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Applies to all faculty and staff who are responsible for assigning students to clerkship rotations and sites.
Procedure Purpose 
The assignment of rotations for clerkship students by the clerkship administration prior to the start of each clerkship component should be done in a transparent, consistent, fair, and equitable manner.  


Definitions
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Clerkship Preference Form
[bookmark: _Toc425171623]At least one month prior to the start of each clerkship, the component coordinators will email a preference form to all the students about to enter the clerkship.
The form will list the sites available for each type of rotation and allow the students to rank their preference for sites and electives. 
There is also space in the form for the student to describe any accommodation required by Student Accessibility Services (SAS) or exceptional circumstances specific to that clerkship block that they would like to be considered in the assignment.
The form is expected to be completed and returned to the clerkship component coordinator within seven days (7) of the date the email is sent.
Prioritizing Requests for Specific Assignments
For all students whose form is received within seven (7) days of the sending of the email, the following sequence describes the prioritization which will be given to requests.
Adherence to accommodation plans approved by the Student Accessibility Services Office.
Consideration of how many times a student has previously been placed at an away site.  This information is tracked centrally by the Manager of Clerkships within the Office of the Curriculum and is available to the clerkship coordinators.
Special requests and concerns raised by a student in their preference forms when appropriate and feasible.
The remainder of students who have not already been placed to their highest-ranked available site. If more students have indicated a preference for a site than the remaining available slots, placement will be determined by lottery.
Procedure for Assigning Students
If more than one student within one of the above categories requests the same site, then a lottery will determine who is given the placement.  
Once all the students who submitted their preference form within 7 days are assigned, the remaining students will be assigned on a rolling basis. 
Students who have an accommodation plan approved by SAS but who return their preference form after 7 days will still be assigned a site which satisfies their specific needs within the learning environment.
Students who submit a preference form after 7 days and do not have a plan approved by SAS will be assigned on a rolling basis. 
Requesting a Change in Assignment
Requested changes after site assignments have been distributed will be approved only for significant, extenuating circumstances. 
If an SAS-approved accommodation or special circumstance emerges after clerkship sites have been assigned, the student should meet with the Associate Dean for Student Affairs, who will evaluate the request and, if a change is approved, will contact the appropriate clerkship director to facilitate a change. 
Students requesting a change of site for health reasons may be referred to the Student Accessibility Services (SAS) to determine the need for accommodation under the American Disabilities Act. Students cannot negotiate with each other changes to assignments. 
All request for changes must be made through the Associate Dean for Student Affairs.

Change in Assignment Due to Conflict of Interest
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If a student has a conflict of interest as defined in the Non-Involvement of Providers of Student Health Services or Family Members in Student Assessment - Policy, they must request a change in assignment by contacting the Clerkship Component Director.
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Special Situations & Exceptions
Exceptions to this procedure must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to Jeremy Moeller (Chair, Education Policy and Curriculum Committee). 

Roles & Responsibilities

Contact Information 
Jeremy Moeller (Chair, Education Policy and Curriculum Committee) 
Jeremy.moeller@yale.edu
203-737-4190

Peter Takizawa (Chair, Policy Subcommittee) 
Peter.takizawa@yale.edu
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