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Dear Advanced Education Resident: 
 
Welcome to the Boston University Institute for Dental Research and Education Dubai 
(BUIDRE) and to your postdoctoral program. My office is responsible for supporting your 
advanced educational programs at BUIDRE. I work with your program director and the 
faculty in Dubai and Boston to coordinate your program with the other activities of 
BUIDRE. Early on in your orientation you will receive a Program Manual, which will 
contain much of the information you will need on how your program is organized and on 
what is required for you to successfully complete your program. The information in this 
orientation handbook is intended to supplement your Program Manual and contains the 
general policies relating to residents. 
 
During your program, your faculty can answer most of your questions or concerns. 
However, I will be happy to meet with you and am available by appointment. My office is 
in the first floor of BUIDRE. 
 
Sincerely yours, 
 
  
 
Steven M Morgano, DMD 
Chief Academic Officer 
Chief Executive Officer 
 
Boston University Institute for Dental Research & Education—Dubai is not a branch of 
Boston University in Boston.  Certificates and diplomas are issued from the Institute in Dubai.  
Graduates of specialty programs in Dubai are not eligible to take the respective American 
specialty board examinations.   
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Mission of BUIDRE  
 
The mission of Boston University School of Dental Medicine is to:  
 

·  provide excellent education to dental professionals throughout their careers, 
·  shape the future of dental medicine and dental education through research, 
·  offer excellent health care services to the community, 
·  participate in community activities, 
·  and to foster a respectful and supportive environment.  

 
The Boston University Institute for Dental Research and Education Dubai (BUIDRE) shares this 
mission. The BUIDRE intends to assist Dubai Healthcare City in fulfilling its mission of 
becoming an “Integrated Center of Excellence in the region for specialist medical and clinical 
services, medical education and life science research.”  
 
BUIDRE’s mission is to become: 

 
·  an academic center providing dental education programs comparable to Boston 

University’s postdoctoral dental education programs and providing science-based 
continuing dental education to professionals in the region,  

 
·  a center for dental research and dental research training,  

�

·  a high-quality, full service, preventive oriented dental care center. 
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A Brief History of BUIDRE  
 
Boston University is the fourth largest private university in the US and one of the nation's 
premier research universities. The Boston University School of Dental Medicine was founded in 
1963 as the first school in the US dedicated exclusively to postdoctoral education.  It is an 
integral component of Boston University and Boston University Medical Center, and has become 
an internationally recognized institution for dental education and research. With a faculty of 
more than 325 educators, clinicians, and researchers and more than 250 staff members, the 
school offers a full spectrum of postdoctoral specialty educational programs, a complete range of 
graduate programs and degrees, and pre-doctoral education to more than 700 dental students.  
 
Dubai Healthcare City is a free trade zone in the Emirate of Dubai which has been developed 
with the goal of becoming a world-class academic medical campus centered on a teaching 
hospital, postgraduate medical school, and a postgraduate dental institute. Between 2004 and 
2007, Dubai Healthcare City and Boston University developed plans to establish, within Dubai 
Healthcare City, a postgraduate dental education, patient care and research institute. The Boston 
University Institute of Dental Research and Education Dubai was founded in 2007 and academic 
and clinical programs commenced in July 2008.  
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Goals and Objectives of BUIDRE 
 
MISSION 1. To provide excellent education to dental professionals throughout their careers. 
 

GOAL 1. Emphasize rigorous scholarship and high academic standards. 
 

1.1.1. BUIDRE will increase courses that incorporate evidence-based activities every 
year until such time that 90% of the courses are compliant.  

 
1.1.2. BUIDRE will increase courses using learning approaches that integrate basic, 

medical, behavioral and dental sciences every year until such time that 90% of the 
courses are compliant. 

  
GOAL 2. Attract, recruit, enroll and retain a diverse resident body with high qualifications. 

 
1.2.1. BUIDRE will identify the best predictors of resident performance for selecting 

highly-qualified applicants each year.   
 
1.2.2. BUIDRE will seek to enroll residents who have participated in community service 

and research activities. 
 
1.2.3. BUIDRE will develop scholarship opportunities for residents.   
 
1.2.4. BUIDRE will monitor resident performance to provide educational support 

services for those residents who are at risk for academic difficulty. 
 
1.2.5. BUIDRE will provide an academic environment that supports residents’ 

graduation by the date of their scheduled commencement 
 

GOAL 3. Attract, recruit, hire and retain a diverse faculty and staff with high qualifications. 
 

1.3.1. BUIDRE will actively conduct searches for the best-qualified faculty with an 
emphasis on recruiting faculty who have trained in their specialty in the United 
States.    

 
1.3.2. BUIDRE will apply a process for faculty and staff periodic review, development 

and promotion.   
 

GOAL 4. Prepare dental specialists to provide oral health services. 
 

1.4.1. BUIDRE will provide, evaluate and periodically revise proficiency-based 
educational programs.  

 
1.4.2. BUIDRE will provide an academic environment that supports residents’ 

attainment of proficiency by the date of their scheduled graduation.  
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1.4.3. BUIDRE will provide resources required to attain proficiency for those residents 

who have not done so by the date of their scheduled graduation.   
 
1.4.4. BUIDRE will provide academic and clinical education and resources designed to 

assist graduating residents to pass a clinical licensure examination in the Emirates.   
 
1.4.5. BUIDRE will survey graduating residents regarding their overall satisfaction with 

the proficiency-based education provided them. 
 
1.4.6. BUIDRE will survey graduating residents to assess their perceived degree of 

preparedness in BUIDRE-developed proficiencies.  
 

GOAL 5. Provide opportunities for continuing education and professional development.   
 

1.5.1. BUIDRE will provide continuing education courses for dental and allied dental 
professionals that reflect advances in oral health care and associated disciplines.  

 
MISSION 2. To shape the future of dental medicine and dental education through research 
 

GOAL 6. Maintain excellence in and support growth of faculty research. 
 

2.6.1. BUIDRE will provide resources for the development of clinical and applied 
research.   

 
2.6.2. BUIDRE will provide resources for the development of health services research.   

 
GOAL 7. Provide opportunities for residents to participate in research. 

 
2.7.1. BUIDRE will develop the curriculum to include evidenced-based approaches to 

science for residents and faculty.   
 
2.7.2. BUIDRE will seek opportunities to increase resident participation in national and 

international meetings. 
 
2.7.3. BUIDRE will recognize resident research accomplishments through displays, 

awards and honors.   
 
MISSION 3. To offer excellent health care services to the community 
 

GOAL 8. Provide outstanding oral health care services within BUIDRE. 
 

3.8.1. Patients will have received appropriate clinical services.   
 
3.8.2. Patients will rate their satisfaction with services as “very satisfied” or “for the 

most part satisfied.” 
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3.8.3. Any patient not satisfied with the dental care suggested or delivered by BUIDRE 

will be provided with opportunities to register their complaints and have them 
addressed.   

 
3.8.4. Patient records audited for accuracy and completeness each year will meet all 

published objectives.     
 
3.8.5. Patient records reviewed by faculty regarding the design and completion of 

treatment plans, transfers, discontinuance and recall of patients will meet 
published standards.   

 
3.8.6. Clinical faculty providing direct patient care or supervising the provision of care 

by residents will meet established credentialing standards.   
 
MISSION 4. To participate in community activities 
 

GOAL 9. Foster cooperation with other educational, healthcare and research entities. 
 

4.9.1. BUIDRE will strengthen the relationship between the practicing community and 
BUIDRE by offering opportunities for practitioners to participate in continuing 
education, and BUIDRE-wide events. 

 
4.9.2. BUIDRE will develop new partnerships with other organizations that will 

enhance BUIDRE’s mission through clinical care, research, community service, 
or educational programs.   

 
GOAL 10. Encourage and support resident and faculty participation in community outreach 

activities. 
 

4.10.1. Residents will participate in BUIDRE sponsored community outreach activities 
each year.   

 
4.10.2. Faculty will participate in community outreach activities each year.  

 
GOAL 11. To improve the oral health of underserved populations. 

 
4.11.1. New grant requests will be submitted for external funding to support the 

development of new preventive programs or the continuation of existing 
preventive programs aimed at improving the oral health of underserved 
populations.  

  
4.11.2. BUIDRE will develop model prevention programs. 
 
4.11.3. BUIDRE will seek opportunities to disseminate the prevention programs.  
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GOAL 12. Support dental and other health professional services in the community. 
4.12.1. BUIDRE will provide support for career development for residents and alumni 

throughout their professional careers.  
 
MISSION 5. To foster a respectful and supportive environment. 
 
     GOAL 13. Foster effective communication among all members of BUIDRE and community. 
 

4.13.1. Develop mechanisms that coordinate and enhance communication throughout 
BUIDRE.       

 
4.13.2  BUIDRE will encourage attendance and/or presentations at national and 

international meetings by increasing the number of full-time faculty and staff 
members attending national and international meetings.  
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Resident Conduct and Behavior 
 
Codes of Conduct and Professional Demeanor for Residents 
 
Established procedures have been enacted to serve as guidelines for resident conduct. They are 
described in detail in sections 1 and 2 below. These sections describe rules concerning resident 
conduct and standards of academic achievement and establish criteria for resolving problems 
which might arise (i.e., Section 1 outlines guidelines for dissemination of course requirements 
and the consequences of potential failure to meet these requirements including probation, 
suspension, dismissal and leave of absence policies. Procedures for appeal are also described in 
this section; Section 2 defines prohibited resident conduct or behavior which includes knowingly 
furnishing false information, falsifying documents, misuse of documents, theft from or willful 
damage to the premises, willful obstruction or disruption of activities at BUIDRE or any 
affiliated institution, offenses against a person present on the premises of BUIDRE or affiliated 
institution, violation of published regulations, etc.). Residents are expected to familiarize 
themselves with these sections contained in this manual. 
 
Residents must conduct themselves with the integrity expected of all professionals. Their 
obligations must be met in full. Dishonesty in examinations or lack of professionalism in any of 
their dealings with clinic patients, faculty, staff, administration or other residents will be 
regarded as requiring serious disciplinary action. In their personal habits of dress and cleanliness 
and observance of amenities, residents will be expected to reflect credit on themselves, BUIDRE 
and the profession, and give every indication that they will continue to do so throughout their 
careers. Resident cooperation in matters of neatness applies to clinics, classrooms, and public 
areas, dining areas, laboratories and resident lockers. The cooperation of every resident is 
expected. The nature of professional study is difficult and requires regular attendance. Residents 
are expected to be present at all classes and laboratory periods.  
 
BUIDRE places strong emphasis on attainment and expression by its residents of those values 
and attitudes that are the hallmark of a professional. To this end, residents are expected to 
conduct themselves in a professional manner at all times in all their associations with the faculty, 
each other, auxiliary personnel, patients and BUIDRE staff. Once residents begin treating 
patients they continue to mature professionally and gain a deeper sense of responsibility. 
Anything less than the highest order of professional conduct on the part of the resident can result 
in the loss of the patients' confidence in the resident, BUIDRE and the profession. 
BUIDRE and our Residents’ Services Manager, will be happy to assist you 
 
Violation Procedures and Rights 
 
Complaints may be brought against a resident by department chairpersons or a member of the 
faculty or staff. The offender will be given a verbal warning for the first offense. If the offender 
repeats the violation, he/she may be suspended from that clinic for a period of up to sixty (60) 
days. BUIDRE reserves the right to take such action as it deems necessary for the protection of 
patients or others, including suspension of a resident from a clinic at any time. Any resident who 
believes that he/she has been wrongly accused can appeal the decision to the Curriculum 
Committee. Both parties involved must attend a hearing of the Committee to discuss a resolution 
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of the complaint. A report shall be filed with the Executive Committee. More serious violations 
may result in longer periods of suspension, leading to possible dismissal. Serious offenses will 
be turned over to the Curriculum Committee for investigation, resolution and disposition. 
 
SECTION 1 Policies and Procedures Regarding the Evaluation of Academic 

Performance and Status 
 
For policies and procedures regarding non-academic disciplinary actions, refer to Section 2. 
 
At the beginning of each academic term, each entering and returning resident shall 
receive from program directors a description of the program of study and performance 
criteria necessary for successful completion of all curricular and clinical components 
for each offered program. The duration of the program and the time sequence in which 
each of the various curricular components are to be accomplished shall be included. 
Course directors for each program of study will also provide residents with in depth 
guidelines for academic performance within each course syllabus.  
 
Each program description shall include a statement of standards and expectations in 
regard to guidelines for academic performance, professional conduct and behavior. 
Professional conduct and behavior, including standards for personal hygiene shall also 
be specified, especially as they apply to patient care activities. 
 
Consequences of failure by a resident to: complete stated promotion guidelines in the 
clinic, classroom or laboratory; and/or meet required standards of professional performance 
in any facet of the program, may lead to academic sanctions that can include probation, 
suspension or dismissal. 
 
The program description shall also indicate any other unique conditions under which the 
instructional staff reserves the right to exclude a resident from a particular classroom, 
laboratory or clinical activity. Any such exclusion(s) shall not necessarily constitute 
suspension or dismissal from a program of study. The procedures toward suspension or 
dismissal are indicated below. 
 
Academic Probation 
 
The purpose of placing a resident on Academic Probation is to provide an unambiguous 
warning that his/her academic achievement is not meeting the standards presented within 
the Promotions Guidelines of his/her academic program. 
 
 
 
Policy Regarding Academic Probation 
When academic probation is recommended, the resident shall be notified of this important 
change in academic status, and the notification shall contain the reasons for this action and 
what must be accomplished within a specified time frame for the resident to be removed 
from academic probation. 
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A resident cannot be promoted nor graduated from a program if he/she is on academic 
probation.  A resident may be maintained on academic probation until the deficiency/ies for 
which he/she was originally placed on academic probation have been remedied.  
 
Academic Suspension 
 
The purpose of academic suspension is to remove from a program a resident who has 
failed to heed the warning of being placed on academic probation by not remedying those 
deficiencies that required this action. 
 
Policy Regarding Academic Suspension 
In general, such action can be initiated at any time after 90 days from first probation. 
However, this time period may be shortened or eliminated by the Curriculum Committee. 
 
Academic suspension may be temporary or maintained for an indefinite period. The 
resident must be informed in writing of any change in academic status from "Probationary" 
to "Suspension". The reasons for this important change in academic status and its duration 
(temporary or indefinite) shall be given. If the suspension is temporary, the resident shall 
be informed of what must be done to be removed from this status. 
 
Dismissal 
 
An action for dismissal may be initiated only if the faculty agrees that a resident's academic 
performance or lack of performance (e.g., unauthorized absences) justifies dismissal. 
 
Policy Regarding Dismissal 
In general, such action can be initiated at any time after 90 days from first probation. 
However, this time period may be shortened or eliminated by the Curriculum Committee. The 
resident and all members of the Curriculum Committee shall be notified, stating the reasons 
for the recommendation of dismissal.  
 
Appeal 
 
A resident shall also be informed that he/she has the right to appeal when any 
recommendation not supporting promotion or graduation or any extended suspension is 
made. To initiate such an appeal procedure, the resident must send a letter to the Chief 
Academic Officer requesting a review of the case, including a summary of reasons for 
seeking such a review. Appeals to the Chief Academic Officer must be submitted within 14 
days of the date of notification of academic sanction. The Chief Academic Officer must 
decide if the case merits further review and the decision shall then be communicated to the 
resident and copies of the letter sent to the appropriate program director involved. Actions to 
be taken shall be handled by the Curriculum Committee. Decisions or recommendations by 
the Curriculum Committee shall be reported in writing directly to the Dean of the Boston 
University School of Dental Medicine.   
 



 14

SECTION 2 Policies and Procedures Regarding Prohibited Resident Behavior or Conduct 
Institutional integrity can be maintained only as long as every resident believes that his or her 
competence is being judged fairly and that he or she will not be put at a disadvantage because of 
the dishonesty or improper conduct of someone else. Penalties imposed should be carefully 
determined so as to be neither more nor less than required to maintain the desired atmosphere. In 
defining violation of this code the intent is to protect the integrity of the educational process. 
 
Resident Expected Behavior 
 

I. Residents must treat patients with the realization that the health and welfare of 
these patients is paramount, and residents must respect the dignity and 
feelings of their patients in working with them.  

II.  Residents must interact with the staff, faculty and fellow residents in a manner 
that is consistent with fostering a supportive and respectful environment. 

III.  Residents must conduct themselves in a mature, courteous, and professional 
manner in academic classes and seminars, clinics, and laboratories, and in 
other areas of BUIDRE and associated teaching facilities.  

IV. Diligence is an expected behavior.  This means that residents are expected to 
be in class, clinic or laboratory every day and prepared for work. 

 
It is not possible, nor should it be necessary, to describe every type of behavior which is a 
violation of the Academic Code of Conduct. Conduct that is in derogation or subversion 
of academic or professional integrity is a violation.   
 
The following is not exhaustive but is intended to give examples of actions that would 
constitute a violation.   
 
Resident Prohibited Behavior 
 
I.   Providing unauthorized assistance, including but not limited to: 
 

·  Giving, attempting to give, receiving or allowing unauthorized assistance to occur 
during an examination or exercise. 

·  Permitting another resident to copy or copying from an examination or exercise. 
 
II. Plagiarism including, but not limited to:  
 

·  Presenting the work of another as one's own. 
·  Allowing another resident to represent your work as his or her own. 
 
 

III. Knowingly furnishing false information, forgery, alteration or misuse of:  
 

·  Graded examinations, grade lists, or official university records or documents.  
·  Transcripts, letters of recommendation, degree certificates. 
·  Examinations or other work after submission. 
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·  Patient records and charts. 
·  Classroom attendance or resident preclinical and clinical records. 
·  Misrepresentation of a resident's credentials or status. 
·  Patient records, by unauthorized removal of such documents from their locus of 

instruction or storage, or unauthorized use or dissemination of personal or private 
information in such documents. 

·  Prescriptions or controlled substances. 
 

IV. Unprofessional treatment of patients including, but not limited to: 
 

·  Treating patients without authorization or supervision by faculty.  
·  Treating patients in unauthorized clinical settings.  
·  Accepting personal monetary payment from patients for services. 
·  Waiving patient payment responsibilities without authorization, or otherwise acting in 

disregard of patient-related contracting and financial policies of BUIDRE. 
·  Failing to comply with clinic policy. 
·  Failing to maintain accepted protocols regarding infection control and DHCC CPQ 

standards. 
·  Treating a patient while under the influence of alcohol or drugs. 
·  Refusal to properly treat any patient for reasons of gender, race, color, creed, national 

origin, financial status, or disability. 
·  Patient abandonment. 
·  Violating patient rights to confidentiality or improperly disclosing confidential patient 

information. 
·  Falsifying patient records in any manner, e.g. by changing previous entries, making 

false entries, or by forging signatures, with or without intent to defraud, injure or 
deceive another. 

 
V.  Theft or destruction of property: including, but not limited to: 
 

·  Examinations or papers after submission, including purposefully altering possible poor 
performance. 

·  Unauthorized possession of someone else’s property, such as laboratory or dental 
equipment, or the books or papers of another resident. 

·  Unauthorized use of clinic facilities or supplies. 
·  Unauthorized reproduction, distribution, or sale of class notes, examinations, or other 

class materials without the express written consent of the author. 
·  Theft or destruction of examinations or papers after submission, including purposefully 

altering possible poor performance. 
·  Altering or destroying another person's work or records, including altering records of 

any kind (whether hard copy or electronic), removing materials from libraries or offices 
without consent, or in any way interfering with the work of others so as to impede their 
academic performance. 

·  Defacing or vandalizing university facilities or other personal property. 
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VI.   Interference with or disruption of the regular operations and activities of BUIDRE, 
 including, but not limited to:  
 

·  Teaching and research, information technology, disciplinary proceedings, service 
 functions, or other authorized activities occurring on the premises of BUIDRE or 
 affiliated institutions. 

 
VII. Violation of Dubai Healthcare City’s condition of use and policy on computing ethics 
 and/or BUIDRE’s computer ethics policy. 
 
VIII. Violation of public law 
 

·  When such violation occurs by a resident enrolled within a program of BUIDRE or 
affects the professional interests or standards of BUIDRE, whether or not occurring on 
campus. 

 
    X. Failure to comply with the sanctions imposed under the authority of this code  
 
  XI. Any conduct in subversion of the academic and professional standards of the Boston   
  University Institute for Dental Research and Education Dubai. 
 
XII.  Class Rules 

·  Mobile phones should be switched off during lectures.  On call resident must have the 
mobile phone on vibrate mode. 

·  Anyone who leaves a lecture should ask for permission from faculty and wait to be 
excused. 

·  Doors must remain closed during lectures. 
·  Any resident  who misses any exam for medical reasons should inform the faculty 

before taking the exam and should present a medical report justifying his/her absence. 
·  All IDC and departmental courses should be taken according to the curriculum and in 

the order prescribed.  Any request for change in the schedule should be approved by 
the Academic Curriculum Committee.  

Policy on absence and late arrival to lectures 
The purpose of this policy is to give guidelines for BUIDRE residents regarding the BUIDRE 
policies and procedures for attendance and tardiness to all didactic departmental and 
interdisciplinary classes. 

·  The door will be closed as soon as the lecture begins. 
·  Residents who come in after the door is closed are considered late and 2 points will 

be deducted from their final grade for each incident of lateness. 
·  For each class a resident misses, 5 points will be deducted from his/her final grade 

for the course. 

���������	 �����
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·  If the amount of deducted points results in a change of one full grade, the course 
director/liaison will assign a project to make up for the points the resident has lost 
because of late arrivals and absences.  This project will be due on or before the final 
exam.  Those who did not lose a full grade will have the option to do a project.   The 
grade percentage achieved for this project will be used to calculate the percentage of 
points the resident is eligible to receive back. 

·  The course directors/liaisons will allow one absence or two late arrivals without 
grade deduction.  

·  If a resident is asked to leave a lecture due to being disruptive, then he/she will be 
considered absent. 

 
Personal Days Policy 

 
·  All residents receive 5 (five) personal days per year. 
·  To apply for a personal day, a resident must fill out a personal day request form. 
·  A resident can be excused from an IDC by obtaining the Course Liaison’s signature 
·  A resident cannot be excused from an IDC examination without the BU course 

director’s approval. 
·  A resident can be excused from a departmental course with the department program 

director’s approval  
·  A resident must make up any personal days beyond the 5 days by covering 

emergency clinic during the school vacation or will be required to extend his/her 
stay after graduation 

·  Unused personal days carry over to the subsequent year. 

 
Emergency Coverage During School Breaks 
 

·  The emergency clinic during school breaks (winter and summer breaks) will be open 
9:00am-3:00pm. 

·  BUIDRE residents from every department are expected to volunteer to cover these hours. 
·  For every working day the resident spends covering holiday emergency hours, he/she will 

receive 1 ½ compensation personal days. 

 
Academic Conduct Code Review Board 
 
I.  Procedures 
 
A) When an allegation or report of alleged misconduct under the code is made by a faculty 
member, resident, or any other person, in general the allegation or report will be forwarded to the 
Chief Academic Officer.  The Chief Academic Officer who receives the report or allegation will 
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personally or by delegation make such review as he or she deems appropriate.  Such review may 
but is not required to include review of additional documents, interviews with relevant 
individuals who may include the individual(s) who presented the report or allegation and/or the 
resident(s) identified in the report or allegation.  If the Chief Academic Officer believes that the 
matter warrants formal review under the procedures of the code, he or she shall forward the 
report or allegations, together with such additional information he or she may have obtained in 
review of the matter, to the extent he or she determines that such additional information is 
relevant, to the Academic Review Board. 
 
The Chief Academic Officer or Chief Academic Officer may impose a temporary suspension in 
any case in which a complaint has been filed. As a rule, a temporary suspension in advance of 
the determination by the Academic Conduct Review Board will be limited to the matters 
involving the health, safety or welfare of the resident or other residents, patients, faculty or staff; 
the integrity of the educational process; or maintenance of order. 
 
The board shall consist of a chairperson, two faculty members and a resident appointed by the 
Chief Academic Officer.   
 
B) The chairperson of the review board shall inform the resident (by hand-delivered or certified 
letter with return receipt, to be sent at least 14 days prior to the hearing) of the following matters: 
 1. The violations. 
 2. The date, time, and location of the hearing. 
 3. A resident charged with misconduct has the right to be accompanied by and have the  
     advice of counsel or an advisor who may be a member of the faculty or an individual    
     from outside BUIDRE, with the understanding that the advisor may not participate   
     directly in the hearing. The resident shall advise the chairperson of the name(s) of this  
     advisor or counsel no later than seven (7) days before the hearing. 
 4. The fact that he or she shall have the ability to examine all of the documents that have  
     been introduced in support of the violation. Providing copies of such documents will  
     be at the discretion of the chairperson. 
 
 
 
C) Hearings 
 1. Members of the board shall be excused if the case might involve a conflict of interest  
 2. The Chief Academic Officer may appoint pro tempore members to replace     
     regular members who are unable to attend or who have been excused. 
 3. Determination will be a majority of the voting members present at a hearing. 
 4. The quorum for hearings shall be three voting members of the board, at least two of  
     whom shall be faculty members. 
 5. The chairperson shall be counted as a voting member, but shall cast his or her vote  
     only in order to break a tie vote. 
 6. A hearing shall proceed in the absence of the accused resident only if the board is  
     satisfied that proper notice of the hearing was given to the resident and that there is no  
     legitimate cause for the absence. 
 7. The order of the hearing shall be as follows: 
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�  Presentation of charges by the board chairperson. 
�  Presentation and examination of material evidence and   witnesses by the board 

and by the accused resident(s). In appropriate circumstances the chairperson 
may take steps to protect a witness through actions such as sequestering, not 
divulging a witness's identity, or the taking of testimony prior to a hearing. 

�  Statement by the accused resident. 
�  After excusing the accused resident and advisor and witnesses, the Board will 

be in executive session 
�  Formulation of the judgment and assessment of any appropriate penalty, which 

may include but is not limited to warning, probation, restitution, suspension or 
expulsion, is by a majority vote of the members present. 

 8. Because the hearing is not a court hearing, the board is not bound by legal rules of  
     evidence. However, every effort will be made to conduct hearings as fairly and     
     expeditiously as possible. 
 9. The hearing shall not be public and information gained at the hearing shall be treated  
     as privileged information by all participants. This does not bar disclosing the findings  
     and recommendations of the board to those authorized to receive such information.  
     Inasmuch as this provision is for the protection of the accused, it does not bar him or  
     her from disclosing the proceedings, if he or she wishes. 
 10. The hearing shall be conducted with proper decorum. The hearing may be recessed by 
       the chairperson if:  

�  Additional evidence or witnesses are needed 
�  It is apparent that a fair hearing cannot be held because of disturbances, illness, 

or similar causes. 
 11. Minutes of the hearing shall be taken or the hearing shall be tape recorded. The  
       resident(s) charged shall be entitled to a copy of the minutes or the recordings at  
       his/her expense. Matters discussed in Executive Session by the board shall not be  
       deemed to be part of the record; minutes of witness testimony will be made available  
       at the discretion of the chairperson. 
 
D) Recommendation 
The complete recommendations, including a statement of the charges, evidence, and judgment, 
shall be transmitted to the Chief Academic Officer as soon as possible.  
 
The Chief Academic Officer shall review the report and the appropriateness of the recommended 
sanctions. 
 
The recommendations will be affirmed, modified, reversed, or referred to the Board with 
instructions by the Chief Academic Officer.  
 
E) The Chief Academic Office shall notify the resident by certified letter of the  judgment and 
penalty imposed and that such findings and sanctions are subject to final review by the Provost 
after all  appeals within the school have been exhausted. The letter shall also inform the resident 
of the procedure for appeal. 
 
II. Appeals 
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A) Within 14 business days of the receipt of the Chief Academic Officer’s letter a resident may 
appeal the judgment and/or the penalty to the Chief Academic Officer. Appeals are to be in 
writing, setting forth the basis of the appeal and whether the resident is appealing the judgment, 
the penalty, or both. 
 
B) The Chief Academic Officer will review the appeal to ensure the fairness of the proceeding 
and the appropriateness of the sanction/conditions imposed.   In general, the Chief Academic 
Officer will not substitute his judgment for that of the board if the proceedings were conducted 
fairly and the sanction/conditions are appropriate based on the offense and the resident's record. 
The Chief Academic Officer may affirm, modify, reverse or refer the matter back to the board 
with instructions. 
 
C) Before making a decision, the Chief Academic Officer may conduct his or her own 
investigation if he or she feels it is warranted. 
 
D) A rehearing normally will be ordered only if new evidence is presented. The procedure at a 
rehearing will be similar to the format used for the initial hearing. 
 
Timeline for Decisions on Disciplinary Actions: 
 

1. Allegation of Misconduct reported to Chief Academic Officer Date of Incident 
2. Chief Academic Officer to review and decide if formal review by 
Board is necessary 

Within 7 days of 
reported incident. 

3. Formal Board is formed consisting of Chairperson, 2 Faculty members 
and resident appointed by Chief Academic Officer. Within 7 days of step 2. 

4. Charged Resident(s) to be advised of formal hearing 14 days prior to 
hearing 

No less than 14 days 
prior to the formal 
hearing. 

5. Resident is allowed counsel or advisor and must provide name of 
counsel or advisor 7 days prior to hearing  

6. Formal hearing by Board, minutes to be taken.  Recommendation 
consisting of charges, evidence and judgment to Chief Academic Officer 
as soon as possible within 14 days. 

 

7. Chief Academic Officer to review report, recommend to affirm, 
modify, or reverse decision, and refer to Board with instructions. 

Within 21 days of the 
formal hearing. 

8. Chief Academic Officer to notify resident(s) of judgment of Board by 
certified letter. 

No more than 21 days 
after date of formal 
hearing. 

9. Resident has right 14 business days to appeal judgment.  
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General Requirements for Graduation 
 
Residents must successfully complete all required courses as outlined in each program-specific 
manual and must successfully achieve all competencies and proficiencies. Failure to do so in any 
course will result in the resident’s failing to earn his/her academic degree/certificate. Each 
postdoctoral program has a fixed curriculum and graduation is dependent on receiving an 
acceptable grade in all courses in the curriculum, demonstrating clinical proficiency in the 
discipline, completing a research project, and writing and defending a thesis. 
 
Academic Credit 
The academic year is divided into two semesters plus a summer session.  A credit hour is 
approximately equivalent to one class hour of lecture per week over fifteen weeks. There is no 
credit hour requirement for successful completion of a program. The amount of credit hours 
varies per program because the standards for each program vary.  Credit hours assigned to each 
course are for weighting each course for calculation of grade point average. 
 
Research Advisor 
A candidate for the MSD degree is required to have an advisor. The research advisor is always 
the first reader of the MSD thesis. Under certain circumstances, a special faculty appointee may 
serve as first reader.  When the first reader/research advisor has only a special faculty 
appointment in the BUIDRE, then the second reader of the thesis must be, at a minimum, a full-
time faculty member. If an advisor is not assigned in advance of registration, the resident should 
consult the Chief Academic Officer or Senior Research Mentor about assignment procedures 
 
Outline of Study 
An outline of the research project, approved and signed by the principal advisor, shall be 
submitted for the approval of the resident’s department during the first year of the program. This 
program of study must be submitted to the Residents’ Services Manager of the BUIDRE, and 
must be formally approved by the Research Committee. 
 
Deadlines for Submission of Thesis  
Theses must be submitted to the reader eight (8) weeks prior to the anticipated date of the thesis 
defense to allow ample time for the thesis to be read and for corrections/revisions to be made.  
Delay in submission of the thesis may result in postponement of the date of graduation, which, in 
turn, may result in additional tuition.  See the “Guidelines for Thesis Submission” in the 
Resident Handbook for more detailed information. 
 
General Requirements for the MSD 
 
Course Requirements  
Candidates for the MSD degree are required to complete a research project and submit and 
defend a written thesis. Candidates plan their courses with their program director in consultation 
with the principal advisor and in accordance with the requirements of their major field.  
Coursework may be in formal courses, seminars, and research in proportion to the particular 
needs and backgrounds of the candidate as determined by the program director in consultation 
with the principal advisor. 
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Thesis or Comprehensive Examination   
A research thesis is required.  Guidelines for preparation and presentation of the thesis will be 
provided by the specific department. The thesis is to be based on a research project carried out by 
the candidate.  Research can be in the form of clinical research, in-vitro research or systematic 
review/meta analysis of the existing dental literature.  Residents will develop the ability to focus, 
analyze, and organize complex data to address an issue in a way that contributes to the literature.   
 
A written research thesis must be defended by the resident. Thesis defense will be attended by 
the principal research advisor and at least two other faculty members.  Residents and faculty are 
invited to attend as guests.  Grade scale for thesis defense is A, B or Failure.  
 
MSD/CAGS Program 
 
The goal of the combined MSD/CAGS program is to prepare its graduates for productive careers 
in both research and clinical dentistry.  Consequently, the program requires a research thesis.  
The degree/certificate program requires a minimum of three years of study and leads to both the 
Certificate of Advanced Graduate Study in the dental specialty and the Master of Science in 
Dentistry degrees. The program may be longer than three years depending on specific 
departmental requirements.   
 
In the MSD/CAGS program, the specific course requirements of the Master of Science in 
Dentistry degree can be satisfied by the regular CAGS curriculum.  The remainder of the 
requirements for the MSD degree can, therefore, be fulfilled through directed study, research and 
a thesis defense. 
 
Policies Regarding Residents in Combined Programs  
Residents in combined programs that offer a certificate and research degree must complete the 
requirements of each program before they are awarded their certificate and degree.  Residents 
will not receive their research degree until they have completed their CAGS program. Residents 
will not receive their certificate until the research project has been submitted, accepted and 
approved.  
 
Research Projects 
Residents will be assigned a research advisor within the CAGS program with the approval of the 
Senior Research Mentor, Dr. Harold Goodis.  The resident must work closely with the research 
advisor to ensure satisfactory progress.  The research protocol will be developed within the first 
year of the program.  Implementation and data collection will commence after Institutional 
Review Board (research ethics committee) approval (where appropriate) and other regulatory 
approvals.  It is anticipated that data collection will be completed by the end of the second year 
to allow for data analysis, thesis preparation and defense of the thesis.   
 
During the third year, the residents will begin writing their theses.  No later than 8 weeks prior to 
the end of the year, they should submit their thesis for review by the thesis readers.  Residents 
must publically defend their thesis. 
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Resident progress will be monitored and evaluated at regular intervals. The Chief Academic 
Officer, in consultation with the Senior Research Mentor, is responsible for selecting faculty 
members to serve on the Committee that will be comprised of all faculty who serve as research 
advisors for the program and may include additional faculty. Research advisors are required to 
present an evaluation of the resident’s activities with respect to the academic performance, 
research quality, research quantity, and attitude towards achieving his/her goals. The committee 
may make recommendations with respect to changes in the resident’s project. The committee is 
responsible for grading each resident’s performance. Unsatisfactory performance requires 
recommendations regarding remedial efforts (with or without prolongation of the program) or 
termination.  The Chief Academic Officer will communicate with each resident the findings of 
the committee. Successful completion of the program requires the completion of a thesis 
according to BUIDRE guidelines and the presentation and defense of the research project in a 
seminar. Each thesis is evaluated by a first reader (principal advisor) and a second and third 
reader (selected by the Thesis Defense Committee). At the completion of the project, the Thesis 
Defense Committee reviews the final drafts of the resident’s thesis, provides input for the 
changes, and makes a final recommendation for a grade and awarding the degree. 
 
Institutional review Board 
Under DHCC regulations, the Institutional Review Board (IRB) (Research Ethics Committee) is 
an appropriately constituted group that has been formally designated to review and monitor 
biomedical research involving human subjects. In accordance with regulations the IRB has the 
authority to approve, require modifications in (to secure approval), or disapprove research. This 
review group serves an important role in the protection of the rights and welfare of human 
research subjects.  
 
Time Limit 
The program shall be completed within four years after the first registration for study leading to 
the MSD degree. 
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Academic Administrative Policies 
 
Course Registration Policy 
 
Residents are not required to register for courses. The Residents’ Services Manager will 
prepare and post on-line grade sheets and class lists and make them available to residents. 
Program faculty will be required to submit a written memo at the beginning of each 
academic year, with names and ID #’s to indicate any residents’ course exemptions and to 
register residents’ course retakes.  A memo will also be required indicating any changes 
made to the published curriculum during the academic year.  Without a written memo 
indicating exceptions to the published curriculum, it will be expected that all residents in a 
Certificate Program will attend the classes listed in the current catalog.  Those courses will 
appear on resident transcripts. 
 
All memos indicating alterations in resident course registration are to be submitted to the 
Residents’ Services Manager by the first week in August, to ensure that course instructors 
receive accurate information. 

 
Policy on Transfer of Courses and Course Exemptions 
 
Transfer of courses from another institution simply on the basis of a transcript is not 
accepted. At the discretion of the program director and course director, residents may have 
the option to take an exemption examination.  A form for formally petitioning for course 
exemption is available in the Academic Office, (Appendix II, page 61).  Any petition must 
be submitted to the course director prior to the beginning of the second week of the 
course.  Residents may not exercise this option without the approval of their program 
director.  Exemption examinations will be sufficiently challenging to be a true test of the 
resident's mastery of course content.  Once a resident successfully completes an exemption 
examination, a resident will be exempted from the course and it will be the responsibility 
of the course director to contact the Residents’ Services Manager. 
 
Exemption requests for all courses should be made at the beginning of the academic year. 
 
After reviewing course exemption requests, departments will forward a memo to the 
Residents’ Services Manager, with all approved exemptions.  The following information 
should be included in the memo: program name, resident name with ID number, exempted 
course name and number.   
 
Residents who transfer from one postdoctoral program to another within the BUIDRE 
should request exemptions through their Program Director (to be determined by each 
department).  The reason for this is that course requirements and course exemptions vary 
by department.  Residents requesting an exemption for a course already taken at BUIDRE 
will be required to request that a transcript be forwarded to their current program for 
review.   
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Policy on Missed Examinations 
 
Any resident who misses an examination due to illness must contact the course director PRIOR 
to the start of the examination.  It is the responsibility of the resident to make arrangements with 
the course director to make up the missed examination in a timely manner.  A resident who 
misses an examination in one of the Interdisciplinary Curriculum courses should not only contact 
the course director but also the Office of the Chief Academic Officer.  A resident who contacts 
the course director or Office of the Chief Academic Officer to claim a medical reason for 
missing an examination after the completion of the examination must show medical 
authorization for not being present. 
 
Policy on Residents Withdrawing from Courses 
 
Postdoctoral residents are discouraged from withdrawing from a course(s).  Course withdrawal 
should only be done in unusual circumstances.  To withdraw from a course, a resident must have 
the approval of the Chief Academic Officer as well as the Program Director or Research 
Advisor.  Please note that departments have specific graduation requirements for their program 
and withdrawing from class could result in an extension of the resident’s program, as well as the 
resident incurring additional tuition and fees. 
 
In general, postdoctoral residents may withdraw from a course during the first 1/3 of the course 
without penalty and with no grade recorded in the transcript.  Residents withdrawing after the 
first 1/3 of a course will receive whatever grade has been earned from the course. 
 
Leaves of Absence 
 
A resident in academic good standing requesting a leave of absence must state the reasons and 
the duration of the leave of absence. The request must be in writing and shall first be approved 
by the Chief Academic Officer and then by the program director. If the request is approved, 
return to a program can only be effected through a protocol determined when the leave of 
absence is affected. If a leave of absence is not granted, withdrawal or unauthorized absence 
from a program can lead to dismissal and return to a program can only be accomplished 
through a formal reapplication to the school.  
 
A resident in academic difficulty may request a leave of absence from a program. The request 
must be in writing and shall first be approved by the Chief Academic Officer and then by the 
appropriate program director. If a leave of absence is not granted, withdrawal or unauthorized 
absence from a program can lead to dismissal and return to a program can only be 
accomplished through a formal reapplication to the school. 
 
A resident on academic probation may not be granted a leave of absence from any program. 
Withdrawal or unauthorized absence from a program can lead to dismissal and return to a 
program can only be accomplished through a formal reapplication to the school. 
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Policy on Absence for Religious Reasons  
 
The BUIDRE observes federal holidays only. The BUIDRE remains open during certain 
religious holidays.  If a resident intends to be absent for a religious holiday not listed in the 
academic calendar, it is imperative that the program director be notified well in advance.  It 
should be understood that days absent from the program for religious purposes will be 
considered personal days.  Course and program directors will make every effort to coordinate 
examinations to avoid conflicts with religious holidays and will provide every opportunity for 
residents to make up examinations missed due to religious holiday absence.  Please refer to the 
BUIDRE academic calendar. 
 
Policy on Extended Program 
 
Any resident who must extend professional preparation beyond the regular scheduled program 
will be registered and pay tuition and fees. 
 
Residents remaining past the program end date to complete clinical requirements will be 
registered and assessed a partial tuition and fees. 
 
Residents who are enrolled in a research program, and have completed all their program 
requirements, and are in the process of writing their thesis or , will be registered and assessed a 
continuing resident fee. 
 
Payment of these fees entitles a resident to appropriate access to BUIDRE libraries, research 
laboratories, academic staff, and other academic facilities for the purpose of completing their 
degree requirements. 
 
Policy on Continuing Education Courses 

 
The Office of the Chief Academic Officer works with each of the individual programs to 
promote the education of our residents.  Some programs may require residents to participate in 
the BUIDRE’s continuing dental education courses as part of the program’s curriculum.  There is 
no charge for residents for mandatory continuing education courses.  If a resident opts to 
participate in a continuing education course which is not part of their program’s curriculum, 
there will be a nominal fee for this course. 
 
Residents must get advance written approval of their program director to attend non-required 
continuing education courses.  Continuing education courses have a limited number of openings 
for attendees.  For this reason, once a resident registers for a course and signs out of clinic for the 
day, he or she is expected to attend the course in its entirety.  Attendance will be taken at each 
course and copies of the attendance sheets will be forwarded to appropriate program directors. 
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Grading Policy. 
 

 
Grading Scale 
 

·  A = 4.0  
·  A- = 3.7  
·  B+= 3.3  
·  B = 3.0  
·  B- = 2.7  
·  C+= 2.3  
·  C = 2.0  
·  C- = 1.7  
·  D = 1.0  
·  F = 0.0  
·  I = Incomplete  
·  W = Withdrawn 
·  Y= Continuing course (multi-semester course, grade awarded at completion of course) 

 
Weighting of Course Grades (Credits) 
Each course is assigned a number of credits. Credit assignment is for the sole purpose of 
calculating an overall grade point average. For a continuing course (a course that runs through 
more than one semester) the grade and credits are earned at the completion of the course.  
Graduation is not dependent on accumulating a certain number of credits. Each postdoctoral 
program has a fixed curriculum and graduation is dependent on receiving an acceptable grade in 
all courses in the curriculum, demonstrating clinical proficiency in the specialty, and completing 
a research project, writing a thesis and a thesis defense. 
 
Please note that there are no A+, D+, D-, F+ or F- grades.  A grade of “I” (incomplete) as an 
interim grade is only awarded in special circumstances such as an inability to complete course 
work due to illness or personal reasons beyond the resident’s control and acceptable to a course 
director.  An interim grade of “I” (incomplete) will not be recorded as a final grade. If the 
resident has not rectified the “I” by no later than 30 days after the close of the semester, the grade 
will be recorded as W (withdrawn) or F. 
 
Resident promotion requires satisfactory completion of all course requirements, both clinical and 
didactic, and the maintenance of professional ethical standards 
 
Determination of Grades 
The methods by which grades are allocated are determined by the course director. Didactic 
courses are to be criterion reference graded. Criterion referencing infers that there are 
predetermined cut-off points or standards matching numerical or percent grades with 
corresponding letter grades. (Example: 90-l00=A, 80-89=B, 70-79=C, 60-69=D, below 60=F). 
Norm referencing, which infers that letter grades are assigned to a comparative curve or scale of 
all the numerical grades in a given examination or course, is not used in the Institute. 
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Preclinical or clinical courses also use criteria-referenced grading, by using BUIDRE’s defined 
competencies and associated criteria of evaluation. Criterion referencing compares residents’ 
work to pre-determined criteria for excellence or goals for the task or project to be graded. The 
mechanisms for applying criterion-referenced grading must be communicated to the resident in a 
clear fashion (in writing) at the beginning of the course. 
 
Weighting of Course Work 
The relative weighting of the various examinations, practical projects or clinical procedures 
which make up the final course grade is at the discretion of the course director and will be 
clearly provided to the resident at the beginning of each course in the course syllabus. Flexibility 
in weighting of course work is not inappropriate but options (such as dropping the worst test 
score, etc.) must be made known to the residents at the beginning of the course. 
 
Posting Grades 
Course directors must inform residents of the course grade within ten (10) business days of the 
final exam or end of the course. Course directors may elect to send grades via email to residents. 
 
Grade Point Requirement and General Policy Regarding Deficient Grades 
Residents are expected to maintain a grade point average of 3.0. Grades of “F” or “D” are not 
acceptable for promotion from year to year or for successful completion of a postdoctoral 
program.  If the Program Director or Curriculum Committee allows a resident with a deficient 
grade to remain in a program, that deficient grade must be rectified.  A grade of “F” must be 
rectified by repetition of the course.  A grade of “D” may, at the discretion of the course director, 
be remedied by a written or oral re-examination or completion of an assigned project. 
 
When a resident repeats a course in its entirely, the resident may be awarded the grade earned for 
that course.  When a deficiency grade is rectified by repeating a course, the original grade 
remains on the resident’s transcript and a new grade is recorded for the year the course is retaken 
along with the designation “Repeat or RP”.  Successful completion of a remediation option short 
of repetition of a course in its entirety will result in a grade improvement from a “D” to a “C-”.  
Improvement of a grade of “D” by this means will be recorded in the transcript as a “C-” with 
the designation “Remediate or RM”. 
 
Remediation of Deficient Grades 
Recommendations for scheduling of re-examinations, remediation projects or clinical practical 
exams for remediation of course failure should be communicated to the Curriculum Committee 
for review and approval. Furthermore, remediation programs or examinations of any type with 
the goal of improving a final grade should not be offered to a resident without approval of the 
Curriculum Committee. Residents with final grades of "D" will be considered by the Curriculum 
Committee for the option to take any scheduled re-examination. All residents will be informed 
no later than three weeks prior to the announced dates for re-examination. Upon notification of 
approval to take re-examination(s), the resident must contact the appropriate course director(s) 
involved to confirm the intention to be present for the re-examination and the resident must be 
present on the scheduled date(s). No substitute dates are permitted.  
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The specific option for remediation of a resident’s deficient grade is determined by the course 
director and is based on the course director's judgment as to the nature of the resident’s 
deficiencies and as to the resident’s ability to demonstrate mastery of the course material within 
a given period of time. For example, one resident who demonstrates limited minor conceptual 
deficiencies may be given a re-examination after a short period of study and tutoring; while it 
may be in the best interest of another resident who demonstrates a complete lack of 
understanding of course material to be required to repeat the course. All such remediation 
decisions must be approved by the Curriculum Committee prior to implementation. 
 
Options for remediation of deficiencies in a didactic course may include: 

·  Written exam after a review/tutorial period.  
·  Oral examination.  
·  Successful completion of a comparable program outside of BUIDRE, the content of 

which must be acceptable to the course director.  
·  A written paper or essay project.  
·  A repetition of part of the course.  
·  A repetition of the course in its entirety.  

Options for remediation of deficiencies in a laboratory course may include: 
·  A special practical exam.  
·  A remedial period of laboratory work with specific goals or practical examinations.  
·  Repetition of part of the course.  
·  Repetition of the course in its entirety.  

Options for remediation of deficiencies in a clinical course may include: 
·  A remedial period of clinical work with specific goals.  
·  Repetition of the clinical course (entire rotation or year).  

 
A resident who repeats a course in its entirety may be awarded any grade for the course. When a 
failed course is repeated in its entirety, both the original failing grade and the newly awarded 
grade will appear in the transcript. As the process of remediation may extend past the end of the 
academic year, the original grade is the basis for computation of the resident’s grade point 
average for that year. The new grade will be weighted into the following year’s grade point 
average computation. 
 
In general, remediation of failure is applicable for a failing final course grade. Remediation of 
failure of a single examination or project (quiz, progress exam, mid-term exam, final exam) is 
not necessary and in most instances inappropriate as scheduling multiple retake examinations 
during the academic year is disruptive. However, where a single examination is critical for 
certification or progression from one area of instruction to another, timely remediation of an 
individual examination maybe appropriate. Examples might be C.P.R. certification examinations 
or clinical certification examinations during a preclinical course.  
 
Remediation of Grades other than Failure 
In general, short of repeating an entire course, there are no options for improving an existing 
passing grade (A, B, C) through re-examination or other remedial work.  
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Written Examinations 
1. An instructor will proctor all examinations. Adequate proctors must be available for each 

room used in the administration of the examination.  
2. Rooms should be sufficiently large enough for adequate separation of residents. Advance 

scheduling of all examinations will allow the scheduling of additional classrooms if 
necessary. 

3. Policy statements regarding cheating and consequences of cheating must be discussed with 
residents prior to each examination. 

4. Proctors should actively circulate throughout the room observing residents’ behavior. 
5. If a resident is suspected of trying to get or give information during an examination, the 

following actions must be taken: 
a. alert a second proctor (if appropriate); 
b. proctors shall observe the situation as unobtrusively as possible; 
c. if proctors observe enough evidence that cheating is occurring, the names of 

involved residents must be noted and reported to the supervising faculty member; 
d. the supervising faculty member shall provide a written report of the infraction to 

the course director and Program Director; 
e. the course director or Program Director shall provide a written report of the 

incident to the Chief Academic Officer; 
f. the results of the examination(s) of the resident(s) in question shall be withheld by 

the course director until such time as a determination is made. 
 
Clinical and Preclinical Practical Examinations 
1. All faculty members in the clinic should be aware of which residents are taking a practical 

examination.  This may be facilitated by posting a card on the operatory wall at the time of 
practical examinations. 

2. If a resident is suspected of trying to cheat during a practical examination, the following 
actions must be taken: 
a. alert a second proctor 
b. proctors shall observe the situation as unobtrusively as possible 
c. if proctors observe enough evidence that cheating is occurring, the names of involved 

residents must be noted and reported to the supervising faculty member 
d. the supervising faculty member shall provide a written report of the infraction to the 

course director and Program Director 
e. the course director or Program Director shall provide a written report of the incident to 

the Chief Academic Officer. 
f. the results of the examination(s) of the resident(s) in question shall be withheld by the 

course director until such time as a determination is made. 
 
Examination Review Policy 
In keeping with BUIDRE’s philosophy that examinations and testing situations should be 
educational as well as evaluative in nature and to ensure timely reporting of performance to 
residents, instructors shall follow the policies below: 
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1. Written Examinations: Examinations must be corrected, graded and returned to residents 
for discussion of the questions with the class as a whole within two weeks in case of multiple 
choice exams and three weeks in the case of essay or combined essay/multiple choice exams.   
 
2. Preclinical Laboratory Examinations: Materials, including teeth, restorations and other 
prostheses, and grades, along with a written evaluation, will be returned to the resident within 
three weeks. 

 
3. Clinical Practical Examinations: Written evaluation must be supplied to the resident within 
two weeks after the practical examination.  It is directed that each program giving clinical 
exercises or practical examinations develop a standard, uniform, grade sheet to be utilized by 
those faculty giving the examination.  A copy of this grade sheet, with appropriate 
comments, is given to the resident upon completion of the examination. 

 
Clinical grading system 
The goal of any specialty training program in dentistry is the achievement of proficiency in the 
specialty.  To assist the residents in achieving clinical proficiency in their specialties, the faculty 
will be using a clinical grading system to evaluate all the procedures performed by the residents 
in the clinic throughout their program.  The clinical grading system will be as follows: 

·  Grade 1:  the resident did the procedure, but required considerable assistance. 
·  Grade 2: The resident did the procedure, but required minimal assistance. 
·  Grade 3: The resident did the procedure independently, but was inefficient. 
·  Grade 4: The resident did the procedure independently, and with efficiency 

(proficient). 
·  All the following points fall under efficiency: 

o Time management. 
o Operatory preparation. 
o Required instruments and organization. 
o Patient management. 
o Infection control. 
o Handling consultations.  
o Communication with patients. 

Process for Recording Grades 
The office of the Residents’ Services Manager will email grade sheets and grading policies to 
each course instructor. 
 
Instructors will be required to submit completed grade sheets to the Office of the Residents’ 
Services Manager and the Chief Academic Office within ten business days of the last class or 
final examination.  
 
The Office of the Chief Academic Officer will review course final grades and contact the 
resident and the resident’s department of any deficient grades (D or F).  For residents who 
receive a grade of “F”, the Chief Academic Officer will notify the resident that repetition of the 
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course is necessary.  For residents who receive a grade of “D”, the Office of the Chief Academic 
Officer will discuss arrangements with the course director for a re-examination.  Please keep in 
mind that the course director has sole discretion to determine whether it may be in the best 
interest of a resident who received a grade of “D” to re-take the course in its entirety and not 
offer a re-examination. 
 
Incomplete grades must be resolved no later than 30 days after the close of the semester. 
 
The Office of the Residents’ Services Manager will forward transcripts to Program Directors 
twice each year, in January and July.  Programs may request transcripts, for academic review and 
advising. When requesting transcripts, departments must give the Residents’ Services Manager a 
minimum of 10 working days to prepare residents’ transcripts. 
 
Programs must submit grades to the Residents’ Services Manager on a grade sheet within ten 
business days of the end of each semester.  Course name, number and final grade must be 
included.  Programs are responsible for submitting research grades for each resident.   
Research advisors must submit grades to the Office of the Residents’ Services Manager within 
ten business days of the completion of each academic year. 
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Resources for Residents 

 
Office of the Residents’ Services Manager 
 
The Office of Resident Services coordinates the following activities: 
 
Certification: The Office of Resident Services provides residents and other parties 

with verification of a resident’s enrollment and/or graduation.  All 
requests must be made in writing. 

 
Financial Responsibilities: It is the resident’s responsibility to ensure that all financial 

obligations are up-to-date during tenure at BUIDRE. 
 
Health Insurance: All residents must have proof of health insurance during their tenure 

at BUIDRE.  Residents wishing to participate in BUIDRE’s resident 
health insurance program should consult the office for enrollment 
information. 

 
Identification Cards: All full-time residents will be issued a photo identification card.  

This ID card allows residents to use appropriate facilities.  There is a 
50 AED replacement fee. 

 
Transcripts: Transcripts are available in the Office of Resident Services by 

completing a “Transcript Request Form.” Allow at least ten working 
days for processing and mailing. 

 
Email: BUIDRE and Boston University provide free email accounts to all 

BUIDRE residents.  As a member of the BUIDRE community, you 
are required to open and maintain an email account.  This account 
allows you to stay informed and communicate efficiently with 
BUIDRE community. 

 
Change of Address: If your address (home, local or billing) or telephone number changes 

at any time during your enrollment at BUIDRE, please visit the 
Residents’ Services Manager.    

 
Financial Aid Services 
 
The Residents’ Services Manager coordinates financial aid services. BUIDRE does provide 
limited scholarship support for qualified residents with need. The Office of the Residents’ 
Services Manager has an application form for residents requesting financial aid. The Residents’ 
Services Manager chairs the Financial Aid Committee. This committee develops resident aid 
policy for BUIDRE and adjudicates resident financial aid appeals. 
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Academic Advising, Tutoring, Career Counseling  
 
The Residents’ Services Manager coordinates advising and counseling activities at BUIDRE. 
The Office of Resident Services is located in the Academic suite on the first floor of the school. 
At matriculation each resident is assigned to a research advisor.  
 
With the small class sizes at BUIDRE and with a high instructor to resident ratio, residents enjoy 
a close relationship with their clinical instructors who act as prime academic advisors. However, 
BUIDRE recognizes that academic advice in addition to day-to-day interaction with classroom, 
clinical and research mentors may be necessary. The Office of Resident Services is available for 
academic advising and resident advocacy. Although tutoring is not commonly necessary, the 
Office of Resident Services can arrange for a tutor through a faculty member or upper class 
resident. There is usually no extra tuition cost for tutoring services. The office also will work 
with residents on career counseling and placement.  
 
Resident Records Policy 
 
The Residents’ Services Manager will manage and direct operations regarding but not limited to 
admission, registration, orientation, and enrollment management including grades, maintenance 
of academic records, health insurance, and graduation. The Residents’ Services Manager will 
report to the Chief Academic Officer. 
 
Resident records will be housed in the Office of the Manager for Resident Services in locked, 
metal, fireproof files. Keys will be kept by the Manager for Resident Services and the Chief 
Academic Officer who will also have access to resident records. Program faculty will have 
access to resident records in their own program only.   
 
In keeping with regulations and standards, the resident record policy and retention schedules for 
resident records are as follows: 
 
The permanent resident record will consist of the following documents: 

�  Completed admissions materials including application form, application fee payment, 
English proficiency test scores, academic transcripts, Educational Credential Evaluators 
Report, Diploma copies, curriculum vitae, letters of recommendation, photograph. 

�  Correspondence from Applicant 
�  Acceptance Letter and Deposit Voucher 
�  BUIDRE Transcript 

 
Items removed from resident file upon admission 

�  Admissions Committee member notes 
 

Items removed from resident file upon graduation or withdrawal 
�  Letters of recommendation and admission materials not already  removed  
�  Transcripts from other colleges 
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�  Correspondence not related to academic progress and not required to be retained as set 
forth below. 
 

Items retained in resident file for seven years after graduation or date of last attendance 
�  Acceptance letter 
�  Application for admission or readmission 
�  Entrance exams and test score reports 
�  Name change authorizations 
�  Correspondence related to disclosures and resident consent for disclosures where consent 

is required.* 
�  Requests for withdrawal 
�  Academic actions unrelated to academic honesty 

 
Items retained permanently in resident file 
�  Final transcript 
�  Information pertaining to academic honesty or violations of academic honesty policy 
�  Correspondence related to disclosures and resident consent for disclosures where consent is 

required.* 
 
BUIDRE has future plans to have electronic resident files. The necessary back-up and security 
measures will be developed by our IT staff. Transcripts will be retained electronically and will be 
backed-up daily and copies will be maintained off-site.  Hard copy transcripts will be scanned 
and copies will be maintained off-site. 
 
*BUIDRE will comply with applicable DHCC regulations and with the principles of the U.S. 
Family and Rights and Privacy Act (FERPA). The key principles of FERPA are: 
 
1. Residents may inspect their own educational records, with exceptions. 
 
2. School officials may not disclose personally identifiable information about residents, nor 
permit inspection of their records, without written permission from the residents, with 
exceptions.  
 
Resident Organizations  
 
Resident organizations at Boston University Institute for Dental Research and Education Dubai 
(BUIDRE) are established and managed by the residents who wish to participate. To establish a 
new organization, interested residents must submit a mission statement to the Residents’ 
Services Manager at the beginning of the academic year (by September 30). Included with the 
mission statement should be a general overview of proposed activities associated with the group. 
The Office of Resident Services requires resident organizations to seek the assistance of faculty 
advisors for their group and to notify the Office of Resident Services of the selection of an 
advisor or need for assistance in finding one. Organizations are encouraged to develop 
acceptable protocols for fundraising to provide for ongoing organization expenses. 
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General Responsibilities of Resident Organization Representatives 
Officers or selected representatives of the organization will: 
Provide the Office of Resident Services with a current listing of resident organization leaders and 
membership at the start of each academic year (by September 30). 
Inform the Office of Resident Services of all on campus organized meetings or events and 
maintain communication with the Office of Resident Services in regard to event planning to 
ensure that no conflicts exist with the planned events of other organizations.  
Work with the Office of Resident Services to complete room requests for any organized 
meetings or events held on campus.  
Submit a written request for approval and assistance from the resident organization’s faculty 
advisor for any proposed community service or outreach program. 
Submit a written request to the Office of Resident Services for pre-approval for travel 
arrangements and for attendance at national and/or regional meetings. 
Establish a protocol to maintain correspondence with the resident body regarding events or 
issues associated with the group. 
 
Officers or selected representatives of the organization are required to: 
Provide a brief written report and presentation to the Office of Resident Services upon 
completion of any community service or outreach activities and upon returning from each 
national and/or regional meeting, if applicable.  
Submit an annual summary of the resident organization’s activities to the Office of Resident 
Services at the end of the academic year (May 1). 
 
Counseling/Advising Programs and Services 
 
During your time at BUIDRE, you may have questions about academic or other matters. The 
Office of the Chief Academic Officer and The Office of the Residents’ Services Manager will 
provide residents with information, resource referrals, and counseling on academic and resident 
related issues. There may be times when you find it difficult to cope with the different pressures 
you will face as a resident. Sometimes juggling the responsibilities of BUIDRE and life can 
affect one’s health, emotional well being, or relationships. The Office of Resident Services is 
available to counsel and provide resource referrals to residents. The Office can provide 
assistance in contacting private counseling services. The Office of Resident Services also 
provides information to residents who have general questions or problems, or who need 
information on services for residents with disabilities, and other educational and community 
resources.  In addition, the Boston University Institute for Dental Research and Education Dubai 
has a number of counseling and advising programs and services that are available to all full time 
residents, of which you should not hesitate to take advantage. 
 
Spiritual Facilities  
 
BUIDRE respects the spiritual needs of residents, faculty and staff. A prayer room located on the 
ground floor of BUIDRE is available to all members of the BUIDRE community. 
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Resident Health Services & Medical Insurance Tips 
 
BUIDRE Resident Health Services 
Health Services are available for residents at Rashid Hospital. The Residents’ Services Manager 
will provide appropriate referral to the hospital. 
 
Health Care Access Tips 
·  Carry your medical insurance card and resident identification card with you at all times. Your 

insurance card should list the name and address of the company, how to contact the company 
(a customer service number) and all policy numbers needed. 

·  If you have declined the BUIDRE medical insurance plans, call your insurance company at 
the customer service number listed on your card to determine where you can access health 
care services in Dubai and what services are covered by your plan.  Find out if your 
insurance plan covers comprehensive care or only emergency care.  

·  Establish a Primary Care Physician (PCP) in Dubai 
·  Set up a first meeting with your PCP within the first few weeks of BUIDRE 
·  Develop a plan for accessing urgent or emergency care with your PCP if you become sick 

while in Dubai 
·  If your medical insurance plan only covers emergency care, develop a plan for accessing 

urgent or emergency care in Dubai. 
·  If your PCP refers you to a specialist and you are having trouble getting an appointment, call 

your PCP and alert him/her of the delay. If you are still having difficulty call the customer 
service number of your medical insurance plan and request their assistance. 

·  If you are enrolled in one of the BUIDRE medical insurance plans and you are experiencing 
delays in getting appointments or are frustrated or dissatisfied with the care you are 
receiving, call the customer service number of the plan and ask to speak to the plan’s 
ombudsperson. The ombudsperson will be your advocate and help you get the care you need. 

 
 
 
 
 
 
 
 

 
 
 

 
 

 

 



 38

Policy on Alumni Affairs  
 
The alumni of BUIDRE are an important part of the BUIDRE and Boston University community 
and remain a critical resource for the success of our future graduates. The Residents’ Services 
Manager at BUIDRE will be responsible for overseeing the alumni program which will include 
the following components: an alumni webpage, career network, continuing education courses, 
alumni events, alumni clubs, and giving programs. The Residents’ Services Manager will be 
responsible for tracking addresses, location, occupation, continuing education of graduates as 
well as coordinating alumni surveys. Alumni surveys will be distributed in August of each 
calendar year.  We anticipate that alumni data will be useful in the evaluation of BUIDRE’s 
institutional effectiveness and advancement plans.  
 
A BUIDRE alumni club may be established by interested residents, who must submit a mission 
statement to the Residents’ Services Manager at the beginning of the academic year (by July 31). 
Included with the mission statement should be a general overview of proposed activities 
associated with the club. Alumni clubs are encouraged to develop acceptable protocols for 
fundraising and alumni club events and to provide for ongoing alumni club expenses. Proposals 
of alumni clubs must be reviewed and approved by the Chief Academic Officer in consultation 
with the Dean, Boston University School of Dental Medicine.  
 
Alumni affairs for BUIDRE will be conducted in coordination with alumni affairs for Boston 
University School of Dental Medicine as appropriate.  
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Policy on Moonlighting 
 
Some programs allow residents to work for financial compensation outside of the regular clinical 
activities that are part of the program’s curriculum. This is called “moonlighting”.  Not all 
programs allow this practice. Your individual program orientation manuals will specify if you 
are allowed to moonlight and will detail any limitations to moonlighting. Any resident 
anticipating moonlighting must receive written permission from the program director and the 
Chief Academic Officer. Non-UAE residents should understand that moonlighting may have 
serious implications for their immigration status. Any international resident who is considering 
moonlighting must have written clearance from their Program Director, Office of the Chief 
Academic Officer and from the DHCC Center for Planning and Quality (CPQ). Residents who 
moonlight without appropriate authorization are subject to dismissal from the program. 
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Library Resources and Services 
 
 
 
All residents have passwords that allow complete access to the Boston University 
Medical/Dental Library in Boston.  The Institute has a collection of important texts and journals 
on site. 
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Security 
 
To make your educational experience crime free and safe, please observe the following 
recommendations. Be alert and sensitive to your surroundings; report anyone whom you perceive 
as behaving in a suspicious manner; report all crimes immediately to the security department. 
 
Your valuable dental equipment, computer, and other personal belongings are at risk for theft. It 
is important that you secure your equipment and personal belongings at all times and to not leave 
valuable dental or computer equipment unattended for any period of time. It is wise to engrave 
valuable dental equipment with an I.D. number. This is of particular concern for dental 
handpieces. It is also wise to obtain equipment insurance. For a very reasonable price, you can 
obtain an insurance policy which covers your dental equipment against loss. 
In addition, you should contact your homeowners or renters insurance agent and be sure your 
computer equipment is covered by your existing policy or take actions to have it included.  
BUIDRE does not provide an insurance policy for coverage of your computer. 
 
Theft and Incident Reporting 
 
As a postdoctoral resident, you will receive some very valuable instruments during your school 
career. You should take the time to complete an inventory and record ID numbers. Keep a copy 
of this information at home. Take the time to see that your instruments are insured. 
 
Protect Your Property 
 
Do not leave your valuable dental equipment or personal property unattended or unlocked.  
 
Regarding handpieces: keep a record of the serial numbers in a safe place. This information is 
critical if your handpiece is lost or stolen. It is your only proof of ownership.  
 
Make an effort to keep all areas secure in the school and protect your property. Lost or stolen 
equipment is not only a financial forfeit, it is also a loss of your valuable time. 
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Information Technology and Instructional Support 
 
Technology Resources 
 
Technology is an important tool for optimizing residents’ clinical experience, which is an 
important goal of the specialty programs. Boston University Institute for Dental Research and 
Education Dubai is equipped with state-of-the art information technology solutions and tools. 
Assistance will be provided to enable BUIDRE residents to become proficient in using 
technology to its fullest capacity. This proficiency will facilitate a smooth transition to private 
practice by enabling residents to apply their knowledge to provide the highest possible quality of 
service to patients and to increase productivity effectively and efficiently.  
 
BUIDRE’s investment in the following information technology (IT) and support is fundamental 
to its overall information technology strategy: 
 

�  State-of-the art network infrastructure. 
�  High-speed Internet access (high bandwidth for download and upload) that enables day-

to-day operations and webcasting. 
�  Various clinical and distance education software and technology including: Live 

Conference, Apreso Classroom (by Echo 360), Course Info (Blackboard), Lexi-Comp 
(web based prescription drugs software), and scientific database search engines like 
PubMed, Access Medicine, MDConsult, Blackwell Synergy, Cochrane Library, OVID, 
Taylor and Francis Medical College, CINAHL. 

�  Digital Radiography for paperless patient records. This capability will serve two 
functions: 1) Integrating technology with teaching methodologies; and 2)  Seamless 
two-way communications between BUSDM and BUIDRE  for research and consultation. 

�  Database driven applications include the Clinical Information System; Resident 
Evaluation and Performance System. 

�  Microsoft Office will be adopted and will assist residents in their academic training 
including Word, PowerPoint, and Excel. These tools will assist the residents in preparing 
for their case studies, statistical analysis, and research. 

�  Data Mining Statistical Analysis Software Predictive: SPSS and SAS are statistical 
packages that will be available for residents and faculty for their research activities. 

�  Information technology implementation, consulting, training, and support. Residents, 
faculty, and staff will be provided with comprehensive training on all applications used at 
BUIDRE. 

 
IT Applications in Education 
 
To help residents recognize the importance of lifelong learning and self-assessment in 
maintaining competency, BUIDRE invests extensively in the application of IT to facilitate 
 1) Application of state-of-the art technology to the educational experience  
2) Resident learning and attainment of competency in its competency-based educational 
programs;  
3) Faculty teaching through computer-assisted instruction that promotes active learning and 
integration of sciences 
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4) The delivery of comprehensive patient care. The following highlights key areas in using 
information technology: 
 
A)  IT functions and capabilities 
 
The Institute and Boston University has invested in several different clinical and distance 
education software and technology applications: 

·  Live Conference (synchronous communication) 
·  Anystream Apreso (Pre video-taped classroom lectures) 
·  Blackboard and the Internet to store and deliver faculty materials to students 
·  Online Resident Evaluation 
·  Lexi-Comp (Web based prescription drugs software) 
·  Electronic Clinical Information System 

 
 “Live Conference” tool from Adobe Connect Pro is part of the Web Conferencing definition.  It 
is best used among a small group of users —up to 50 users.  It is recommended that remote users 
have broadband access to the Internet to have a more reliable connection during a live session. 
 
This web conferencing product is now available and hosted at Boston University at 
http://liveclassroom.bu.edu.  Residents of the Institute in Dubai will be emailed with username 
and password to login and participate in live session over the internet.  Faculty and residents use 
this product to have real time interaction, presenting materials and fielding questions over the 
internet. 
 
The product features live virtual classrooms that support audio, video, application sharing, and 
content display, enabling instructors to add vitally important elements of interaction that simply 
cannot be provided in a text-based course. The product can also be used to hold office hours, 
guest lectures, web casts, and meetings. 
 
Anystream Apreso is part of the Web Casting definition.  It is used by small and large group of 
users.  It is recommended that remote users (in Dubai) have broadband access to the Internet to 
have a more reliable connection during watching a videotaped session. 
This product is hosted in Boston.  It allows for videotaping and capturing of the classroom 
experience and publishing it online for residents/faculty to view on-demand. 

 
CourseInfo can be defined as a Web Conferencing and Web Casting Tool.  It is mainly used as 
part of the Web Casting definition.  It is hosted in Boston at http://courseinfo.bu.edu.  Faculty 
use it to post course materials to residents in Dubai.  Residents use their Kerberos accounts to 
login and download the materials to their laptop/PC with internet access. 
Within the sites, instructors place course materials (e.g., slides, videos, syllabi, and 
advanced lecture notes), course updates, quizzes, and links to sites with related subjects. 
CourseInfo can be used to store recorded lectures.  The lectures are recorded in MP3 
format.  Registered students are able to download these lectures to either their laptops or 
iPod.   
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The Online Resident Evaluation and Performance System is a web-based system.  It is hosted on 
a BUSDM server in Boston.  Residents are given unique identifiers (username and password). 
This web-based system allows a scheduled comprehensive evaluation of the resident’s clinical 
competencies and proficiencies by his/her clinical faculty. Residents undergo self-evaluation on 
a quarterly basis.  Faculty members evaluate residents’ performance for the same period.  Details 
analysis and summary reports are generated and reviewed by the faculty, and finally shared with 
the resident during the quarterly performance review. 
 
Lexi-Comp 
Boston University has purchased a site license for web based prescription drugs software.  
Residents and faculty of BUIDRE in Dubai are able to login and search for prescription drugs 
information through the entire database.  Lexi-Comp (the vendor) continuously updates the 
database to ensure access to the most current drug information.  Since the software is web-based 
(http://www.crlonline.com), residents have access to the site in school during treatment using 
their wireless laptops or fixed workstations, or from other remote sites using their laptops. 
 
Electronic Clinical Information System 
BUIDRE has implemented electronic clinical information software. One of the main objectives 
of the system is to deliver better patient care by creating a system of accountability for all 
stakeholders (faculty, residents and staff). The software is an enterprise paperless practice 
management and electronic patient record system designed for use by faculty, residents and staff.  
The software offers BUIDRE an opportunity to incorporate comprehensive treatment plans for 
patients.  The treatment plan design is a key for faculty to better monitor residents’ clinical 
education and progress towards clinical competency, and to ensure better continuation of patient 
care.  Included in the software is the ability for BUIDRE to collect and store medical histories 
and diagnosis codes. The new comprehensive treatment plan combined with medical history, 
diagnosis codes and electronic patient record component will create an opportunity for 
researchers at BUIDRE to identify sound clinical cases for research. The system benefits patients 
by creating more efficient visits, better tracking of care, increased accuracy in coding for billing 
and reimbursement, ready access to patient information from any location and by better securing 
and protecting their electronic dental and medical records. 
 
The system benefits residents by teaching them to better design comprehensive treatment plans, 
and benefits faculty by giving them immediate and comprehensive access to residents’ clinical 
progress as to better guide them in their next procedures. 
 
The system benefits administrators by giving them immediate access to better monitor residents 
and faculty activities, and to identify strengths and weaknesses in the education of residents and 
the delivery of patient care, and to better monitor the clinical operations and production. 
 
B) Laptop requirement 
Residents are required to own laptops to increase resident information technology literacy, 
prepare them for lifelong learning and familiarize them with computer applications available in 
dental clinics and dental practices. 
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Should their laptop require repair that will last an extended period of time, the school will 
provide the residents with a loaner until their laptop is repaired.  Laptops must be equipped with 
Modem/Ethernet Combo to connect to the Internet, as well as a wireless network card.   
Residents will use the laptop in school and at home to access their email, monitor their clinical 
progress towards competency, faculty's online instructions such as course syllabi, advanced 
lecture notes, quizzes, self-assessment tests and other electronic materials, conduct literature 
search, engage in asynchronous and synchronous distance learning and many other IT related 
applications. 
 
C) Support and services 
Residents are supported with computer technology in several ways. First, BUIDRE has its own 
state-of-the-art library. The library is equipped with 12 data ports, 3 desk top computers with 
multimedia capabilities, a networked printer and copy machine. One computer is connected to a 
color document scanner. The computers have the latest version of Microsoft Office, which offers 
MS Word for word processing, EXCEL for analyses and PowerPoint for presentations. 
Residents, faculty and staff will be able to access the Internet and email, prepare PowerPoint 
presentations, conduct literature searches, and perform data analyses. There is an IT help desk 
within BUIDRE (ground floor).  
  
Residents at BUIDRE are given Boston University Kerberos and email accounts.  Kerberos is a 
secure and encrypted username password account. Each class has a listserv for better 
collaboration and communication among residents, faculty, and staff.  The Kerberos account will 
grant residents’ access to the Boston University Alumni Medical Library, and its e-resources (see 
website address at http://med-libwww.bu.edu/ ) including shared, internal and external research 
databases, journals, articles and a wealth of information.  
 
BUIDRE’s academic space consists of a lecture hall with a capacity of 40, two large seminar 
rooms each with a capacity of 14 and three small conference rooms each with a capacity of 6. All 
rooms will be equipped with wireless internet access, and audiovisual projection capabilities. 
Secure wireless technology is available in the classrooms, library and many other locations in the 
building.  Wireless allows for better collaborations and access to services by residents, faculty 
and staff. 
 
Availability of Information Technology and Other Resources 
We use all reasonable efforts to maintain the availability and quality of all information 
technology and other resources, but we recognize that interruptions, delays, errors, and other 
problems may occur. We also recognize that changes will occur in information technology and 
other resources from time to time. We will strive to correct problems, make improvements, and 
minimize disruptions, but we can make no guarantees.  
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Computer Facilities and Information Security Policies  
 
Users of BUIDRE computing facilities are required to comply with the following BUIDRE 
policies and procedures.  
 
Users of Boston University computing facilities are also required to comply with, and by using 
Boston University computer facilities agree that they are on notice of and agree to comply with, 
be subject to, and grant Boston University the right to implement, Boston University Information 
Security Policies, the Boston University Policy on Computing Ethics and Conditions of Use, and 
all other applicable Boston University policies and procedures. Boston University reserves the 
right to enforce the BUIDRE policies and procedures, as well as Boston University’s policies 
and procedures.  
 
BUIDRE and Boston University reserve the right to revoke the computing privileges and/or 
discipline any individual who use their computer resources in violation of their policies. 
 
BUIDRE and Boston University also reserve the right to amend their policies at any time without 
prior notice and to take such further actions as may be necessary or appropriate to comply with 
applicable federal, state, and local laws. 
 
Conditions of Use  
 
Notice to All Users: Users of BUIDRE's computing facilities, including BUIDRE-supported 
electronic mail, are on notice, and by using these facilities agree, that no representation has been 
made to them as to the privacy of any communication or data stored on or sent through these 
facilities; that BUIDRE has reserved the rights set forth below and in BUIDRE Information 
Security Policy and Policy on Computing Ethics; and that the use of these facilities is restricted 
to BUIDRE-authorized purposes. 
 
The use of BUIDRE's computing facilities in connection with BUIDRE activities is a privilege 
extended to various members of BUIDRE community; it is not a right. Users of BUIDRE's 
computing facilities are required to comply with, and by using such facilities agree that they are 
on notice of and agree to comply with, be subject to, and grant BUIDRE the right to implement, 
BUIDRE Information Security Policy, the Policy on Computing Ethics and these Conditions of 
Use. Users also agree to comply with applicable federal, state, and local laws and to refrain from 
engaging in any activity that is inconsistent with Boston University’s tax-exempt status or that 
would subject BUIDRE, Boston University, or DHCC to liability.  
 
To protect the integrity of BUIDRE's computing facilities and its users against unauthorized or 
improper use of those facilities, and to investigate possible use of those facilities in violation of 
or in aid of violation of BUIDRE rules and policies, BUIDRE reserves the right, without notice, 
to limit or restrict any individual's use, and to inspect, copy, remove or otherwise alter any data, 



 47

file, or system resource which may undermine the authorized use of any computing facility or 
which is used in violation of BUIDRE rules or policies. BUIDRE also reserves the right 
periodically to examine any system and any other rights necessary to protect its computing 
facilities. 
BUIDRE disclaims responsibility for loss of data or interference with files resulting from its 
efforts to maintain the privacy and security of those computing facilities or from system 
malfunction or any other cause. As used herein and in the Policy on Computing Ethics below, the 
term "computing facility" means, refers to, and includes any and all forms of computer-related 
equipment, tools, and intellectual property, including computer systems, personal computers, 
computer networks, and all forms of software, firmware, operating software, and application 
software, which are owned or leased by BUIDRE or are under BUIDRE's possession, custody, or 
control. 
 
Computer Ethics Policy 
 
Many users share the computing facilities at BUIDRE. These facilities must be used responsibly 
by everyone, since misuse by even a few individuals has the potential to disrupt BUIDRE 
business or the work of others. You are therefore required to exercise responsible, ethical 
behavior when using BUIDRE's computing facilities. This includes, but is not limited to, the 
following: 
 
1. You must use only those computer resources which you have been authorized to use by 
BUIDRE. The unauthorized use of computer resources, as well as the providing of false or 
misleading information for the purpose of obtaining access to computing facilities, are prohibited 
and may be regarded as a criminal act and treated accordingly by BUIDRE. You must not use 
BUIDRE computing facilities to gain unauthorized access to computing facilities of other 
institutions, organizations, or individuals.  
 
2. You may not authorize anyone to use your computer accounts for any reason. You are 
responsible for all use of your accounts. You must take all reasonable precautions, including 
password maintenance and file protection measures, to prevent use of your account by 
unauthorized persons. You must not, for example, share your password with anyone else, and 
you should change your password regularly.  
 
3. You must use BUIDRE's computer resources only for BUIDRE-related purposes for which 
they were authorized. As with all BUIDRE equipment, use of the computer facilities, including 
the DHCC network, for private or commercial purposes is prohibited, except as expressly 
authorized. You must not use BUIDRE's computer resources for any unlawful purpose, such as 
the installation or distribution of fraudulently or illegally obtained software. Use of external 
networks connected to BUIDRE's networks must comply with the policies of acceptable use 
promulgated by the organizations responsible for those networks.  
 
4. You must not access, alter, copy, move or remove information, proprietary software or other 
files (including programs, members of subroutine libraries, data, and electronic mail) without 
prior authorization from the appropriate BUIDRE data trustee, security officer, or other 
responsible party. You must not copy, distribute, display, or disclose third-party proprietary 
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software without prior authorization from the licensor. Proprietary software must not be installed 
on systems not properly licensed for its use.  
 
5. You must not use any computing facility irresponsibly or in a way that might needlessly 
interfere with the work of others. This includes transmitting or making accessible offensive, 
annoying, or harassing material, or materials such as chain letters, unauthorized mass mailings, 
or unsolicited advertising; intentionally, recklessly, or negligently damaging any system, 
material, or information not belonging to you; intentionally intercepting electronic 
communications or otherwise violating the privacy of information not belonging to or intended 
for you; intentionally misusing system resources or making it possible for others to do so; or 
loading software or data from untrustworthy sources, such as freeware, onto administrative 
systems.  
 
6. You are encouraged to report any violation of these guidelines by another individual and any 
information relating to a flaw in or bypass of computing facility security to BUIDRE or Dubai 
Healthcare City Information Technology. 
 
The unauthorized or improper use of BUIDRE's computer facilities, including the failure to 
comply with the above guidelines, constitutes a violation of BUIDRE policy and will subject the 
violator to disciplinary and/or legal action by BUIDRE, and, in some cases, criminal prosecution. 
In addition, BUIDRE may require restitution for any use of service which is in violation of these 
guidelines. Any questions about this policy or of the applicability of this policy to a particular 
situation should be referred to BUIDRE or Dubai Healthcare City Information Technology. 
 
Information Security Policy 
 
Purpose 
To establish the basic policy of BUIDRE for the use, protection, and preservation of computer-
based information generated by, owned by or otherwise in the possession of Boston University, 
BUIDRE or Dubai Healthcare City, including all academic, administrative, and research data 
("BUIDRE Information"). 
 
Applicability 
This policy applies to all users of Boston University, BUIDRE or Dubai Healthcare City 
computer facilities and to all BUIDRE Information. Users are also required to comply with, and 
by using Boston University computer facilities agree that they are on notice of and agree to 
comply with, be subject to, and grant Boston University the right to implement, Boston 
University Information Security Policies, the Boston University Policy on Computing Ethics and 
Conditions of Use, and all other applicable Boston University policies and procedures. 
 
Policy 
BUIDRE information is a vital asset of BUIDRE and as such requires protection from 
unauthorized access, modification, disclosure, or destruction. 
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Responsibilities 
BUIDRE is responsible for ensuring that all employees understand and satisfy their obligation to 
protect BUIDRE Information. Management is also responsible for developing and implementing 
such additional policies and procedures as are necessary to implement fully this Policy.  
All users of BUIDRE computer facilities are responsible for complying with this Policy and with 
any other applicable policies and procedures pertaining to the protection of BUIDRE 
information, including BUIDRE Conditions of Use and Policy on Computing Ethics and policies 
regarding disclosure of resident or personnel records. 
 
Compliance 
Non-compliance with this policy may lead to disciplinary action by BUIDRE, including 
revocation of computer use privileges and, in the case of employees, dismissal from BUIDRE. 
Under certain circumstances, unauthorized access to or modification, disclosure, or destruction 
of BUIDRE Information may give rise to civil and/or criminal liability. Any computer system 
which fails to comply with security procedures described in BUIDRE Information Security 
Management Guidelines or for which no specific procedures are published by BUIDRE may be 
refused access to the Campus Network and may be deemed inappropriate for storing or accessing 
BUIDRE Information. 
 
These Guidelines apply to all BUIDRE faculty, staff, and residents accessing BUIDRE 
Information Systems. The following definitions apply to this document: 
 
Departmental Security Administrator: The person responsible for maintaining BUIDRE 
Information Systems (IIS) accounts within his/her area of responsibility. Responsibilities include 
but are not limited to the timely inactivation of accounts; providing signed Non-disclosure 
Agreements to IIS Information Security; assignment and collection of Secure ID cards; and 
requesting appropriate access to IIS facilities, functions, and tasks from IIS Information Security. 
 
Data Trustee: The designated administrative officer responsible for a collection of data. 
Responsibilities include but are not limited to granting authorization for access to that data and 
regular review of that authorization. Access is granted or denied based on BUIDRE's 
administrative and business needs. 
 
System Administrator: The person responsible for installing and maintaining the operating 
system and application software on a computer system. Responsibilities include but are not 
limited to controlling access to the system, maintaining the security of the system, and ensuring 
that the system is in compliance with all security guidelines established by BUIDRE. 
 
1. BUIDRE must designate at least two responsible employees as Security Administrators.  
2. Data Trustees and System Administrators must know what they are authorizing and to whom. 

NEED for access must be verified.  
3. At least once each year, Security Administrators, Data Trustees, and System Administrators 

should conduct and document reviews of access to systems, data, and programs. Reviews 
should identify sensitive reports and information, defines and documents the security 
requirements for this information, and categorizes differing requirements where necessary. 
Issues to consider include data integrity and exposure risks, legal considerations, 
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requirements for audit trails, and requirements for signed receipt. For more information, refer 
to the "Implementing an Information Security Review" document, available on-line (see item 
13 on next page).  

4. Security Administrators and System Administrators are expected to suspend login names of 
residents, staff, contractors, vendors, etc., on departure due to termination, transfer, 
withdrawal, or leave. Accounts with access to sensitive BUIDRE Information must be 
suspended not later than the day of termination or transfer unless, after review, management 
determines that an exception is warranted. Exceptions should be sparingly granted, must be 
documented, and must be periodically reviewed. Upon graduation, resident accounts will be 
terminated in accordance with management policy.  

5. All systems with access to BUIDRE Information MUST use individual, password-protected 
accounts. All login names must comply with and be registered in BUIDRE Global User ID 
system. Sensitive BUIDRE Information must be stored only on password-protected devices.  

6. Individual login names and passwords must not be shared. Each individual is responsible for 
all use of his/her account. See also the UIS Non-Disclosure Agreement and BUIDRE Policy 
on Computing Ethics.  

7. System Administrators will maintain lists of individuals who have the passwords to systems 
or privileged accounts on platforms within their respective areas of responsibility. These lists 
should be reviewed periodically. These passwords should be changed frequently, and must be 
changed whenever an employee with such a password is terminated or transferred.  

8. The following syntactic guidelines apply to passwords on all computing platforms wherever 
the technology permits. All passwords:  

o should be a mix of upper and lower case letters  
o should contain at least one non-alphabetic character  
o should be a minimum of six characters in length  
o should not be common dictionary words, computing terms, etc.  
These guidelines are expected to be enforced by appropriate systems facilities wherever 
practical.  

9. Passwords can be guessed, possibly decrypted, and discovered by tapping into 
communication lines/wires. Therefore, System Administrators should advise users to change 
their passwords frequently. Wherever practical, system facilities should be used to invalidate 
passwords at periodic intervals, compelling users to make such changes.  

10. Passwords must never be contained in a non-encrypted form on the system, even in a 
protected file. Passwords must not be transmitted via electronic mail. Whenever possible, 
encrypted passwords should be kept in a protected file. Any exceptions which might be 
required by the nature of a specific operating system must be determined by management, 
documented, and periodically reviewed. 

 
The use of encryption is encouraged for all sensitive data. All systems containing sensitive data 
should provide a key-based encryption/decryption package.  
 

�  Regular and frequent backups of sensitive information should be maintained. All 
backups must be stored in a secure manner; additionally, backups of critical data 
should be securely stored off-site.  

�  Documents concerning security protocols for a number of operating systems are 
published and can be viewed online. The operating systems described are in common 
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use at BUIDRE, and information about security vulnerabilities and remedies is 
current.  

�  Management, Data Trustees, Security Administrators, and System Administrators are 
expected to set a good example through practice of sound security procedures.  

 
For assistance in implementing these guidelines and applying them to specific situations, contact 
BUIDRE Information Technology Manager. 
 
Password and Data-backup Guidelines 
 
System Administrators will maintain lists of individuals who have the passwords to systems or 
privileged accounts on platforms within their respective areas of responsibility. These lists 
should be reviewed periodically. These passwords should be changed frequently, and must be 
changed whenever an employee with such a password is terminated or transferred.  
The following syntactic guidelines apply to passwords on all computing platforms wherever the 
technology permits. All passwords:  
 

·  should be a mix of upper and lower case letters  
·  should contain at least one non-alphabetic character  
·  should be a minimum of six characters in length  
·  should not be common dictionary words, computing terms, etc.  

 
These guidelines are expected to be enforced by appropriate systems facilities wherever 
practical.  
 
Passwords can be guessed, possibly decrypted, and discovered by tapping into communication 
lines/wires. Therefore, System Administrators should advise users to change their passwords 
frequently. Wherever practical, system facilities should be used to invalidate passwords at 
periodic intervals, compelling users to make such changes. 
  
Passwords must never be contained in a non-encrypted form on the system, even in a protected 
file. Passwords must not be transmitted via electronic mail. Whenever possible, encrypted 
passwords should be kept in a protected file. Any exceptions which might be required by the 
nature of a specific operating system must be determined by management, documented, and 
periodically reviewed. 
 
The use of encryption is encouraged for all sensitive data. All systems containing sensitive data 
should provide a key-based encryption/decryption package.  
 
Regular and frequent backups of sensitive information should be maintained. All backups must 
be stored in a secure manner; additionally, backups of critical data should be securely stored off-
site.  
 
Documents concerning security protocols for a number of operating systems are published and 
can be viewed online. The operating systems described are in common use at BUIDRE, and 
information about security vulnerabilities and remedies is current. Management, Data Trustees, 
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Security Administrators, and System Administrators are expected to set a good example through 
practice of sound security procedures.  
 
For assistance in implementing these guidelines and applying them to specific situations, contact 
BUIDRE Information Technology/Database Manager. 
Policy on Computing Equipment, Listservs, and WebPages 
 
Residents of BUIDRE have access to the Boston University information system and will have 
Boston University e-mail accounts. In addition to Boston University’s Conditions of Use and 
Policy on Computing Ethics (http://www.bu.edu/computing/ethics), the Boston University 
Institute for Dental Research and Education Dubai expects individuals using BUIDRE and 
DHCC computing services to follow the additional guidelines set-forth. 
 
Computing Equipment and Facilities at BUIDRE 
Computing equipment owned by BUIDRE must display standard Windows backgrounds at all 
times. Screensavers and software not provided by BUIDRE may not be downloaded or installed. 
 
Listservs at BUIDRE 
Listservs are to be used to broadcast BUIDRE and DHCC related business only.  This is limited 
to messages sent from the administration and BUIDRE endorsed organizations.  It is not a 
mechanism for non-BUIDRE related discussion, religious announcements, chain letters, 
commercial endorsements or advertisements. 
 
WebPage Access at BUIDRE 
Residents, Faculty and Staff may not post their “personal” web pages via the BUIDRE server.  
Web Page posting is for the exclusive use of BUIDRE related business. 
 
BUIDRE reserves the right to revoke the computing privileges and/or discipline any individual 
using the Computing Equipment, Listservs, or Web Pages in violation of this or any other policy 
relating to the use of computer resources. 
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BUIDRE Sexual Harassment Policy 

 
BUIDRE is committed to the principle that no employee, patient, resident or applicant for 
employment or admission should be subject to sexual harassment or unlawful discrimination. 
BUIDRE strives to provide workplaces and learning environments that promote equal 
opportunity and are free from illegal discriminatory practices and sexual harassment. 
 
Sexual harassment is a violation of BUIDRE policy, as is retaliation against any individual who 
in good faith files a complaint of sexual harassment or cooperates in the investigation of such a 
complaint.  Upon receipt of a complaint of sexual harassment or retaliation, BUIDRE will 
undertake a fair and thorough investigation, with due regard for the rights of all parties.  Every 
reasonable effort will be made to protect the confidentiality of the parties during the 
investigation.  After an investigation, any person who is found to have sexually harassed or 
retaliated against another will be subject to discipline, up to and including termination of 
employment and, if a resident, expulsion from BUIDRE. 
 
Definition of Sexual Harassment 
Sexual harassment is defined as sexual advances, requests for sexual favors, and any other verbal 
or physical contact of a sexual nature, whether intentional or unintentional, where: 
 

·  an individual’s submission to or rejection of the conduct is made, either explicitly or 
implicitly, a term or condition of employment or of status in a course, program or 
activity, or is used as a basis for an employment or academic decision; or, 

 
·  the conduct has the purpose and effect of unreasonably interfering with an 

individual’s work performance, academic performance, or educational experience, or 
of creating an intimidating, hostile, humiliating or offensive working, and educational 
or living environment. 

 
Examples of Conduct Which May Constitute Sexual Harassment 
It is not possible to list all circumstances that might constitute sexual harassment.  In general, 
sexual harassment encompasses any sexually related conduct which causes others discomfort, 
embarrassment, or humiliation, and any harassing conduct, sexually related or otherwise, 
directed toward an individual because of that individual’s sex.  Such conduct is subject to this 
policy whenever it occurs in a context related to the employment or academic environments, or if 
it is imposed upon an individual by virtue of an employment or academic relationship. 
 
A determination of whether conduct constitutes sexual harassment is dependent upon the totality 
of the circumstances, including the pervasiveness or severity of the conduct.  The following are 
examples of conduct which may constitute sexual harassment: 
 
·  Unwelcome sexual advances--whether they involve physical touching or not; 
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·  Sexual epithets, jokes, written or references to sexual conduct, gossip regarding one’s sex 
life; comment on an individual’s body, comment about an individual’s sexual activity, 
deficiencies, or prowess; 

·  Displaying sexually suggestive objects, pictures or cartoons; 
·  Unwelcome leering, whistling, brushing against the body, sexual gestures, or suggestive or 

insulting comments; 
·  Inquiries into one’s sexual experiences; and 
·  Discussion of one’s sexual activities. 
 
In order to constitute sexual harassment, conduct must be unwelcome.  Conduct is unwelcome 
when the person being harassed does not solicit or invite it and regards it as undesirable or 
offensive.  The fact that a person may accept the conduct does not mean that he or she welcomes 
it. 
 
BUIDRE, its employees and residents also must be aware of the need for freedom of inquiry and 
openness of discussion in its educational and research programs, and must strive to create and 
maintain an atmosphere of intellectual seriousness and mutual tolerance in which these essential 
features of academic life can thrive.  No university can or should guarantee that every idea 
expressed in its classrooms or laboratories will be inoffensive to all; pursued seriously, education 
and scholarship necessarily entail raising questions about received opinions and conventional 
interpretations.  BUIDRE does guarantee, however, that credible accusations of inappropriate 
sexual remarks or actions will be investigated promptly, thoroughly, and fairly. 
 
Complaints 
If you have questions or concerns about sexual harassment, or if you wish to file a complaint of 
sexual harassment, you are strongly recommended to contact the Chief Academic Officer or the 
Chief Academic Officer.  
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Appendix I: Example Resident Feedback on Didactic Instruction 
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 57

Appendix II: Course Exemption Form 
 

 
BOSTON UNIVERSITY 

INSTITUTE FOR DENTAL RESEARCH AND EDUCATION DUBAI  
POSTDOCTORAL COURSE EXEMPTION PETITION 

 
 
 
 
Resident Name: _________________________________ Date: 
____________________________ 
 
Postdoctoral Program:  __________________________ 
 
The above resident has permission of the postdoctoral program director to petition for exemption 
from the following course: 
  
 ______________________________________________ 
  
 
 
Signature of Postdoctoral Program Director:  
__________________________________________ 
          Date 
 
 
(This section to be completed by Interdisciplinary Course Director) 
 
Exemption examinations are not valid without Program Director’s approval. 
 
 
The above resident has successfully completed an exemption examination in the above course: 
 
 
Signature of Course Director:  _________________________________________________ 
         Date 
 
 

Please send the completed form to the 
Office of the Residents’ Services Manager 
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Appendix III: Resident’s Leave Request 

 
 

Resident’s Request for Time Off 
 
 

Resident’s Name:  _____________________________ Date: __________________ 
 

Date(s) Requested : ______________________________________________________ 
 

Reason: 
 

�   Meeting/conference �   Vacation  �    Other  
 
   

Explanation:   
________________________________________________________________________ 
 

________________________________________________________________________ 
 

________________________________________________________________________ 
 
PLEASE NOTE:  THE PROGRAM DIRECTOR CANNOT EXCUSE YO U FROM AN 
INTERDISCIPLINARY CLASS.  YOU MUST OBTAIN THE AUTHO RIZATION OF YOUR 
INTERDISCIPLINARY INSTRUCTOR(S) BEFORE THE PROGRAM DIRECTOR WILL 
AUTHORIZE YOUR LEAVE.  
 
�  Approve �  Disapprove    �  Approve �  Disapprove 
Course:      Course: 
 

_____________________________   ______________________________ 
Instructor                  Date   Instructor       Date 
 
 

�  Approve �  Disapprove    �  Approve �  Disapprove 
Course:      Course: 
 

_____________________________   ______________________________ 
Instructor                  Date   Instructor       Date 
 
To be completed by Program director. 
 

  �  Approve    �  Disapprove 
 

_____________________________________________  __________________ 
 Program Director            Date 
 
 

Program director’s comments: 
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Appendix IV: Guidelines for Thesis Submission 
 

 
Introduction  
A major requirement for the master's degree at the Boston University Institute for Dental 
Research and Education Dubai is the completion of a thesis.  A graduate thesis is a contribution 
to knowledge.  It is important that the findings be presented in a formal fashion to increase their 
usefulness to others.  If a thesis is not presented in the form required in these instructions, it will 
not be accepted, nor will a degree be conferred until corrections have been made.  A 
satisfactorily completed thesis must be approved by a committee of readers (Thesis Defense 
Committee).  
 
This guide in no way sets stylistic or bibliographic rules for the author.  These should be 
determined by the candidate and his/her advisor. Neither does this guide deal with detailed 
information on how to prepare, research, and write a  thesis, although a bibliography of sources 
that would be helpful in this area is provided.  The purpose of this guide is to inform graduate 
residents of the standards established and adhered to by the Library and BUIDRE.  
 
Number of Copies 
To preserve a record of the achievements of BUIDRE scholars, and to share the benefits of their 
research with others, two identical copies of the final version of the thesis are needed for 
submission to the Senior Research Mentor, one for the archives and one to circulate to interested 
members of the DHCC community.  An electronic format (Read Only) of the thesis should also 
be sent to the Senior Research Mentor. The department faculty, advisor and other advisory 
committee members, may require extra copies of thesis.  Submission of the thesis to the Senior 
Research Mentor should be the last step before graduation. 
 
Deadlines for Submission of Thesis 
Theses must be submitted to the readers eight (8) weeks prior to the anticipated thesis defense to allow 
ample time for the thesis to be read and for corrections/revisions to be made.  Delay in submission may 
result in postponement of the date of graduation, which, in turn, may result in additional tuition.  The 
dates for the submission of thesis to the thesis defense committee are critical for a successful review and 
defense process. Individual departments or programs will set the deadline submission of the thesis to the 
Thesis Defense Committee.  However, it is expected that the Master’s thesis will be defended within 45 
days of the expected degree award date. 
 
Submission to the Library 
1. The thesis must not be bound at the time of the thesis defense. When a thesis has been 
successfully defended, edited and approved by the research advisor, the research advisor must 
sign a Thesis Submission Sheet.  Each member of the thesis defense panel must sign two Library 
copies of the thesis.  Each signature must be original.  The Library does not accept photocopies.  
 
2. The (2) copies intended for the library are submitted, unbound, to the Senior Research Mentor. 
The thesis must be submitted either in a large manila envelope, covered box or temporary binder 
or folder. Elastic (rubber) bands alone are unacceptable. These copies must meet the particulars 
given in the following instructions.  An electronic format (read only) of the thesis also should be 
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sent to the Senior Research Mentor.  The full text will not be accessed through the electronic 
resources.  Read these instructions carefully and consult the Senior Research Mentor and your 
advisor for assistance with problems before starting the final draft.   
 
3. After accepting the library’s copies, the Senior Research Mentor will sign the multipart receipt 
form and retain the library’s receipt copy on file.  The candidate will deliver to the Residents’ 
Services Manager a copy of the receipt form and the resident will retain a copy for personal files.  
No degree requiring a thesis will be conferred until the Residents’ Services Manager has 
received this notification. 
 
4. If a thesis does not meet the library’s requirements, the rejection section of the multipart form 
will be checked off with an explanation for the rejection provided.  This part of the form will be 
signed and dated by the Senior Research Mentor.  A photocopy of the form will be retained by 
the Senior Research Mentor.  The multipart form and thesis will be returned to the resident for 
correction(s).  Once the resident addresses the Senior Research Mentor’s concerns, the 
acceptance section of the multipart form will be filled in, signed and dated.  The acceptance 
process as described in section #3 above will go forward.  If the problem with the thesis is not 
resolved within 60 days from the initial presentation to the Senior Research Mentor, it will be 
sent back to the research advisor with an explanatory form. A copy will also be sent to the 
Residents’ Services Manager.  
 
5. The library will catalog and bind all copies of accepted dental theses and they will become 
part of the library’s circulating collection. Bibliographic information for each thesis will be made 
available in the library online catalog; the worldwide catalog of OCLC (Online Cooperative 
Library Cataloging), a bibliographic utility; and index to Dental Literature. 
 
6. Residents can register his/her thesis at the Copy Right division at the Ministry of Economics 
to ensure that the thesis is protected from complete photocopying. Partial photocopying is 
permitted. If the residents are interested, two copies of the Thesis should be submitted to the 
Copyright Division for AED 30 = (US$10.00).  Neither ordering of microfilm nor application for 
copyright is done by the library. 
 
Thesis Format: 
  
Preliminary Pages 
 
1. Title page: 
The form and contents of the title page must follow the sample shown below.  All the 
information shown on the sample (from the title to the copyright statement) is required.  
Scientific formulas and abbreviations should be avoided in titles whenever possible. 
 
2. Abstract: 
The abstract should give a succinct account of the thesis so that a reader can decide whether or 
not he or she wants to read the complete work. A thesis abstract is limited to 500 words.  An 
abstract contains a clear and brief statement of the problem, procedure and/or method followed, 
the results, and the conclusions.  The Abstract copy should be typed on one side of the paper and 
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double-spaced. Graphs, charts, tables, and illustrations should not be included in the abstract.  
Symbols and foreign words or phrases should be printed clearly and accurately to avoid errors or 
delays. 
  
3. Table of contents: 
This must include the abstract, list of tables and or figures, if applicable, and acknowledgments 
as well as all the main divisions of the thesis, subdivisions, the bibliography, the appendix and 
index.  Page numbers must be given.  
 
4. List of figures: 
Figures (i.e. graphs, photographs, and other illustrative materials) are to be listed on a separate 
page.  Number, title, and page are to be given.  Figures must be numbered in Arabic numerals 
consecutively (Figure or Fig. 1,2,3, etc. or 2.1, 2.2 etc.) in order of appearance and captioned.   
 
5. Acknowledgment: 
This should not be more than one page.  Although not required, some candidates insert a brief 
dedication or foreword.  This must be placed at the end of the preliminary section and must be 
numbered and noted in the Table of Contents. 
 
Text 
 
While not all the parts of the text listed here are required in all theses, those present are to be in 
the following order:  Introduction, literature review (this section ends with the purpose of the 
study and a null hypothesis), materials and methods, results, discussion, conclusions, 
nomenclature, bibliography, appendices, and index.  Particular attention should be given to 
checking spelling and grammar.  Try to insert plots, graphs and tables into body of the text, and 
NOT at the end of the thesis.  Do not repeat references as NEW references.  Be sure to use spell 
check and grammar check in word processing program. 
 
 
 
Notes 
 
The footnotes or notes may be numbered consecutively throughout the thesis, or throughout each 
chapter.  They may be at the bottom of pages, at the end of chapters, or at the end of the main 
body of the text immediately preceding the bibliography.  Candidates are reminded that a 
consistent and established style must be followed in the footnotes, note and bibliography. 
 
Publication of a series of papers as a thesis 
 
It is not acceptable to bind together a series of published papers in reprint format and submit this 
collection as a thesis.  The thesis must be a coherent document with an overall introductory 
section, a main body, and an overall concluding section.  Terminology and nomenclature must be 
consistent throughout the thesis.  Subject to these constraints, to copyright considerations, and to 
permission from the Thesis Defense Committee, it may be possible to use material previously 
published, submitted or accepted for publication as chapters or sections of the thesis.  However, 
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this material must be typed and presented in the same typeface and format as the rest of the 
thesis.  Care should be taken to eliminate redundancies in such topics as methodology and 
introductory comments. 
 
Where material previously published (or in press) by the author is included as part of the thesis, 
it is mandatory to provide full details of authorship, journal name, volume, page limits, year and 
title of article (or comparable information for Proceedings, Books, etc.) in a Preface or Foreword.  
In the case of joint authorship, there must be a statement clearly stating the role of the respective 
authors and, in particular, making very clear the extent and nature of the contribution of the 
thesis author.  This statement should be signed by the co-authors or at least by the senior author 
other than the candidate to indicate that they are in agreement that the contributions of the thesis 
author are as stated.   
 
Specifications 
 
1. Printouts: 
One typeface and one size of type throughout the thesis are preferred.  A high standard, Letter 
quality print is expected; poor print and inferior grades of paper will not be approved.  Dot-
matrix characters are generally unacceptable.   
 
2. Typing: 
A laser printer or an electric typewriter with carbon ribbon is strongly recommended.  If cloth 
ribbons are used, they must be clear and changed frequently.  A medium-sized, clear typeface - 
e.g. pica or elite is advised; Times Roman font size 12 is recommended.  One typeface and one 
size must be used throughout; each page must be typed on one side only.  For further 
instructions, see appropriate sections below. 
 
3. Paper: 
High quality, acid-free, bond paper, 8 1/2 x 11 inches (21.5 x 28 cm), must be used; 20-24 pound 
(75 - 90 gm2) stock for type Scripps and computer printouts.  Paper must be white, not cream, 
grayish, nor colored.  Erasable paper must not be used.  Recycled paper must be white (not off-
white) and acid-free.  Pages with holes, such as those made by binder rings, are not acceptable 
for the Library's copy. 
 
4. Pagination: 
The preliminary pages are to be numbered in small roman numerals (ii, iii, iv, etc.); the text in 
Arabic.  The title page is "i" but is not numbered; the signed authorization form place 
immediately behind the title page in the Library's copies is uncounted; numbering begins at "ii" 
on the first page of the abstract.  The first page of the text is “1” and the numbering continues 
throughout including pages with tables and figures, the bibliography, appendices and index.  The 
biographical form in the Library copies, placed at the end, is unnumbered.  Every page - other 
than the title page and library forms - must be numbered.  To avoid being trimmed away by the 
binder, the numbers should be placed at least 1/4 inch (7 mm) from the edge of the page; they 
may be either in the center (top or bottom) or on the right of the page. 
 
5. Margins: 
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These must be at least 1 1/4 inches (32 mm) on the left or binding edge, and 3/4 inch (19 mm) on 
the three outer edges of each page of the typescript, printouts (including tear-off), and 
photocopies. 
 
6. Spacing: 
Copy must be double spaced except the acknowledgment, block quotations, notes, footnotes, 
captions on tables and figures, appendices, and index; these may be single spaced.  The 
bibliography should be single-spaced but with double spacing between entries. 
 
7. Graphs, Symbols, Accents, etc.: 
When graphs are used in the thesis, label all axes with correct units.  Avoid 3D rendered graphs - 
use 3D graphs if there are 3 axes.  Show standard deviation as error bars.  All graphs should have 
clear and concise captions.  If you use colors, choose colors, line style, line widths and symbols 
that can be discernible after black and white copying.  Set same scale range, breaks, and units for 
plots that are to be compared.  Double check the table of contents for figure numbers.  Characters 
not available on standard keyboards or computer printers - e.g., those needed for the 
mathematical equations, chemical formula, and accenting languages - should be neatly executed 
by hand in black ink.  Letraset or like adhesive prints must not be used.  It is recommended to 
distribute graphs, figures and tables throughout the text.  
 
8. Quality of Type, Print, and Photocopies: 
The quality of type, print, and photocopies must be high (minimum resolution: 300 dpi) and this 
excellence maintained throughout; the letters should be sharp, black, unbroken, and unvarying in 
intensity from line to line and page to page. 
 
9. Photographs: 
When used, photographs should be clear, with strong contrasts.  Dry-mounting tissue provides 
the neatest and most permanent method of affixing photos. Each library copy must have a set of 
original photographs.  Black and white graphs are recommended whenever possible.  Avoid 
"color" graphs since they do not copy well.  Use symbols and line features to distinguish curves 
within any given plot.   
10. SEMs and Photomicrographs: 
When included in the thesis, SEMs and photomicrographs should use same units for figures to be 
compared.  Import scale bar for photomicrographs (e.g. a scale bar labeled as “100 mm”).  Use 
visible arrows, triangles, and labels to point out key features.  Double-check table of contents for 
figure numbers. 
 
Delayed Circulation or Publication 
If the candidate wishes the  thesis not to circulate for a stated period of time, a written statement 
to that effect, approved by BUIDRE, must be submitted to the Library when the two copies of 
the manuscript are submitted.  This is done only if the materials cover a sensitive subject, which 
cannot safely be published at this time.  The maximum amount of time the library will delay 
publication is five years. 
 
Patentable Materials 
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By BUIDRE policy, BUIDRE owns the rights to inventions, software and other products of 
research developed by residents as part of their graduate work.  It should be noted that any form 
of public disclosure of patentable material before a formal patent application has been filed in at 
least one country, might compromise potential patent protection in other countries.  Deposition 
of a thesis in the library constitutes such disclosure.  If it appears that the subject matter of the 
research to be incorporated into the thesis is likely to lead to patentable or licensable material, 
the matter should be discussed with the research advisor and chief academic officer before the 
intended date of depositing the thesis in the library. Please see the BUIDRE Policies and 
Procedures Manual for further information on BUIDRE’s Patent Policy. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Sample Title Page 
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INSTITUTE for DENTAL RESEARCH and EDUCATION DUBAI 
 

THESIS 
 

TITLE IN FULL CAPTITALS 
(double spaced) 

 
 
 

FULL LEGAL NAME 
(Residents with compound last names, or names frequently inverted in native usage, should 

indicate verbally or in writing to the library what the last name is to ensure accurate 
bibliographic citation) 

 
 
 

Other Earned Degrees, Colleges, Years 
 

(Each previous degrees earned should be on a separate line, e.g., 
B.A. Boston University, 1995 

M.A. University of Pennsylvania, 1997) 
 
 
 
 
 

Submitted in partial fulfillment of the requirements for the degree of 
 

Master of Science in Dentistry 
In the Subject of ________ 
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(Year of Graduation, not year in which thesis is completed) 
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Sample Reader’s Approval Page 
 
 
 
If not copyrighting, this page is counted as Roman numeral ii but not typewritten on the page. 
 
If you choose to copyright, this page becomes Roman numeral iii and is typewritten at the bottom 
center of the page. 
 
Please remember that all of the preliminary pages are numbered in lower case Roman Numerals 
and are always at the bottom center of the page. 
 
 
 
 
   Approved by: 
 
   First Reader                                                           
     (Name, degree, title is typescript below signature) 
 
 
   Second Reader                                                        
      (Same as above) 
 
 
   Third Reader                                                           
      (Same as above) 
 
 
 
 
 
 
The reader’s Approval Page in the thesis must have original signatures. 
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Sample of Abstract Heading for Final Copies 
 
 
 
 
TITLE OF THESIS IN FULL CAPITALS 
 
FULL NAME (as it appears on title page) 
 
Boston University Institute for Dental Research and Education Dubai, 200_ 
 
Major Professor:                             ,   Professor of                                . 
 
 
ABSTRACT 
 
(Body of abstract follows on the same page - double-spaced, not exceed 500 words.) 
 
Statement of the problem: 
 
Purpose: 
 
Materials and methods: 
 
Results: 
 
Conclusions: 
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Thesis Receipt 
 

Boston University Institute for Dental Research and Education Dubai 
Senior Research Mentor 

 
 

Boston University Institute for Dental Research and Education Dubai 
 

Resident Name:  
___________________________________________________________________ 
 
Title of Thesis:  
___________________________________________________________________ 
 
Degree Initials:      Master’s _____     Doctorate  _____     Year:  _______     
 
 #of Copies:  ______ 
 
Signature of Department Liaison to Library:  
___________________________________________________________________ 
Department:  
___________________________________________________________________ 
Date:  
___________________________________________________________________ 
 
 

 
FOR LIBRARY USE ONLY 
Do Not Write in this Block 

�  Library Acceptance 
�  Library Rejection: Signature:  _______________________________ Date:  _________ 

Reason(s) 
 
 
 
 

�  Library Corrected Thesis Acceptance 
�  Library Return of Uncorrected Thesis 

(Corrections Not Made After 60 Days from Initial Presentation to The Library) 
 
Signature:  
_________________________________________________________________________ 
Library Position:  
_________________________________________________________________________ 
Date:  
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