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CONTACT LIST

MedHub Support: medhub®@iu.edu

Canvas Support: ejbauer@iu.edu

Electives/Selective Catalog Support: iusmecat@iu.edu

Indy Hospital Onboarding: compreg@iu.edu

Regional Hospital Onboarding: Please connect with each individual regional
coordinator/manager

Student Performance/Professional Concerns: Email all three--Megan Christman, DO:
chrismea@iu.edu, Paul Ko, MD, MED: kop@iu.edu, IU School of Medicine Elective Catalog
Team: iusmecat@iu.edu

ROLE OF AN ELECTIVE/SELECTIVE DIRECTOR

Start Here:

Welcome new Elective/Selective Director! This resource guide provides important
timelines to keep in mind throughout the year for electives, scheduling, elective updates,
contacts, and responsibilities.

The responsibilities of an elective director are the following:

e Decides availability and enrollment for each rotation

e Building out the elective Canvas page (if applicable)

e Grant student permission to add the elective to their schedules

e Qversees the elective experience

e Retrieves preceptor evaluations to enter the student final grades into MedHub

e Decides the students first day instructions (and make sure that those instructions
are provided prior to rotation start date along with their credentials such as badge
access)

e Maintains and updates elective information within the online catalog. Please use
the contact list for these systems.
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ANNUAL ELECTIVE TIMELINE:

Being the elective director focuses on providing an impactful experience for the students.
There are a few months out of the year that are important to note.

Mid-September through End-of October

e September is open to update all active electives for the next academic year.

e Alinkwill be emailed to the elective director and admin (primary contact) for each
elective that is active, to make changes.

e In September-October, the link will expire in two —weeks, but the Catalog Team can
resend the elective link.

November

e Atthe start of November, send all elective updates to iusmecat@iu.edu. An elective
checklist is located on page 5 to prepare for the academic year.

Mid-February through mid-March

e Phase 3 (MS4) students typically begin scheduling their electives during February
prior to their fourth year. The first round of elective scheduling is open enrollment
in which students can add any elective, except for the electives that have indicated
explicitly that prior permission is required.

30 Days After Each Rotation (Required)

e Allevaluations after each rotation in the academic year beginning in May and ending
in April the following year, are due in MedHub.

PHASE 3 (MS4) SCHEDULING PROCESS:

The initial electives scheduling typically lasts four weeks from mid-February through mid-
March.
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e After that time, electives that are open enrollment are available to students to enroll
without prior permission from elective director or elective admin during that period.

e Electives that require permission will still require permission during this period from
the elective director or elective admin.

o After the four-weeks of initial scheduling is over, then ALL electives require
permission.

e Elective directors or their admin will provide email permissions, which students will
attach to their elective request in the E*Value system.

e [fanelective is permission to enroll, please contact the Electives Team
(lusmecat@iu.edu) to make sure the appropriate wording has been included in the
catalog.

PHASE 2 (MS3) SCHEDULING PROCESS:

o |[fallowed for Phase 2 students to enroll, permission must be provided before
students can add the elective to their schedule.

e Students should contact the primary contact for the elective to schedule their
enrollment.

e Phase 2 students are not scheduled into electives until the conclusion of
Phase 2 clerkship scheduling and the preferential scheduling of Phase 3
students into their electives. Phase 2 elective scheduling does not begin
until after March 20™.

STUDENT LOGISTICS MANAGEMENT

Regarding rotation dates, this is the Phase 3 rotation schedule for MS4 students. If MS3s
are permitted to enroll, there are also rotation dates for Phase 2 students: Phase 2 rotation
schedule.

e Students may request time off by following the Time Away for Phase 3 | Medical
Student Portal | IU School of Medicine

e Any absences that are longer than two days can be made up with the approval of the
elective director.

e |U School of Medicine Time Away Policy
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ELECTIVE CATALOG

The elective/selective catalog is a platform that holds the list of all electives for third- and
fourth-year students to enroll in completing their elective credits as a medical student. The
elective catalog entails:

e Search for elective(s) in the elective catalog by the elective number, the campus
location, department, etc.

e All electives can be found in the catalog (Four-week, Two-week, Critical Care, Mind
Body Medicine, and Career Exploration electives)

CREATING NEW ELECTIVES

IU School of Medicine offers electives in clinical practice, professional development,
career exploration and advanced science research. The steps to get a new elective created
are the following.

e Step 1 Proposal Submission: The elective director (or designee) completes and
submits an Elective Proposal Form. The form includes essential elements for
approval.

e Step 2 The Initial Review: The elective is reviewed electronically by an MSE liaison
(an Elective Sub-Committee representative).

e Step 3 Departmental Review/Approval: The proposalis sent to the appropriate
vice chair of education or their designee for review/approval.

e Step 4 Elective Sub-Committee Review/Approval: The proposalis forwarded to a
faculty member of the Elective Sub-Committee (ESC) for review.

e Step 5 Final Approval and Elective Listing: Upon final approval, the elective
number is assigned, and the elective is listed in the elective catalog. The elective
director and/or proposal submitter are notified via email of the approval.

NEW SPECIAL ELECTIVES

Submission of a special elective proposal does not guarantee approval. A special elective

request form must be submitted at a minimum of 30 days in advance for all special elective
rotations including rotations at IU School of Medicine, VSLO/VSAS, and military. Please
note that the special electives are not a part of the electives catalog.
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ONLINE ELECTIVE CATALOG REMOVAL/UPDATES

e Please submit all elective update requests including requests for inactivation or
elective information updates to the Electives Team (iusmecat@iu.edu).

e The Catalog Team accepts electives and elective updates on an ongoing basis as
needed throughout the year.

e [tisthe responsibility of the elective director or admin to ensure the elective
information is accurate and up to date.

ELECTIVE/SELECTIVE DIRECTOR CHECKLIST

Before the rotation
[] Review enrolled students in MedHub (Required)
[] Share elective expectations/schedule with students (Required)
[J Ensure syllabus is posted in Canvas (Required)
[ 1 Create modules, assignments/quizzes/discussion boards in Canvas (Optional)
[J Upload a Zoom link on Canvas for meetings (Optional)
During the rotation

[] Monitor student participation (Required: this determines the grade provided to the
student)

[] Address professionalism or performance concerns (Required: If needed, please
see the at-glance contact list to report or discuss any specific student concerns)

At the end of rotation

[] Complete final evaluations in MedHub within 30 days of students finishing the
elective (Required)

[ Provide any feedback to the electives team if updates are needed (Optional)
End of each academic year annually

[] Review student evaluations of your elective (Highly Recommended: This informs
the strengths and opportunities for your elective and any changes you may want to
implement moving forward).
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MEDHUB RESOURCES

MedHub is a web-based application designed to:

e House, document, track and monitor institutional requirements and educational
experiences for fellows, residents and students.

e Utilized by students, faculty, clerkship/elective administrators, and
clerkship/elective directors.

e Faculty/coordinators are using their IlU email address to access MedHub.

e For student rosters and evaluations.

Grade/Evaluation

After 30 days of each rotation, elective directors will be reminded with a MedHub
notification, and an email through the IlU School of Medicine Electives Catalog email
account to submit grades.

e MedHub How-To Guide Supports all things about MedHub such as logging into your
MedHub account, viewing your roster, the process to complete evaluations, etc.

e Sending evaluations out to faculty who work with students for completion of the
final evaluation, listed is the info page about that functionality: @ Tiered
Evaluations.docx.

e Sending out information in advance via MedHub to the students who are enrolled.
The info page about that functionality: @3 Curriculum Objectives.docx.

For any questions or concerns related to MedHub, please contact the MedHub team at
medhub®@iu.edu.

CANVAS RESOURCES

Canvas is the Learning Management System used by Indiana University. This involves but is

not limited to:
¢ Assign quizzes and assignments
e Postannouncements
o Add the syllabus & list of objectives

There are many resource guides to assist instructors at different capacities. When starting
Canvas, page 10 are optional resource links for instructors.
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Below on page 9 is a basic syllabus template for electives. Per the new law, electives are
required to have a syllabus posted.

For any additional assistance with questions or to get added to another Canvas site, Erich

Bauer (ejbauer@iu.edu) is the Canvas administrator for Medical Student Education and
can help answer questions about Canvas.

INDY STUDENT HOSPITAL ONBOARDING

If there is any hospital onboarding involved with the elective, view the hospital onboarding

resource page. If you have additional questions or concerns about hospital onboarding,
please send those to compreg@iu.edu.

REGIONAL STUDENT HOSPITAL ONBOARDING

For all regional campuses, please contact the specific regional coordinator/director for
directions regarding hospital onboarding questions.

PHASE 3 DEAN CONTACT

Any concerns about student professional or performance or issues with the electives can
be directed to all contacts: Megan Christman, DO at chrismea®@iu.edu, Paul Ko, MD, MED
at kop@iu.edu, and IU School of Medicine Electives Catalog account iusmecat@iu.edu.

ELECTIVE ADMINISTRATION FAQ’S

FAQ page about how to administer electives

FAQ page about how to create a new elective


https://indiana-my.sharepoint.com/personal/tleapley_iu_edu/Documents/ejbauer@iu.edu
https://medicine.iu.edu/mse/education/hospital-onboarding
mailto:compreq@iu.edu
mailto:chrismea@iu.edu
https://indiana-my.sharepoint.com/personal/tleapley_iu_edu/Documents/kop@iu.edu
https://indiana-my.sharepoint.com/personal/tleapley_iu_edu/Documents/iusmecat@iu.edu
https://medicine.iu.edu/teaching/curricular-affairs/electives/administer
https://medicine.iu.edu/teaching/curricular-affairs/electives/create

CANVAS SYLLABUS TEMPLATE

Elective Number & Elective Title

Department: (insert department information)

Elective Description: (copied from catalog information)

Elective Type/Category: (copied from catalog information)

Elective Learning Objectives: (copied from catalog information)
Elective Activities (if applicable): (copied from catalog information)

Grading Scale: Satisfactory/Fail



OPTIONAL CANVAS VIDEO TUTORIALS

User Account Set Up

e Watch "How do | accept aninvitation to join a Canvas course as an instructor?"

e Watch "How do | login to Canvas?"

e \Watch "How do | change the settings in my user account?"

How To Get Started

Read on Instructor Getting Started

Watch the Canvas Overview Video

10


https://community.instructure.com/en/kb/articles/660622-how-do-i-accept-an-invitation-to-join-a-canvas-course-as-an-instructor
https://community.instructure.com/en/kb/articles/662860-how-do-i-log-in-to-canvas
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https://community.instructure.com/en/kb/articles/660621-instructor-getting-started-resources#canvas-overview

Watch the Cavas Course Basics Video Tutorials: This section has many videos that assist

with adding modules, assignments, syllabus, quizzes, and many other basic instructors’
needs.

How do | use the Dashboard as an instructor?

How do | view all my Canvas courses?

How do | manage my Canvas notification settings?

How do | use the Syllabus as an instructor?

How do | use the Inbox as an instructor?

How do | create a global announcement in an account?

How do | use Files?

What are Pages?

What are Assignments?

What are Quizzes?

What are Modules?

Gradebook Overview
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