program covers the cost of miscellaneous
outpatient services, inpatient hospitalization,
etc.  The insurance company will make
payment for such services up to the limits
provided by the plan.  The student is
responsible for initiating claims.  A
brochure describing the Accident and
Sickness Medical Plan is available in 
the Office of Student Affairs.
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Counseling Services
Sears Building Location
8:30 a.m.–5:00 p.m., Monday–Friday

For appointments contact: 
216-368-5872

For urgent care during our open
hours use walk-in counseling, 
M–F 2:45–4:30 p.m.

For emergencies after hours, 
weekends and holidays contact the
“university counselor on call” at 
216-844-8892 

Center of Behavioral Health
2nd Floor 2145 Adelbert Road
8:30 a.m.–4:30 p.m., Monday–Friday
(except Thursdays 9:30 a.m.–4:30 p.m.)

For appointments contact 
216-368-2510

Please note that walk-in counseling
sessions are only available in the
Sears Library location

Case Western Reserve University
Health Service
8:30 a.m.–4:30 p.m., M, T, W, F
9:30 a.m.–4:30 p.m., TH

General Appointments: 368-4539

Women’s Clinic Appointments: 
368-2453

Mental Health Appointments: 
368-2510

Information: 368-2450

Emergencies: 368-2450

Notification of Illness
Whenever possible, the University Health
Service staff will notify a student’s
immediate family in case of serious
injury or illness—but only when prior
permission has been obtained from the
student.  Specific medical information
about student illness is confidential and
privileged and will only be released after
consent has been obtained.

Health Requirements
A medical and immunization history is
required before enrollment for all new
full-time students.  The medical and
immunization history becomes a perma-
nent part of the student’s medical file at
Case Western Reserve University Health
Service.  In order to assure that all
students are protected against prevent-
able and communicable illness, the
following requirements must be met
prior to matriculation:

1. Complete the record of medical history
form. This form is found on CWRU’s
website at http://studentaffairs.case.
edu/health/forms/doc/NewStudent
Packet408.pdf, and must be mailed
back to University Health Services at
Case Western Reserve University before
the start of classes, by all first-year
students. It is the responsibility of each
student to obtain and complete the form,
and submit it to the Health Service.

2. The Immunization History must be
completed and signed by a physician
or you may send a copy of your school
or baby immunization record.  Proofs
of immunity to Measles (Rubella) for
students born after January 1, 1957
and to German Measles (Rubella) are
REQUIRED for registration.  Vaccines,
if needed, will be provided for a fee.

3. A tuberculin skin test is required of 
all students.  The Health Service will
provide it after arrival on campus
unless you have received the test,
documented by a physician, six
months prior to matriculation.  There
is no charge for the tuberculin test.
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4. All students entering the Ohio College
of Podiatric Medicine (OCPM), shall
have proof of vaccination and/or titers
to confirm immunity for the following
diseases:

n 2 doses of Measles, Mumps, and
Rubella or a positive titer

n Tetanus—Diphtheria booster done
within the past 10 years

n Documentation of polio immunization
n Documentation of chicken pox illness

or 2 doses of vaccine or positive titer

Students who have not been immunized
because of religious belief must provide
documentation of church membership at
the time of matriculation.  They may be
excluded from classes in the event of an
outbreak of such diseases.

5. All students must be vaccinated
against Hepatitis B.  The cost is
automatically billed with the first
semester’s tuition and fees.

Students may choose to be vaccinated
against Hepatitis B prior to matriculating
at OCPM.  A titer must accompany the
proof of vaccination or must be drawn
after starting classes in order to receive
a full or partial refund.  Proof should
be forwarded to the Secretarial
Support Services to be processed.

Those students who have not been
vaccinated will receive the vaccination
beginning in Year I.  A titer is included in
the cost of the vaccination and will be
drawn two months after the third
vaccine.

Concerning laboratory participation
during pregnancy:
There are many chemicals used in the
Anatomy Laboratory in association with
cadaver dissection. Some of these chem-
icals are known respiratory irritants and
carcinogens, and some can cause central
nervous system disorders. Therefore, if 

a student knows that she is pregnant,
suspects she is pregnant, or is contem-
plating becoming pregnant, she is not
permitted to be in the Anatomy Laboratory.
Any student in this situation should
immediately notify the Chairperson of
the Basic Sciences Department to
discuss her options.

Accident and Sickness
Medical Plan
Students without personal health insur-
ance must purchase the medical plan
offered by the college.  This insurance
plan is a supplement to the services and
treatment offered at University Health
Service.  Within certain stated limits, 
the insurance program covers the cost 
of miscellaneous outpatient services,
inpatient hospitalization, etc. Dependents
(spouse and children) of full-time students
are not eligible for care at the Case
Western Reserve University Health
Service.  However, elective health
insurance coverage for dependents is
available if the student is covered under
OCPM’s major medical plan.  Brochures
explaining this coverage, as well as the
cost, are available in the Office of
Student Affairs.

Waiver Policy
Students who hold personal health
insurance coverage through some other
plan may waive the “Accident and
Sickness” Medical Plan by filling out a
waiver form online by the deadline.
Once submitted, waivers are irrevocable.
Students will also be asked to submit
proof of personal health insurance when
filling out the waiver.  Please note: many
commercial insurance policies do not
cover a student after a certain age.  
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Student Foot Care
All students of the Ohio College of
Podiatric Medicine are eligible for expert
foot care at no cost to them, with the
exception of lab work, pathology, and
orthotics. Students not covered by
medical insurance will be responsible for
the fees for outside expenses such as
pre-admission testing, laboratory fees,
anesthesia and pathology.  They will be
billed for these services.

Dental and Vision
Dental services are available at the Case
Dental School to students who have the
major medical plan coverage.

A discounted dental and/or vision plan is
available to all students for an extra cost.

Details on both can be obtained in The
Office of Student Affairs.

Weather-Related 
School Closing
As a clinical facility, OCPM is obligated 
to honor patient care and scheduled
appointments whenever possible.
However, there are instances when
weather conditions may cause the
college to declare itself closed, out of
concern for the welfare of students and
employees.  An announcement will be
made on various radio and TV stations.
The closing will be effective for one day
only, unless an announcement is made
again on succeeding days.  Separate
announcements will be made for the
college and Clinic.  These announce-
ments will be made at approximately
6:30 a.m. on:

TV CHANNELS: 3, 5, 8, 19, 43, 21.

RADIO: WTAM 1100 AM; WKNR 1220 AM;
WCLV 95.5 FM; WCPN 90.3 FM; 
THE BEAT 92.3 FM; WGAR 99.5 FM;
WDOK 102.1 FM; WCRF 103.3 FM; 
Q-104 FM; KISS 104.9 FM; 
MAGIC 105.7 FM; MIX 106.5 FM; 
WVMN 90.1 FM – NEW CASTLE; 
WVMS 89.5 FM - SANDUSKY.

EXAMS CANCELED DUE TO SCHOOL
CLOSINGS FOR WEATHER CONDITIONS
WILL BE POSTPONED.  RESCHEDULING
OF CANCELED EXAMS WILL BE
HANDLED WHEN SCHOOL REOPENS.
THE REMAINDER OF THE EXAMS WILL
BE ADMINISTERED AS SCHEDULED.

Notary Public Services
There are Notary Publics at the college.
Notarizing will be done at no charge.
Following are the names and departments
of those who can assist you:

David Putnam Registrar

Mary Sharon
Schumacher Academic Affairs

Kristy DiPalma Student Affairs
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Background Check
A successful background check is required
of all incoming students prior to the first
day of class. The service is also available
to continuing students in preparation for
clerkships and residencies.

Issued by: The Office of Student Affairs
February 2, 2006

Policy: Background Checks for
Applicants and Students of the Ohio
College of Podiatric Medicine

I. Applicability
This policy applies to all applicants to 
or students enrolled in an educational
program that includes, or may include 
at a future date, assignment to a clinical
health care facility. All deposited OCPM
candidates and continuing students
functioning in a podiatric clerkship
program require a background check.

II. Policy
Effective immediately, applicants must
submit to and satisfactorily complete a
background check review as a condition
to admission into the podiatric medical
program. An offer of admission will be a
conditional one and will not be final until
the completion of the background check(s)
with results deemed favorable. Final
admission may be denied or rescinded
based on a review of the background
check.

Additionally, students who are currently
enrolled and subject to clerkship duties
as defined by the academic curriculum
and who do not have a valid background
check must submit to and satisfactorily
complete a background check review as
a condition of continuing enrollment or
participation in the educational experi-
ences at affiliated sites requiring a
background check.

Students who refuse to submit to a
background check or do not pass the
background check review are subject to
dismissal from the podiatric medical
educational program at the Ohio College
of Podiatric Medicine (the college).

III. Rationale
A. Health care providers: are entrusted

with the health, safety, and welfare 
of patients; have access to controlled
substances and confidential information;
and operate in settings that require
the exercise of good judgment and
ethical behavior. Thus, an assessment
of a student’s or applicant’s suitability
to function in such a setting is imper-
ative to promote the highest level of
integrity in health care services.

B. Clinical facilities are increasingly
required by accreditation agencies,
such as the Joint Commission of
Healthcare Organization (JCAHO) 
to conduct background checks for
security purposes on individuals who
provide services within the facility and
especially those who supervise care
and render treatment. To facilitate
this requirement, many educational
institutions have already agreed to
conduct these background checks for
students; it is the college’s intention
to comply with this model.

C. Clinical rotations are an essential
element in certain curriculum
programs. Students who cannot
participate in clinical rotations due 
to criminal or other adverse activities
that are revealed in a background check
are unable to fulfill the requirements
of the college program. Additionally,
many healthcare licensing agencies
require individuals to pass a criminal
background check as a condition of
licensure or employment. Therefore, 
it is in everyone’s interest to resolve
these issues prior to a commitment of
resources by the college, the student
or applicant.
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D. The college is obligated to meet the
contractual requirements contained in
affiliation agreements between the
OCPM and the various health care
facilities.

IV. Background Check Report
A. Obtaining a Background Check Report

The college will designate approved
company(ies) to conduct the background
checks and issue reports directly to
the Student Affairs Department at the
college. Results from a company other
than those officially designated shall
not be accepted or considered. Students
and applicants must contact a desig-
nated company and comply with its
instructions in authorizing and obtaining
a background check. Students and
applicants are responsible for direct
payment of any fees charged by a
designated company to provide the
background check service.

B. Scope 
Background checks may either
partially or totally include the
following and cover records for 
the past seven years.

nCriminal history search, including
convictions, deferred adjudications
or judgments, expunged criminal
records, and pending criminal
charges involving felonies, Class A,
Class B, and Class C violations.

nSocial Security Number verification

nViolent Sexual Offender and
Predatory Registry search

nOffice of the Inspector General (OIG)
List of Excluded Individuals/Entities

nGeneral Services Administration
(GSA) List of Parties Excluded from
Federal Programs

nU.S. Treasury, Office of Foreign
Assets Control (OFAC), List of
Specially Designated Nationals
(SDN)

nApplicable State Exclusion List

C. Rights
Students and applicants have the right
to review the information reported by
the designated company for accuracy
and completeness, and to request that
the designated company verify that
the background information provided
is correct. Prior to making a final
determination that will adversely
affect the applicant or student, the
college will provide applicants or
students a copy of or access to the
background check report issued by
the designated company, and inform
them of their rights, how to contact
the designated company to challenge
the accuracy of the report and that the
designated company was not involved
in any decisions made by the college.

V. Procedure
A. Applicants

1. Applicants must complete the
required background check
screening following the offer of
admission, but prior to enrollment.

2. The background check report will
be submitted to the admissions
committee for its review. If the
report contains negative findings,
the admission committee may
request that the applicant submit
additional information relating to
the negative finding, such as written
explanation, court documents and
police reports. The admissions
committee will review all informa-
tion available to it and determine
whether the offer of admission
should be officially withdrawn.

3. Background check reports of
applicants shall be secured and
maintained with the college’s
Director of Student Records
(Registrar) upon receipt and 
subsequent approval.

4. Admissions decisions are final and
may not be appealed.
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B. Current Students
1. Students must complete the

background check review prior to
clerkships, commencement, or
assignment at a health care facility.

2. Background check reports will be
submitted to the Student Affairs
Department for its review. If the
report does not contain any negative
findings as determined by the
admissions committee, the student
will be allowed to participate in
clinical rotations and clerkships. If
the report contains negative findings,
the admissions committee may
request the student submit additional
information relating to the negative
finding, such as a written explanation,
court documents and police reports.
The admissions committee will
review all information available to it
and determine whether the student
should be permitted to participate
in clinical rotations or be recom-
mended for dismissal,

3. If the Administration determines
that dismissal from the college is
warranted, a student may appeal
that decision in accordance with the
college’s policies and procedures in
appeal of all academic matters
found at Academic Policies and
Procedures in the Student
Handbook.

C. Committee Review Standards
In reviewing the background check
reports and any information submitted,
a committee may consider the following
factors in making its determinations:
the nature and seriousness of the
offense or event, the circumstances
surrounding the offense or event, the
relationship between the duties to be
performed as part of the educational
program and the offense committed,
the age of the person when the

offense or event occurred, whether
the offense or event was an isolated or
repeated incident, the length of time
that has passed since the offense or
event, past employment and history of
academic or disciplinary misconduct,
evidence of successful rehabilitation,
and the accuracy of the information
provided by the applicant or student in
the application materials, disclosure
forms or other materials. The
committee should bear in mind both
the safety interests of the patient and
the workplace, as well as the educa-
tional interest of the student. In
reviewing background checks and
supplementary information, advice
may be obtained from college counsel,
police, or other appropriate advisors.

D. Deferment
1. Applicant: A reviewing committee

may extend an offer of admission
for up to one year while the matter
is resolved.

2. Current Students: A student may be
granted permission for withdrawal
for one year while the matter is
resolved. Permission to re-enroll in
assignment of health facilities or
resumption of clerkship duties may
be granted only if space is available.

VI. Confidentiality and Recordkeeping
A. Background check reports and other

submitted information are confidential
and may only be reviewed by college
officials and affiliated clinical facilities
in accordance with the Family
Educational Records and Privacy Act
(FERPA).

B. Student background check reports
and other submitted information of
students shall be maintained and
secured with the college’s Director 
of Student Records (Registrar).
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C. Applicants denied admission into the
program due to background check
reports and other submitted informa-
tion shall have documents secured
and maintained in accordance with the
college’s record retention policy for all
applicants.

VII. Other Provisions

A. The college shall inform students 
who have negative findings in their
background check report and are
nonetheless permitted to enroll that
the institution’s decision is not a
guarantee that every clinical facility
will permit the student to participate
in the educational clerkship program
at its facility, or that any state will
accept the individual as a viable
candidate for registration, permit 
or licensure.

B. A background check will be honored
for the duration of enrollment if the
student is continuously enrolled. A
student who has a break in enrollment
will be required to complete a new
background check, in accordance with
the terms of his academic status. 
A break in enrollment is defined as
nonenrollment of at least one semester
in the approved curriculum of the
degree program. However, a student
whose attendance has not been
suspended due to a licensing agency’s
eligibility certification process will not
be considered as having a break in
enrollment. An officially approved
leave of absence is not considered a
break in enrollment.

C. Falsification of any information,
including omission of relevant infor-
mation, revealed in a background
check report may result in denial of
admission or dismissal from the
educational program.

D. Criminal activity that occurs while a
student is in attendance at the college
may result in disciplinary action,
including dismissal, and will be
addressed through the college’s
academic and/or disciplinary policies.
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Financial Aid
Financial aid programs have enabled
thousands of students to achieve their
educational goals.  Students seeking
funding from these programs should
fully understand the policies and proce-
dures governing the administration of
financial aid.  This section of the Handbook
provides valuable consumer information
for all financial aid applicants.

The Ohio College of Podiatric Medicine
participates in a variety of programs that
assist students in financing their podiatric
medical education.  College policy requires
that students and families use their own
resources first to finance the student’s
education.  When personal resources
and the income and assets of immediate
family are insufficient to meet the total
cost of education, the Financial Aid Office
makes every effort to supplement the
student’s resources with available student
assistance funding.  The Financial Aid
staff provides prospective and enrolled
students with information regarding
availability and eligibility for various
student aid programs.

The majority of the aid programs
administered by the Financial Aid Office
are federally sponsored.  Therefore, the
college must strictly adhere to federal
regulations as well as commonly accepted
financial aid practices.  Campus-based
aid, administered directly by the college,
is made available to eligible students in a
nondiscriminatory fashion.  Since these
resources are limited and subject to
annual federal capital limits, priority for
the awarding of these funds will be given
to qualified students who submit their
needs analysis forms by specified
deadlines.

Financial Aid Office Conduct
and Ethics
OCPM’s Office of Financial Aid has
adopted the federal Code of Conduct and

the amended U.S. Congressional Bill
H.R. 890, commonly referenced as the
Sunshine Act.

No OCPM Financial Aid administrator,
staff member, agent or alumni will enter
into a relationship with a lender or
lending agency which could be inter-
preted as a promotion or endorsement of
any sole financial resource or product.

The staff of the OCPM Financial Aid
Office is committed to presenting the
best product to each student based on
educational status, personal situation
and economic feasibility.

Standards of Academic
Progress Policy
Satisfactory progress regulations provide
for the implementation of an equitable
and consistent academic policy for finan-
cial aid recipients, which would be the
same as the college’s standards for a
student who is not receiving financial
assistance.  These regulations require
that the college establish a maximum
time frame in which students must
complete the degree requirements, as
well as a qualitative measure (i.e., GPA)
of eligibility in determining continued
eligibility for the receipt of financial 
aid funds.

Provisions implementing this requirement
are as follows:

nAll recipients of federally funded
financial aid will not have more than six
(6) years to complete the Doctor of
Podiatric Medicine degree.

nAll recipients of federally funded aid
must maintain a cumulative grade point
average of no less than 2.00 on 
a 4.00 grading scale and maintain
academic standing that is in compliance
with the college’s requirements for
graduation.
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Verification Process
To assure that Financial Aid funds are
distributed to students who are properly
qualified, the federal government has
prescribed an Integrated Verification
System (IVS).  Guidelines governing this
system require educational institutions
to verify the accuracy of financial and
related data submitted by applicants
seeking funds from federally sponsored
aid programs.  To comply with this ruling,
applicants randomly selected by the
government must fill out a Verification
Worksheet.  This worksheet, once
completed and signed, becomes a part 
of the student’s Financial Aid File for 
that award year.

Dependency Status Definition
All graduate and professional students
are considered independent.  However,
since certain types of campus-based
loan funds are reserved for disadvantaged
students, the Financial Aid Office may be
required to obtain parents’ information
prior to the awarding of these funds.

General Eligibility
Requirements
General eligibility for federally sponsored
financial aid programs require that
students:

1. Must be in good academic standing
and making satisfactory progress
towards the Doctor of Podiatric
Medicine Degree as defined in the
OCPM Student Handbook.

2. Must not be in default on previous
student loans.

3. Must be a United States citizen,
national, or permanent resident of 
the U.S. Trust territory or the Pacific
Islands of the Northern Mariana
Islands.

4. Must complete and submit a need
analysis form, which is used to
determine eligibility.

5. Must participate in Entrance & Exit
Counseling activities as mandated by
federal legislation.

When applicable, students must provide
appropriate documentation of permanent
residency status and Selective Service
Registration prior to the approval of
financial aid.

FINANCIAL AID PROGRAMS
Federal Work Study Program
The federal Work Study Program (FWS) is
a part-time employment program funded
primarily by the federal government.
The funds are allocated to student
participants most often in combination
with other forms of financial assistance.
The program enables students to meet
their educational expenses without the
necessity of incurring additional indebt-
edness, and provides jobs for students
who need assistance in paying their
educational expenses.  The program
provides meaningful work experience
and flexible work schedules that
complement the student’s academic
environment.

Students employed by the program 
are paid on the 15th day of each month.
Students are permitted to work up to
twenty (20) hours per week during in-
school sessions. If there is sufficient
funding, students are permitted to work
up to thirty (30) hours per week during
academic breaks.  Total earnings are
limited by the student’s financial need
eligibility and availability of funds.
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Campus-Based Loan Programs

Perkins Loan Program
This program provides long-term, low-
interest loans to students in amounts
governed by established criteria.  Students
may borrow up to a cumulative total of
$40,000 for undergraduate and graduate
studies combined.  The amount awarded
to a student is determined by the amount
of funds allocated to the college from the
federal government, as well as the
student’s eligibility.  The maximum Perkins
Loan amount is $6000 per academic
year.  Payments on this loan are deferred
while the student is in school.  During an
approved residency program, a student
may be entitled to an additional deferment
period.  Specific information about defer-
ment and grace periods can be obtained
from the Student Loan Administrator at
the college.

In accordance with the repayment
schedule provided to the student during
the exit interview, interest and principal
for the Perkins Loan may be repaid over
a ten-year period in equal or graduated
installments.  A student may accelerate
repayment of the loan without incurring
prepayment penalty charges.

Guidelines:

1. Adhere to the requirements listed in
“General Eligibility.”

2. Complete a needs analysis form,
which includes student and parents’
financial data.

3. Submit copies of both the student’s
and the parents’ previous year federal
income tax returns (IRS Form 1040
and all applicable tax schedules and
W-2s).

Egerter Student Loan Fund
The college has established an
Emergency Student Loan Fund in honor
of Dr. B. C. Egerter, Chairman Emeritus
of the Board of Trustees.  This revolving
loan fund is to be used to meet imme-
diate personal financial needs that could
not be anticipated by the student and
cannot be met by other sources.  Room
and board, books, supplies, residency
application fees and National Board fees
are not classified as emergency needs
under this fund.

Students are allowed to borrow up to
$500.00 from this emergency loan fund.
The amount borrowed is repayable within
thirty days.  No service charges are
assessed if the loan is repaid within
thirty days.  Interest at the rate of 12%
per annum will be charged if the loan is
not repaid within the thirty-day period.
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Federal Loan Programs
Subsidized Stafford Loan
This federally sponsored educational
loan provides up to $8,500 per academic
year to eligible graduate students.  The
loan has a federally fixed interest rate.
The federal government pays an interest
subsidy on eligible Stafford loans while
the student is enrolled in college.

Unsubsidized Stafford Loan
This loan provides up to $38,667 per year,
dependent upon grade level, to graduate
and professional students.  This loan
also has a fixed interest rate. Though
interest and principle payments are
deferred while the student is enrolled,
there is no interest subsidy for this loan.

Federal guidelines specify use of a Master
Promissory Note (MPN), authorizing
students to borrow from both the
Subsidized and Unsubsidized Stafford
Loan programs with one application, is
appropriate for a ten-year period.  At the
student’s discretion, the suitable applica-
tion can be obtained from banks, credit
unions and other agencies that partici-
pate in the program. 

The Ohio College of Podiatric Medicine 
will certify any requested lender for the
Stafford Loan Programs. OCPM students
may retrieve the MPN student loan appli-
cation and lender information from the
Office of Financial Aid.

Stafford Subsidized and Unsubsidized
Loans are subject to an Origination fee,
up to .5%, and a federal default up to 1%,
which is deducted prior to the disbursement
of the loan proceeds. The Originator Fee
varies according to the principle amount
of the loan.

Stafford Loans generally must be repaid
within ten years of graduation or when
full-time enrollment ceases.  Terms of
repayment and granting of deferment
depend on the regulations in effect on
the date the loan is made.  Students are
advised to check directly with the lending
institution for specific information about
repayment and terms of the loan.

GradPLUS Loan
The GradPLUS Loan is like the ParentPLUS
loan in that it allows graduate students
to borrow Cost of Attendance minus any
other Financial Aid.  The PLUS loan also
has a fixed interest rate; however, there
is no interest subsidy for the PLUS loan.
The loan is deferred while in school, but
there is no grace period after graduation.
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Application Process
The application process for determining
eligibility for financial aid requires
students to submit the following:

1. An Ohio College of Podiatric Medicine
(OCPM) Financial Aid application.

2. Copies of the student’s (and/or
parents’) previous year’s 1040, 1040A,
or 1040EZ income tax return with all
applicable IRS Schedules.  Certified
copies of the tax form(s) must be
submitted upon request.

3. A Free Application for Federal Student
Aid Form (FAFSA) needs analysis form,
commonly referred to as a Student Aid
Report or ISIR.

Financial Aid packets for the coming
year will be available following winter
break for all currently enrolled students.
Financial Aid packets will be sent directly
to incoming students upon submission of
deposit funds.

Important Deadline Dates
Deadline dates for the submission of
financial aid application materials for the
academic year are based on the individual
class start dates.  The general rule is all
materials should be submitted to the
Financial Aid Office no later than six (6)
weeks prior to the beginning of the
applicable term for which financial assis-
tance is being requested.

Awarding Process
Federal regulations require institutions
to use an approved needs analysis
system as a basis for determining a
student’s need for financial aid funds.
The Director of Financial Aid uses the
expected family contribution figure
provided by the Student Aid Report (SAR)
to determine the student’s eligibility for
various aid programs.  The lower the
contributions figure the greater the
student’s need for financial assistance.
The following information outlines the
five components used in awarding
financial aid:

1. Total Cost of Education – A standard
expense budget or Total Cost of
Education is assigned to each class
year.

2. Total Family Contribution – The total
family contribution is subtracted from
the total cost of education.  This
contribution is calculated from
information the student submits 
on the Free Application for Federal
Student Aid.

3. Financial Need – After the total family
contribution is subtracted from the
student’s total cost of education, the
result represents the student’s finan-
cial need, or the total amount of aid
that can be awarded to the student.

4. Financial Aid Award – If the student is
eligible for campus-based aid, in the
form of Perkins, Health Professions
Student Loan, Federal Work Study, or
academic scholarships, these awards
will be subtracted from the Financial
Need.

5. Remaining Need – After the campus-
based aid is awarded, remaining need
can now be met through the Subsidized /
Unsubsidized Stafford, or alternative
loan programs.
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Financial Aid Award
Notification
After all application materials are received,
the student’s financial aid award will be
determined and the student will be
notified.  The award notifications are
available for students, whose required
information is received by the applicable
deadline, on or before the start of each
academic term.  Students will have thirty
(30) days in which to sign and accept all
awards.  If the Award Notification is not
signed and returned to the Financial Aid
Office within the specified time, the
award may be forfeited and offered to
another student.

Student Loan Disbursements
The Student Loan Officer disburses
proceeds for the Health Professions
Student Loan and Perkins Loan.
Recipients of these two loans must
arrange for a pre-loan counseling
session with the Student Loan Officer 
to sign promissory notes prior to the
disbursement of these funds.

OCPM will receive an electronic
disbursement of Stafford Subsidized 
and Unsubsidized Funding. Students 
will receive one-half of the loan proceeds
during first semester and one-half during
second semester. Disbursements are
scheduled no earlier than ten days prior to
the start of the semester.  All funds are
applied directly to the student’s account.
Any balance due to the student (referred
to as a refund) will be processed to the
student on the OCPM Debit Card within
approximately two weeks of application.
(NOTE:  If a student prefers not to access
the OCPM Debit Card this process can
take an extra two weeks to receive
funding.)

Student Rights and
Responsibilities
For the receipt of financial aid, students
are responsible for:

1. Using all financial aid for educational
purposes.

2. Supplying accurate information and
being aware that the information may
be verified through tax statements and/
or other documentation.  Falsification
or misrepresentation may disqualify
students from further aid at this
institution and may subject student 
to federal penalties.

3. Maintaining satisfactory progress
towards the Doctor of Podiatric Medicine
degree.  Repeating a year either part-
time or full-time on satisfactory
academic progress can be found
elsewhere in this Handbook.

4. Reporting all earnings, additional
scholarships or loans received from
sources outside the college.

5. Submitting the Financial Aid Application,
student loan applications, and all
corresponding papers or forms by 
the published deadlines. 

6. Checking with appropriate bank,
lending institution or guarantee
agency, for current status on all 
loan applications.

7. Personally signing for all student loan
checks in a timely manner.

8. Attending a pre-loan counseling
session each academic year before
receiving Perkins and Health Professions
Student Loan disbursements.

9. Participating in an Exit Interview
session with the Student Loan Officer
and the Director of Financial Aid prior
to graduating or withdrawing from the
college.
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Student Expense Budgets
Student budgets are examined and
adjusted periodically to reflect changes in
various economic factors.  In accordance
with federal guidelines, the following
items are considered when budgets for
each class are established: 

nTuition and Fees

nBooks and Supplies

nInstruments

nHousing and Food

nTransportation

nPersonal Expenses

Other reasonable expenses such as
Health Insurance, National Board Fees,
and Residency and Clerkship Travel are
also included.  The Bureau of Labor and
Statistics annually publishes Cost of
Living Allowances for students in major
U.S. cities.  These figures are used as a
guide in determining student budgets.

Institutional Scholarship
Programs
Admission Scholarships
Academic Scholarships may be awarded
to entering first year students.  A
decision on the final awarding of these
scholarships rests with the Dean of
Student Affairs.  The following criteria
will be used to determine all scholarship
awards:

nOverall science, non-science and total
grade point average

nMCAT test scores

nPersonal evaluations or recommenda-
tion letters

nVolunteer and/or extracurricular
activities

All entering first year students who
receive an award will be notified in writing
with the letter of acceptance.  The letter
of intent to accept the scholarship must
be signed and returned along with the
tuition deposit.

Continuing Student 
Half-Tuition Scholarships
The college half-tuition scholarship
program attempts to recognize and
reward outstanding student achievement.
The continuing student half-tuition
scholarships will be awarded based on
academic merit and performance.  The
scholarship awards will apply to the
current academic year only.

Students must be registered as full-time
students in order to be eligible for a half-
tuition scholarship award.  Scholarships
will be awarded each year so long as the
Board of Trustees approves funding for
said scholarships.  The awarding of this
scholarship is for one academic year
only and does not guarantee the recipient
future awards.  The award cannot be
carried into any other year than the one
for which it is awarded.  A decision on
final awarding of these scholarships
rests with the Dean of Student Affairs.

The following eligibility criteria will be
used to determine all continuing half-
tuition scholarship awards:

1st Criterion:
Highest Cumulative Grade Point Average.
Awards will be granted in descending
order from 4.00.

If ties exist, they will be broken by using
the 2nd Criterion:
Highest Overall Grade Point Average for
second semester of the Academic Year.
Awards will be granted in descending
order from 4.00.

If ties exist, they will be broken by using
the 3rd Criterion:
Highest Overall Grade Point Average for
the first semester of the Academic Year.
Awards will be granted in descending
order from 4.00.
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If ties exist, then:
The remaining award(s) will be divided by
the remaining number of ties to deter-
mine the amount of scholarship award to
be granted.  This may result in an award
amount that is less than half tuition
funding.

Other OCPM Continuing
Scholarships
OCPM awards scholarships to students
who have achieved academic excellence
based on their current year grade point
average.  The number and amount of
awards varies with funds available for
the program and the number of students
achieving academic excellence within
that year.

Students will be notified of the awarding
of this scholarship by the Director of
Financial Aid and must sign an award
letter to receive the credit for it.  Students
may not receive more than one institu-
tionally funded scholarship.  If students
are eligible for more than one institu-
tional scholarship, they will be awarded
the one for the larger amount.

Students in the 2nd year of the Extended
Program are eligible to compete for
scholarship awards.

Scholarships are awarded for one year
only and can be used only during that
year for credit against tuition and fees.
The awarding of such scholarship does
not guarantee future scholarships.

OCPM Clement Scholarships
OCPM awards Clement scholarships to
students of ethnic and racial minority
who have achieved academic excellence
based on current year GPA and who
demonstrate financial need.  Clement
scholarships are provided for years 2, 3
or 4 at OCPM.  Selections are made of
awardees from a computerized listing 
of all students who are classified as
minority by year of the program and by
GPA from highest down.  The number
and amount of Clement awards for each
class varies with funds available for the
program and the number of students
achieving academic excellence and
demonstrating financial aid within 
that year.

Students will be notified of the awarding
of this scholarship by the Dean of
Student Affairs and must sign an award
letter to receive the credit for it.  Students
may not receive more than one institu-
tional funded scholarship.  If students
are eligible for more than one institu-
tional scholarship, they will be awarded
the one for the larger amount.

Scholarships are awarded for one year
only and can be used only during that
year for credit against tuition and fees.
The awarding of such scholarship does
not guarantee future scholarships.

External Scholarships
Financial Aid Programs under this
section may have application deadlines
substantially different from the Ohio
College of Podiatric Medicine.  Students
are advised to check with the appropriate
agency for specific eligibility information,
application forms and deadlines.
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American Association for
Women Podiatrists
Scholarship
This association, affiliated with the
American Podiatric Medical Association,
offers one scholarship to one student
member at each of the podiatry schools.
Selection is based on grade level,
academic excellence and need.
Applications for this scholarship are
available in the Financial Aid Office.

Residential Scholars
Students who live in Arkansas or West
Virginia may be eligible to participate in a
tuition assistance program funded by the
State. For more information regarding the
Resident scholarship program, contact the
OCPM Financial Aid Office for eligibility.

Canadian Residents
Canadian students studying Podiatric
Medicine in the United States can apply
for loan funds through the Canadian
Podiatry Education Foundation, 
#203-2309 West 41st Avenue, Vancouver,
B.C.V6M 2A3. Other resources may also
be available. Please contact the Financial
Aid Office.

North Carolina Residents
The North Carolina Student Loan
Program for Health, Science and Math
provides up to $8,500 per year with
interest during in-school periods, with
the interest rate varying after graduation.
For more information, please contact the
OCPM Financial Aid Office.

Mississippi Residents
The Board of Trustees of State Institutions
of Higher Learning assists Mississippi
residents who are attending private
colleges out of state through the Graduate
and Professional Degree Scholarship/Loan
Program.  Applicants must be able to
provide proof of state residency and an
official academic transcript from colleges
previously attended. Please inquire at
the OCPM Financial Aid Office.

Fund for Podiatric Medical
Education (FPME)
This fund administers annual scholarship
awards for junior and senior podiatric
medical students.  Primary criteria for
the awarding of these scholarships are
based upon financial need, academic
excellence and service/leadership to 
the podiatric community or profession.
Traditionally, applications are made
available to the Financial Aid Office in the
spring.
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Registration
All students must register for each
academic year.  At this time, students
should supply an accurate current local
address and telephone number.  Student
mailbox numbers are UNACCEPTABLE.

Students who fail to complete registration
requirements, including making appro-
priate financial arrangements with the
Bursar Office, will not be permitted 
to register, to attend classes, to take
examinations, (either oral or written), or
to participate in any other activities of the
college.  Such students will also be denied
services such as transcripts, use of library
facilities and parking.  The college will
notify scholarship programs, banks
providing the government-subsidized
loans, etc., when students cease to be
appropriately registered at the college.

Transcripts and 
National Board Scores
Official transcripts and unofficial copies
of National Board Scores are available to
current and other non-graduated students
for a charge of $2 per transcript/National
Board Scores.  There is no charge to
alumni/ae for this service.  Requests 
can be made in person by completing a
transcript/National Board Score request
form or by writing to the Office of Student
Records, Ohio College of Podiatric
Medicine, 6000 Rockside Woods Blvd.,
Independence, Ohio 44131.  Official copies
of National Board Scores for state licensure
purposes must be obtained from the
National Board of Podiatric Medical
Examiners, ATTN: NBPME, 1260 Energy
Lane, St. Paul, MN, 55108. Allow five
working days for processing, except
during peak times, which may take
longer.  Copies of transcripts and
National Board Scores are never released
without written authorization from the
student, except in the case of a subpoena,
court order or request from a government
investigative agency. Students will be

informed in writing by the Office of
Student Records should this occur.  
At the request of the Business Office,
transcripts and National Board Scores
will not be released to students with
outstanding balances.

Family Educational Rights 
and Privacy Act
The Family Educational Rights and
Privacy Act (FERPA) of 1974 is a Federal
law which states (a) that a written insti-
tutional policy must be established and
(b) that a statement of adopted procedures
covering the privacy rights of students be
made available.  The law provides that
the institution will maintain the confiden-
tiality of student educational records.

The Ohio College of Podiatric Medicine
accords all the rights under the law to
students who are officially declared inde-
pendent.  No one outside the institution
shall have access to, nor will the institu-
tion disclose any information from
students’ educational records without
written consent of students, except to
personnel within the institution, to
officials of other institutions in which
students seek to enroll, to persons or
organizations providing students financial
aid, to accrediting agencies carrying out
their accreditation function, to persons in
compliance with a judicial order, and to
persons in an emergency in order to
protect the health or safety of students
or other persons.  All these exceptions
are permitted under the Act.  Within the
college community, only those members
individually or collectively, acting in the
students’ educational interest, are
allowed access to student educational
records.  These members include
personnel in the Office of Student Records,
Business Office, Bursar Office, Office of
Financial Aid, Office of Admissions and 
in the offices of the Deans of Academic
Affairs and Student Affairs, within the
limitations of each office’s needs.
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At its discretion, the institution may
release directory information in accor-
dance with the provisions of the Act to
include: student name (including both
maiden and married where applicable),
address, telephone number, date of birth,
major field of study, dates of attendance,
enrollment status, degrees and awards
received, the most recent previous
educational agency or institution attended
by the student, participation in official
recognized activities, e-mail address and
other similar information.

Students may withhold directory informa-
tion by notifying the Office of Student
Records in writing within two weeks
after the first day of class for the fall
semester.  Requests for non-disclosure
will be honored by the institution for only
one academic year; therefore, authoriza-
tion to withhold directory information
must be filed annually in the Office of
Student Records.  

The law provides students with the right
to inspect and review information contained
in their educational records, to challenge
the contents of their educational records,
to have a hearing if the outcome of the
challenge is unsatisfactory, and to submit
explanatory statements for inclusion in
their files if they feel the decisions of the
hearing panels to be unacceptable.  The
Office of Student Records has been
designated by the institution to coordinate
the inspection and review procedures for
student educational records, which include
admissions, and academic files.  Students
wishing to review their educational records
must make written requests to the Office
of Student Records listing the item or
items of interest.  Only records covered
by the Act will be made available within
forty-five days of the request.

Students may have copies made of their
records with certain exceptions, (e.g., 
a copy of the academic record, which is
being held for outstanding financial
obligations, or a transcript of an original
or source document, which exists else-

where.)  These copies would be made at
the students’ expense at the rate described
in this Handbook.  Educational records
do not include records of instructional,
administrative and educational personnel,
which are the sole possession of the
maker, and these are neither accessible
nor revealed to any individual except a
temporary substitute.  Records of the
law enforcement unit, student health
records, employment records and
Alumni records are not accessible.
Physicians of the students’ choosing,
however, may review health records.

Students may not inspect and review the
following as outlined by the Act: financial
information submitted by their parents;
confidential letters and recommendations
associated with admissions, employment
or job placement, or honors to which they
have waived their rights of inspection and
review; or education records containing
information about more than one student,
in which case the institution will permit
access only to that part of the record
which pertains to the inquiring student.
The institution is not required to permit
students to inspect and review confidential
letters and recommendations placed in
their files prior to January 1, 1975,
provided those letters were collected
under established policies of confiden-
tiality and were used only for the
purpose for which they were collected.

Students who believe that their educa-
tional records contain information that is
inaccurate or misleading, or is otherwise
in violation of their privacy or other rights
may discuss their problems informally
with the Office of Student Records.  If 
the decisions are in agreement with the
students’ requests, the appropriate records
will be amended.  If not, the student will
be notified within a reasonable period of
time that the records will not be amended,
and they will be informed by the Office of
Student Records of their right to a formal
hearing.  Student requests for a formal
hearing must be made in writing to the
Vice President and Dean of Academic
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Affairs who, within a reasonable period
of time after receiving such requests,
will inform the student of the date, place
and time of the hearing.  Students may
present evidence relevant to the issues
raised and may be assisted or represented
at the hearing by one or more persons of
their choice, including attorneys, at the
students’ expense.  The hearing panel,
which will adjudicate such challenges,
will be the Vice President and Dean of
Academic Affairs and the Dean of
Student Affairs and Admissions.

Decisions of the hearing panels will be
final; will be based solely on the evidence
at the hearing; will consist of a written
statement summarizing the evidence
and stating the reasons for the decision;
and will be delivered to all parties
concerned.  The educational records will
be corrected or amended in accordance
with the decisions of the hearing panels,
if the decisions are in favor of the students.
If the decisions are unsatisfactory to the
students, the students may place with
the educational records a statement
commenting on the information in the
records, or statements will be placed in
the educational records, maintained as
part of the students’ records and released
whenever the records in question are
disclosed.  Students who believe that the
adjudication of their challenges was unfair,
or not in keeping with the provisions of
the Act, may request in writing, assistance
from the President of the institution.
Further, students who believe that their
rights have been abridged may file
complaints with the Family Educational
Rights and Privacy Act Office (FERPA),
Department of Education, Washington,
DC, 20201, concerning alleged failures 
of OCPM to comply with the Act.

Revisions and clarifications will be made
available as experience with the act and
institutional policy so warrant.

Letters of Recommendation
Letters of recommendation prepared by
faculty or staff on behalf of students for
residency programs fall under the Family
Educational Rights and Privacy Act as
discussed above. Statements made by a
person making a recommendation that 
is made from the person’s personal
observation or knowledge do not require
a written release from the student who 
is the subject of the recommendation.
However, if personally identifiable
information obtained from a student’s
education record (i.e., grades, GPA, class
rank, clinical performance and other
relevant academic information) is included
in a letter of recommendation, a signed
release must be obtained from the
student. The Recommendation Letter
Request form is available on the intranet
or from the Student Records Office. It 
is the responsibility of the student to
provide a completed form to the faculty
or staff member from whom they are
requesting a letter.

Reporting and 
Recording of Grades
Semester grade reports will be made
available online through NetClassroom.
Paper grade reports will no longer be
mailed out. The Office of Student Records
neither receives nor records percentage
scores for any course or test. Individual
instructors must be contacted for that
information. Grades will be withheld from
any student who has an outstanding
balance, as indicated by the Business
Office.
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Leave of Absence Policy
A currently enrolled student at the Ohio
College of Podiatric Medicine is entitled
to request a “Leave of Absence” when
his/her personal life situation necessitates
such a request.  A Leave of Absence 
is an excused absence (one-day to a
maximum of 30 calendar days) from
scheduled course and/or clinical respon-
sibilities.  In rare instances of severe
illness and prolonged hospitalization, 
the Vice President and Dean of Academic
Affairs can authorize a one-time extension
of leave for an additional 30 calendar days
per academic year.  The request for an
additional 30-day extension (to the 
sixty-calendar day maximum) must 
be substantiated with the appropriate
medical records submitted to the Vice
President and Dean of Academic Affairs.
A student who requests a leave of absence
due to psychological, emotional or other
like reasons may be required to be eval-
uated by a counselor or physician of the
college’s choice.

The correct procedure for processing a
Leave of Absence is as follows:
1. Student secures the Leave of Absence

form from the Office of Academic Affairs,
completes the form, returns it to the
Office of Academic Affairs and arranges
an appointment to meet with the Vice
President and Dean of Academic Affairs.
Any request form received without a
complete explanation for the request
will be automatically denied. A request
for a Leave of Absence must be
approved in advance.

2. If the Vice President and Dean of
Academic Affairs approves the Request
for Leave, the Office of Academic
Affairs will notify all appropriate
faculty of the approval and the
intended return date.

3. Upon returning from the approved
Leave of Absence, the student visits the
Office of Academic Affairs to secure the
“Return from Leave” form, completes

the form and returns the completed
form to the Office of Academic Affairs.
The Vice President and Dean of
Academic Affairs will approve the
Return from Leave and notify all
appropriate faculty members that the
student’s return has been authorized.

NOTE: Any requests for a Leave of
Absence longer than 60 consecutive days
should be viewed as “Withdrawal” from
the college and requested as such on the
appropriate form secured from the Office
of Academic Affairs.  It is important to
note that even though a currently enrolled
student is on a Leave of Absence, the
granting of the Leave does not constitute
a waiver of the student’s responsibility
for tuition, fees or academic assignments.

Withdrawal
Policies governing withdrawal from the
college are predicated on the following
definitions.  A student who requests
withdrawal prior to midterm exams
withdraws from the program with the
notation “W” and no grades recorded on
his/her transcript.  In order to return to
the college, the student must reapply,
following the application procedures
established by the college.  A student
who requests withdrawal after 7 weeks
of course instruction will receive the
notation “WP” on his/her transcript for
each course/rotation if passing, or the
notation “WF” if failing.  In order to return
to the college, the student must reapply,
following the application procedures
administered by the college.  A student
who chooses to withdraw in the midst of
a disciplinary process will be subject to
the terms under the section, Disciplinary
Process, number five, in this Handbook.

The correct procedure to follow for a
student wishing to withdraw with either
classification is as follows:

1. Student wishing to withdraw secures
the “Withdrawal Form” from the Office
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of Academic Affairs, completes the
form, returns the completed form to
the Office of Academic Affairs and
arranges an appointment to meet 
with the Vice President and Dean of
Academic Affairs.

2. After meeting with the Vice President
and Dean of Academic Affairs, the
student must meet with the college
Business Office to make financial
arrangements to pay any outstanding
balances on his/her account.  The
student must also meet with a repre-
sentative in Library Services in order
to determine if any fines have been
incurred, and if so, to make arrange-
ments to have them paid.

3. After meeting with a representative of
the Business Office, the student must
arrange to have an “exit interview”
with the Student Loan Correspondent
and/or Financial Aid personnel.  This
interview is required under various
federal statutes for borrowers of funds
with federal subsidies and is therefore
mandatory.

4. After securing the necessary approvals
on the Withdrawal Request form, the
student returns the completed and
approved forms to the Office of Student
Records for final authorization by the
Director of Student Records.

NOTE: The official date of Withdrawal 
is the date on which the student begins
the withdrawal process.  Approval will
only be granted by the Director of
Student Records if all other signatures
and approvals have been affixed to 
the Withdrawal Request form and all
Identification Cards, mailbox keys and
locker keys have been turned in.

A student who leaves the college without
proper notice or without following the
withdrawal policy will automatically be
withdrawn from the college by the Office
of Academic Affairs after two attempts to
contact the student without an adequate
response or failure to respond. 

Veterans Affairs
The Office of Student Records coordinates
all veterans’ information.  The student
veteran should contact this office if there
are benefits to be claimed or if assistance
is needed in filing a claim.
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Attendance
Attendance is expected of all students and
an instructor may require, at his/her discre-
tion, compulsory attendance in a course,
including any or all laboratory sessions,
lectures or demonstrations.  When the
instructor does not state attendance as a
compulsory requirement, a student remains
responsible for all material covered in that
course, and all examinations and projects,
including unannounced quizzes, examina-
tions and practical performance
demonstrations.  Attendance at scheduled
examinations is mandatory.  Attendance at
assigned clinical rotations, at the outpatient
treatment center, the community medicine
clinics, and all the college approved
external clerkship and Clerkship programs
is mandatory.  Absence due to religious
observances must be cleared, in advance,
with the Office of Academic Affairs. 

Refer to pages 55-56.

Class Notes
Class notes are provided to students at
the discretion of the faculty member.

Guidelines for Laboratory Use
The following are general guidelines to
be adhered to while in the laboratories at
the Ohio College of Podiatric Medicine:

1. No eating, drinking, applying of
cosmetics, lip balm or contact lens
while in the laboratories.

2. Gloves should be worn to protect
hands from exposure to chemical and
other agents while in the laboratories.

3. Gloves and lab coats should be removed
prior to leaving the immediate area.

4. Hands should be washed thoroughly
after exiting the laboratory area.

5. Equipment contaminated while in the
laboratory should be wiped clean with
the disinfecting agent provided and
allowed to dry prior to leaving. 

6. Lab coats should be kept in the
laboratory area and upon removal
should be washed thoroughly with
10% bleach solution.

7. Any lacerations or punctures wounds
should be reported immediately to the
faculty member in charge of the lab.
Students should be referred to the
Health Service for any further treatment.
An incident report should be generated
by the student and faculty member and
forwarded to Infection Control Chair.
The sharp instrument causing the injury
should be disposed of immediately into
an appropriate sharps container. If the
sharp instrument is not disposable,
the instrument and surrounding areas
should be cleaned with a 10% bleach
solution with full personal protective
equipment by the faculty member in
charge. Please refer to the OSHA
Bloodbourne Pathogens regulations
for the Ohio College of Podiatric
Medicine for complete details.

Examination Policy
The Examination Policies apply to all
scheduled examinations, including exams
specially scheduled to accommodate
students with approved modifications in
their exam schedule.”

1. The examination periods in all courses
are scheduled for the entire year and
are listed in the Academic Calendar.

2. Exams will be held in the classrooms
unless otherwise indicated.  No books,
papers, notes, calculators, cell phones,
beepers, pagers, PDAs, colored pencils,
food, drink, backpacks, or any other
personal items are permitted in the
room during an exam.  Outerwear such
as gloves, coats, hats and hoodies, and
handbags cannot be brought to the
exam seat.  Students should place their
belongings in a locker prior to the exam.
Restroom visits, taking medication and
other personal needs must be taken care
of prior to taking your assigned seat.
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3. Wearing colored glasses and/or hats,
which interfere with the proctors’ 
full view of students’ eyes, are not
permitted in the exam room.

4. Students may enter the examination
room only when permitted by the
proctors, and must take the seat
assigned to them.

5. In order to receive proper credit for
Scan-Tron-Scored exams, student
MUST follow these rules: student
name, student number and name of
course should be written in No. 2
pencil on the appropriate sections 
of the answer sheet.  If the exam
answers require use of both sides of
the Scan-Tron Sheet, each side must
be completely filled out.

ANSWERS, EXAM BOOKLET FORM AND
STUDENT ID NUMBERS MUST BE
MARKED DARKLY AND CLEARLY IN THE
APPROPRIATE BOX.  IF AN ANSWER
MUST BE CHANGED, IT MUST BE
COMPLETELY ERASED, OR IT WILL BE
SCORED AS AN INCORRECT ANSWER.
FAILURE TO FOLLOW THE ABOVE-
STATED RULES REGARDING ANSWER
SHEETS MAY RESULT IN A SCORE OF
“0” FOR THE EXAMINATION.  

THE SCAN-TRON FORM IS THE ONLY
OFFICIAL DOCUMENT FOR GRADING
PURPOSES.  THEREFORE, BUBBLES
INDICATING YOUR ANSWER MUST BE
FILLED IN.  IF THEY ARE NOT, NO CREDIT
WILL BE GIVEN FOR THAT QUESTION.
ON UNCUED TESTS, THE BUBBLES
INDICATING YOUR ANSWER ARE THE
ONLY RESPONSES THAT WILL BE GRADED,
NOT THE NUMBERS WRITTEN ABOVE
THE BUBBLES. THERE WILL BE NO
EXCEPTIONS.

6. a. Students will not be permitted to
leave the exam room less than thirty
(30) minutes following distribution
of the exams.

6. b. Students are expected to be in the
classroom area ten (10) minutes
prior to the exam.  Students cannot
start the exam until the scheduled
start time.  Students are not permitted
to leave the exam room until thirty
(30) minutes from the exam start
time.  Those arriving late, but within
thirty (30) minutes, will not be given
any extra time.  All late students,
including those arriving within the
first 30 minutes, must have a valid
reason to be allowed to enter the
exam late.  Sleeping late, forgetting
the exam time and additional study
time are not valid reasons.

6. c. Because of special circumstances in
administering laboratory practical
examinations, students are not
permitted to arrive late. A student
late for a laboratory exam will
follow the same policy as a student
who is late for a lecture exam as
defined in the Student Handbook.

6. d. Recurrent tardiness will not be
tolerated and may result in
disciplinary action.

7. Students must sign out on the list
provided when they are leaving the
exam site.  Most examination test
booklets are collected with Scan-Tron
sheets.  Failure to hand in complete
examination test booklets will be
cause for disciplinary action under 
the section Academic Dishonesty 
and Plagiarism in this Handbook.

8. Once students have handed in an exam,
and/or answer sheet, they will not be
permitted, under any circumstances,
to change or add any answer for that
particular examination.  Once students
begin an exam, no excuse will be
accepted for failure to complete it.

9. ONLY the Office of Academic Affairs
excuses absences for examinations.
This office is located on the third floor.
The office can be reached at 216-707-
8012.  Either the Dean or the Associate
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Dean of Pre-Clinical Education will
grant excused absences for the following
reasons only: illness requiring hospi-
talization, death in the immediate
family or other compelling circum-
stances that occur during a scheduled
exam period or on an exam date. 
Pre-arranged personal travel is not a
qualified excuse to be absent for any
scheduled examination.

10. Absences, due to religious observance,
from required activities, such as
scheduled exams and quizzes, lab
practicals and clinical rotations, must
be cleared in advance with a legitimate
excuse by the Office of Academic
Affairs prior to the beginning of the
semester or clinical rotation.

11. Prearranged personal travel is not a
qualified excuse to be absent for any
scheduled exam.

12. The Office of Academic Affairs MUST
BE NOTIFIED OF THE ABSENCE BY
TELEPHONE NO LATER THAN ONE (1)
HOUR FOLLOWING ADMINISTRATION
OF THE EXAMINATION.  Written
verification of the absence must 
be provided within 24 hours of the
students’ return.  Verification must be
signed by a physician and must indicate
diagnosis/disability and date(s) of
absence.  If the absence is excused,
the Office of Academic Affairs will
notify the appropriate Department
Chairperson.  It is the students’
responsibility to meet with the
instructor within 48 hours (2 SCHOOL
DAYS) of returning to classes to arrange
for a makeup exam.  See Handbook
section pertaining to makeup exams.
Failure of a student to secure an excuse
or take the makeup examination
within the allotted time frame will
result in a grade of “0” for that exam
and will not be eligible for a makeup
examination.

13. Computerized answer sheets will 
not be returned.  Discrepancies noted
by students in checking the posted

answer key may be resolved by
checking the key with the students’
computerized answer sheet in the
presence of a department faculty
member.  Students are responsible
for checking posted scores and
reporting any inaccuracies to the
Course Coordinator, within seven (7)
calendar days of the posting of scores.
Answers will be posted at the
completion of the review process.

14. Instructors may choose to retain
examinations.

15. Students are responsible for checking
the accuracy of all posted scores,
(didactic exams, quizzes, lab practicals,
etc.), course or rotation grades or other
forms of evaluation within seven (7)
calendar days of posting or receipt.
No challenge will be considered or
adjustment made after that period.
Exam booklets and Scan-Tron sheets
will be destroyed two weeks after
exam challenge.

16. The use of cell phones, pagers,
beepers, PDA’s or any other forms 
of electronic communication during
examinations is strictly forbidden.  No
electronic communication devices are
permitted in the exam seating area.
Any student with special needs to
communicate during an examination
must contact the Academic Affairs Office
IN ADVANCE OF THE EXAMINATION.
Students engaging in unauthorized
electronic communication are subject
to disciplinary action as described in
the Academic Dishonesty section of
this Student Handbook.

17. The amount of time given to complete
a lecture examination is a maximum
of two (2) hours.

Student Examination Numbers
The purpose of the examination number
is to provide students with anonymity
when grades are posted.  Students must
use both number and name on all sides
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of all answer sheets.  Students are
responsible for protecting the privacy 
of their student numbers.

Makeup Examinations
Makeup examinations for excused
absences from midterm and/or final exams
must be taken within ten (10) school
days of the students’ return to school.
STUDENTS MUST CONTACT IN WRITING
THE APPROPRIATE COURSE COORDINA-
TORS WITHIN TWO (2) SCHOOL DAYS 
(48 HOURS) of their return to school to
schedule the time and date of the makeup
examinations.  If there is insufficient time
to take the makeup examinations, because
of conflicts with scheduled examinations,
the makeup examinations must be taken
within two (2) school days, (48 hours) of
the conclusion of regularly scheduled
examinations.  Failure to adhere to the
aforementioned timelines will result in
the loss of eligibility for a makeup exam.
Students will receive a score of “0” for
the exam.

Re-examination Policy
Students who receive a failing grade of
“F” in a course at OCPM are allowed the
privilege of one re-examination per failed
course. 

The maximum number of re-examinations
per semester for students of the four-
year program or students in year four or
five of the five-year program is two (2).
The maximum number of re-examinations
per semester for students in year one, two
or three of the five-year program is one (1).

No re-examination will be allowed for a:

1. Repeat of a failed course

2. Summer remedial course

3. Student in the four-year program or
student in year four or five of the five-
year program who fails three (3) or
more courses/rotations per semester,
or who accumulates three (3) or more

failures in an academic year.  These
circumstances will result in the
student’s dismissal from the college.

4. Student in year one, two or three of
the five-year (extended curriculum)
program who fails two (2) or more
courses or rotations in a semester 
or who accumulates two (2) or more
failures in an academic year.  These
circumstances will result in the
student’s dismissal from the college.

Successful completion of a re-exam will
result in a grade change of “F” to “FC”
which carries a weight of 2.0.  Failure of
a re-exam will result in a grade change
of “F” to “FF” which carries a weight 
of 0.0.

All re-examinations must be taken within
the scheduled period following official
notification of a failure in any course.
Official notification is defined as posting
of grades, transcript, grade report,
certified letter or e-mail.

STUDENTS ARE ADVISED THAT RE-
EXAMINATIONS TAKE PRECEDENCE
OVER OTHER EDUCATIONAL RESPONSI-
BILITIES.  RE-EXAMINATIONS MUST BE
TAKEN WITHIN THE SCHEDULED PERIOD
AS INDICATED IN THE ACADEMIC
CALENDAR.

Board Prep Exam
The Board Prep Exam is mandatory.

Failure to take the exam will result in a
professionalism deficiency evaluation.  
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Test Review Procedure

A review form will be attached to each
exam.  If a student wishes a question to
be reviewed by the course coordinator,
the student will complete the Test
Review Form, record their comments,
and then turn the form in along with
their exam.  A keyed copy of the 
examination will be available for viewing
by students immediately following the
conclusion of the examination for a
period of thirty minutes.  After this
period, students may review the exam
only with the Course Coordinator, and
only for a period extending for two weeks
after the exam.  The exam will not be
available after that period.  

Viewing the exam will be conducted in a
setting similar to the examinations.  No
paper, jackets, hats, bags, food, books,
notes, calculators, cell phones, beepers,
PDAs, any form of electronic communi-
cation device or writing instruments, or
any other personal items will be allowed
in the review area.

Grading System
Students are evaluated in all areas of 
the curriculum: basic sciences, clinical
sciences and clinic rotations.  All courses
offered during the first, second and third
years of the program are graded according
to the following system:

Grade Description Quality Points
A Outstanding 4.0
B Above Average 3.0
C Average 2.0
F Failure 0.0
FC Passed After Re-examination 2.0
FF Failure After Re-examination 0.0
I Incomplete *
W Withdrew Before Midterm Exam *
WP Withdrew Passing 

(After Midterm Exam) *
WF Withdrew Failing 

(After Midterm Exam) *
S Satisfactory *
NG No Grade Submitted *
AU Audit *
CE Credit By Exam *
TR Transfer Credit *
U Unsatisfactory *
US Satisfactory After Re-examination *
UU Unsatisfactory After 

Re-examination *

* These grades are not included in the
calculation of the grade point average.

There are a number of courses and rota-
tions that are graded on a satisfactory /
unsatisfactory basis.  An “S” or a “U” 
will be recorded on the transcript.  The
satisfactory / unsatisfactory courses are:

n Medical Ethics

n Principles of Medical Research

n Podiatric Medicine Practice Seminar

n Pathology Case Studies

n Podiatric Medical Skills

n Externships

n Clinical Rotations
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Incomplete Grades
Incomplete, “I” grades are allowed for
courses/rotations when a formal leave of
absence request has been submitted and
approved by the Vice President and Dean
of Academic Affairs, or in special circum-
stances where permission is granted by the
course/rotation coordinator. The grade of
“I” will be changed when the work is
completed to the satisfaction of the course
coordinator, and the Office of Student
Records receives a grade change request.
Failure to remove an “I” grade within three
(3) months will result in the conversion
of that grade to an “F” or “U”.

Dean’s List
A student earning a 3.5 current grade
point average for the academic semester
and no grade below “C” or “S” in all
course/rotation work will be cited as a
“Dean’s List” honors student at the end
of each semester.  No student taking
less than a full course load will be
eligible for the Dean’s List.

Student Ranking
Students are ranked at the end of each
semester according to their cumulative
grade point averages.  Ranking is done
on an individual basis by class year.

No Grade (NG)
If an instructor does not submit a grade
for a course prior to the printing and
distribution of report cards, a “NG” (no
grade) will be recorded on the student’s
report card and transcript.

Failing Grades (F or U)
A failing grade, “F”, can be remedied 
by receiving a satisfactory grade after 
re-examination or remediation of a clinical
rotation.  Both the initial grade “F” and
the satisfactory grade (no higher than the
grade “C”) received after re-examination
or remediation are noted on the transcript.
However, the original grade of “F” is not
calculated in the GPA.

Change of Grade
The request for a grade change is
submitted by the course coordinator to
the Office of Student Records on a Grade
Change Request form stating the reason
for the change.  All grade change requests
for reasons other than removal of an “F”
or “I” grade, must be submitted within 
the first two weeks of the succeeding
academic term. The Director of Student
Records makes no changes of grades
after the specified time.

Course Exemptions
Students who apply for exemption from 
a course because they have completed a
course of similar nature must file a request
with the Vice President and Dean of
Academic Affairs.  The waiver is granted
if the students successfully complete a
qualifying challenge exam or meet other
criteria acceptable to the course
instructor.  No exemptions can be
granted unless prior course work has
received a grade of “B” or better.

Promotion
In order to be eligible for promotion,
students are required to maintain a 
2.0 minimum, cumulative grade point
average with no grade below “C” or “S”,
thereby demonstrating a satisfactory
level of scholarship, performance and
competence.  Written, oral and practical
examinations, unannounced quizzes,
clinical observations, completion of
performance objectives and other
evaluative procedures in all areas of the
curriculum will be used to assess students’
progress.  Students are advised that
clinical rotations are weighed like courses
for purposes of promotion decisions.
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In addition, students are required to take
the board prep examination. Performance
results may be included in evaluations as
part of the residency application process.

The following criteria apply:

1. Students who achieve an “F” in a course
will be entitled to a re-examination,
within the criteria stated in the re-
exam section of this Handbook.

2. Students who fail a re-examination are
considered to be on Academic Probation.

3. Students who do not take re-exams for
which they are eligible will have the
“F” grade, which carries a weight of
0.0, recorded on their transcript 
and calculated into their grade point
average.

4. Students who maintain a grade point
average of below 2.0 are considered 
to be on Academic Probation.

Remediation and 
Repeat Courses
Any student in the four- or five-year
program with one (1) course or rotation
failure after re-examination will be
recommended for placement on
academic probation and remediation of
the involved course during the four-week
period beginning the day after the last
re-exam of the student’s current academic
year. This means that students in year
one of the four-year program, or year
one or two of the five-year program will
begin their remediation following the
summer semester.  All other class years
will begin following the spring semester.
Students will be charged tuition for
remediation. 

STUDENTS ARE ADVISED THAT
REMEDIATION AND REPEAT COURSES
TAKE PRECEDENCE OVER ALL OTHER
EDUCATIONAL RESPONSIBILITIES.

Prearranged personal travel is not a
qualified excuse to be absent from any
scheduled examinations.

The instructor and student are required to
meet on the first day of remediation, and
remediation is conducted in a manner
that is at the discretion of the course
coordinator.

All students must successfully complete
the repeated course in order to be
permitted to continue with their studies.
The four-week remediation period may
continue into the next academic year.
However, failure of a remedial or repeat
course will result in summary dismissal
from the college regardless of whether
or not the student was allowed to progress
while remediating a failed course.

No grade higher than a “C” can be
achieved for any remediation course.

Academic and 
Summary Dismissals
A. Any student of the five-year program

with two (2) course failures in year
one, two or three will be academically
dismissed from the college, and may
appeal, but not continue. Students 
in year four or five will be given the
same opportunities as students in 
the four-year program.

B. Any student with three (3) course
and/or rotation failures, in an
academic year, shall be academically
dismissed from the Ohio College of
Podiatric Medicine, and may appeal,
but not continue.

C. Any student of the four-year program
with two (2) course and/or rotation
failures after re-exams within an
academic year will be recommended
for academic dismissal from the
college. They may appeal but not
continue.
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D. A student on academic probation who
fails a summer remedial course will
be dismissed from the Ohio College 
of Podiatric Medicine, with the
opportunity to appeal. 

E. A student repeating the year who fails
any course or clinical rotation will be
dismissed from the college, without
appeal.

When examining the flowcharts, please
remember that failures are cumulative
across an academic year.

Repeating the Year
Students repeating an academic year are:

1. On academic probation, until outstanding
failures have been satisfactorily resolved.

2. Subject to summary dismissal if a course/
rotation is failed while on probation

Essential Requirements for
Student Education at the Ohio
College of Podiatric Medicine
OCPM is committed to the admission and
advancement of all qualified students.
College policy prohibits discrimination
against anyone solely based on race,
gender, Veteran’s status, color, national
origin, religion, age, handicap or
disability.  The Faculty, Administration
and Board of Trustees have adopted the
following essential requirements to be
met by all students for advancement and
graduation.  The essential requirements
for obtaining the degree of Doctor of
Podiatric Medicine reflect the college’s
highest commitment to the safety of its
students and patients and recognition of
the essential functions of the profession
of Podiatric Medicine.

Essential requirements for completing
the OCPM degree of Doctor of Podiatric
Medicine are requirements or functions
that are essential to the program of
instruction, or directly related to the
licensing requirements; and directly
related to those physical abilities, mental
abilities, skills, attitudes and behaviors
that students must evidence, demonstrate
or perform at each stage of education.
Each student is expected to undertake
the full curriculum and to achieve every
level of competence required by the
Faculty and the academic policies and
procedures of the college.  Each student
must be able to achieve these essential
requirements unaided or with reasonable
accommodation, and in a reasonable
amount of time.

Good 
Standing

Good 
Standing

Summary
Dismissal

1 Failure

Re-Exam

4 & 5 Yr

Pass Fail

Pass Fail

Academic
Dismissal

Good 
Standing

Good 
Standing

Summary
Dismissal

Academic
Dismissal

2 Failures

4 Yr 5 Yr

Pass Fail

Pass Fail BothFail One

Re-Exams

Summer
Remediation

3+ Failures

Academic
Dismissal

4 & 5 Yr

Summer
Remediation



In accordance with section 504 of the
Rehabilitative Act of 1973 (PL 93-112)
and incorporating the guidelines of the
Americans with Disabilities Act (ADA PL
101-336) enacted by Congress in 1990,
the Ohio College of Podiatric Medicine
has adopted standards of the assess-
ments of admission, scholastic
advancement, clinical expertise and
graduation for its professional degree
program.  Because the Doctor of
Podiatric Medicine (DPM) degree signi-
fies that the holder is fully prepared for
the entry into Podiatric Residency, it
follows that graduates must have the
knowledge, skills and demeanor to func-
tion in a broad variety of healthcare
situations and to conduct a wide spec-
trum of clinical care activities.

Visual Observation and Integration
Candidates and students must have
sufficient vision to observe demonstra-
tions, video materials, slides through a
microscope and computer screens.  They
must acquire information from written
documents, radiographs, photographs,
charts and diagrams.  They must be able
to observe a patient accurately close 
at hand and at a distance to assess
asymmetry, range of motion and tissue/
texture changes.

Communication
Candidates and students must be able to
communicate, using the English language,
in oral and written settings, and in settings
where time span is limited.  This includes
communication with patients, their families
and other members of the health care
team.  Candidates and students must be
able to accurately elicit information and
describe a patient’s condition to the
patient and to others in the diagnosis
and treatment process.
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Other Sensory Capacities
Students must have sufficient auditory
sense to take an oral history, do
stethoscopy and communicate while
wearing a surgical mask.  Students 
must also have sufficient somatosensory
capacity to palpate pulses, use a tuning
fork and assess skin temperature.

Motor Functions
Candidates and students must have
sufficient motor function reasonably
required to undertake classes, laboratories
and demonstrations, to provide general
patient care as well as emergency treat-
ment to patients.  This includes cadaver
dissection, microscopy, aseptic technique
and safe handling of microbiological
specimens.  Also included is the motor
capacity for chart and prescription writing,
palpation, percussion, auscultation and
other diagnostic maneuvers.  Examples
of common daily treatments include, but
are not limited to, palliative care of foot
and ankle problems, injections, orthotic
impressions, taking and processing of
pedal radiographs, and performance of
soft tissue and osseous tissue surgical
procedures.  Examples of emergency
treatments include CPR, administration
of intravenous medications, the opening
of obstructed airways, and hemostasis
techniques.  It is imperative that emergency
care be given promptly.  Both general
care and emergency care require the
combination of gross as well as fine
muscular movements, and sufficient
upper body strength and mobility.

Intellectual, Conceptual, Quantitative
and Integrative Abilities
Students must assimilate a large number
of biomedical facts and principles and use
them in diagnosing and treating patients.
These abilities include quantitative and
qualitative measurement, calculation,
inductive and deductive reasoning,
analysis of patient data, and synthetic
problem-solving skills for the diagnosis
and treatment of patients.  Students
must be able to perform the above in 
a reasonable amount of time.
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Behavioral and Social Attributes
Candidates and students must possess the
emotional health, stability and maturity
required for full utilization of their
intellectual abilities, the exercise of 
good judgment, timely and appropriate
completion of all responsibilities associ-
ated with the diagnosis and treatment of
patients.  Students must demonstrate
mature, sensitive and effective relations
with patients and other health care
professionals.  In addition, students 
must tolerate taxing workloads, adapt to
changing conditions and environments and
be flexible in dealing with varying person-
alities and the uncertainties inherent in
patients’ problems.  Compassion, integrity,
concern for others, interpersonal skills
and motivation are all necessary qualities
for the study and practice of Podiatric
Medicine, as well as adherence to the
ethical standards of the profession.

Involvement in Invasive and 
Exposure-prone Procedures
Candidates and students must be qualified
to be personally and actively involved in
invasive and exposure-prone procedures
without being a danger to patients, other
health care professionals or fellow
students.  They must demonstrate
adherence to the universal precautions
as defined by the Center for Disease
Control.  As part of the essential require-
ments to matriculate at the college, the
following statement shall apply: If you are
HIV seropositive, you may be restricted
by the State Medical Board of Ohio from
performing procedures required for
graduation.  If you are HBV positive and
do not demonstrate noninfectivity, you
may be restricted by the State Medical
Board of Ohio from performing proce-
dures required for graduation.  Any
questions regarding these requirements
should be directed to the Vice President
and Dean of Academic Affairs.

Good Standing
A student who is enrolled in course
offerings leading to the DPM degree 
is considered to be a student in good
standing if he/she is meeting course
and/or program expectations, including
participation in remedial activities.

Student Appeal Procedure
Students are informed of their academic
status by mail from the Office of Student
Records.  Academic status refers to
student recommendations concerning
academic probation, dismissal and/or
repeat-the-year status.  Students shall
have the right to appeal the decision
regarding their academic status by
requesting, in writing, a hearing before
the Academic Appeals Committee.  A
form requesting an appearance before
this Committee may be obtained from
the Office of Student Records, and must
be filed with this office on or before the
date specified on the academic status
letter.  Students shall present informa-
tion either verbally and/or in writing to
the Committee, but must be present for
the hearing.  The decision of the
Committee is final.

When any of the following specific
actions are taken concerning a student
enrolled at OCPM, a notation will be
made on his or her transcript:  Academic
probation, academic dismissal, repeat-
the-year status.  Students who have filed
an appeal according to the procedures
outlined above are to continue with their
academic responsibilities, unless they
have three (3) failures (two (2) failures if
the student is in the extended curriculum
option) in the term or academic year.
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Graduation
All candidates for the degree Doctor of
Podiatric Medicine must have:

1. Maintained satisfactory academic
performance; (2.0 GPA or higher and
no grade below a “C” or “S”)

2. Demonstrated clinical competence
through completion of the perform-
ance objectives.

3. Been in good disciplinary standing

4. Satisfactorily completed all clinical
rotations and externship/clerkship
program requirements

5. Fulfilled all responsibilities and
financial obligations to the college

6. Demonstrated moral and mental
competency to practice podiatric
medicine

7. Been recommended by the Faculty to
the Board of Trustees for graduation

8. Taken the National Board of Podiatric
Medical Examiners (NBPME) Part I and
Part II examinations and released the
score reports to the college (The
NBPME requires all students to take
and pass Part I prior to sitting for  Part
II.) Starting with the Class of 2013,
students must have taken and passed
the National Board of Podiatric Medical
Examiners (NBPME) Part I to graduate,
and must take Part II of NBPME and
released the score reports to the
college. 

9. Passed Senior Competency Examination

The college emphasizes the importance
of fully preparing for and passing the
NBPME Part I and Part II Examinations.
These exams are recognized as part of
the licensing process by a member of
state, federal and Canadian provincial
legal agencies governing the practice 
of podiatric medicine.

In order to be eligible for graduation in
May, candidates must have met all of the
above requirements prior to the first day
of August immediately following the May
graduation.  Completion of program
requirements after August 1st, but
before the conclusion of the calendar
year will result in a December 31st
graduation date.  After December 31st,
candidates will not be eligible for
graduation until the following May.

Attendance at the graduation ceremony
is required.

All students must successfully complete
the graduation requirements within six
(6) years of their initial matriculation.
The six-year limitation includes any
leaves of absence, withdrawals or any
other interruptions of the student’s
program.

Recommendation for the degree is
discretionary with the Faculty; there is
no contract stated or implied, between
the college and the students that a
degree will be conferred at any stated
time, or at all.
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Valedictorian and
Salutatorian
The valedictorian and salutatorian reflect
the highest and second highest level of
academic performance respectively.  The
selection of the valedictorian and saluta-
torian of the graduating class shall be
based upon the following criteria:

1. Overall OCPM GPA

2. Participation in research and publication

3. Didactic course point total ranking.

Process
1st Criterion: Highest Overall GPA

If a tie exists, the second criterion 
will be used:
Second Criterion: Participation in
Research and Publication

If a tie exists, the third criterion 
will be used:
Third Criterion: Individual rankings
across all didactic courses as deter-
mined by overall examination scores.

If a tie exists there will be:
Co-Valedictorians
If more than one valedictorian is identified,
there will be no salutatorian and the
valedictorian to deliver the commencement
address shall be drawn at random.
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Clinical Rotations
The outpatient treatment center and its
allied extension clinics exist not only for
the purpose of educating podiatric
medical students, but also to serve the
community at large.  The delivery of
podiatric health care to the public, as
well as the delivery of podiatric educa-
tion to third and fourth year students, is
under the direction of the Dean.  During
each of the clinical rotations, students
are exposed to a variety of clinical mate-
rials and also have an opportunity to
serve the public through participation in
health fairs, foot screenings and other
community activities.

The policy and procedures governing the
operation of the Cleveland Foot and Ankle
Institute are in place to assure quality
care and education.  Conformance to
these policies and procedures by
students is necessary to assure that
educational outcomes are met and
quality patient care delivered.  Examples
include, but are not limited to medical
records, attendance, minor surgery, etc.

Assessment of 
Professional Traits
It is necessary for clinical faculty to assess
noncognitive qualities and professional
traits of student performance during their
clinical training. 

At the completion of each rotation, the
rotation coordinator will evaluate each
student’s noncognitive performance.  Any
unsatisfactory performance evaluations
will result in the completion of
Professionalism Deficiency Evaluation
form by clinic rotation coordinator.  

Refer to page 67 for more information.

Clerkship
Updated clerkship guidelines are
distributed to third year class members
each autumn.  They contain specific
requirements and rules for clerkship
programs.  Requirements include the
satisfactory completion of a minimum 
of 20 weeks of approved clerkship
programs as their schedules allow.  For
purposes of remediation of unsatisfac-
tory performance in an in-house clinical
rotation, the 20-week minimum may 
be waived at the discretion of the Vice
President and Dean of Academic Affairs.

No student may proceed to any fourth
year rotation without having first 
satisfactorily completed all prior
courses and clinical rotations. A student
may not continue onto clerkships with
an outstanding incomplete grade or
failure in 3rd year clinical rotations.

All clerkship programs for credit must
be supervised by practitioners who have
adjunct clinical status at OCPM.  Students
who spend any time with a practitioner
who does not have an adjunct clinical
appointment do so at their own risk.
Malpractice insurance coverage for the
students will not be provided nor will the
student receive credit for the experience.
Students will receive credit toward grad-
uation on their transcripts for programs
only after submitting a properly completed
Clerkship Program Application by the
required date, a log and a subjective
evaluation to the Office of Graduate
Placement, upon completion of the
clerkship program.  All documents must
follow the format listed in the Clerkship
Policies and Procedures Handbook
distributed to all students.

Students must attend any program for
which approval has been obtained and
which the students have committed to
attend.  Students are permitted to attend
programs after satisfying the following
conditions:

1. Applications must be made and
approved by the Program Director 
for an available position
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2. Students must accept the Program
Director’s offer in writing (copy on file
in Office of Graduate Placement)

Students attending programs away from
the school serve as representatives of
OCPM during this period.  Good perform-
ance and behavior can and does affect
whether or not students are chosen from
the college for these and other residency
programs in future years.  For this reason,
withdrawal from the program without
approval of the Office of Graduate
Placement will result in a student’s
placement on Clinical Probation.  It is also
the student’s obligation to know any and
all of the financial obligations inherent in
each program before agreeing to attend.

Students may be excused from an
approved program only under compelling
circumstances, and with approval of
clerkship program director. Students
failing to honor a program commitment
will receive a (U) and may be subject to
disciplinary action. The Clerkship director
can fail student on the evaluation.

If plans must be changed because of
individual circumstances, the Office of
Graduate Placement should be notified
as early as possible in advance of the
scheduled rotation.  Appropriate instruc-
tions will be given on an individual basis.
Students are not permitted to apply for
programs that will take place during their
on-campus clinical obligations.  However,
OCPM schedule changes can be made on
an individual basis once students have
been assigned by a Program Director to
a specific month in a highly selective
program.  The protocol for addressing this
clerkship vs. internal Clinical Program
conflict is stated in the Clerkship Policies
and Procedures Handbook provided to
students. Patient logs and evaluations
must be submitted on a timely basis, no
later than 2 weeks following completion
of a rotation. All logs and evaluations
must be submitted prior to graduation.

Medical Records
Students are required to complete all
assigned charting of medical records 
on the same day in which a patient was
seen and treated at the Cleveland Foot
and Ankle Institute. The chart will be
flagged to the supervising attending
physician for review and countersigning.
Medical records must contain a complete
and accurate accounting of each patient
visit to the outpatient treatment centers.
Medical records must never leave the
Cleveland Foot and Ankle Institute.

Student Doctor Dress Code
Every time a student enters a clinical
site, the student doctor must abide by
the student dress code.

Male Student Doctors
All male student doctors must wear a
lab coat, dress slacks, dress shirt, dress
shoes and socks. M3 students may wear
green scrubs at Cleveland Foot and
Ankle Institute Clinics. M4 Students may
wear navy blue scrubs at Cleveland Foot
and Ankle Institute Clinics. All clothing
should be clean and neatly pressed.

The following will not be tolerated: jeans,
shorts, T-shirt, tennis shoes or sandals.

Female Student Doctors
All female student doctors must wear a
lab coat, dress or dress slacks/skirt with
dress blouse, and dress shoes. M3 students
may wear green scrubs at Cleveland Foot
and Ankle Institute Clinics. M4 Students
may wear navy blue scrubs at Cleveland
Foot and Ankle Institute Clinics. All clothing
should be clean and neatly pressed.
Socks or stockings must be worn.

The following will not be tolerated: 
jeans, mini-skirts, casual shorts, 
T-shirts, tennis shoes or sandals.

It is the right of the Clinical Rotation
Director (Department Chairperson) to
send any student home, who does not
meet one if not all of these requirements.
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Clinical Attire Policy Addendum 3/1/09
Surgical scrubs may be worn by third and
fourth year students while at Cleveland
Foot and Ankle Institute clinics including
Midtown, Huron, and Independence.
Scrubs may not be worn at outside
clinics, including Southpointe Hospital,
University Hospital Family Practice and
the NEON clinics.

Wearing scrubs is not mandatory. You
may choose to wear the current clinical
attire.  Second year students are to wear
current clinical attire.

Fourth year students will wear dark blue
(navy) colored scrubs.

Third year students will wear traditional
green scrubs.

No cargo type scrubs.

No CROCS may be worn. Athletic shoes—
primary color white are acceptable. These
must be clean and free from stain. Other
acceptable shoe gear includes dress
shoes and clogs.

Socks must be worn.

Any undergarment must be short-sleeved
and free from holes, white or gray in
color. Scrub shirt must be tucked into
scrub pants.

Lab coats must be worn at all times with
name tags visible and lab coats must 
be buttoned.

If a student is not compliant with the
above guidelines, they will be asked to
leave and this will be treated as an
unexcused absence.

Revocation of this policy may be enacted
at any time.

Clinical Protocols and Policy
Under NO circumstances will a student
treat or discharge a patient without
presenting that patient to an attending
podiatrist before and after treatment.

Clinical Attendance Policy
Attendance is mandatory for the stated
clinic hours and any additional assign-
ments, as indicated by each department
in the syllabus.  Signature sheets will be
posted prior to the start of the clinical
session and will be removed promptly
when the clinical session begins.

Tardiness
Tardiness will not be tolerated.  You are
expected to be in clinic AT LEAST 15
minutes prior to the onset of the clinical
session.  Your treatment room should be
set up completely, and you should be
ready to see patients prior to the start of
the session.  When CPCs are scheduled,
you are expected to have your treatment
room set up prior to the beginning of the
CPC.  Therefore, if you have a morning
CPC at 8 a.m. or afternoon CPC at 12:30
p.m., you should be at the clinic at least
15 minutes prior to the start of this CPC
so your room will be ready for your first
patient.

Tardiness results in one additional 1⁄2 day
for the late day. Consistent tardiness will
result in a Professionalism Deficiency
Evaluation (PDE). If you sign on behalf of
someone else who is not present, this will
result in a Professionalism Deficiency
Evaluation. If you sign for yourself and leave
prior to the end of the clinical session
when dismissed, this too will result in a
Professionalism Deficiency Evaluation.
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Unexcused Absence 
and Tardiness
Failure to notify the Academic Dean’s
secretary at Extension 7496 prior to the
start of the day’s rotation for illness or
other unexpected event will result in an
unexcused absence or tardiness.  If the
switchboard is closed, third-year students
should dial 216-916-7483 and fourth-
year students should dial 216-916-7482.
The Assistant Dean of Clinical Education 
or rotation coordinator will review the
excuse for non-attendance. If he or she
feels it is legitimate, it will be considered
an excused absence. Examples of
unexcused absences:

nVacation

nPrior travel plans

nMoving plans

An unexcused absence will result in the
following:
Students will be required to do 3 days of
additional clinical education for the one
day of unexcused absence. For senior,
these days will be made up during senior
week or after graduation.

Excused Absence
Senior students need to get approval
from the Assistant Dean of Clinical
Education in advance for requested
absences. 

Examples of legitimate excused absences:

nIllness (needs a doctor’s note if more
than 2 consecutive days)

nFamily Emergency or other emergent
event

nResidency Interviews for senior
students

nResidency Program Visitation for senior
students

Seniors who miss a clinical session with
direct patient care are required to make
up this time during another clinical
session with direct patient care. Juniors
have 30 days to make up a missed day.
Seniors have 60 days to make up a
missed day.

ONLY the Office of Academic Affairs
excuses absences for examinations. This
office is located on the third floor. The
office can be reached at 216-231-3300,
extension 7496.  Either the Dean or the
Associate Dean of Academic Affairs will
grant excused absences for the following
reasons only: illness requiring hospital-
ization, death in the immediate family or
other compelling circumstances that occur
during a scheduled exam period or on 
an exam date. Absences from required
activities, such as scheduled exams and
quizzes, lab practicals, clinical rotations,
etc., due to religious observance must 
be cleared in advance with a legitimate
excuse by the Office of Academic Affairs
prior to the beginning of the semester 
or clinical rotation.

Professional Behavior
Professional behavior is expected at all
times.  If behavior is deemed unprofes-
sional by faculty, the student will be
asked to leave the clinic and will be
charged with an unexcused absence. A
Professionalism Deficiency Evaluation
will be given.

Dress Code Violations in Clinic
Dress code violations (see official guide-
lines) will result in dismissal from the
clinic that day as well a Professionalism
Deficiency Evaluation. Clinical jackets
with nametag are required at all times
when in clinic. 
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Student Organization
Regulations
1. All student organizations affiliated

with the college, implying an affiliation
with the college, using college facilities,
soliciting students at the college and
posting material at the college regarding
their operations, must be approved as
a recognized student organization each
academic year.  The following documents
must be submitted and approved by
the college to be considered a recog-
nized student organization. 

a. By September 1st of each academic
year, the organization must file a
copy of their current constitution,
bylaws, protocol or other regula-
tions governing their operations
with the Office of Student Affairs.

b. By September 1st of each academic
year, a proposed budget for the
current academic year must be
submitted to the Office of Student
Affairs.

c. By September 1st of each academic
year, the names of the officers for
that academic year must be submitted
to the Office of Student Affairs.

d. By April 30th of each academic year,
an end of the year financial state-
ment must be submitted to the
Office of Student Affairs.

2. Such documentation will be filed with
Student Affairs, and may be reviewed
by the legal counsel for the college.

3. The college will either:

a. Approve the student organization as
set forth in the documentation

b. Disapprove the operation of the
student organization within the
college or

c. Request the student organization to
resubmit reviewed documentation to
meet specified requirements.

4. The college must approve all student
organizations described in (1) above.
Organizations must file documentation
for review with the Office of Student
Affairs by the required deadlines, in
order to be approved by the college
each academic year.

5. Any changes made by an organization
to documentation previously approved
by the college must be filed for a
review process, as outlined in (2)
above within ten days of such change.
Previously approved documentation
regarding the operations and conduct
of the organization will remain in
effect until the college has approved
the changes.

6. Each organization is responsible for
handling all funds appropriately and 
is responsible for any debt incurred by
the organization.

7. Each organization is responsible for
developing their own stationery for
correspondence.  They are prohibited
from using the college’s official
stationery.  These organizations are
permitted to use the college’s name in
small print to reflect their association
with OCPM.

8. All organizations must comply with
policies, rules and regulations of the
college.  The Office of Student Affairs
provides assistance to these organi-
zations in creating and fulfilling
educational, recreational and socio-
cultural programs in accordance with
the college’s policies.
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9. All students considering an elected
position, must be in good academic
standing. For criteria, see require-
ments for promotion on page 50.
Students in an elected position who
do not meet the academic standards
may be asked to resign their position
to concentrate on academics.

10. All organizations operations must
follow the OPMSA Constitution. This
includes, but is not limited to, elec-
tions, finances and participation.

Some Recognized Student
Organizations
American Association of 
Women in Podiatry (AAWP)
AAWP attempts to provide support and an
informational network, which addresses
the special needs of women podiatry
students.  Membership is open to all
students.  The group provides guest
speakers, including local members of
the profession.

American College of Foot and 
Ankle Surgeons (ACFAS)
This organization provides opportunities
for students to gain more information
and exposure to the practice aspects of
surgery.  Activities include various
special labs and guest lecturers.

American Podiatric Medical 
Students’ Association (APMSA)
The American Podiatric Medical Students’
Association is composed of all dues-paying
students in good standing regardless of
race, creed, color, religion or sex, enrolled
in schools of podiatric medicine.  By virtue
of enrollment at a college of podiatric
medicine, all students are members of
the Association.  APMSA functions to
provide a forum to discuss problems, 
to further the profession of podiatry 
on a national level, and to establish the
means for obtaining desired goals.

Jewish Podiatric Medical 
Student Association (JPMSA)
This organization provides students with
the opportunity to learn about Jewish
scholarships in medicine, to stimulate
fellowship between all the different
denominations of Jewish students and 
to organize social events for students.

Ohio Podiatric Medical Student
Association (OPMSA)
The Ohio Podiatric Medical Student
Association is an affiliate of the
American Podiatric Medical Student
Association.  The Association is governed
by a president, a president-elect and an
executive board, which coordinates all
facets of student activities, including
local and national affairs, business
administration, clinic management, public
information, and extracurricular activities.
The elected and appointed representatives
of the OPMSA serve on many administra-
tive committees at the college.

Each year, OPMSA provides the student
body with a lecture series, social events,
sporting events, and a short-term emer-
gency loan fund, along with a newspaper
and a yearbook.  On the national level,
OPMSA represents the students from the
college in all academic and national affairs
concerning the profession of podiatric
medicine.

Podiatric Association for Diabetes (PAD)
The objectives of this club are to enhance
podiatric medical education by providing
seminars in diabetic care, management
of diet and weight control, and to work
with the American Diabetes Association
(ADA) to educate the community on
diabetes, to provide early prevention and
intervention of diabetic complications, as
well as to provide additional practice in
treatment of diabetes.

Sports Medicine Club
This organization sponsors lectures on
sports medicine, participates in local
athletic events and promotes good
athletic training.  May also include a
running club.
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Student National Podiatric Medical
Association (SNPMA)
The Ohio Chapter of the Student National
Podiatric Medical Association represents
the interests of minority students, including
American Indians, Blacks, Asians, and
Spanish surname students.  SNPMA
works toward disseminating information
regarding podiatric medicine to minority
and ethnic sections of the local community.
The association helps in recruitment and
retention of qualified ethnic minority
students at OCPM.  SNPMA provides
information regarding podiatric medicine
to local and national ethnic minority
health organizations.

Fraternity System
The OCPM Fraternity system provides
students with an avenue for broadening
their scope of podiatric medical knowl-
edge through a series of lectures and
practical demonstrations offered during
the year.  Alpha Gamma Kappa and
Kappa Tau Epsilon administer their own
podiatric medical services at different
locations in the city of Cleveland under
the guidance of a faculty-clinician.

Alpha Gamma Kappa (AGK)
Alpha Gamma Kappa members participate
in extracurricular practice demonstrations
and lectures of clinical importance.  Its
membership has provided opportunities
to communicate and relate to other people
through social events during the year.

Kappa Tau Epsilon (KTE)
Kappa Tau Epsilon is an active fraternity
that provides special lectures and
programs for podiatric medical students.
The fraternity sponsors many outside
activities, both social and professional 
to provide as many experiences for its
members as possible while they are
students at the college.

Pi Delta National Honor
Society – Beta Chapter
Pi Delta is the National Podiatric Honor
Society demonstrating high standards of
intellectual and scholarly activity.

Requirements for membership include:

nRanking in the top 20% of your class with
at least a 3.6 grade point average and no
failing grade prior to reexamination
while attending podiatric medical school

nA minimum of two years of scholastic
work applicable toward the degree
granted by the college of podiatric
medicine which you are attending

nA passing score on the NBPME Part I
exam in your first sitting

nA definite ability for achievement in 
the science and art of podiatry coupled
with high moral character, personality,
and leadership traits, and

nCompletion of a scholarly activity

The requirement for the scholarly activity
may be met by one of the following
methods:

1. Preparing a paper suitable for publishing.
Please use the format as described by
the Journal of Foot and Ankle for your
submission.

2. Active involvement in a research project
which includes a written description by the
student of their participation in the
project and verification of participation
by the principle investigator.

3. An oral or poster presentation at a
national, state, local or institutional
meeting.

Approval of the project in advance as
well as approval of the final submission
is at the discretion of the faculty advisor.

Depending on the nature and extent of the
individual scholarly activity prior approval
must be obtained should more than one
student be work on any specific activity.
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A title and abstract of approximately 
500 words must be submitted to 
Dr. Hetherington by the first Monday in
November for his approval. The final
draft is due the second Monday in
January. After the papers have been
accepted, you will be notified, and you
will be honored at Commencement. 

If you have any questions directly relating
to the topic or contents of your paper,
contact Academic Affairs. If you have
questions regarding Pi Delta in general,
contact Student Affairs.

Publications
Footprints
Footprints is the official student publication
of the Ohio College of Podiatric Medicine.
Published quarterly during the academic
year, Footprints is distributed to the
students, staff and faculty of the college.
The objective of Footprints is to provide
its readers with factual information
about the events occurring at the college
and in the field of podiatric medicine.

Occopodian
The Occopodian is the annual yearbook
of the Ohio College of Podiatric Medicine.
It is edited and staffed by students who
volunteer their time and energy to publish
the yearbook and manage its finances.
The yearbook is a historical compendium
of the classes, clinics, administration,
organizations and activities of the academic
year.  New students are encouraged to
join the staff.  The Occopodian has a long
tradition of quality and pride in publication.

Sports
The college sponsors a number of athletic
endeavors dependent upon the desires 
of the student body.  Many organizations
sponsor special athletic competitions,
including golf and volleyball.  Inquiries
should be directed to the Office of
Student Affairs.

Basketball Teams
The mission of the Men’s and Women’s
Basketball team is to provide a vehicle
for student camaraderie, athletic compe-
tition and to bring positive recognition to
the Ohio College of Podiatric Medicine.
Try-outs for the teams are held each Fall.
This organization is an adjunct of OPMSA.

Soccer Team

This organization is open to all students
of any skill level who enjoy and are inter-
ested in soccer.  The team plays indoor
soccer once a week during the fall and
winter.

Student Government Officers
(2009-2010 Academic Year)
OPMSA:

President: 
Larissa McDonough

President Elect: 
Joe Musmanno

Treasurer: 
Randy Semma

Secretary:
Jairo Cruz, Jr.

Director of Clinical Affairs:
Harshini Avula

Director of Clinical Affairs Elect:
Mieasha Hicks

Director of Communications:
Lindsay Foust

Director of Local Affairs:
Mandy Quisno

Director of Social Affairs:
Samantha Hall
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Reservation of Facilities
Policy Statement
The use of college facilities and services
by student is a privilege granted only to
registered student organizations or those
student organizations sponsored by
Student Affairs. Any registered student
organization wishing to use the facilities
by reserving a room at the college must
first get approval. A non-registered
student organization wishing to reserve
space must be sponsored by Student
Affairs to pursue the room reservation
process.

Student organizations may only use
space for purposes that relate to the
educational process and mission of the
college and must be scheduled in
advance. Organizational meetings or
educational seminars/presentations are
examples of such events that may be
held in available space. Social events,
such as movie nights, award banquets,
food festivals, etc. must utilize specific
spaces.

General Guidelines 
and Regulations
1. All room requests must be made 

on-line via the OCPM homepage link.

2. Room reservations should be made at
least two weeks in advance.

3. OCPM prohibits the use, consumption,
service or being under the influence of
alcoholic beverages on college property
or in college facilities.

4. A Security Officer must be present if
the number of individuals attending
the event exceeds 50 people. Any 
cost for security officers will be the
responsibility of the sponsoring
organization.

5. Damage incurred to college facilities
during an event will be repaired and
billed to the sponsoring organization.
Action which causes damage or injury
may result in denial of future permits
for events to the organization and
possibly disciplinary action.

6. In certain cases, fees may be charged
for the use of college property or
facilities.

7. Outside Speakers: all student organi-
zations must obtain prior approval from
the Office of Student Affairs for non-
college affiliated lecturers/speakers.

8. No event sponsor may transfer its
reservation to another organization,
nor may space reserve for an approved
program be used for another purpose
without the approval of Student Affairs.

9. To ensure availability of services, the
College should be notified of specific
setup and use requirements as soon
as possible. Student Affairs may not
be able to accommodate requests for
special equipment and setups if such
requests are received less than two
weeks prior to an event. All rooms
have standard configurations. Should
something other than the standard
setup be required, a fee may be
charged to the sponsoring organization.
Based on the determination, costs may
also be incurred by the sponsoring
organization if the event requires
additional labor for the room setup
and/or clean-up.
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10. The College reserves the right to
determine the appropriate use of the
spaces. If an event scheduled for a
space is determined not appropriate 
to the location, the event may be
relocated or denied space at the
discretion of Student Affairs.

11. Arrangements for all audiovisual
equipment to be used must be made
through the College with the comple-
tion of the Room Request Form. Any
equipment brought into a college
space by the event sponsor must 
be approved. Such requests must 
be made at least two weeks prior to 
the event. The event sponsor may be
responsible for any fees for the use
of audiovisual or other equipment.

12. All equipment and supplies furnished
by the event sponsor must be removed
from the space no later than the end
time of the reservation. Costs incurred
for removal of materials will be
charged to the event sponsor. The
college assumes no responsibility 
for damage to or loss of equipment
and materials left in a college room.
Equipment may not be left in any
location without prior approval. The
event sponsor assumes all responsi-
bility for any equipment or materials
brought into or left in a college space.

13. Deliveries: As a courtesy, Student
Affairs and Security should be
notified for all event-related
deliveries to the college.

14. Parking: Parking arrangements are
the responsibility of the sponsor.  
The Physical Plant Office should be
contacted for visitor parking
information. 

15. Decorations: Nothing is to be attached
to the walls, ceilings, glass or other
surfaces or the room without the
express, written consent of Student
Affairs. Violations may result in
charges to the event sponsor. All
decorations to be used during an
event must be approved in advance.
All decorations, including helium
balloons, must be removed immedi-
ately following the event. Failure to
do so may result in charges to the
event sponsor.

16. Movies or Videos: If you plan to show
a movie or video on campus, please
be aware that non-classroom use at
schools and universities are all
examples of situations where a public
performance license must be obtained.
This legal requirement applies
regardless of whether an admission
fee is charged, whether the institution
or organization is commercial or
nonprofit, or whether a federal 
or state agency is involved. (This
information is based on guidelines
from the Motion Picture Association
of America.)
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General Policy
The Ohio College of Podiatric Medicine 
is dedicated not only to learning and the
advancement of knowledge, but also to
the development of ethically sensitive
and responsible persons.  The college
seeks to achieve these goals through an
educational program of high quality and
sound policies governing student conduct
that encourage independence and maturity.

A student enrolling in the college assumes
an obligation to conduct himself or herself
in a manner compatible with the college’s
function as an educational institution.  It
is clear that in a community of learning,
willful disruption of the educational process,
destruction of property, dishonesty and
interference with the rights of other
members of the college cannot be toler-
ated.  The college retains the power to
maintain order within the college and to
exclude those who are disruptive to the
educational process.  The disciplinary
function is designed to reflect values and
ideas, as well as standards of personal
conduct.

Student organizations are held accountable
for their actions through their leadership.
Representative officers of organizations
are held responsible for group action to
the degree in which they are judged to
have control of such action.

Conduct which is prohibited and for which
students are subject to appropriate
disciplinary measures includes, without
limitation, the following:

1. Participation knowingly in a disruptive
or coercive demonstration.  A demon-
stration is disruptive or coercive if it
substantially impedes college opera-
tions, substantially interferes with the
rights of others or takes place on
premises or at times when students
are not authorized to be on campus.
There is no requirement that college
authorities order students to cease
participation in disruptive or coercive
demonstration.

2. The uses of force or violence, actual or
threatened, willfully to deny, impede,
obstruct or interfere with:

a. The freedom of movement of any
member or guest of the college on
property or facilities owned or
controlled by the college

b. The use of property or facilities
owned or controlled by the college

c. Ingress or egress to the property or
facilities owned or controlled by the
college

d. The performance of institutional
duties by an employee, officer or
trustee of the college.

3. The use of force or violence, actual or
threatened, to occupy or remain in or
at any property or facility owned or
controlled by the college after
receiving due notice to depart.

4. Unauthorized entry to, possession of,
or use of, property or facilities owned
or controlled by the college.

5. Physical abuse of any person on, 
or at, property or facilities owned or
controlled by the college or in the
course of a college activity.

6. Conduct that threatens or endangers
the health or safety of any person, or
creates in such person a reasonable
fear that actual abuse is likely to
follow.

7. Theft or defacement of, or damage to,
property or facilities owned or controlled
by the college or by an employee,
officer, trustee or guest of the college.

8. Failure to comply with directions of 
a member or agent of the college
acting in the performance of a duty in
connection with a potential or actual
disorder.
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9. Any conduct, which substantially
threatens or interferes with the
maintenance of appropriate order 
and discipline in the operation of the
college, or any conduct on the college
property or in connection with a college
activity, which invades the rights of
others.  Without excluding other
situations, examples include shouting,
noise making, obstruction and other
disruptive actions designed or intended
to interfere with or prevent meetings,
assemblies, classes, or other sched-
uled or routine college operations or
activities.

10. Inciting, aiding or encouraging others
to engage in a disruptive or coercive
manner.

11. Refusal to take prescribed examina-
tions or to submit to prescribed
evaluations.

12. All forms of dishonesty, including
cheating, plagiarism, knowingly
furnishing false information to the
college, forgery, and the alteration,
unauthorized possession or misuse
of college documents, records, or
instruments of identification.

13. Unauthorized carrying or possession
on college premises of firearms or of
any weapon with which injury, death
or destruction may be inflicted.

14. Violations of criminal law on college
premises or in connection with
college functions.

15. Administrative Dismissal: The
college, through the Vice President
and Dean of Academic Affairs,
reserves the right to dismiss,
suspend, or terminate any student
whose behavior indicates that his/her
presence on the campus constitutes
a clear and convincing danger to the
normal functions of the institution, to
property, to others, or to the student
him/herself.  This includes barring an
individual from campus pending an

investigation. The process to be
followed in this situation is:

a. The student is notified in writing of
dismissal and of the reasons for the
action.

b. The student will be provided a
preliminary hearing with the Vice
President and Dean of Academic
Affairs before the dismissal takes
effect, unless it is impossible or
unreasonably difficult to accord it.

c. If Summary Dismissal actions are
taken concerning a student enrolled
at OCPM, a notation will be made on
his or her transcript.

There are also other specific rules and
regulations within the college and its
several components, violations of which
are subject to disciplinary action.  General
and special rules and regulations and
provisions for discipline, arbitration and
appeal are printed elsewhere in the
Student Handbook of the college.

Any member of the college community
accused of violating a rule or regulation
is entitled to adequate notice of all
charges and to a fair hearing. 

While the college’s rules and regulations
exist to affirm the special values and
functions of the academic community, 
it should be noted that, as citizens, all
members of the college are subject to
criminal laws, including those governing
the use of alcohol, firearms, and drugs.

Alcohol
The consumption of alcohol in a college
setting raises complex issues.  All students
should be aware of these issues, and the
college’s expectations for responsible
behavior.

OCPM prohibits the use, consumption,
service or being under the influence of
alcoholic beverages on college property
or in college facilities.
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1. Individuals or groups listed on police
or college incident reports involving
the use, consumption, service, or
being under the influence of alcohol
will be subject to disciplinary action.

2. Any student organization sponsoring
an event that includes the use,
consumption, service, or being under
the influence of alcohol must find an
off-campus location for the event.

3. Events that do not include the use,
consumption, service, or being under
the influence of alcohol may use the
college facilities, in accordance with
established procedures.

Drugs
The college’s policy on drugs, which
governs the students, is as follows:

The use or possession of drugs* is illegal
except when prescribed by a physician.
The college cannot protect students from
prosecution for violation of federal or
state laws.  The Ohio College of Podiatric
Medicine cannot condone the illegal
possession, consumption, provision or
sale of drugs.  The college, however, has
a strong obligation to make readily avail-
able to students full information about
the use and effects of all drugs, and even
more important, to make available sources
of counseling to those who are using or
have used drugs.  Not only the students,
but also the faculty and all others, who
are in any position to advise students,
should be made aware of the need for
counseling for those who are using drugs
and the availability of such counseling by
physicians whose records are private and
privileged.  All students, faculty, staff and
administrators should be informed that
the discovery that a student is using
drugs is not, by the fact itself, cause for
disciplinary action, but is a compelling
reason to urge that the student seek
counseling or refer the student to the
proper source of counseling.  Deans and
other administrative officials do not

consider themselves law enforcement
officers, but advisers of students in their
best interest.

The college has adopted the following
rules:

1. Illegal possession or consumption of
drugs is an offense, which may be
subject to penalty proportional to the
seriousness and extent of the offense.

2. The illegal provision or merchandising
of drugs will ordinarily result in
expulsion.

Students are reminded that a drug
prescribed for one person may be
harmful to another and are warned not
to offer or provide their own medication
to others.

*Drugs to which these statements and
rules apply are currently defined as
including:

nOpiates (such as morphine, heroin,
codeine, opium, Demerol, and paregoric)

nCocaine

nMarijuana

nHallucinogens (such as LSD, DMY,
mescaline, Peyote, and psilocybin)

nBarbiturates (such as nebula and
seconal)

nTranquilizers (such as Librium, pheoth-
iazines, and reserpine)

nAmphetamines (such as Benzedrine,
Methedrine, Methamphetamine, and
Dexedrine)

Weapons
College regulations prohibit the discharge,
carrying or possession of firearms of any
sort, including air guns.  The prohibitions
apply to any weapon with which injury,
death, or destruction may be inflicted—
including knives, swords, clubs and
explosives of any sort.  The possession
or storage of inflammable or dangerous
liquids or chemicals (except where



66

Standards of Conduct

needed by faculty members for direct
instructional or research purposes and
which are stored in compliance with all
local, state and national ordinances) are
also prohibited.  No objects of any sort
may be thrown from the windows or roofs
of OCPM buildings.  Ohio law prohibits
all persons from selling, discharging,
igniting or exploding any type of fireworks.
Students in violation of this policy are
subject to disciplinary action.

Fraternities and 
Student Organizations
Fraternities are subject to the rules and
regulations established by the Office of
Student Affairs, in addition to all college
policies.  Violation of these rules, espe-
cially those involving disputes between
fraternities can result in a formal
hearing by the Hearing Board.

The Office of Student Affairs has the
right to review and revoke the chapter 
of any fraternity.  The Hearing Board 
will be convened to review the specific
complaints and concerns regarding the
activities of the fraternity.  The fraternity
will be given the opportunity to show
cause why its chapter should not be
revoked. 

The Hearing Board makes the decisions
whether to continue the chapter and if
so, under what conditions.  Its decisions
are communicated in writing to both the
officers of the fraternity and the Dean of
Student Affairs within five (5) days of the
hearing.

As for other student organizations, the
Office of Student Affairs reserves the
right to review their privilege to continue
as a recognized organization.  In order to
do so, the Hearing Board will be convened.
It will hear evidence of the specific
complaints and concerns regarding 
a student organization’s activities 
and functions.  It will ask the student
organization to show cause why it should
be allowed to continue as a recognized

student organization.  The Hearing Board
will make the decision whether the
student organization can continue to
exist and if so, under what conditions.
The possible outcomes include:

1. A finding that the organization or
fraternity will remain in good standing
with full privileges;

2. A letter of warning specifying needed
changes

3. A period of probation, with specified
conditions and naming a supervisory
committee

4. Revocation of the charter in the case
of the fraternity and loss of recognition
in the case of other organizations.

The Ohio College of Podiatric Medicine
will not permit or countenance harass-
ment or discrimination based on ethnic,
racial, religious or sexual grounds.

Hazing
College policy prohibits hazing of any
sort.  Hazing is defined as any action
taken, or situation created which,
regardless of location, intent or consent
of the participants:

1. Produces, or is reasonably likely 
to produce bodily harm or danger,
mental or physical discomfort,
embarrassment, harassment, 
fright, humiliation or ridicule

2. Compels an individual to participate in
any activity which is unlawful, perverse,
publicly indecent or contrary to the
rules, policies, or regulations of the
college, or which is known by the
compelling person to be contrary to
the individual’s genuine moral or
religious beliefs; or

3. Will unreasonably or unusually impair
an individual’s academic efforts.

Any student or organization accused of
violating this policy will be subject to
disciplinary action.  Hazing also violates
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Ohio law.  The maximum penalty for this
fourth-degree misdemeanor is thirty (30)
days in jail, a fine of up to $250.00 or
both.  Civil actions for injuries and
damages may also be taken.

Student Dress Code
1. Purpose
The OCPM Student Dress Code is
intended to allow students to dress
comfortably, while maintaining an image
that is appropriate for a professional
school.  All students are expected to
adhere to this policy while on OCPM
property.  The dress code is in effect
during normal business hours and after
hours during academic functions.  This
code is a minimal guideline for accept-
able attire, and does not supersede any
other specific dress code policy.

2. Student Attire Guidelines
Students should use good judgment and
follow the guidelines below in determining
appropriate dress and grooming.

Acceptable Attire: Appropriate student
attire includes, but is not limited to slacks,
khakis, skirts and dresses, walking shorts,
sport shirts, tee shirts, turtlenecks,
sweaters, sweatshirts, dress shoes,
tennis shoes, loafers, and sandals.  Jeans,
sweatpants, and wind pants that are
without tears or holes, are acceptable.
All clothing must be neat and clean.
Clean scrubs are acceptable attire.

Unacceptable Attire: Inappropriate
clothing includes, but is not limited to
cutoffs, beach attire, halter, midriff, belly
shirts or crop tops, flip-flops (e.g., shower
sandals), and bare feet.  Workout attire,
such as sweat shorts, and spandex exercise
outfits, are only permitted on the lower
level. Dresses, skirts, shorts, or tops that
are excessively short, tight, sheer, or low
cut; or clothing that is otherwise revealing,
distracting, or provocative is also prohib-
ited. For purposes of this dress code
“excessively short” is defined as skirts
and dresses shorter than 1/4 thigh

length above the knee and shorts shorter
than 1/2 thigh length above the knee, as
measured when standing. Finally, clothing
that expresses or implies in symbols,
words or phrases, profane, or vulgar
ideas WILL NOT BE TOLERATED.

Grooming: Hairstyles, makeup and the
grooming of beards and mustaches are
left to the discretion of the students.
However, students’ personal grooming
should contribute to a clean, neat and
professional appearance.

3. Policy Interpretation
Faculty members, staff and the adminis-
tration are responsible for interpreting
and enforcing the student dress code.

4. Disciplinary Action
Disciplinary action is appropriate for
dress that is in direct conflict with this
policy.  A Professionalism Deficiency
Evaluation may be issued for each
offense. Students cannot receive more
than one Professionalism Deficiency
Evaluation for the same outfit in one day. 

Professionalism 
Deficiency Evaluation
Any member of the administration, faculty
or staff may initiate a Professionalism
Deficiency Evaluation form.  Obtaining
three Professionalism Deficiency 
evaluations during your time at OCPM
will result in disciplinary proceedings as
outlined in the Student Handbook.  The
initiator must describe events or 
circumstances that show that student
behavior, on college property or at college
academic functions, is unsatisfactory.

The Academic Dean will meet with any
student receiving an unsatisfactory
evaluation. Should a student receive a
second unsatisfactory evaluation, the
Academic Dean will again counsel the
student. At that time, both the first and
second evaluations will be placed in the
student’s permanent file. If a student
receives a third unsatisfactory evaluation
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from at least two different departments,
the student may be recommended for
dismissal from the college by the Dean.

An unsatisfactory grade is defined as a
noted deficiency in any of the following
seven basic traits:

1. Reliability and responsibility:

nDoes not follow through on tasks
he/she agreed to perform.

nDoes not arrive on time for class,
clinic, CPC, patient care, etc.

nIs not available to treat patients.

nForgets to bring instruments to treat
patients.

2. Maturity:

nIs disrespectful toward faculty, staff,
patients and fellow students.

nCannot accept the blame for failure.

nMakes inappropriate demands.

nIs abusive and critical during times
of stress.

nMakes comments harmful to 
professional relationships or other
persons (such as race, gender, etc.)

3. Critique:

nCannot accept criticism.

nDoes not take steps to correct short-
comings.

4. Communication skills:

nDoes not listen well.

nEngages in blocking behaviors:
hostile, derogatory, sarcastic, loud or
disruptive, distractive behaviors,
verbal and/or nonverbal.

nCannot effectively identify emotional
concerns of patients.

nUses language inappropriate to
circumstances.

5. Honesty and integrity:

nIs dishonest.

nDoes not adhere to ethical standards
as described in the Student
Handbook or of the profession.

nViolation of testing policies
described in the Student Handbook.

nDoes not correct errors.

nMisrepresents or falsifies actions
and/or information.

nRoutinely avoids questions.

6. Respect for patients and/or members
of College community:

nDoes not maintain confidentiality.

nDoes not demonstrate empathetic
behavior.

nImpatient with others.

nInsensitive to patient’s immediate
physical and/or emotional needs.

nShows discriminatory behavior (racist,
sexist, etc.).

nIs not considerate to others.

nAddresses patients inappropriately.

nDemonstrates inappropriate sexual
behavior.

7. Appearance and Grooming

nDoes not comply with Dress Code
policies contained in the Student
Handbook.

8. Did the student demonstrate any of
the following?:

nChanges in personality, dressing
habits, or neatness.

nExcessive irritability, anger beyond
control, drowsiness, or inattention to
responsibility.

nLoud when normally quiet.

nInappropriate euphoria.

nDepressed

nUnsteady gait.

After the Professionalism Deficiency
Evaluation form is completed by the
initiator, a meeting is scheduled with the
student named in the Professionalism
Deficiency Evaluation form. The meeting
may include a staff supervisor or faculty
member who will function as a witness.
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The student is instructed to sign the form
as an acknowledgement of having read it.
The student signature does not constitute
an admission of agreement with the
Professionalism Deficiency Evaluation
form. The student has the right to prepare
a response. The Professionalism
Deficiency Evaluation form, and any student
response that is prepared, is submitted to
the Academic Dean for subsequent action.

See page 53 for assessment of
professional traits.

KEY POINTS
An unsatisfactory Professional Deficiency
evaluation, as determined by a college
employee, will be referred to the Dean.
The student will confer with the Dean
after any occurrence.

n1st Unsatisfactory Evaluation – kept in
office of the Academic Dean.

n2nd Unsatisfactory Evaluation – 1st and
2nd become part of permanent student
file. Any student receiving a second
recorded Professionalism Deficiency
Evaluation, will be prohibited from
holding any office, whether elected 
or voluntary.

n3rd Unsatisfactory Evaluation (from
different department) – If unsatisfactory
resolution of the problem cannot occur,
the Academic Dean may recommend
the student for disciplinary action
including dismissal from the college.

ELECTIONS
Candidates for any elected position must
be deemed academically eligible to hold
office through written approval by the
Office of Student Records.

Student candidates must be in good
academic standing, making satisfactory
academic progress, and not have more than
one Professional Deficiency Evaluation on file.

A filing of the second PDE while a student
holds any office will cause a challenge or
veto in continuation of official duties, and
may result in a call for a special election,
as necessary.

Academic Dishonesty 
and Plagiarism
Within a professional school, the pressures
placed on students are often much greater
than encountered in previously attended
educational institutions.  Despite these
pressures, students have an obligation to
assume the concept of academic integrity
and to behave honestly and fairly with other
students, their property, other members of
the college community and college property.

The following behaviors are considered
to be violations of a standard of academic
ethics and can lead to disciplinary action
within the college community.  Academic
dishonesty will not be tolerated in any
way, shape, or form, and the penalty for
proven academic cheating is dismissal
from the college.

1. Submitting the entire or portions of a
written work of another in a manner,
which represents the work to be one’s
own or knowingly permitting one’s
work to be submitted in such a
manner by another student without
prior authorization by an instructor

2. Possession of materials or devices
during an examination, which are not
authorized by the instructor

3. Communicating with or exchanging
examination information and/or material
with another student during an exami-
nation without prior authorization by
the instructor

4. Attempting to influence or change one’s
academic evaluation or record for
reasons other than achievement or
merit or employing methods to influ-
ence change other than submitting
evidence of achievement or merit

5. Forgery, theft, alteration, unauthorized
possession or misuse of college docu-
ments including, but not limited to:
examinations, financial aid forms,
college stationery and patient records

6. Knowingly submitting false information
to the college
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7. Practicing podiatric medicine (i.e.
diagnosing or treating patients) outside
of the college’s approved clinical
programs; or

8. Failure to meet other moral or ethical
obligations.

9. Violation of Copyright Laws (see pgs
70-73).

Plagiarism is defined as the submission
of work done by another with the intent
that it be viewed and evaluated as one’s
own. Thus, copying on an examination;
turning in a term paper or homework
assignment done by someone else;
intentionally using or presenting false
data; and making extensive use of sources
without acknowledging them are all
interpreted as acts of plagiarism. It is
the responsibility of each student to
become aware of the standard of docu-
mentation expected by each individual
faculty member.

Complying with 
Copyright Laws
To ensure that the college community
understands and complies with the law
of the Copyright Act, simple guidelines
are presented here, and will be made
available on the OCPM Library’s home-
page at: www.ocpm.edu/departments/
library. It is rare for legal action to be
pursued, but it has occurred causing
expensive litigation and fines. Please
contact the Library if you have any
questions!

Copyright in an Academic setting – Just
because it’s for education, doesn’t make
it permissible!! It is important to identify
whether material falls under the criteria
for Fair Use.

Fair Use:

nApplies to educational and research
uses by allowing an exception to the
copyright owners’ rights

nIncludes colleges who use copies for
nonprofit instructional, research, or
scholarly activities 

nFor more information about copyright
in an academic setting:

• http://southernlibrarianship.icaap.
org/content/v04n0l/Diotalevi_r01.htm

• www.usg.edu/copyright

• http://www.umuc.edu/library/
copy.html

(links used with permission)

Much of the law is open to interpretation,
but four factors must be considered
when deciding whether Fair Use applies:
Purpose, Nature, Amount, and Effect.

Purpose

nEducational nonprofit use – non-
commercial instruction or teaching 
at a nonprofit educational institution

nPlanned noncommercial research
directed toward making a contribution
to a field of knowledge, such as a
presentation at a noncommercial
conference or seminar

nMultiple copies for one-time only
classroom use

Nature

nExamine the characteristic of the work
being used 

• Courts favor use of nonfiction over
fiction

• Courts do not favor copying of
commercial audiovisual

Amount

nNo exact measures exist in copyright
laws, and more than “one time” is not
permitted

nQuantity can be relative to the length 
of the original; copying entire work is
against fair use
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nUsing images are usually not fair use,
though low-resolution thumbnails may
be acceptable for education; use in a
multimedia presentation may be
acceptable

nUsing a small portion, yet if it is the
“heart” of the work is against fair use

Effect

nEffect or harm on the market
(especially in the small Podiatric field)

nCopies should always include a citation
to the original source and a copyright
notice

nConsider whether material is reason-
ably available and affordable to students

Single-copy photocopying when
preparing lectures or doing research
This material is intended for use only once
and is not to be distributed to others.
When preparing lectures or doing
research, it is acceptable to make a
single copy of:

nA chapter or chapters from a book, an
article from a journal or newspaper, 
a chart, diagram, graph, drawing or
picture from a book, journal, or
information from the Internet

Electronic Journal Clubs

nScanning a print article and making it
available or sending it out constitutes
“multiple” copies. One print copy can
be placed in the Library and a citation
can be sent to inform people of the
chosen article. They may followup
individually as they choose. 

nIf article is from a journal that the college
subscribes electronically, the journal
license must be checked to see if an
electronic copy can be sent out, or if just
the website or link should-be posted.

Mediasite
It is a violation of copyright law to 
download and/or print any portion of the
mediasite lectures (see page 69, #9)

What’s in the Public Domain?

nPublic Domain - no permission needed
due to:

• Old age (pre-1923) or for expired
copyright

• Owner deliberately places material
in Public Domain

• Copyright protection is not available
for this type of work (facts, popular
phrases)

• U.S. government works (unless joint
ventures)

nWorks published before 1923 are in the
Public Domain

nWorks published after 1922 – assume it
is copyrighted

nCurrent individual copyright protection
is in effect through the life of the
author, plus 70 years

nCorporate authorship and works-for-
hire are protected for 120 years from
creation or the shorter of 95 years from
publication 

nChart explaining when an item 
passes into public domain:
http://unc.edu/~unclng/public-d.htm

Out of Print works – 
Not usually in public domain
nIndividual copies may be permitted.

Producing additional copies, or using
images or graphics from the material
may need permission. If in doubt, contact
the publisher first. Authors of out-of-
print material may own the copyright
once the item is no longer published
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Digitizing others’ works for 
Multimedia Presentations

nDigital images usually need permission,
except for one-time use in a lecture –
then permission is required.

nLook for Public Domain images and
photos that can be used freely. Royalty-
free image banks are available for a fee.

nIf a digital image is not lawfully available,
an image can be scanned into digital
format if it falls under fair use or if
permission is granted.

nCare should be exercised when using
material from the Internet – it is a mix
of copyrighted and public domain
material. Much is copyrighted!! Check
for copyright information.

Where to find copyright information

nAlways give credit! Always give credit
and note the copyright ownership if
shown on the original source. If using
original material, use © sign and note
the source on the presentation

nAll materials usually have copyright
information somewhere! 

• Books – on back of title page

• Journals – usually on or near the
table of contents

• Internet – usually at the end of the
page, but may be on the homepage,
not the page that holds to image or
information

• Audiovisual Media

– Video – on packaging, on item, or at
beginning or end of production

– CDs, DVDs, and Computer Software –
on packaging or under “Help –
About” once loaded on computer

Know what the publisher allows – check
the copyright imprint on the material

nJAPMA – “No part of this may be repro-
duced…with the exception that
photocopies may be made for the
noncommercial purpose of educational
or scientific advancement.”

nParaphrasing and rewording the author’s
text may still constitute infringement.
Some publishers include a statement
such as “you may not alter or adapt
this material.” This protects the author
from being misconstrued. If in doubt,
ask for permission.

To obtain permission

nSend a letter to the copyright holder,
usually the publisher or author.

nWhen requesting permission to use
copyrighted material, keep a copy of
your request, and the permission
received
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When is it permissible to use someone else’s work?

EXAMPLES

It’s OK when: It’s NOT OK - Get permission when:

Copying articles for class for one-time use Repeatedly using same articles 
semester after semester

Copying a book chapter for class for one- Copying a whole book or 
time use manuscript

Using original pictures or diagrams for Using original picture or diagram 
a class lecture, seminar, presentation in something to be published

Copying one copy of required articles Making a coursepack and 
for class to place on reserve in Library distributing to class

Copying one copy of out of print material Copying out of print material for 
for Library reserve or personal use. entire class

E-mailing links to electronic journal E-mailing electronic journal article 
articles to a class files to multiple people

Showing purchased audiovisual Making copies of commercial 
materials to the class audiovisual materials – even if 

made into a different format

Using common knowledge without references Using unique ideas without 
references, especially when  

Using someone’s unique ideas with references material will be published
for material that will not be published

Materials developed for specific courses in the OCPM curriculum that are digitally or
otherwise recorded are only for the use of students enrolled in these specific courses
for purposes associated with those courses and may not be retained or further 
disseminated.
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Student Conduct Agreement
for Electronic Access to OCPM
Networks and Resources
The college makes available a variety of
electronic services, devices and resources
to the user community.  This networked
system includes computers, e-mail and
Internet access via college equipment,
including onsite wireless connectivity,
and the hardware and software that
make up the workings of these systems,
hereinafter, it will be referred to as the
OCPM Networks.

The college will not be liable for any
damages incurred by one of its users, 
or stemming from their use of the OCPM
Networks. Student access to the OCPM
Networks will be accomplished via any
login area, directly in the Computer Labs
located on the second floor of the building
above the Library, through the Library
Media Center computers or with wireless
connectivity.

Use of the OCPM Networks is a service
provided by the college, and as such, the
college retains the right to regulate the
use of user accounts, access  and services,
and if necessary, revoke the account or
access of any user who refuses to abide
by established OCPM user guidelines.

The following policies will be in force
throughout the college:

1. Profanity of any kind is forbidden on
the OCPM Networks by its users. This
includes accessing websites containing
profanity, from both local and/or remote
locations.

2. Abusive or profane e-mails sent via the
OCPM Networks will not be tolerated.

3. Any illegal activities conducted via the
OCPM Networks will not be tolerated.

4. Any person willfully damaging or
causing harm to the OCPM Networks
will be held personally and financially
responsible for any OCPM Networks
repairs.

Failure to comply with any of the above
policies will result in having your Internet
access revoked and may result in further
disciplinary or legal actions.

In addition to the above policies, the
following applies specifically to Internet
access while on OCPM Networks.  To help
ensure that all students are responsible,
productive Internet users and are protecting
the college's public image, the following
guidelines have been established for using
the Internet while on OCPM Networks. 

Internet and Computer Policy
Internet Code of Conduct
Access to the Internet has been provided
to faculty, staff and students for the benefit
of the organization, its customers and
contacts. It allows employees and students
to access information resources from
around the world. Each of us has a
responsibility to maintain and enhance
the college's public image, and to use
college resources in a manner that
positively demonstrates this. 

Acceptable Uses of the Internet
Students accessing the Internet are
representing the college. All communica-
tions should be for professional reasons
and in a professional manner. Students
are responsible for seeing that the
Internet is used in an effective, ethical
and lawful manner. Internet Relay Chat
channels may be used to conduct official
college business and education, or to
gain educational, technical or analytical
advice. E-mail may be used for business
or educational contacts.

Unacceptable Use of the Internet 
The Internet should not be used for
personal gain or advancement. Solicitation
of non-college business, or any use of the
Internet for personal gain is strictly
prohibited. Use of the Internet must not
disrupt the operation of the OCPM
Networks or the networks of other users.
It must not interfere with the productivity
of any employees or students.
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Peer to Peer Network and File Sharing –
all file sharing and peer (P2P) network
software is strictly prohibited on OCPM
Networks. 

Unauthorized downloading of software,
music, movies and any other copyrighted
materials will result in an immediate
termination of your Internet Access
privileges and possibly further disciplinary
or legal action may be taken.

Pornography
Using the Internet provided by OCPM
Networks to access pornographic, adult,
or sexually explicit material is strictly
prohibited and will be considered a
violation of the policy on harassment.
Violation of this policy will result in
Internet access being terminated and
possibly further disciplinary or legal
action may be taken.

Communications
Each student is responsible for the content
of all text, audio or images that they place
or send over the Internet. Fraudulent,
harassing or obscene messages are
prohibited. All messages communicated
on the Internet should have your name
attached. No messages should be trans-
mitted under an assumed name. Users
may not attempt to obscure the origin of
any message. Information published on
the Internet should not violate or infringe
upon the rights of others. No abusive,
profane or offensive language should be
transmitted via the OCPM Networks. 

Also see E-mail Policy.

Software
To prevent computer viruses from being
transmitted through the system there will
be no unauthorized downloading and
installing of any software. All software
downloads and/or installations should 
be done with the authorization of the 
IT Department.

Copyright Issues
Copyrighted materials belonging to
entities other than the college may not be
transmitted by students over the Internet.
One copy of copyrighted material may be
downloaded for your own personal use in
research. College users are not permitted
to copy, transfer, rename, add, change or
delete information on programs belonging to
other users, unless given express permission
to do so by the owner.  Failure to observe
copyright or license agreements may result
in disciplinary action from the college or
legal action by the copyright owner.

Security
All messages created, sent or retrieved over
the Internet are the property of the college,
and should be considered public informa-
tion. The college reserves the right to
access and monitor all messages and files
on the OCPM Networks, as deemed neces-
sary and appropriate.  Internet messages
are considered public communication, not
private. All communications, including text,
files and images can be disclosed to law
enforcement or other third parties without
prior consent of the sender or the receiver. 

Harassment
Harassment of any kind on OCPM
Networks is prohibited. No messages with
derogatory or inflammatory remarks
about an individual or group's race, reli-
gion, national origin, physical attributes or
sexual preference should be transmitted.

The US Department of Health and Human
Services defines electronic aggression as
any type of harassment or mistreatment
that occurs electronically.  This type of
recognized cyber-bullying will not be
tolerated and is punishable by institu-
tional disciplinary action, and subject to
federal prosecution as necessary.

Violations
Violations of any guidelines listed above
may result in disciplinary action up to
and including loss of Internet privileges,
probation or dismissal for students; and
when necessary, legal officials will be
notified of illegal violations.
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E-Mail Policy
The college has established a policy 
with regard to access and disclosure 
of electronic mail messages created,
sent or received by students using the
college’s electronic mail system, here-
inafter known as STUDENT GMAIL.

1. STUDENT GMAIL is provided by the
college to assist in the conduct of
business or education within the
college.

2. All parts of the STUDENT GMAIL
system are college property.
Additionally, all messages composed,
sent, or received in STUDENT GMAIL
are and remain, the property of 
the college; they do not belong to 
the student.

3. While at the college, the use of
STUDENT GMAIL is reserved solely
for the conduct of business or
education. It may not be used for
personal commercial business.

4. STUDENT GMAIL may not be used to
solicit or proselytize for commercial
ventures, religious or political causes,
outside organizations, or other non-
job related or educational solicitations.

5. STUDENT GMAIL is not to be used 
to create any offensive or disruptive
messages. This includes, but is not
limited to, any messages which
contain sexual implications, racial
slurs, gender specific comments, or
any other comment that offensively
addresses someone's age, sexual
orientation, religious or political
beliefs, national origin, or disability.

6. STUDENT GMAIL shall not be used to
send (upload) or receive (download)
unauthorized copyrighted materials,
trade secrets, proprietary financial
information, or similarly restricted
use materials.

7. The college reserves and intends to
exercise, the right to review, audit,
intercept, access and disclose all
electronic mail system, STUDENT
GMAIL (mail.ocpm.edu), herein
known as STUDENT GMAIL. The
contents of STUDENT GMAIL properly
obtained for legitimate business 
or educational purposes, may be
disclosed within the college, without
the permission of the student.

8. The confidentiality of any message
should not be assumed. Even when a
message is erased, it is still possible
to retrieve and read that message.
Further, the use of passwords for
security does not guarantee
confidentiality.

9. The college has the right to retrieve
and read any electronic mail message.

10. Students shall not use another’s
code, ID, password, access a file or
retrieve any stored information,
unless specifically authorized to do
so. Students should not attempt to
gain access to an employee’s or
student’s e-mail or files, without
their permission.

11. Any student who violates these
policies or uses STUDENT GMAIL for
improper purposes shall be subject
to discipline, up to and including loss
of Internet privileges, probation or
dismissal.

12. Students discovering violations of the
above policies should notify the IT
Director.
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Please also be aware that as the Internet
is a worldwide public shared network,
the Ohio College of Podiatric Medicine
makes no guarantees, implied or other-
wise, concerning the confidentiality of
any messages sent or received in
STUDENT GMAIL on the OCPM Networks
or over the Internet.

You should consider all messages on the
Internet to have the potential to be read
by anyone, and act accordingly. Also, the
Ohio College of Podiatric Medicine is not
liable for any damages incurred by your
hardware or software, or caused by your
use of our OCPM Networks to gain
Internet access, nor do we guarantee
that our system will work with all
hardware or software configurations.

The college reserves the right to change
its policies at any time, as may be
required under the circumstances.

Disciplinary Process
Any member of the college community
may notify the Office of Academic Affairs
of violations of the college’s Standards of
Conduct.  When the Office of Academic
Affairs receives a written report of a
violation, the following process takes
place:

1. The Vice President and Dean of
Academic Affairs appoints a Designee
to investigate the alleged violation of
the Standards of Conduct, and to make
a recommendation of whether there is
sufficient evidence to support a formal
charge of a violation of the college’s
Standards of Conduct.

2. The Designee reports the results of
the investigation and recommends
whether to proceed with a formal
charge to the Vice President and Dean
of Academic Affairs.  If the decision is
made to initiate a formal charge, the
Designee will draft a formal charge, a
copy of the formal charge is sent to
the student as notice that he or she
has been accused of violating the
college’s Standards of Conduct, and a
copy of the formal charge is sent to
the Chairperson of the Faculty Senate
(“Chairperson”) and to the Vice President
and Dean of Academic Affairs.

3. The formal charge will enumerate the
specific Standards of Conduct at issue
and the range of disciplinary sanctions
that may be imposed.  The student is
asked to schedule an appointment
with the Chairperson or his/her
designee (“Chairperson”) within seven
(7) days of the date of the issuance of
the formal charge.

If the student does not respond within
the seven (7) days, the matter will be
handled in accordance with Section 5A
below.
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4. The Chairperson conducts an interview
with the student during which the
following are reviewed with the student:
(1) the formal charges; (2) the basis
for the formal charge; and the range
of potential disciplinary sanctions.
The student is given an opportunity to
respond and to provide his/her version
of the facts in a written statement.  This
interview will be scheduled within seven
(7) days of contacting the Chairperson.
Information gathered during the inter-
view will be forwarded to the option
selection under Section 5 below.

5. At this interview (described in number
4) the Chairperson will explain to the
student the following procedural
options available to the student:

a. The student can admit to the formal
charge and waive any further hearing
and submit to disciplinary sanctions
to be determined by the Vice
President and Dean of Academic
Affairs.  Following a meeting with
the student, the disciplinary sanction
imposed by the Vice President and
Dean of Academic Affairs is final; or

b. The student can deny the charge
and request a hearing conducted by
the college Hearing Board in accor-
dance with the procedures outlined
in Section 6 below.

The student must notify the Chairperson
in writing within 72 hours after the inter-
view of the procedural option elected by
the student.

If a student submits a withdrawal request
in the midst of a disciplinary process, the
student forfeits any refund of tuition and
fees, all grades will be converted to an F
or U, the student will not be allowed to
re-enroll at OCPM and the transcript
shall read “Withdrawal During Disciplinary
Process.”  If the student submits a with-
drawal form, it must be done within 72
hours of the interview with the Chairperson
and this decision must be submitted, in
writing, to the Chairperson.

6. The following procedures apply for the
College Hearing Board if the student
elects to appear before the College
Hearing Board.

a. The Chairperson will serve as the
chair and a non-voting member of
the College Hearing Board.

b. The Chairperson notifies the
student in writing of the date of the
hearing at least seven (7) days prior
to the hearing date.  Such notice
shall include the name of the
Designee who will present the
formal charges (“Presenter”), the
Standards of Conduct at issue, the
range of disciplinary sanctions that
may result, and reference to the
Student Handbook Disciplinary
Process section.

c. At least forty-eight (48) hours 
prior to the scheduled hearing, 
the Presenter and accused student
must submit to the Chairperson 
and to the opposing party, a copy of
any exhibits to be introduced at the
hearing, a written list of witnesses,
and a summary of the facts each
witness is expected to testify about.

d. The College Hearing Board is
composed of the following members:

1) The Chairperson of the Faculty
Senate, or his/her designee; who
is a non-voting member;

2) Three Faculty members appointed
ad hoc by the Faculty Senate
Chairperson;

3) Two student representatives
appointed by the Dean of Student
Affairs.  First year students are
not eligible for this assignment.
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e.
1) The Presenter appearing before

the College Hearing Board may
have an attorney or advisor present
at the hearing.  The choice of an
attorney or advisor is within the
discretion of the Presenter and
may be a faculty or non-faculty
individual.  However, the attorney
or advisor present may not
participate in the proceedings
except to advise the Presenter.
The college must be advised in
advance if the student intends 
to have an attorney or advisor
present.

2) The accused student appearing
before the College Hearing Board
may have an attorney or advisor
present at the hearing.  The choice
of an attorney or advisor is within
the discretion of the accused
student and may be a faculty or
non-faculty individual.  However,
the attorney or advisor may not
participate in the proceedings
except to advise the accused
student.

f. The College Hearing Board may 
have an attorney as an advisor
present at the hearing.  However, the
attorney may not participate in the
proceeding except to advise the
College Hearing Board.

g. The Presenter and the accused
student have an opportunity to
present exhibits and testimony from
witnesses, to hear and question
witnesses, and to present oral 
argument.

h. All information on which the
decision may be based must be
introduced during the hearing.  The
burden of proof by a preponderance
of the evidence and the burden of
going forward is on the Presenter.

i. The proceeding is private and
confidential.

j. A record of the hearing will be made.

k. Within five (5) days of the close of
the hearing, the College Hearing
Board, by majority vote, will render
findings of fact relevant to its
conclusions and recommendation of
disciplinary sanctions to the Vice
President and Dean of Academic
Affairs.  Dissenting members should
so indicate in the written decision.
The Vice President and Dean of
Academic Affairs shall have the
discretionary authority to accept,
reject or modify the recommendation
of disciplinary sanctions issued by
the College Hearing Board.  Within
five (5) days of receiving the findings
of fact and recommendation of
disciplinary sanctions, the Vice
President and Dean of Academic
Affairs shall issue a decision to all
parties in writing that informs the
parties of the findings of fact of the
College Hearing Board and the
decision of the Vice President and
Dean of Academic Affairs concerning
disciplinary sanctions, and informs
the accused student of his/her right
to appeal the decision.

l. A request for an appeal must be
made within five (5) days of the date
noted on the written decision issued
by the Vice President and Dean of
Academic Affairs and must specify
the ground for the appeal.  An appeal,
in writing, must be directed to the
Vice President and Dean of
Academic Affairs.
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m. The appeal will then be heard by
the College Administrative Appeal
Board consisting of two officers of
the college or their Designee (See
Section 7 for procedures).  If no
appeal is filed within five (5) days,
the findings of fact of the College
Hearing Board and the disciplinary
sanctions of the Vice President and
the Dean of Academic Affairs are
final, and the Vice President and
Dean of Academic Affairs will notify
the accused student in writing of
the final disciplinary sanction.

7. The following describes the hearing
procedure for the College
Administrative Appeals Board.

a. The student and the Presenter may
have an attorney or advisor to assist
in drafting the position statement
and to participate in oral argument.

b. A copy of the record of the College
Hearing Board can be examined by
the student, the Presenter or their
advisor by appointment.  The record
must remain in the custody of
OCPM.  A copy can be ordered at
the expense of the ordering party.

c. The student will be provided with a
copy of all exhibits that were intro-
duced at the disciplinary hearing,
unless he/she has already received
them.

d. The Appeals Board will be provided
with a copy of the record of the
disciplinary hearing, as well as any
exhibits that were presented to the
College Hearing Board.

e. Each side may submit a written
position statement.  Such a written
position statement must be submitted
to the Appeals Board at least forty-
eight (48) hours prior to the oral
presentation.  Position statements
must be submitted in triplicate to
the attention of the Vice President
and Dean of Academic Affairs on
behalf of the Appeals Board.  Anyone
submitting a position statement
must also provide a copy to the
other side at least forty-eight (48)
hours prior to the oral presentation.

f. Each side may make an oral presen-
tation to the Appeals Board.  The
oral presentation shall be limited to
a maximum of thirty (30) minutes for
each party.  The oral presentation by
each side may be presented by the
individual or by the attorney/ advisor.

g. A record of the appeal hearing will
be made.

h. The Appeals Board may only
consider the record of the hearing
conducted by the College Hearing
Board, the position statements and
the oral presentations when delib-
erating and rendering its decision.

i. The Appeals Board shall make a
decision and communicate that
decision in writing to all parties
within twenty-four (24) hours.  The
decision is final.
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Sanctions
The college, for violation of established
college rules and regulations or Standards
of Conduct may impose one or more of
the following disciplinary actions on a
student.  The action taken depends on
the seriousness of the offense.

1. Disciplinary Probation: This action
serves to notify the student that he or
she is no longer in good standing with
the college and that further violation
of college regulations during probation
will likely result in disciplinary
suspension or dismissal.  Probation
includes exclusion from participation
in privileged or extracurricular college
activities for a set period of time as set
forth in the notice of probation.  The
following types of conditions may be
applied:

a. Restitution;

b. Fines (such monies to be used for
the benefit of student services);

c. Compensatory services;

d. Participation in community services;

e. Participation in rehabilitative
activities.

A disciplinary file is created in the 
Office of the Vice President and Dean 
of Academic Affairs and a copy of the
notification letter is filed in a confidential
envelope in the student’s permanent file
in the Office of Student Records.

If Disciplinary Probation action is taken
concerning a student enrolled at OCPM,
a notation will be made on his or her
transcript.  If a student withdraws during
the disciplinary process or procedure this
notation, “withdrew pending disciplinary
procedure”, shall also be made on his or
her transcript.

2. Disciplinary Suspension: The student
must withdraw from the college for a
definite period, usually effective with
the date of the due process hearing
decision, for specified semester
period(s).  Suspension from academic
course work includes exclusion from
all privileged and curricular activities
as well.  In addition, a disciplinary file
is created in the Office of the Vice
President and Dean of Academic
Affairs and a copy of the notification
letter is filed in a confidential envelope
in the student’s permanent file in the
Office of Student Records.

Depending upon the outcome of the
noncognitive behavioral issue, a
student may be suspended by the
administrators.

If Disciplinary Suspension actions are
taken concerning a student enrolled at
OCPM, a notation will be made on his or
her transcript.

3. Disciplinary Dismissal: The student is
dismissed from the college effective
on the date of the final decision
rendered. 

a. The student is notified in writing of
the dismissal and of the reasons for
the action.

b. If Disciplinary Dismissal actions are
taken concerning a student enrolled
at OCPM, a notation will be made on
his or her transcript.
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4. Administrative Dismissal: The college,
through the Vice President and Dean
of Academic Affairs, reserves the right
to dismiss, suspend, or terminate any
student whose behavior indicates that
his/her presence on the campus
constitutes a clear and convincing
danger to the normal functions of the
institution, to property, to others, or to
the student him/herself.  This includes
barring an individual from campus
pending an investigation. The process
to be followed in this situation is:

a. The student is notified in writing of
dismissal and of the reasons for the
action.

b. The student will be provided a
preliminary hearing with the Vice
President and Dean of Academic
Affairs before the dismissal takes
effect, unless it is impossible or
unreasonably difficult to accord it.

c. If Summary Dismissal actions are
taken concerning a student enrolled
at OCPM, a notation will be made on
his or her transcript.
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Nondiscrimination
The Ohio College of Podiatric Medicine
does not discriminate on the basis of
race, color, handicap, creed, religion,
ethnic origin, or sex, in its employment
and its admissions and educational
programs, in accordance with Titles VI
and VII of the Civil Rights Act of 1964, as
amended, and Title IX of the Educational
Amendments Act of 1972; nor does it
discriminate against qualified handicapped
persons in its employment, admissions,
and educational program and activities in
compliance with the Rehabilitation Act of
1973, as amended; nor does it discriminate
on the basis of age in compliance with
the Age Discrimination Act of 1967, as
amended.

Inquiries may be made to the Director 
of Human Resources, Ohio College of
Podiatric Medicine, 6000 Rockside
Woods Blvd., Independence, Ohio 44131.

Children on Campus
Having a child on campus may create
situations that are dangerous to the child
or disruptive to the learning environment
by distracting students and employees. 
It is the responsibility of the parent or
guardian to make appropriate off-campus
arrangements for childcare. However,
there may be occasions when brief visits
by children may be necessary. On such
occasions, children will be subject to the
same conditions as any other college
visitor. Parents or guardians must sign
their children in at the information desk,
and include the purpose and expected 
duration of the visit. A visitor badge will
be issued to the child. 

In case of unusual emergency situations
that do not allow time to find alternate
childcare arrangements, instructor
approval prior to the lecture is required
before a child will be permitted into the
classroom. The instructor is not 
obligated to grant permission. Children

are never permitted in laboratories or in
the classroom during examinations.

It is the parent’s or guardian’s responsi-
bility to supervise his or her child. A
child must remain in the line of sight of
the parent or guardian at all times. If a
child becomes disruptive, the parent and
child must leave or they will be asked to
leave. Regular, repeated visits by chil-
dren are not permitted. 

Consensual Relationships
Romantic or sexual relationships may
occur in a college environment given the
numbers of people on a college campus.
All relationships must be consensual; but,
even though the relationship is consensual,
it can raise serious concerns about the
validity of the consent, conflicts of interest,
and preferential treatment. There are
certain circumstances when romantic or
sexual relationships are expressly prohib-
ited, unless managed as described below:

1. if between a supervisor and his/her
supervised employee,

2. if between a faculty member and
his/her student (including without
limitation to graduate students),

3. if between a supervising staff or
student (including graduate student 
or teaching assistant) and his/her
student, and/or

4. if between a senior faculty member
and a junior faculty member super-
vised by the senior faculty member.

The college considers sexual relation-
ships between faculty (including teaching
assistants, residents and laboratory
supervisors) and their students or between
supervisors and their employees, even 
if deemed to be mutually consenting
relationships, to be a basic violation of
professional ethics and responsibility
when one party has any professional
responsibility for the other’s academic or
job performance or professional future.
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Because of the asymmetry of these
relationships, "consent" may be difficult
to assess, may be deemed not possible,
and may be construed as coercive. Such
relationships also may have the potential
to result in claims of sexual harassment.

Policy
Romantic or sexual relationships between:

1. faculty (including without limitation
teaching assistants, graders, and
laboratory supervisors) and their
students, or 

2. a supervisor and his/her supervised
employee, or 

3. a supervising staff or student
(including graduate student or
teaching assistant) and his/her
student, and/or 

4. a senior faculty member and junior
faculty member supervised by the
senior faculty member

are prohibited while the faculty member/
supervisor has direct supervision of or
any influence on the student’s/staff
member’s/junior faculty member’s
evaluation or progress academically or
professionally. A pre-existing relationship
which could reasonably be perceived as
having any influence on the objective
evaluation of the student, staff member,
or junior faculty member by the faculty
member/supervisor must be immediately
disclosed by the faculty member/supervisor
to an appropriate administrator (Depart-
ment Chair, Dean, Course Coordinator, or
Staff Supervisor) and a management
plan, acceptable to OCPM (Human
Resources and the President’s Office or
their designated representatives), must be
implemented to assure that the student/
staff member/junior faculty member
receives objective evaluation and super-
vision. Such management plan may
include, for example, changing the
supervisor, having a different faculty
member evaluate academic or job-related
work, or having the student change

courses and may require cessation of
either the personal or supervisory
professional relationship. The designated
administrator must document the provi-
sion of objective evaluation and submit
copies, as applicable, to the relevant
Chair, the Dean, the Office of Student
Affairs and to Human Resources.

Noncompliance with Policy
Allegations, reports, or other information
relating to unreported romantic or sexual
relationships where one party has
evaluative or supervisory responsibilities
over the other party will be investigated.
Supervisors, department chairs, deans,
or other responsible persons must report
all allegations to the Human Resource
Department and the Office of Student
Affairs. Potential noncompliance with the
policy will be reported by the above-listed
supervisors, department chairs, deans,
or other responsible persons to Human
Resources and investigated by the
appropriate offices listed above. If non-
compliance is ascertained, measures will
be taken to ensure suitable supervision/
evaluation of the student or supervisee,
and appropriate disciplinary measures
with regard to the supervisor/faculty
member will be taken.

Sanctions
Persons in violation of this policy shall be
subject to sanctions ranging from verbal
warnings to termination, as provided by
applicable college policies. The college
reserves the right to discipline members
of the college community who make false
allegations of unreported consensual
relationships. No complaint will be
considered "false" solely because it
cannot be corroborated.
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In the Event of a Charge 
of Sexual Harassment
Faculty, staff, and students may not use
in a sexual harassment proceeding a
defense based upon consent when the
facts establish that a faculty-student,
staff-student, senior faculty-junior
faculty, or supervisor-employee power
differential existed within the relationship.

Policy Administration
Any faculty, student, or staff may seek
advice about the policy from the Human
Resource Department or the Office of
Student Affairs.

Grievance Procedures
A student who feels he/she has been
discriminated against because of race,
color, religion, sex, age, national origin,
or handicap should file a written state-
ment of the circumstances with the Dean
of Student Affairs within ten (10) working
days of the occurrence.  The Dean of
Student Affairs will notify the Director of
Human Resources that a grievance has
been filed and will delegate considera-
tion and review of the complaint to the
appropriate responsible individual who
will attempt to resolve the problem
within ten (10) working days.

If grievances are not resolved for the
student, the individual may request a
hearing with the Equal Opportunities
Grievance Committee according to the
following guidelines:

1. The individual shall notify the Director
of Human Resources or the Dean of
Student Affairs of the request for a
hearing, in writing, within five (5)
working days of unsatisfactory
resolution of above.

2. The Director of Human Resources
shall schedule a hearing with the
Equal Opportunities Grievance
Committee, composed of the Director,
two (2) Faculty members, two (2)
members of administration, and two
(2) student representatives.

3. All parties involved in the complaint
shall be notified in writing of the date,
time and place of hearing.

4. The Equal Opportunities Grievance
Committee may call additional
witnesses, as it deems necessary.

5. The individual making the complaint
may request a witness or witnesses to
appear in his/her behalf at the hearing.

6. Based on the information obtained at
the hearing, the Committee shall report
its findings and recommendations in
writing, within 48 hours to all interested
persons and to the President of the
college.  

7. If the individual making the complaint
is not satisfied with the Committee’s
findings, he/she may appeal the
decision to the President of OCPM in
writing within two (2) working days of
receipt of the decision.  The President’s
recommendation shall be final.

These procedures are subject to review
and modification by the Equal Opportunities
Grievance Committee.  Students who wish
to file a formal complaint with the Council
on Podiatric Medical Education should
contact 9312 Old Georgetown Road,
Bethesda, MD 20814-1698 (301) 571-9200.
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Harassment
The Ohio College of Podiatric Medicine
strives to maintain an environment
where all employees/students will work
free from harassment.  The Ohio College
of Podiatric medicine will not tolerate
harassment of any type and will take
immediate disciplinary action toward any
employee/student who engages in such
harassment.

Harassment includes, but is not limited
to unsolicited racial, ethnic, religious, or
sexually-oriented conduct, and/or racist,
ethnic, religious, age, or sexist comments
and/or other behavior.

It is the responsibility of any employee/
student who is subjected to harassment to
inform the Human Resource Department
of the facts regarding such harassment
so that appropriate corrective action may
be taken.  The employee/student will be
informed that an investigation of the
alleged harassment will be conducted
and that appropriate corrective action
will be taken by management.  However,
no disciplinary action will be taken without
a notarized statement of details from the
employee and a thorough investigation of
the facts.

No employee/student will be discriminated
or retaliated against for bringing alleged
issues of harassment to the attention of
the Ohio College of Podiatric Medicine,
and employees/students are encouraged
to do so if they are truly aware of such
conducts.

Sexual Harassment 
Policy and Procedures
It is the policy of the Ohio College of
Podiatric Medicine to provide a positive,
discrimination-free educational and
working environment.  Sexual harass-
ment is unacceptable conduct, which will
not be tolerated.  All members of the
OCPM community share responsibility
for avoiding, discouraging and reporting
any form of sexual harassment.

Members of the OCPM community found
in violation of this policy may be disciplined,
up to and including being discharged for
cause or being expelled from the college.
Retaliation against persons raising
concerns about sexual harassment is
prohibited and will constitute separate
grounds for disciplinary action, up to and
including discharge or expulsion from
the college.  

This policy and the accompanying proce-
dures shall serve as the only internal
college forum of resolution and appeal 
of sexual harassment complaints. 

Laws Governing Sexual Harassment
Sexual harassment in the workplace is a
form of sex discrimination prohibited by
Title VII of the Civil Rights Act of 1964
and by Section 4112.02 of the Ohio
Revised Code.  EEOC Guidelines require
employers to affirmatively address the
issue of sexual harassment and to adopt
procedures for the prompt resolution of
employee complaints.  Similarly, federal
regulations implementing Title IX of the
1972 Education Amendments require
educational institutions, which receive
federal funds to provide a prompt and
equitable procedure for resolving
complaints of sex discrimination,
including sexual harassment claims.
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Definitions
1. Sexual harassment can be defined as

any unwelcome sexual advance,
requests for sexual favors, or other
verbal or physical conduct of a sexual
nature, when:

a. Submission to such conduct is made
either explicitly or implicitly a term
or condition of an individual’s
employment or student status;

b. Submission to or rejection of such
conduct is used as the basis for
decisions affecting that individual
with regard to employment (raises,
job, work assignments, discipline,
etc.) or to student status (grades,
references, assignments, etc.); or

c. Such conduct has the purpose or
effect of unreasonably interfering
with an individual’s work perform-
ance, educational experience, or
creates an intimidating, hostile or
offensive work and/or educational
environment.  The work or educa-
tional environment includes
classroom and clinical settings,
activities, programs, offices and all
OCPM-sponsored events.

Although sexual harassment often takes
place when the alleged harasser is in a
position of power or influence (e.g., a
faculty advisor to a student, supervisor
to supervisee), other types of harassment
are also possible.  Sexual harassment
may involve the behavior of a person of
either gender against a person of the
opposite or same gender.  It is not
necessarily limited to offensive physical
contact or requests for sexual favors.
Sexual or “off-color” remarks, name
calling, lewd gestures, obscene mate-
rials (photographs, cartoons, etc.) and
touching may also constitute sexual
harassment.

2. Members of the OCPM community
include all OCPM students, faculty,
administrators and staff, whether full-
or part-time.

Responsibilities of the College
Community
The Director of Human Resources in
collaboration with Officers, Deans and
Department Chairs is responsible for:

1. Coordinating, disseminating and
implementing this policy

2. Serving as a resource for all matters
dealing with sexual harassment
complaints

3. Advising about and investigating
informal sexual harassment complaints

4. Referring formal sexual harassment
complaints to the Sexual Harassment
Hearing Committee.

Officers, Deans, Directors, Department
Chairs, and Supervisors are responsible
within their area for:

1. Providing a work and educational envi-
ronment that is free from harassment
and intimidation

2. Informing complainants about the
college’s policy and their right to talk
to the Director of Human Resources

3. Participating in investigations,
resolutions of complaints and the
implementation of recommended
sanctions, if any.

All members of the OCPM community
are responsible for:

1. Ensuring adherence to this policy

2. Discouraging sexual harassment;

3. Cooperating in any investigation, which
might result, including appearing
before a Hearing Committee.

Any member of the OCPM community who
is consulted about potentially sexually
harassing behavior must advise the
accuser of the college’s sexual harassment
policy. They should encourage prompt
reporting to the Director of Human
Resources charged with responsibility
for investigating sexual harassment
complaints.  When a firsthand allegation
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of sexual harassment is made, and the
alleged harasser is named, members of
the OCPM community must report the
allegation to the Director of Human
Resources.

Confidentiality
The college will make all reasonable
efforts to maintain the confidentiality of
parties involved in a sexual harassment
investigation.  Confidentiality, however,
cannot be guaranteed.  Furthermore,
whether informal or formal resolution is
sought, anonymous complaints will not
be brought against any member of the
college community.

False Claims of Sexual Harassment
The college reserves the right to discipline
members of the OCPM community who
bring false complaints of sexual harass-
ment.  No complaint will be considered
“false” solely because it cannot be
corroborated.

Annual Report
An annual report of sexual harassment
complaints and their resolutions shall be
produced by the Director of Human
Resources.  The report shall identify
accusers and accused by constituency
only, e.g., student, staff, faculty. 

Procedures
Members of the OCPM community who
believe they have been sexually harassed
by others in the OCPM community are
entitled to an informal and/or formal
investigation and complaint process as
detailed below.  Visitors, guest lecturers,
program participants, etc., may use this
policy and the procedures below where
applicable to bring complaints against a
member of the OCPM community whose
behavior in the college educational or
working environment is in question.
Members of the OCPM community may
use this policy and the procedures below
where applicable, to bring complaints
against visitors, guest lecturers, program
participants, etc. whose behavior in the
educational or working environment is in
question.

Prompt reporting of sexual harassment
is in the best interest of the entire OCPM
community.  Complaints must be brought
within two years of the latest alleged
incident.  It should be noted that the
college’s authority to investigate, to
compel cooperation or to impose sanctions
against those who are not members of
the OCPM community is limited.

The Director of Human Resources will
meet with any person(s) who have raised
concerns about sexual harassment at
the college.  The Director will provide
general advice about sexual harassment,
and will also discuss options for pursuing
both informal and formal resolution of a
sexual harassment complaint.

Once an accused person or group is iden-
tified, the Director of Human Resources
will conduct an initial investigation of a
sexual harassment complaint.  An initial
investigation will include interviews with
the person(s) reporting harassment and
those person(s) accused of harassment
and may include interviews of other
potential witnesses.

While an initial investigation will be
pursued for every identified complaint,
disciplinary action will not be taken
against any individual or group unless
the formal complaint process is used.

Informal Process
The college’s informal process provides
those who believe they are being sexually
harassed with a range of options designed to
bring about a resolution of their concerns.

Depending upon the nature of the
complaint and the wishes of the person(s)
claiming harassment, informal resolution
may involve one or more of the following:

1. Advising the person(s) about how to
communicate the unwelcome nature
of the behavior to the alleged harasser

2. Distributing a copy of the sexual
harassment policy as a reminder to
the department or area whose
behavior is being questioned
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3. If both parties agree, arranging and
facilitating a meeting between the
person(s) claiming harassment and
those accused of harassment to work
out a mutual resolution.

Information about all informal complaints
and resolutions will be kept on file in the
office of the Director of Human Resources.
Should the formal process be used, the
information gathered shall be forwarded
to the Sexual Harassment Hearing
Committee.

Formal Process
The college offers a formal process leading
to resolution of a complaint if informal
resolution is not agreed upon or fails to
resolve a concern satisfactorily.  Because
of the need for flexibility, no timelines
have been set.  Ordinarily, however, 
once the formal process is begun, each
successive step should be carried out
within two weeks of the previous step.

Sexual Harassment Hearing Committee
A Sexual Harassment Hearing Committee
of at least 7 members will be appointed
by the President and will include the
Director of Human Resources, two (2)
faculty members, two (2) members of
administration, and two (2) student
representatives who shall normally serve
a term of two years, renewable at the
option of the President.  The Committee
will annually elect a Chair from among
its members; the Director of Human
Resources shall serve as Secretary to the
Sexual Harassment Hearing Committee.
All Committee members will be trained
in sexual harassment matters.

Hearing Committees
Hearing Committees for individual
complaints will consist of five (5)
members of the Sexual Harassment
Hearing Committee.  Every hearing will
consist of at least one faculty member,
one administration member, and one
student.  The remaining members will

include one representative from the
constituency of the person(s) alleging
harassment and one from the constituency
of the person being accused.  The Chair
of the Committee shall serve on every
hearing.  Members are responsible for
notifying the Chair if their personal and/or
professional conflicts of interest may
make service on a particular committee
inadvisable.  Upon request by any party to
the complaint, the Chair of the Committee
shall determine whether a particular
member should not serve because of a
perceived conflict of interest. 

Initiation of Formal Process
1. A detailed written statement dated and

signed by the person(s) bringing the
complaint must be filed with the
Secretary of the Sexual Harassment
Hearing Committee.  The statement
should be as specific as possible,
including dates, times, locations, a
description of the alleged harassing
behavior and the name(s) of the
alleged harassers.  The statement
should also identify any person(s) who
may have information that would be
helpful to the hearing committee.

2. The Sexual Harassment Hearing
Committee will contact the alleged
harasser(s), provide them with a copy
of the written statement and ask for a
written response to be submitted by a
specified date.  The response should
also identify any person(s) who may
have information that would be helpful
to the hearing committee’s determina-
tion.  That response will be forwarded
to the hearing committee and to the
person(s) charging sexual harassment.

3. The Secretary of the Sexual Harassment
Hearing Committee will arrange a
meeting with the parties and the
hearing committee within a reason-
able time of the receipt of the alleged
harasser’s response to the complaint.
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Ground Rules
1. A hearing committee will protect, to the

extent possible, the privacy interests
of all those involved in the proceedings.
To that end, all those appearing before
a committee will be advised not to
discuss their statements or comment
on the proceedings outside of the
meeting.

2. All parties, i.e., accuser(s) and accused,
will be allowed to have an advisor of
their choice attend the meeting.
Advisors may only consult with their
parties; they may not address the
committee and may not ask questions.
All advisors will be bound by the
confidential terms of the hearing
committee’s rules.  Upon request by
the hearing committee, and in any
event when a party’s advisor is an
attorney, a legal representative of
OCPM shall attend any portion of the
meeting for purposes of consulting
with and advising the committee.

3. The committee will consider information
it has received in writing from the parties
as well as the statements presented to
it during the meeting.  The committee
may require members of the OCPM
community and ask others to appear
at the meeting and, if necessary,
continue the meeting to a later date.

4. The parties and their advisors will be
permitted to sit in the meeting during
all statements and questioning.  Other
persons will be permitted to attend
only during their own statements and
questioning. 

5. A stenographer will be present to take
minutes of the meeting.  The committee’s
deliberations, however, will be private
and confidential.  The stenographer’s
transcribed minutes will be the exclusive
record of the meeting.  The parties may
not bring their own court reporters or
record the meeting.  All parties will be
given reasonable access to the record
of the meeting.

Conduct of the Meeting
1. Persons bringing complaints will be

invited to make a statement to the
committee.  Committee members will
be permitted to ask questions at the
conclusion of these statements.

2. Persons accused will be invited to
make a statement to the committee.
Committee members will be permitted
to ask questions at the conclusion of
these statements.

3. At the conclusion of the Committee’s
questioning of both parties, the accused
and the accusing persons may ask
questions of each other but all such
questions must be directed to the Chair.

4. Other persons asked to appear before
the Committee will be invited to make
statements.  Committee members will
be permitted to ask questions at the
conclusion of the statements.  At the
conclusion of the committee’s ques-
tioning of each person, the parties may
ask questions of the person but all such
questions must be directed to the Chair.

5. The committee may ask further ques-
tions of the parties after it has heard
from all other persons invited to appear.

6. Once the committee has heard from
the parties and all others invited to
appear, it shall dismiss the parties and
the stenographer and meet to delib-
erate in confidence.

Possible Findings
The Hearing Committee will be respon-
sible for issuing one of the following
findings after meeting with the parties
and gathering all necessary information.

1. The college’s sexual harassment
policy has not been violated.

2. The college’s sexual harassment
policy has been violated.  To issue this
finding, the committee must be
convinced, in light of all the informa-
tion presented, that it is more likely
than not that, the alleged sexual
harassment took place.



91

Other Policies

Report of Findings/Recommendations
1. Within a reasonable time after the

meeting, the committee shall issue a
report of its findings and the rationale
for its findings to the Secretary of the
Sexual Harassment Hearing Committee
and the parties involved.  If the
committee has determined that the
college’s sexual harassment policy
has been violated, it shall also make 
a recommendation as to sanctions.

2. If the committee has determined that
the college’s sexual harassment policy
has been violated, the Secretary of the
Sexual Harassment Hearing Committee
shall distribute the report as follows:

a. if the accused is a faculty member,
to that party’s Department Chair,
and Dean

b. if the accused is an administrator or
staff member, to the Director of
Human Resources and the appro-
priate Vice President (or the
President)

c. if the accused is a student, to the
Dean of Student Affairs.

Upon request by an accuser, a copy of
the report shall also be distributed to
that person’s Department Chair and
Dean, or supervisor and appropriate 
Vice President.

3. The college officials identified in 2.  
a), b) and c) above are responsible for
determining appropriate sanctions, if
any. In making such a determination,
these officials shall not be bound by
the recommendations for sanctions, if
any, offered by the panel.  These officials
shall communicate in writing any
sanctions to the person(s) bringing the
complaint, those found in violation of
the policy and to the Chair of the
Sexual Harassment Hearing Committee.

Sanctions
Sanctions shall be based on the nature
and severity of the offense and the extent
of the findings.  In general, sanctions
include, but are not limited to, one or
more of the following: public apologies,
public reprimands, participation in
educational or counseling sessions,
written warnings or letters of reprimand.
In addition, faculty and staff may face
suspension without pay, denial of a
promotion or pay raise, demotion and
termination for cause.  Students may
also be suspended from the college, or
selected activities or organizations, placed
on probation or expelled from the college.

Appeal
Any party to a decision may appeal the
finding and sanctions to be imposed, if
any, to the President in writing within
two weeks of the receipt of the report of
the officials identified above.  The
President shall review the findings and
sanctions to be imposed, if any, and may
review the transcript of the meeting to
determine whether to uphold or reject the
findings or sanctions.  If in disagreement
with the findings and/or the sanctions to
be imposed, the President shall provide
a written statement of a decision and the
reasons for it to the parties, those charged
with determining sanctions and the
members of the Hearing Committee.
The President’s decision shall be final.
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Other College Procedures
This policy and its procedures shall 
be the only internal college forum of
resolution and appeal of sexual harass-
ment complaints.  However, should the
infraction be such that the recommended
sanctions involve termination of a faculty
member’s appointment, and should the
procedures set forth in Section XI of the
Faculty Handbook be initiated, the
factual findings and conclusions of the
sexual harassment hearing committee
shall be determinative as to whether the
college’s sexual harassment policy has
been violated.  The Section XI proceed-
ings shall be limited to a determination
of whether the violation as found consti-
tutes just cause for termination of a
faculty appointment. 

Students who wish to file a formal
complaint with the Council on Podiatric
Medical Education should get information
from the following website:
http://www.apma.org
See: CPME 925

Student Right To Know Act
(1990)
The Ohio College of Podiatric Medicine is
in compliance with the Student Right To
Know and Campus Security Act, Public
Law 101-542, as signed November 8, 1990.

Title I, Section 103, requires disclosure
on completion/ graduation rates of all
full-time students through publications
and mailings to current students and,
upon request, to prospective students.
Questions relating to Title I should be
addressed to the Office of Student
Records.

Title II, Crime Awareness and Campus
Security, requires disclosure of discipli-
nary proceedings to crime victims, as
well as Campus Security Policies and
Crime Statistics.  Questions relating to
Title II should be addressed to the Office
of the Executive Vice President.

National Board of Podiatric
Medical Examiners
The college emphasizes the importance
of fully preparing for and passing the
NBPME Part I and Part II Examinations.
These exams are recognized as part of
the licensing process by a member of
state, federal and Canadian provincial
legal agencies governing the practice 
of podiatric medicine.

Students are required to take the
NBPME Part I and Part II Examinations
the first time the exam is offered and the
student is eligible.

Starting with the Class of 2013,
students who are unsuccessful in
NBPME Part I and Part II must take the
exam when it is next offered.  Students
who fail Part I Examination may not be
allowed to continue in the curriculum.

Descriptions of unacceptable behavior
which threaten the security of the exami-
nation (taken from the Bulletin of the
NBPME mentioned above).

1. Content of any question must not be
disclosed after the examination
administration.

2. Reconstructing examination items
and/or responses in any format.

3. No part of the examination may be
copied or reproduced in part or whole
by any means whatsoever, including
memorization.

4. Receiving or providing unauthorized
information about the content of an
examination.

5. Transmitting test questions in any form.

6. Seeking and/or obtaining unauthorized
access to examination materials.

7. Any unauthorized reproduction by any
means, including reconstruction through
memorization, and/or dissemination of
copyrighted examination materials.
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NBPME Bulletin
In order to protect the integrity of the
examinations and to assure the validity of
the scores that are reported, candidates
must adhere to strict guidelines regarding
proper conduct in handling these copy-
righted, proprietary examinations. Any
attempt to reproduce all or part of an
examination is strictly prohibited. Such
an attempt includes, but is not limited to:
removing materials from the examination
room; aiding others by any means in
reconstructing any portion of an exami-
nation; or selling, distributing, receiving,
or having unauthorized possession of any
portion of an exam.

Confidentiality and Conduct Agreement
At the beginning of the exam, you will be
required to confirm online by pressing
ENTER that you have read and that you
understand the following confidentiality
and conduct agreement:

“The contents of this test are copy-
righted, proprietary, and confidential.
Disclosure or reproduction of any
portion of it to any individual or entity
for any purpose whatsoever is
prohibited. Such activity will result in
the invalidation of test scores and
may result in civil and/or criminal
prosecution.

I can be disqualified from taking or
continuing to sit for an examination,
or from receiving examination results,
or my scores might be canceled if
there is substantial reason to believe
through proctor observations, statis-
tical analysis, and/or other evidence
that my score may not be valid or 
that I was engaged in collaborative,
disruptive, or other unacceptable
behavior during the administration 
of this examination.”

Campus Sex Crimes
Prevention Act (2000)
The Ohio College of Podiatric Medicine is
in compliance with the Campus Sex Crimes
Prevention Act, Public Law 106-386
enacted October 28, 2000. Institutions of
higher education are required to notify
their campus communities as to how and
where the local sex offender registry
information can be accessed.

The Sexual Predators Directory can be
found on the Cuyahoga County Sheriff’s
Office website, www.cuyahoga.oh.us/
sheriff/law/sexualofenders.htm
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